
How to Locate and Pay Your Invoice 
Through the BCT Ohio PressWise 
Storefront 

Step 1: Login 

• Go to the provided website link. If you don’t have one yet, CLICK HERE. 
• Enter your Login ID and Password. 
• Click Login. 

Step 2: Navigate to View Orders 

• The ‘View Orders’ option is in the ‘Quick Links’ box on the ‘My Account’ tab 
(highlighted in red), which is the page that the website will automatically direct you 
to upon logging in.  

 

Step 3: Locate Your Order # 

• Find the order number you’re searching for. 
o (Order numbers begin with “N”.) 

https://bctoh.presswise.com/login.php


 

Step 4: Paying a Balance 

• On the right-hand side of the page, you will see a credit card icon if the order you’re 
searching for has not been paid.  

 

o SIDE NOTE - If you are interested in paying multiple invoices at once, use the 
check boxes on the left to select the orders you would like to pay for 
together. 



 

o After selecting all the orders that you want to pay for together, click the 
‘Make a Payment' button that will appear at the top.                                                            

 

Additional information: Locating a PDF Version of an Invoice: 

If you would like to locate a PDF version of an invoice to download for personal 
documentation or filing purposes, follow the instructions below. 

 



Step 1: ‘View Orders’ Page 

• On the ‘View Orders’ page, click the ‘Order #’ underlined as seen above. 
 

 

Step 2: Order Status Page 

• Once you’ve clicked on the order number, you will be directed to the ‘Order Status’ 
page, you can scroll to the bottom of your screen to see the total cost for your order 
(including shipping & handling). 
 

• To download a PDF of your invoice, navigate to the ‘Order Information’ box located 
at the top left of the screen. 
 

• Then, click the ‘Order Invoice’ icon. 



o This button will automatically download a PDF version of your invoice.

 

Step 3: Reviewing Your Invoice 

• If you download and open the invoice (PDF), you’ll see a detailed description of 
your order with the grand total. 

Step 4: Payment Status 

• If your order is fully paid, you’ll see PAID IN FULL in bold black letters. 
 

 

 

• Another option for paying an invoice is the “Click to Pay” link located on the PDF 
version of the invoice itself. 



 

• NOTE: Once an order has been printed and shipped, you will also be emailed this 
information. 

 

Need Help? 

   BCT Ohio – Our team is happy to assist you. 
 Telephone: (330) 896-9712 
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