
withdraw payments, please contact our Accounting Department @ ar@metropolitanlinen.com. 

You can access all invoices, payment history and statements through our “Reports” tab. 

To view invoices, you can click the heading “Pay Invoices” from the menu, then “Choose Customer” to select the account you would like to view. 
You can use the Invoice Filters to select various Invoices and Aging Status. Then, click “Done”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Any Invoices highlighted in Red/Pink are considered past due invoices. You can select all invoices to be paid, including any credits to be applied. 
Then, you can select to “View” invoices prior to paying or proceed to “Pay Selected” invoices. 
 
 
 
 
 
 
 
 
 
 
 

 
You can enter your payment information, whether credit card or ACH, with the option to save on file for future payments. To request authorization to automatically 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Online Portal Instructions 

mailto:ar@metropolitanlinen.com


To add items to your next scheduled delivery, you create a “Delivery Request”. On our Home Page, you can click the heading “Maintenance” from the menu, then “Delivery 
Request” for a one-time order. 

 
 
 
 
 
 
 
 
 
 
 
 
Choose “Customer” to select the account you would like to view, then “Select a Date” for the corresponding delivery date.  

*Please note that it will only allow you to select a date that falls on your scheduled delivery day.  
For any special orders outside of your delivery day, you can contact our Customer Services to place your order. 

 

 
 
 
 
 
 
You can enter your items in the Request column as full quantities per piece. You can view any items that are automatically scheduled for delivery on the “Standard” 
column. The requested quantities will override the amounts on each standard item. You can also enter “0” to request no delivery of an item. Once you are done 
entering all items, click “Submit” to finalize your order.  
 

 
 
 
 
 



 
Once the order is submitted, you will receive confirmation that the order was added successfully. A confirmation email will also be sent with your order details. 
 

 
 

 
 
 
*If you do not see the message that your Delivery Request was submitted or a Delivery Confirmation Email within the hour, please contact Customer 
Services to ensure your order was received. 
 


