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Instructions

1. From the Global Navigation search bar, type INVQ for Invoice.
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2. Enter Transaction ID of the document you are wanting to print and hit Apply.
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* Required fields
- Filters &
Customer Print Status Transaction ID
Transaction Code Transaction Dept Department
Unit Billing Profile
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4. Click Save on upper-right side of page. Print status changes to "Replacement Pending."
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5. Select the 3-dot menu - near the end of the line. Click Related Pages, then Print.
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O Customer + Billing Profile = Department unit Transaetion Printstaus & Sehedule Email/Print Date

Replacemert Pending v
o 10005 150 AL Printed/Emaied
o » 10005 150 ALL Printed/Emailed
[mE— 10005 150 ALL Printed/Emailed
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0 10005 150 ALL Printed/Emailed

6. Enter the following:
* Print Job Code: Generate Invoice Print
* Print Resource ID: **PDF File Generator
+ Check the View Forms box

7. Click Save & Close.
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Parameters For Print Cancel

Print Job Code Print Resource ID

‘ Generate Invoice Print ~ ‘ “4PDF file generator - [¥# View Forms

View Forms Description

8. Click into the Transaction.
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9. Go to the 3-dot menu : on the far-right hand side of transaction and click Forms.

it A . = - Close
Receivable (RE) o |maE | 2P
Department: 150 | Unit: PURC | Transaction ID: 18SCCO 1 Version: 2 EinanjAction=OtheActine Eles earciy
i Addnionsl Transaction
— . Informtion
Summary Header Vendor (1) Accounting (1)
Cancel Future Transaction Triggering Track Work In Progress
Legal Mame Line Amount
Bl | gsses 8~ Collaberate Schedule 9 Transaction History
© Header Comments Send Page
Record Date Transaction Name TransactionDe  copy e e
06/26/2024 CONTRACT ADMIN FEE -
Copy Forward View PDF
Actual Amount Oustanding Amount Closed Amouni Y
$55.68 3000 $55.68
D load Tr ti
Closed Date Sent to Collection Amount Liquidated Am¢
11/05/2024 s0.00 s55.68 Activate
Written-off Amount Collected Amount Interest Amour o vate
50.00 35568 50.00
Late Fee Amount Admin Fee Amount Other Fee Amo, Archive
50.00 5000 50.00
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10. Click on the 3-dot menu - on the far right of the "Pending" status transaction and

select View PDF.
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Transaction Code

‘RE

P Show More

Grid Actions

1-3 of 3Records

Status Description

No Forms Test

Completed Test2

Transaction Dept

150
Viewperpoge- @) w0 100
Transaction Code Transaction Dept
RE 480

RE 80

Transaction ID

185CC03105981

Transaction ID

File Name

1995102_Invoice

1995103_Invoice

1995104_Invoice

11. Open the File from downloaded files.

12. Print the document from downloaded PDF.
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