PeopleSoft Financials: Accounts Receivable and Billing — End User Training and Reference Guide

Print a Pro forma Invoice

A pro forma is not a formal invoice but is an "advance" of the actual invoice. The pro forma says clearly, "Please do not pay from this Pro forma. This is not
an official invoice. An official invoice will be mailed within 24 hours." Pro formas can be used to mail with additional documentation required for the billing
or for viewing and editing an invoice you created before it has been processed and posted. The pro forma invoice will not have the payment coupon on it.

Since you are producing a sample invoice, you can generate a pro forma anytime after you save an invoice. Printing pro formas also enables you to view the
invoice and correct errors before bills go through the overnight process. Pro formas only print the day you create the invoice and before the overnight
processing. Remember: Once billings go through the updating process, you cannot make changes to them, so corrections must be done the same day. After
that you would have to process an adjustment invoice.
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1. Navigate to the Bill Entry search page.
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a. Inthe Find an Existing Value tab, enter or search for an invoice number in the Invoice field.

b. Click the Search button.
2. The Header - Info 1 page for the selected invoice opens.
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a. Click the Pro Forma icon (located to the right of the Pretax Amt near the top of the page).
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b. A dialog window appears, confirming that the Pro Forma process has been submitted. Click the OK button.

Pra Forma process BIPJ10 has been submitled. (12500,671)

Use the process monilor 1o review the process status and oulpul.

c.  You will receive an email with a PDF of the invoice attached momentarily. Use the PDF to print the pro forma.
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END OF PROCEDURE.

Copyright ©2025 University of Missouri
Date modified: 12/12/2024

Division of IT, PeopleSoft Finance
Page 72 of 113

Support: ftss@umsystem.edu
Updates: techwriters@umsystem.edu



	Invoice Printing
	Print a Pro forma Invoice


