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Reprint Invoices 
The easiest way to reprint an invoice is with the Review Bill (Reprint Single) page in PeopleSoft. Invoices can be printed here only after processing, so they 
can be reprinted the day after they are created. 

Navigation Options 

 

Navigation Collection Tile 
Billing | Review/Print Invoices | Review Bill (Reprint Single) 

 

NavBar:Navigator 
Billing | Review Billing Information | Details 
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1. Navigate to the Bill Inquiry search page. 
 

a. In the Find an Existing Value tab, enter or search for an invoice number in the 
Invoice field.  
Note: If you do not know the invoice number, you can use the Customer field on the 
Review Bill (Reprint Single) search page to help identify the invoice. 

b. Click the Search button. 

 

 

 

2. The Header - Info 1 page for the selected invoice opens. This is a read-only version of the 
invoice data entry page. 
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a. Click the Reprint Invoice icon (located to the right of the Invoice Amt near the top of the page). 

 
b. A dialog window appears, confirming that the reprint process has been submitted. Click the OK button. 

 
c. You will receive an email with a PDF of the invoice attached momentarily. 

END OF PROCEDURE.  
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