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

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

-
Billing

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

NavBar:Navigator
Billing | Review Billing Information | Details

MNavigator
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1. Navigate to the Bill Inquiry search page. Bill Inquiry
Enter any information you have and click Search. Leave fledds blank for a list of all valu
a. Inthe Find an Existing Value tab, enter or search for an invoice number in the
Invoice field. Find an Existing Value
Note: If you do not know the invoice number, you can use the Customer field on the « Search Criteria
Review Bill (Reprint Single) search page to help identify the invoice.
Business Unit = |~ UMSYS Q

b. Click the Search button.

Invoice  begins with (| INV0369709 | Q

Bill Status | = v =
Customer = begins with ~ Q

Contract begins with ~

Ocaze 53'/1\45

2. The Header - Info 1 page for the selected invoice opens. This is a read-only version of the
invoice data entry page. & Cleor | Basic Search B Save Search Criteria

\-'\.-ul...J*u"'“'!w—-l'\W-—d‘-—-"\'N"”\aw%'ﬂhwuuuh.—f‘udwmvuﬂn

WMmWﬂWuww
€ eyFinance Billing ;
M Windiow | Help | Persorgioe n..)g
Huacer - Infe 1 Line - Info 1 2
s {
Unit  COLUM imwolce  IRMVOBEOT00 irvolce Ame 167029 usSD E' E
Statid Y Irvoics Date 10232018 Cyche D DAILY H
Trpe CUP Seuree Frequency  Once i
Customss  0O0DOZE345 SubCuntd SubCuml §
inwolce Form  STANDARD From Date 04012018 To Date  Qa302016 2
Aocounting Date  10Z32ME Pay Terms N3 Pay Mathod  Check i
Remit To 10601 Bank Accourt  CAL Final Involce E
Sales  NA Bill inquiry Phons  §73-B2-8184 ]
Credit MA Collect CRADIOLD j\
Billing Speclalist  CRANOLD Billing Authority CRADIOLD 3
RADIOLOGY @ (572 BE2-8154 }
Galo Header inkg 2 Addess Copy Address Hotes Y
[ Surriray Cnimaral s i t
age Series i
Bl Search Lines Search Haader - Infig 1 - Prew Fext ;?
el

Copyright ©2025 University of Missouri Division of IT, PeopleSoft Finance Support: ftss@umsystem.edu

Date modified: 12/12/2024 Page 77 of 113 Updates: techwriters@umsystem.edu



Training and Reference Guide

PeopleSoft Financials: Accounts Receivable and Billing — End User
Click the Reprint Invoice icon (located to the right of the Invoice Amt near the top of the page).

a.
1,670.29 USD ,'a.

Invoice Amt

Cycle ID

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

Invoice Reprint process BIPJ10 has been submitted. (12500,1001)
Use the process monitor to review the process status.

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

END OF PROCEDURE.
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