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Generate a Pro Forma Invoice 

  

  

The Print Pro Forma process will produce a Pro Forma Invoice that gives the Billing Processor 

a preview of what the actual invoice will look like. Changes can be made to the bill if necessary. 

  

The Billing Processor must create or select a Run Control ID and set up appropriate parameters 

for the process. 

  

Core-CT 9.1 is configured to generate Pro Formas in XML format. These must be viewed from 

the Report Manager  and cannot be viewed from the View Log/Trace page. 

Procedure 

 
Navigation: Billing > Generate Invoices > Non-Consolidated > Print Pro Forma 
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Step Action 

1. Enter Pro_Forma into the Run Control ID field. 

2. Click the Search button. 

 

 

 
 

Step Action 

3. Click the Invoice ID option. 

 

4. Enter GT04648 into the From Invoice field.  

5. The To Invoice value will default to the From Invoice value upon clicking in the 

To Invoice field or clicking the Save button. 

 

Click in the To Invoice field. 

 

6. Click the Bills To Be Processed button. 
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Step Action 

7. Pro Formas may be processed when a bill is in either NEW or RDY Status. 

 

Click the Return button. 
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Step Action 

8. Click the Run button. 

 

 

 
 

Step Action 

9. The selection for Pro Forma & Print will default. This job will generate a pro forma 

in XML format. 

 

Click the OK button. 
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Step Action 

10. Note the Process Instance number. 

 

Click the Process Monitor link. 
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Step Action 

11. Click the Refresh button until there is a Run Status of Success and a Distribution 

Status of Posted. 

 

Click the Refresh button. 

 

12. The pdf file containing the pro forma must be viewed from the Report Manager. 

 

Click the Go back to Pro Forma link. 

 

 

 
 

Step Action 

13. Click the Report Manager link. 
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Step Action 

14. The report containing the pro forma is located on the Administration tab. 

 

Click the Administration tab. 
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Step Action 

15. Click the BI_PRNXPN01 - BI_PRNXPN01.pdf link. 

 

 

 
 

Step Action 

16. The Pro Forma displays in a new window. 

 

Use the Pro Forma to preview what the actual invoice will look like. 
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Step Action 

17. Click the scrollbar to move to the bottom of the page. 

 

 
 

Step Action 

18. Click the Close button. 
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Step Action 

19.  

End of Procedure. 

 

 


