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Why am I Unable to Reprint an Invoice?
PeopleSoft Financials

Version 8.9___________________________________________________________________________

PURPOSE

To print out a bill that cannot be reprinted, but has already been invoiced.
NAVIGATION: Billing > Review Billing Information > Summary
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Go to the Bill Summary Info 2 Page.

Notice Invoice Printed is not Checked Off
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Invoice Printed must be checked off in order for the Reprint process to work correctly, therefore this bill must be printed from the ‘Finalize and Print Invoices’ process.
NAVIGATION: Billing > Generate Invoices > Non-Consolidated > Finalize and Print 

       Invoices 

Enter Parameters.
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Click the ‘Bills to be Processed’ Icon ([image: image5.bmp]); Click [image: image6.png]Return
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This bill has already been processed, which is why this table is blank. Run this process anyways in order to print out the invoice.
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Ensure that the Type and Format for all processes match with what is seen below.  

Click the Finalize and Print Hyperlink
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Ensure that the Type and Format match with what is seen below; Click [image: image12.png]
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Select PSJob Finalize and Print; Click [image: image14.png]
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Click on the Process Monitor Hyperlink
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 until you get a Run Status of Success and a Distribution Status of Posted; Click on the BIJOB01 Hyperlink
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Click on the BIIVCPN Success Hyperlink
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Click on the View Log/Trace Hyperlink
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Click on the biivcpn_XXX.PDF Hyperlink to view the Invoice
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Sample Invoice
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NAVIGATION: Billing > Review Billing Information > Summary 

On the Bill Summary Info 2 page, Invoice Printed is now checked off.  The invoice will run successfully through the Reprint Invoice process.
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