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Reprinting Invoices 
 
Option 1 – through Billing – “Duplicate” printed on invoice 

1. Navigate to Billing > Locate Bills > Bills Invoiced 
• Enter Customer ID 
• Filter search further by clicking on the green funnel 

o Value = Invoice #  or  Source = Bill Source 
o Click OK 

• Click Search  
2. Select Invoice to Reprint by checking the select box  
3. Click Printer Icon on top of the page 

• Message appears “Successful – Process Instance xxxx” 
• Click OK 

4. Click on Printer Icon until the invoice is displayed 
• Note:  Invoice will say “Duplicate” 
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Option 2 – through Accounts Receivable 
1. Navigate to Accounts Receivable > Customer Accounts > Item Information > 

Item List 
• Enter Customer ID 
• Filter search further by using Advanced Search 
• Click Search 

2. Select Invoice to Reprint by checking the box next to the Item 
3. Select Reprint Invoices from the Item Action drop down 

• Click Go 
 

 
 

4. Enter custom label as appropriate: leave blank, “Original” or “Duplicate” 
• Click OK 
• Message appears “Successful – Process Instance xxxx” 
• Write down process instance number 
• Click OK 

 

 



 
5. Navigate to PeopleTools > Process Scheduler > Process Monitor  

• Enter User ID 
• Enter Process Instance 
• Click Refresh until Run Status = “Success” and Distribution Status = 
“Posted” 

6. Click on “BIJOB19” link in the Process Name Column 
 

 
 

7. Click on “UMFBIIN3” link 
 

 
 

8. Click on “View Log/Trace link 
9. Click on link ending in .PDF to display invoice 
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