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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains how to view and print billing invoices.   

Description 

The key actions are provided to view the billing invoice via Bill Summary or Bill Details.  
Additionally, it includes the actions on how to download a batch of invoices by utilizing the 
reprint functionality. 

VIEWING & PRINTING BILLING INVOICES 

Step Action 

1.  Log into INFORMS. 

2.  

 
 

Select Finance/Supply Chain (FSCM). 
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3.  

 
 

Select Credit to Cash Operations. 

4.  

 
 

Select Billing WorkCenter. 
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5.  

 

 
 

a) Under Bill Entry Group, select Summary. 
b) Select the Find an Existing Value Tab. 
c) Enter the Business Unit. 
d) Select the Invoice number you want to print.  
e) Select Search. 

6.  

 

 
 

a) Select the Bill Summary Info tab, the invoice information will be displayed. 
b) Select the View Invoice Image hyperlink.  
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The Billing Invoice image will be displayed with the Department Information, Customer 

Information, Invoice Number, Invoice Date, Payment Terms, Due Date, Total Amount 

Due, and detailed Line Description, Quantity, and Amount.  

 

 
 

7.  End of Process 
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VIEW INVOICE VIA BILLING DETAILS 

1.  

 

 
 

a) Under the Bill Entry Group, select Details. 
b) Select the Find an Existing Value tab. 
c) Enter the Business Unit. 
d) Select the Invoice number you wish to see the details on.  

2.  

 

 
 

a) Select the Header – Info 1 tab. 
b) Select the View Invoice Image hyperlink.  
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The Billing Invoice image will be displayed with the Department Information, Customer 

Information, Invoice Number, Invoice Date, Payment Terms, Due Date, Total Amount 

Due, and detailed Line Description, Quantity, and Amount.  

3.  End of Process 
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BATCH INVOICE DOWNLOAD/REPRINT INVOICES 

1.  

 

 
 
Under the Other Links section, select Reprint Invoices. 
 
NOTE:  If this is the first time using Reprint Invoices, select Add a New Value tab and  

enter the Run Control ID.  Then select the Add button.  
If it is not the first time using Reprint Invoices, enter the Run Control ID and 
select Search.  Select the Run Control ID you wish to run.  
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2.  

 

 
a) On the Selection Parameters section, enter the following information: 

From Business Unit. 

To Business Unit. 

From Invoice. 

To Invoice. 

b) Select Save. 

c) Select the yellow Bills To Be Processed icon to the right of the Run button to 
verify that the invoice requested is listed. 

3.  

 

 

Review the Bills To Be Processed screen and select the Return button.  
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4.  

 

 
a) Select the Print Options tab. 
b) In the *Email Invoice Options field select Print Only. 

5.  

 

 
 

a) Select the Reprint Invoices tab. 
b) Select the Run button. The Process Scheduler Request page will appear. 
c) Select the MD Billing Invoice Reprint (MDBIREPR) line from the Process List. 
d) Select OK. 
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6.  

 

 
 

Select the Process Monitor hyperlink. 

7.  

 

 
 

Select Refresh button until the Run Status displays Success and the Distribution Status 

displays Posted. 

 

Select the Report Manager hyperlink when the Run Status is Success and Distribution 

Status is Posted. 
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8.  

 

 
 

a) Select the Administration Tab. 
b) Select the hyperlink for the .PDF file.   
The invoices will be displayed.  

 
9.  End of Process. 

 


