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Reprint Invoice Instructions
The very first time before reprinting invoices, need to run the Extract process for one invoice. This is to be run only once.
Go/Manage Sales Activities/LBNL Generate Invoices ( Process/Reprint Invoices Extract/Add (see next two screen prints).
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Add a Run Control of ‘Reprint_Invoice’
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Select Invoice ID and enter an invoice number (any will do) for the From and To Invoice and click the traffic light button.
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Select Client and File where the file path should be ‘C:\PS\TEMP\’, then click OK.
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The next step (pages 6, 7, 8) sets the LBNL_Reprint run control preferences to use Window as output. 
Edit/Preferences/Run Control… 
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Select LBNL_Reprint run control and click the EDIT button.

[image: image7.png]LBNL Generate Invoices X

Fle Edt Vew Go Favorkes Lse Process Inqure Repart Help

al&(8x| ‘a6 &6l == S| @lE=] #lelal]

Edit Run Controls

Joural
Jounal_generator
MARS_Fepat
modestact
Payment_Hisory_Extract
Riepint_Estact

SPhA
22150380
ZBIc0z10
ZBiCo21
ZBIF00T
ZBIS0250

"B T RBArSCE [x] ¥ o LBNL Gener

| €] https://finweb.oro.doe..gov/vendorlogon.htm v





Select Client for the Run Location and Window for the Run Output. Click OK.
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The process to reprint invoices as follows:

Go/Manage Sales Activities/LBNL Generate Invoices ( Process/LBNL Reprint/Update/Display (next two pages)
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Select Run Control ‘Reprint_Invoice’
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In the Range Selection Box in the upper left hand side of the screen click the radio button for Contract Number
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Enter the Award No. in the Contract Number space (include hyphens)

For example:  LB05-XXXXXX

Click the Flashlight button located above the reprint button in the upper right of the screen

[image: image13.png]Fle Edt Vew Go Favorkes Lse Process Inaure Repart Help

alelex| Ba|l oo Dol H=] el ] ] ]

st |

Operator 1D: GLORIMNCE

Run Control ID: Feprint_lnvoice

Range Selection ™ Print 1081 Invoice

* Invoice )
Reprint
< Contract # Contract #: LB05-001327
=)
Sel BU Date Added Process Instance Invoice

Lo B Evt Rprrt Update/Display





A list of the invoice numbers associated with the award will appear
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Select the one you would like to reprint and click the Reprint Button located below the flashlight button. 
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The invoice will appear on your screen in a moment or two

Click the printer button, then click OK (next page) and your invoice will print.
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Note:  If printing multiple invoices you will need to select them one at a time as checking all the invoices and clicking Reprint will not work
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