
 

How to Print a copy of an Invoice 
 
Upon logging into the system, you should see a menu of options on the left hand side of the screen.  
 

• Click on “Billing & Payments” icon on left side of the screen (circled)  
• Click “Invoices” (arrow) 

 
 
 
 

 
 
 
 
 
 
  



 

You should see a list of all invoices. The window is divided into two windows – those that are active or 
overdue, and all invoices. Find the invoice in question and select the one you would like to print. 
 
 

 
 

 
  



 

 
The details associated with the invoice will be displayed, including any payments applied. 
 
In the top right corner is an icon with an up arrow (circled). Select and three options will open – Preview 
invoice, download invoice, or email invoice. Make the desired selection, likely download invoice  

 

 
 

 
From this screen, you can also make a payment or go back to the payroll worksheet associated with the 
invoice.  

 
 
 
 
 

 
 
 
 
 
 


