Reprint Account Invoices

Is this feature disabled?

+ Contact To Enable

Overview

This feature needs to be switched on for your site by Commerce Vision.

@ This guide is for use of non-PRONTO ERP systems only. For PRONTO, see Invoice Reprints

(PRONTO).

Let your B2B customers reprint account invoices for all orders online 24/7.

They can do this online without your assistance in Pay Accounts by selecting the invoices, entering an
email address, and clicking Send Reprint Request.

Your Customer Experience

Your B2B user with Customer Account access logs on to your website. They access Pay Account (on the Dashboard navigation menu or via the quick

access button.)
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They simply search for the invoice or invoices, then click Reprint Selected.

# / Duhboord / PayAccount

Pay outstanding invoices

B Invoice Details
Invoice / Order Number

® |nvoice Mo

O Order No.

You can choose from the day based periods below, to auto-select the invoices for those time spans.

currene: 50,00 30 Day== 50.00 60 Day= $0.00 ) a0+ Doy $135,456.19 Unallseated Payments: 50,00
G ez
Date ¥ Invoice # ¥ Duc Date H Invoice Amounty Owingy Discounty Payment Amount “IPay [ Reprint
/102016 10001083 310,206 $409.66 $409.66 $0.00 Tray EResrin:
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Unallocated Receipt Amount:

0.00

Total Payment Amount $0.00

+ Reprint Selected

In the popup, they enter their email address, then click Submit Reprint Request.

Invoice Reprint Request:

Please enter your valid email address to receive your copy inmvaice.

Please Note: If your account is setup with consolidated invoicing, you will receive a copy of your delivery docket
only.

Email Address:

janesmith.ov123@gmail.com

+ Submit Reprint Request




Step-by-step guide

Enable Reprint Settings

1. Inthe CMS, go to Settings Settings Feature Management Payment & Checkout.

2. Ensure Invoice Reprint Settings is ON.
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3. Click Configure.
4. Toggle ON Enable Generic Invoice Reprints.
Invoice Reprints Settings Cancel
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€ Invoice Reprints Settings Enable Generic nvoice Reprints
o

5. Click Save & Exit.

Edit Invoice Reprint Template

To change text, labels and prompts on the page :

1. Goto Content Pages & Templates Invoice Reprint Page.

2. Click Edit for the Invoice Reprint Widget.

Additional Information

® Reduces cost to serve by eliminating contact with Accounts Receivable staff for invoice reprints.
® Ability for end users to get invoice reprints 24 / 7.

Minimum Version Requirements ..

Prerequisites o
See required items.
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Related widgets
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