M@rketplace Quick Reference Guide: Viewing Invoice Images

The invoice image should be available approximately 15-20 minutes after the invoice has been entered into CU
Marketplace as a voucher.

Note: The invoice image software is a shared resource with a limited number of licenses available. The invoice’s image
will remain open 2 minutes for viewing before a time-out prompt appears. It is recommended to allow the time-out to
occur to open up the license for others. If needed, invoice images can be saved or printed.
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To Save the Image: To Print the Image:
1. Click the Save icon from File View Annotation Workflow 1. Click the Print icon from File View Annotation Workflow
the WebNow toolbar. e E R s SO B the WebNow toolbar. H® = _‘G/ 0 =9
2. The Export window will 2. The Print Options window o
appear. will appear.
3. Click Browse and select the appropriate folder/drive. 3. Use the Profile dropdown to select Default and click OK.
4. Use the checkboxes to select the appropriate pages. 4. The Print window will appear.
5. Click OK. The document will save with a default name. 5. Select the appropriate printer and click OK.
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For additional learning resources, visit www.cu.edu/psc.



