
Printing an Invoice
Email invoices do not contain a bill top for mailing in a payment. However, a paper invoice can be printed from the
system for this purpose.

Navigation
Customers can access the Mail in Payment link in 2 ways:

1. A link in an email
2. From their user account

Email link
When following a link in an email from FACTS, the customer will have access to the Mail in Payment link near
the Make A Payment button.
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User account
When signed in, the user will be able to select Mail in Payment in the Actions list.

There is also a Mail in Payment link if they click View Details and select a specific invoice.
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Printing an invoice
• Instructions are listed in 3 steps.
• Click Print next to the appropriate invoice.
• The invoice will open in a new window or tab and can be printed using your browser’s print function.
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