
How to reprint an invoice

Do you need to reprint an invoice for a job ad that you've created? Here's how:

Login from the Advertiser Centre

From the Advertiser Centre (or any page with a "Login" button), click the "Login" button.
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Login

1. Enter your email address.

2. Enter your password.

3. Click the "Login" button.

If you can't remember your password, click the "Forgot Password?" link.
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Open History Tab

1. When you're logged into your Desk, click the "History" tab.

2. To expand the list of invoices? Click the [+] sign beside "Type: Invoice".

Open the Invoice

Click the invoice number for the invoice that you want to reprint.

The invoice will open in a new web browser window and you can print it from there.
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Please Note: To reprint invoices from before July, 2008, please contact our Billing guru.

That's all there is to it!

Still have questions about billing information or your invoice/receipt history? Please contact our Billing
team.
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