How to Retrieve an Invoice Copy

1. Loginto FORCE — https://rams.research.vcu.edu
2. Click on FORCE
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3. Select the Invoices tab (orange arrow below).
All invoices for indices which you are assigned will appear.
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4. Toview, print or save an invoice as PDF/Excel — click on the Invoice for Index XXXXXX under the
Name column (purple arrow above). The invoice details will display. To view or print invoice,


https://rams.research.vcu.edu/

choose these options on the left side of the screen under Current State. To save as PDF/Excel,
click the export button and then save as PDF/Excel (see blue arrows below).
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