
Setup Invoice Archiving 

Please click on Settings and “Electronic Invoice Routing” 

  

 

Now Choose „Tax Invoicing and Archiving” 

 

First, click on „Enable long-term archiving” and confirm the Popup 

Second, click on “Configure Invoice Archival” 



 

Please use this recommended setup and click on “Update Frequency” and after that on the “Save 

Delivery Option” button. 

 

Download Archived Invoices 

If you want to download archived invoices, simply click on the 3 dots on the upper right corner and 

choose “Archive Documents”. All invoices are archived from the time invoice archiving was set up, no 

past invoices. 

 


