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The Invoice List

When navigating to Accounts Receivable > Invoices, the user arrives at the Invoices page. This page is comprised of
four tabs of information: Invoices, Credits, Invoice/Credits Not Delivered, and Printed Batch History. Each tab has
three common options: Export to Excel, Show /Hide, and Custom Grid Layout. Each of these tabs is described
within this article.

Invoices Tab
This tab displays all invoices with an open balance.

Functions available from the Invoices tab:

e Click on the hyperlink of an Invoice # to open the invoice record for viewing.

e Click on the hyperlink of a customer name to open the customer record.

e Payaninvoice with a credit card, eCheck, or cash/check.

e Creditaninvoice.

e Export the currently viewed grid data to an Excel file.

e Sort the grid on any of the column headers.

e Group the grid data by one or more columns.

e Createfilters to refine the data displayed.

¢ Show invoices with and without an amount due.

e Select additional or different columns to display in the grid area, and save as a custom grid layout.

e Generate recurring invoices.



Invoices

Invoicas 4 Irnvaices/Credits Not Daliverad Prirted Batch Histary

ﬁ Export to Exce W3 Showall invoices | Custom Grid Layout

Drag a column header and drop it here to group by that calumn

Irwvoice # Customer Name - Inwoice Date
1030 - Jones, Drew Jun 28, 2015 315 S13750 $ Pay Invoice
1030 < Drew 2015 66 S Paylnvoice

1030 - Jones. Drew fug 1, 2015 $ Pay Invaice

1030 s, Drew 53197 % Payinvoice

1030 - Jones. Drew 1.97 s Pay Imvoice

1030 - Jones. Drew 531.97 $ Pay Invoice
1033 - Parsons, Alan Aug 3, 2015 77089 $ Pay Invoice
1033 - Parsons. Alan Sapl, 2015 53.% $ Pay Invoice
1033 - Parsons Alan Aug 19, 2015 5 - $ Pay Imvoice
1030 - Jones, Drew Aug 21, 2015 53197 531.97 $ Pay Invoice

1054 ] fug 29 512 6 SE1269 $ Pay Invoice
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Credits Tab

This tab will display all credits that have not been applied to invoices.

Functions available from the Credits tab:

e Click on the hyperlink of a Credit # to open the credit record for viewing.

e Click on the hyperlink of a customer name to open the customer record.

e Apply acredit to invoices.

e Export the currently viewed grid data to an Excel file.

e Sort the grid on any of the column headers.

e Group the grid data by one or more columns.

e Createfilters to refine the data displayed.

e Show credits with and without an amount available to apply.

e Select additional or different columns to display in the grid area, and save as a custom grid layout.

e Generate recurring invoices.



Invoices

ImvaicesiCredits Mot Dalivarad Printed Batch Histary

ﬁ Expart to Exce i Show all credits Custom Grid Layout

Drag a column header and drop it here to group by that column
Credit # E Customer Mame 4 : Irwoice Date : - Credits Applied
21450 3719 - Wood, Emily Mar 22, 2022 5477 50,00
3719 - Wood, Emily far 25, 2022 $0.00

129 - Cushing. Mark an &, 2018 S31.97 S0.00

Invoices/Credits Not Delivered Tab
A list of all invoices and credits that have not been marked as delivered will be shown in the grid area.

Functions available from this tab:

e Click on the hyperlink of a Credit # to open the credit record for viewing.

e Click on the hyperlink of a customer name to open the customer record.

e Deliverinvoices/credits. If the delivery method on the invoice or credit is set to email or mail, the item will be
sent electronically. If the delivery method is set to print, a .pdf file will be created for downloading and
printing.

e Mark invoices and credits as printed.

e Export the currently viewed grid data to an Excel file.

e Sort the grid on any of the column headers.

e Group the grid data by one or more columns.

e Createfilters to refine the data displayed.

e Show credits with and without an amount available to apply.

e Select additional or different columns to display in the grid area, and save as a custom grid layout.

e Generate recurring invoices.



Invoices

Invoices/Credits Mot Delivered Prirted Batch Histary

ﬁ Expart to Exce Custom Grid Layourt

Drag a column header and drop it here to group by that calumn
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Printed Batch History Tab

Alist of all print files for invoices and credits that have or have not been marked as printed will be shown in the grid
area.

Functions available from this tab:

e Export the currently viewed grid data to an Excel file.
e Sort the grid on any of the column headers.

e Group the grid data by one or more columns.

e Createfilters to refine the data displayed.

e Download afile for printing.

e Generate recurring invoices.



Invoices

Irvoices/Credits Mot Delivered Printed Batch History

Ei Expart to Exce Custom Grid Layourt

Drag a column header and drop it here to group by that calumn
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