Training Document
How to Print or Email a Customer Invoice
or Credit Note in AR

Accredo

taking care of business

In this lesson you will learn about using the Accredo system.
After completing this lesson you will be able to:

e Print an Invoice or Credit Note
e Email an Invoice or Credit Note
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Printing Invoices and Credit Notes

To Print an individual invoice click on the print button = (Ctrl + P)
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@ Invoice Mo 100412 Custom 1

lrh Custarn 2

To print a batch of invoices go to Reports \ Invoicing System \ Print Invoices and select from
the options.

If you are wanting to print invoices that have already been printed previously go to Reports
\ Invoicing System \ Reprint Invoices
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Note: If an Invoice has previously been printed to screen the system considers it to be
printed. Use print preview if you are not actually printing.

Emailing Invoices

To email a copy of an invoice directly from the invoicing screen click on the Print button and
choose Mail Message

=i IN Enter Invoices - ASHENG - Asheng Engineering Lid == j=|
# | Period Jun 2014 Invoice 100412 D 451
) Customer Code  ASHENG @ - Asheng Engineering Ltd NZD
o
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@ Invoice Date 30/06/2014 Branch HO MNZD NZD ~
=7 IN Print Invoices =NEeR= Sl _
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| stmston b meszage I
Format Adobe PDF ~ 1 Period $17.420.
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Email Template IMInvoice.html e CEDATE
v
Report File Name INInvoice.pfd -
P P 3
% & Printer Settings... P Run §507.24
Gross $3,838.87
[E Margin 33.8% Weight 171.00 Velume 4.20
|Z EEH Invoice List Mumber and Save Save Cancel
Created by ACCREDO on11/09/2015 1:45:41 p.m.  Madified by ACCREDO on 11/09/2015 1:45:41 p.m.

To Email a Batch of Invoices go to Reports \ Invoicing System \ Email Invoices.

Consolidate Emails option will put all invoices for a customer into one email with each
invoice as a separate attachment.
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The invoices will use the email addresses set up in the Contacts — Email Documents

information for invoices
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For more information on email set up - see Email Integration Notes
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Contact

For further information or for assistance with Accredo please do get in touch with us.

Offices

New Zealand (+64)

TAUraNGA..ccevveieiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

WellingtoN.....cceieieieirene e 04 282 1534

[0 0 =11 T Helpdesk@ZealSystems.co.nz

Australia (+61)

Melbourne.......ccovveeeiniieiencircec e 03 9016 3410
SYANEY .t 02 9098 0996
Brisbane......ccooovveininecenccece e 07 3088 4989
Email

(| TR OTRRRRTT Helpdesk@ZealSystems.com.au
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