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Menu: Billing → Invoices 
 
This screen can be used to print or email Invoices in a batch, as well as creating an invoice for an individual 

customer. 

List Recent Invoices 

 

“This Invoice” indicates the total of the billed items on the invoice. “Invoice Amount” is the amount on the 

invoice that also includes a previous balance, if any. 

If you click on the Associate name, the Billing Screen (Associate Accounts) is opened for that associate. 



If you click on the Invoice number, you will see the invoice information displayed below the list: 

 

Create Invoices by Associate 
 
This tab lists all the associates who have charges that have not been invoiced. New invoices can be created 

individually for each customer. 

 

 

 

 



Batch Print Invoices 

 

Batch Email Invoices 

 


