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Time to grow

Customise a Sales Invoice

Add Bank Details:

1. Go to Reports -> Batch Printing -> Sales Invoice
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2. Click on the Report button
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Print Sales Invoices

Customer Group

All Customers v
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Mo. 7 Supplier/Customer Date Ref. Due Date Total Prinl Print/Email Status Period Status  ~
77 Farmplan Computer $30/04/17 |409 30/04M17 17056.81| v | Print/Email Sales In{April 17 Fully Clez
214| ? |Milk Marque 28/05/18 25/06/18 20512 63| ||Print/Email Sales In{May 18 Fully Clez
294| ? |Milk Marque 21/06/18 25/07118 21766.17 v ||Print/Email Sales In{June 18 Unpaid
1234 7 |Milk Marque 28/02/18 25/03/M18 16616.75| v | Print/Email Sales In{February 18 Fully Clez
1327 7 |Milk Margue 29/0318 25/04/18 19398 54|[ /|| Print/Email Sales InfMarch 18 Fully Clez
1399 ? |Mastock 28/01/18  |125367 [25/02/18 1604.00|[ /|| Print/Email Sales InfJanuary 18 Unpaid
1418 ? |Mid West Calves 3000917 25/10/17 3905 18| || Print/Email Sales In{September 17 Fully Clez
1461 7 | Cartwright T 16/10/M17 |647 251117 6565 v | Print/Email Sales ImOctober 17 Fully Clez
w
< >
Only Show
Count 8
Ticked ltems [ ltems with valid email address
= [] Test Print E —‘é (3 e
Listing Report Email Close Help

3. You will now see the Report Publisher, from this screen select the ‘Edit Report’
button
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4. Inthe next screen maximise the page so you can clearly see the invoice to edit

5. Make a space at the footer of the invoice by left clicking and dragging the footer
down

6. Using the options on the palette you can choose to Free type: Click on the ‘A’ and

then click on the area of the invoice you wish to type — proceed to enter the Bank
details
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7. You can centre the text by clicking on it and selecting the ‘Centre Horizontally’ option
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8. Preview the amendments and save.
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