How to Create an Invoice and Send It

1 Click "Invoices"
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2  Click "ADD INVOICE"
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5270.00 overdue.
Client. O'Connell, Bogisich and Carter
Address: 84 Mountain Street, Sydney, NSW, 2007
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All prices exclude GST. E
INVOICE NUMBER DETAILS PAID DATE INVOICE VALUE
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Click the "Add Deliverables" drop down to select any deliverables that are yet to be

invoiced.
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4  Click "Add"
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Click "REQUEST INVOICE" which labels the invoice as completed.

If your Xero integration is enabled, the button will say "APPROVE AND SEND
INVOICE" which will send the invoice through to Xero.
Created At 02/06/2023
Caopy Link
AGGREGATE LINE ITEMS BY JOBS
’::J DOWMLOAD INVOICE + REQUEET INVQICE #¥ SEMD INVOICE
Search, o

O JOB DELIVERABLE NAME BRAMCH DELIVERABLE VALUE
[ JOB/4 - Administration Job Design Drawings Software - Gold Coast g 200.00
O JOB/4 - Administration Jab Maintenance Manuals Software - Gold Coast 8 200.00

6 Click "SEND INVOICE" to bring up the send dialog and choose your recipients.
The email will use the invoice template defined in Organisation -> Templates.
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DELIVERABLE MAME BRAMCH DELIVERABLE VALUE
Design Drawings Software - Gold Coast 3 200.00
Maintenance Manuals software - Gold Coast ) 200.00
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7 Enable the "Send Uploaded Documents as Attachments" toggle to include any files
that are attached to your deliverables.
Click "Save" to send the invoice.

Send INV-10

Send Invoice To * cc

luciennes7 @example.com  x = david.b

Send Uploaded Documents as Attachments

@
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david. benadretti@thebossapp.com.au
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8 Click "MARK AS INVOICED" to change the label to show that the invoice has been
sent to a client.

Created At: 02/06/2023

p.thebossapp.com.aw/’,. /deliverable Copy Lin

AGGREGATE LIME ITEMS BY JOBS

) DOWHLOAD + M A _'»: __ UNMARK AS READY A SEND INVOIC!
= INVOICE INYVOICED TO BE INVOICED
Search... ‘
[ JoB DELIVERABLE MAME BRAMCH DELIVERABLE VALL
0 JoBr4 - Administration Job Design Drawings Software - Gold Coast & 20
O JoB/4 - Administration Job Maintenance Manuals Software - Gold Coast 4 2

9  Theinvoice is now marked as "Invoiced".
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Client: @°Connell, Bogisich and Carter
Project: PROJECT/0000005 - 34 Mauntain 3t, Ipswitch

Date: 02/06/2023 [ i

Expected Payment Date: 09/06/2023 | E

Created By: David Benadretti
Created At 02/06/2023
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