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Manage Invoices

Knowledgebase

Invoices can be printed, marked as sent or unpaid, or paid or emailed to the customer. If a job is already completed, you

can convert that job into an invoice with just a couple of clicks. A won estimate can also be converted into an invoice even
before a job is completed. You can also convert multiple jobs into one invoice.

To work on your invoices, go to Invoices on the module header. If the header is grayed out, you do not have any access to

the module. If it does not appear on the header, your company account does not have access to it.
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Invoices Dashboard

At the top of the page is a dashboard summarizing the status of the invoices. You will see the dollar value of invoices paid
in the last 30 days, the value of invoices that are overdue, and the value of invoices that are still open. At a glance, you are

able to see the status of the invoices. These are updated every time an invoice is updated or created.

« Paid in the last 30 days — These are invoices that have been marked as paid in the last 30 days.

» Overdue — These are invoices that remain unpaid beyond the set terms of payment.
» Open Invoices — These are invoices that have been prepared or sent to the customers but not paid and are not yet
due. The value of Invoices that have no terms indicated will be included here even if the invoice has not been paid

for quite some time.
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i

Invoices List

On the page, you will see the listing of all of your invoices that have been created using IndusTrack. The list gives you

basic information about the estimates.
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+ Date — This is the date that the invoice was created.
¢ Number — This is the invoice number

« Estimate Number — If the invoice has an estimate associated with it, you will be able to see the estimate number.

« Job Number - If the invoice has a job associated with it, the job number will be shown.

e Company — This is the customer’s business name as indicated in their Address Book.

« Service Location — This is the service address where the job (if applicable) was done. This was added when the

customer’s profile was created and this can be, but not necessarily, the customer’s address or location.
+ Due Date — This is the date when the payment is due, based on the set terms of payment.

« Balance — This is the amount still due. It can be the whole invoice amount or what is left unpaid if a partial payment

was made.
¢ Total — This is the net total value of the invoice.

« Status — This is the stage where the invoice is currently at. It could either be unpaid, paid, partially paid, or overdue.

BAY TO BAY BOAT CLUS
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You can sort the list according to the invoice number, date, company/customer name, due date, and total amount.

Just click on the table header to sort the list alphabetically according to the selected header.
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last30 @ o =
Days

BAY TO BAY BOAT CLUB

Camp Rock

Camp Rock

5/24/2023 3460 "o Peter's Plumbing

Complete Alrg Heat inc

22/2023 3457 53 BAY TO BAY BOAT CLUB
Walmart - Eden Prairie (57

5 Lakeview Ave, Excelsic 55331 $370.00 o0 H
Malmart- Minnetonka, 19300 soli Minnetonka, MN,
) ity - == 6/17/2023  $2.501.60 $2.591.6( P
Walmart- Minnetonka, 19200 solid ave, Minnetonka, MN, . o
Walmart - Eden Prairie (57) 06/17/2023  $4.26360 $4,263.60 e ’

To search for a specific invoice, use the search bar at the upper left-hand corner of the page. Search by Company

Name, Invoice Number, or Service Location.

Use the filters to narrow down the list of invoices.
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(industrack  MAR
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O pate 4

0O oszanz023
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2023
O osmanze23

=]

12023

[m]

/2023

@ | Date (fromsa)
Number Est# Jjob#
3463 1208 [
3462 e
34i W13
3460 00
459 04
3457 53 w2
3456 57585 2007
3455 sasgs (e

ESTIMATES

SCHEDULE INVOICES TIMESHEET P.O. REPORTS
lastzo0 @ [1] a
Days

o] (o] n Unpaid  Overdue  Paid
Company Location

BAY TO BAY BOAT CLUB

Camp Rock

Camp Rock

Peter's Plumbing

Complete Airg Heat inc

BAY TO BAY BOAT CLUB

Walmart - Eden Prairie [57)

Waimart - Eden Prairie (57)

135 Lakeview Ave, Excelsior, MN, 55331

400 S 4th Street, Unit 1000M,, Minneapaolis, Minnesota,

400 § dth Street, Unit 1000M,, Minneapaolis, Minnesota,
5541

15

1601 W Wayzata Blvd,, Apt H, LONG LAKE, MM, 55356
1395 South Patrick Dr, Sateliite Beach, FL. 32937

135 Lakeview Ave, Excelsior, MN, 55331

Walmart- Minnetonka, 19300 solid ave. Minnetonka, MN,
01

Walmart- Minnetonka, 19300 solid ave, Minnetonka, MN,
a0

CLEAR FILTER

Due
Date

06/17/2023

06/17/2023

Balance

$136,090.00

$0.00

$820.00

$1,579.50

$0.00

$370.00

$2.591.60

$4,263.60

Total

$136,090.00

$316.00

$820.00

$1.579.50

$55.00

$370.00

$2.591.60

$4,263.60

unpssd 3
unpaid
Unpsid i

Set the dates field to show invoices that were created between the selected dates.

O ose2az023

O osa023

[0 osmaro23

O osneo23

(industrack  MAR

CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET P.O. REPORTS
Last 3 [ (1) [~
Days
Q Date (from/to) (o] (o] n Unpaid  Overdue  Paid
Number Est#  job# Company Location
1203 ns BAY TO BAY BOAT CLUB 135 Lakeview Ave, Excelsior, MN, 55331
4t I Ainneapalis, Minmn
3462 e Camp Rock -(IL\CI h Street, Unit 1000M,, Minneapali: innesota,
5
346 i Camp Rock J.«:rﬂ S_-::h Street, Unit 1000M,, Minneapolis, Minnesota,
55415
3460 800 Peter's Plumbing 1601 W Wayzata Bhvd., Apt H, LONG LAKE, MN, 55356
3459 004 Complete Airg Heat inc 1395 South Patrick Dr, Satellite Beach, FL, 32937
3457 X} 12 BAY TO BAY BOAT CLUB 135 Lakeview Ave, Excelsior, MN, 55331
Walmart- Minnetonka, 193¢ lid ave, Minnetonka, MN,
3456 57585 2007 Walmart - Eden Prairie (57) tfalm rt- Minnetonka, 19200 solid ave, Minnetonka, MN,
walmart- Minnetonka, 19300 solid ave, Minnetonka, MN
casss o Waimart - Eden Prairie (57) :,i{lr art- Minnetonka, 19300 solid ave, Minnetonka, MN,

CLEAR FILTER

Due
Date

06/17/2023

06/17/2023

Balance

$136,09

$0.00

$820.00

$1,579.50

$0.00

$370.00

$2.591.60

$4.263.60

$516.00

$820.00

$1.579.50

$55.00

$370.00

$2.591.60

$4.263.60

Unpasd i
unpaid
unpaid i

Filter the invoice list according to status.

O pate 4

0O oszaz023

5/24/2023
O osizano23

O os

5

/2023

O osme22023

O osneno23

(indissTrack AP

Number

3463

3462

3461

3480

3459

3457

CUSTOMER

Date (fromsta)

Est#  job#
1203 ns
26
2613
800
2804
53 282
57585 07

58585 2800

ESTIMATES

SCHEDULE INVOICES TIMESHEET P.O REPORTS
last30 @ o a
Days

o] teT (] | m Unpaid ~ Overdue  Paid
Company Location

BAY TO BAY BOAT CLUB

Camp Rock

Camp Rock

Peter's Plumbing
Complete Airg Heat inc

BAY TO BAY BOAT CLUB

Walmart - Eden Prairie (57)

Walmart - Eden Prairie [57)

135 Lakeview Ave, Excelsior, MN, 55331

1601 W Wayzata Blvd,, Apt H, LONG LAKE, MM, 55356

1395 South Patrick Dr, Satellite Beach, FL, 32937

135 Lakeview Ave, Excelsior, MN, 55331

Walmart- Minnetonka, 19300 solid ave, Minnetonka, MN,
55301

W

art- Minnetonka, 19300 solid ave, M

netanka, MN,

CLEAR FILTER
Due
Date
06/17/2023

06/17/2023

Balance

$136,090.00

$0.00

$820.00

$1,579.50

$0.00

$370.00

$2,591.60

$4.263.60

Total

$136,090.00

$516.00

$1.579.50

£55.00

$370.00

$2.591.60

$4.263.60

Unpasd i
Ui
tnpaid i

More Actions

To view payments received transaction history, click on more actions and select View Payments.
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.\T_n-;;lll'u(i MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET SNOWTRACK P.O. REPORTS m. L Q @
L] (1] (=]
O pate & MNumbe Est®  Job# Company Location 3 7 Balan: Total 5tz
at
ABC Company 6/14/2 $329.0 $32 aa
O Brush Hill Plaza e - S
ABC Company 4 317 $173.25

Walmart - Eden Prairie (57)

ABC Company

A—— s Camp Rock

0S/26/2023 346 ABC Company

On the Payments Page, you will be able to see here all of the payments received with info on when it was paid, the
invoice number, the customer, payment method, amount paid, and reference number if any.

Boe

(indbsTrack  1AP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET SNOWTRACK P.O REPORTS
o b

Filter: Date {from/ta) n (] R F

P n I J Payn

= = Q)
Mark for Sync Option

If your Industrack account has been integrated with Quickbooks, here is how you sync your invoices.

Put a checkmark on all of the Invoices you wanted to sync to Quickbooks and click on Mark for Sync.

|_.m11'li(k MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET SNOWTRACK PO REPORTS
lat2o @ 0 =
Days
Q  Date (fremito 5] aid

Job & Compan

ABC Company

Brush Hill Plaza

ABC Company

2m8 Walmart - Eden Prairie (57)

4556 24 ABC Company

camp Rock

ABC Company

Boe

Edit, Preview, Send, Print, Delete, Clone Invoices, and Receive Payments

If you have mistakenly input the wrong data on the invoice, you can always edit them.

https://support2.industrack.com/wp-content/uploads/pmb/generated/QYqGgAT|IVWHVI8LTe6G/digital_pdf/knowledgebase.html?uniqueness=16...

488/1692



7/24/23, 4:47 AM

Knowledgebase

From the Invoices List, find the specific invoice to be edited. Click on it to open or click on the three dots on the right-

hand side and click on edit.

Walmart - Eden Prairie (57)

stree Ln. Eden Prairie, MN

4556 ABC Company 1, Suite Minneapolis, MN, 55415 06/25/2023
[ o 247 .' Camp Rock AL 4th Street, Unit 1000M.. Minneapolis, Minnesota,
vz 5
[ oseen 4 w11 ABC Company 400 5 4th 51, , Suite 1000M, Minneapalis, MN, 55415

$500.00 $50
$916.00 39
30.0 $0.00

\'@5"‘(. MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET SNOWTRACK P.O. REPORTS m—l . D 3
ope
Lastz0 @ o =
Days
Q  Date{fromito o) [ n Unpaid  Overdue  Paid LeaR LTER [ + anowew |
O opate s Number Est#  Job# Compary f‘\: Balance Tat Status
3 476 ABC Company lis, MM, 55415 06/14720 o $329.00 By I
0 Brush Hill Plaza . Naperville, IL. 60563 $250.01 i
ABC Company 00 5 4th St , Suite 1000M, Minnieapolis, MM, 55415 173 e

After clicking on the Invoice, the Invoice will open up. Edit all the necessary info you need to edit.

Once done editing, click on Actions and select Save or Save and Close.

CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET

(indbsTrack AP

General BillTe: =
Description
John Wilson
Name Description

SNOWTRACK P.O. REPORTS

Service Location:
John Witson

Warehouse Unit Price Quantity

Invoice #:

Term:

Pric Di

scount

% Add discount

Preview Invoice

If you want to see the look and feel of your invoice, select which invoice you wanted to preview and on the right-hand side

click on the three-dot and select Preview.

(IndusTrack MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET

ways

Q Date (from/to) (o]

O pate 4 Number  Est#  job# Company Locatior
ABC Company 4005 it
Brush Hill Plaza
ABC Company

286 Walmart - Eden Prairie (57)

ABC Company

Camp Rock b

ABC Company
Camp Rock

Anderson Lawn

Maloienance ing

4005 4th St , Suite

SNOWTRACK P.O REPORTS

CLEAR FILTER

400 S dth Street, Unit 1000M,, Minneapolis, Minnesota,

605 Town Hall Drive, Loretto, MN, 55357

# Ean

) CopyiClone

W @ Preview
$1,864.00 .00

$500.00 5

& $916.0
$0.01 $0.0
$1,206.86 $1,206.86
$2.50 2

After clicking on Preview, you will see how your Invoice looks if you download it as a PDF File, this is how your invoice

will look once you send it to the customer.
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On the Preview, you will have an option as well to save it as a PDF File. To exit the preview click on Close.

Invoice Preview

B SAVE AS POF
Invoice # 3476 @J T k
Bill To Service Location Date Due Date
)5/3012023 061412023
Job #
Description
descrption
Name Description Unit Price QTY  Price
307 Vent Fan $329.00 10 $329.00

—

Send Invoice

Send your invoices to your customers. To do that, select the correct invoice you want to send and on the right-hand

side click on the three dots.

Click on Send.

9

(indistrack  MAP  CUSTOMER  ESTIMATES  SCHEDULE  INVOICES  TIMESHEET  SNOWTRACK  P.O.  REPORTS BEoe
ways - v
Q  Date (fromiro) = ) m Unpsid | Overdue  Paid CLEAR FILTER More Actions =
[ pate 4 Number  Est#  job# Company Location g::o Balance Total Status
O osoz023 1476 ABC Company 4005 dth St., Suite 1000M, Minnieapolis, MN, 55415 06/14/2023  $329.00 $329.00 unpaid m
] 05302023 3475 Brush Hill Plaza 1232 W. Ogden Ave., Napenvlle, IL, 60563 525000 $250.00 # ton
2 P 5
L Copy/Clon
[ osmz023 3474 ABC Company 4005 ath St,, Suite 1000M, Minneapolis, MN, 55415 $173.25 $172.25 apyitiene
O osmoz023 3473 F Walmart - Eden Prairie (57) 12195 Singletree Ln, Eden Prairie, MM, 55344 $1,864.00 $1.864.00 i ienid
O oszez023 3471 4556 e ABC Company 400'5 4th St , Suite 1000M, Minneapolis, MN, 55415 06/25/202%  $500.00 W Sk
400'S dth Street, Unit M., Minneapolis, Minne: 8 Print
O oszez023 3470 s Camp Rock £2|55‘" Street, Unit 1000M,, Minneapolis, Minnesota, - St
[ ose023 3469 m ABC Company 400'5 4th St,, Suite 1000M, Minneapolis, MN, 55415 50.00 $0.00
4 reet, Ui .. Minneapolis. Mi a,
D 05/26/2023 3468 Camp Rock ;35]554"“ SIPERS LN 0000, Sesapolis, Mitnesot, 08/24/2023  $1,206.86 $1,206.86
5
o — m.@
[0 os26/2023 3467 pihtald ":::c 5605 Town Hall Drive, Loretto, MN, 55357 $250 $2.50

An email Invoice window will pop up. You will be able to Edit the Subject line, add multiple recipients, and an option

to Include the Invoice body to the Email.

Email Invoice

From:

Recipients: jorjiwilliams@gmail.com

Subject:

development@industrack.com

Invoice 3476 from IndusTrack Demol

Dear Jorji Williams,
Here is your invoice! We appreciate your prompt payment

Thanks for your business!

And if you scroll down, you will see the preview of the invoice body and details. Click on Send to send the Invoice.
https://support2.industrack.com/wp-content/uploads/pmb/generated/QYqGgAT|IVWHVI8LTe6G/digital_pdf/knowledgebase.html?uniqueness=16...




7/24/23, 4:47 AM

Email Invoice

Knowledgebase

Total due $329.00

Due Date: 06/14/2023

Bill To:
Al m
(1822405? pany Service Location: Invoice # 3476
John Wilson Term: Net 15
John Wilson 400 S 4th St, Suite 1000M
: Created: 05/30/2023
55415 L
400 S 4th St,, Suite 1000m MINMICAPOIs, M 85415 USA

Minneapolis, MN 55415 USA

Parts & Sevice Number Name

NOTE:

Description Unit Price Quantity Price

30" Vent Fan $329.00 1 $329.00
Subtotal $329.00
Total: $320.00
Total Due: $329.00

o -

After sending the invoice, notice that the status of the invoice changed to Sent and there is a date of when it was sent.

@srmu MAP  CUSTOMER  ESTIMATES  SCHEDULE  INVOICES  TIMESHEET  SNOWTRACK PO,  REPORTS Boesa
Overdue Open
LJS[ 3D 0 o G invoices
Days $ 15564051
Q@ Date (from/tof B ChooseadateTe @ n Unpaid Overdue Paid  CLEARFILTER Mare Actions «
D Date & Wumber  Est#  Job# Company Location g:& Balance Total Status
D 0573072023 347 ABC Company 400 5 4th 5, , Suite 1000M, Minneapolis, MN, 55415 061472023 $329.00 $329.00 - rnI:""mI |
If the customer opened the email, the status will change to viewed.
@ﬁm MAP  CUSTOMER  ESTIMATES  SCHEDULE  INVOICES  TIMESHEET  SNOWTRACK PO,  REPOATS ﬂ Desd
Overdue Open
|_L7|St 30 0 o Q Fveizes
Days 5000 $ 15564051
0 Date fram/to) al eadateTo [ Unpaid  Owerdue  Paid CLEAR FILTER More Actions =
(] Dpate Mumber Est¥#  Job# Company Location g:l:e Balance Total Status
(] o500 3476 ABC Company 4005 4th St , Suite 1000M, Minneapolis, MN, 55415 DB/I4/2023  §320.00 $320.00 T H

Viewed: 05302023
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Knowledgebase

To Print the Invoice, select the correct invoice. On the three dots, select Print.

(indisTrack  MAP  CUSTOMER ESTIMATES SCHEDULE  INVOICES

ays
Q Date (from/to) B

[ pate 4 Number  Est#  job# Company

O os302023 3476 ABC Company

[0 osmoz023 3475 Brush Hill Plaza

O osm0/2023 3474 ABC Company

O osao2023 3473 216 walmart - Eden Prairie (57)

O osme/z023 347 4556 w4 ABC Company

O oszez02z 2470 hrind Camp Rock

O oseen023 an ABC Company

O osrz6r2023 3468 Camp Rock

0O Anderson Lawn
Maintenance inc

TIMESHEET SNOWTRACK P.O.

B Unpaid ~ Owverdue  Paid

Location

400 S 4th St, , Suite 1000M, Minneapolis, MN, 55415
1232 W. Ogden Ave., Naperville, IL, 60563

400 S 4th St , Suite 1000M, Minneapolis, MM, 55415
12195 Singletree Ln, Eden Prairie, MN, 55344

400'S 4th St. , Suite 1000M, Minneapolis, MN, 55415

400 § 4th Street, Unit 1000M,, Minneapolis, Minnesota,
55415

400 S 4th St. , Suite 1000M, Minneapolis, MM, 55415

4005 4th Street, Unit 1000M,. Minneapolis, Minnesota,

55415

5605 Town Hall Drive, Loretto, MN, 55357

REPORTS

CLEAR FILTER

Due

Date Balance Total
$329.00 $329.00
$250.00 $250.00
$17325 $17325
$1,864.00 $1.864.00

06/25/2023  $500.00 $500.00

8 print
$916.00 16.00

$0.00

$2.50

$1,206.86

$0.00

$2.50

$1,206.86

Status

npaid B

# Edit

J Copy/Clone

&

Preview

2 Send

= Receive Mmol

Copy/Clone Invoice

In Indutrack, you can clone or duplicate your invoice as well.

To do that, select which invoice you would like to clone. On the right-hand side click on the three dots and select

Copy/Clone.

(indistrack  MAP  CUSTOMER  ESTIMATES  SCHEDULE  INVOICES  TIMESHEET  SNOWTRACK  P.O.  REPORTS Boese
ways
Q  Dae (fromito) o] B Unpaid  Overdue  Paid CLEAR FILTER More Acioea '
[ opate 4 Number  Est#  job# Company Location 3::0 Balance Total Status
O osmE02023 3476 ABC Company 400'S dth St. , Suite 1000M, Minneapols, MN, 55415 06/14/2023  $329.00 $329.00 uapaie E
0 osm02023 3475 Brush Hill Plaza 1232 W. Ogden Ave., Naperville, IL, 60563 $250.00 $250.00  fd o
[ osmoz023 3474 ABC Company 400'S 4th St, , Suite 1000M, Minneapolis, MN, 55415 $173.25 ﬁ W oo
2816 Walmart - Eden Prairie (57) 12195 Singletree Ln, Eden Prairie, MN, 55344 $1,864.00 $1.864.00 paic e
4336 a4 ABC Company 4005 4th St. , Suite 1000M, Minneapolis, MM, 55415 $500.00 $500.00 & Send
a2 N 4005 dth Street, Unit 1000M., Minneapols, Minnesota, - Satevn & print
2 55415
an ABC Company 400 S dth S, , Suite 1000M, Minneapolis, MN, 55415 $0.00 $0.00
[0 osze2023 3468 Camp Rock _JLE;(';"' s enescy 08/24/2023  $1,206.86 $1,206.86
[ osm262023 3467 Arclarson L":‘;:c 5605 Town Hall Drive, Loretto, MN, 55357 $250 $2.50
The Invoice has now been duplicated.
o
@!Tml MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET SNOWTRACK P.O. REPORTS q 0o =

Lidys
Q  Date from/to) al o B n Unpaid  Overdue  Paid CLEAR FILTER Mare Actions =
Due
D Date & Mumber Est# :l‘,l‘b-ﬂ {mnpnny Lacatlon R Balance Tatal STAtUS
D 053072023 3477 ABC Company 400 5 4th 5., Suite 1000M. Minneapolis, MN, 55415 06/14/2023  $329.00 $329.00 Unpaid i
D 053072023 3476 ABC Company 400 5 4tk St , Suite 10008, Minneapalis, MM, 55415 0614/2023  $329.00 $329.00 _”\r:'"?f*:.,” i
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Knowledgebase

If you want to delete an invoice, the delete option will be seen when clicking on the three dots as well. Select Delete and
the invoice will be deleted and removed from the list.

Fd MAP UsSTO MATES
(indbsTrack CUSTOMER ESTIMATE
Q  Date(fromital:
O oate & Numbe Est® job #
O 10 M7

SCHEDULE INVOICES

Company

ABC Company

ABC Company

Brush Hill Plaza

ABC Company

walmart - Eden Prairie (57)

ABC Company

Camp Rock

ABC Company

Camp Rock

Anderson Lawn
Maintenance Inc

ABC Company

TIMESHEET SNOWTRACK P.O REPORTS Boe =

(o] mlupm Overdue  Paid

Location

400 5 4th St, , Suite 1000M, Minneapolis, MM, 55415
400 S 4th St , Suite 1000M, Minneapolis, MN, 55415
1232 W. Ogden Ave., Napenville, IL, 60563

EAR FILTER + ADD NEW
e Balance Total Status
el Bala s tatus
Oaae 3000 $32900 _— E
0611472023 $329.00 $329.00 il
Copy/Clone
$25000 $250.00
@ Preview
5173
Send
$1.86400
& Pprint
25021 00. $500.00
$916.00 $916.00
$0.0
= Receive Payment
$1.2

$2.50 npas
$1.845.00 Unpare al

Receive Payments

If the customer is ready to pay for the invoice, click on the three dots on the right-hand side and select Receive Payment.

@m—m MAP CUSTOMER ESTIMATES

q Date (from/ta)

SCHEDULE INVOICES

ABC Company

ABC Company

Brush Hill Plaza

ABC Company

Walmart - Eden Prairie (57)

ABC Company

Camp Rock

ABC Company

Camp Rock

Anderson Lawn
Malntenance Inc

TIMESHEET SNOWTRACK P.O REPORTS

o

h St, , Suite 1000M, Minry

1 SL, Suite 1

‘e, Naperville. IL, 60563

400 S 4th St. , Suite 1000M, Minneapolis, MN, 55415

ee Ln, Eden Prairie,

5605 Town Hall Drive, Loretto, MN, 55357

- D
$329.00 # Edit
Copy/Cione
$250.00 $250.0
Preview
$1732 $173
1 Sen
$1,864.00

06/25/2023

S Receive Payment
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After clicking on Receive Payments, all invoices from this customer will be seen as well.

Put a checkmark on the invoice that the customer is ready to pay and select a payment method.

Click on Save and the invoice status will change to PAID.

Receive Payment
Customer ABC Company

Payment Date  5/30/2023 B

-—+ Payment Method

Reference #

Amount Received 5 3

Description Due Date Origir Open Balance Payment

=) $0.0 32

O $956.00 $956.00

a Invoice #1237 440,00 $1,440,00

L] Invoice #1238 0.00 $670.00

O Invoice #1239 3 00 £1.1

> 2l

Memo:

SLOSE

Amount to Apply: $329.0

Amount to Credit: $0.0

()

the Invoice Status will change to PAID once the payment is received.
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