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Invoicing

FASTbook's Integrated Invoicing System

by Event Software

FASTbook Invoicing is intended to facilitate the needs of not
only advanced, intensive FASTbook users, but novice,
casual ones as well.

The Invoicing module contains invoice statuses, reprints,
editable charges, deferred billing, emailing, PDF file saving,
and more.
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1.2

Invoicing

Overview

FASTbook 5.0 Invoice

The FASTbook Invoice allows you to easily control the many aspects of client billing. You are able to
set up payment terms, design custom line items, track payments made, and adjust the final total.
FASTbook Invoicing also delivers the ability to produce one or more invoices per event, with financial
accounting controls. These controls include Draft, Final and Void status,

adding and manipulating additional charges, and accounts receivable transactions.

FASTbook also allows you to not only print your invoices, but email them or save them to a file in
formats such as PDF, HTML, and others. Several invoice features are also available in the
financial tab of Event Detail for easier and faster access.

You can access the invoice module from main button bar by clicking on the button labeled Invoicing

WEELER or by double clicking on an invoice in the Invoice Grid in the Event Detail financial tab's
Invoices tab. You can access the Invoices tab on the right side of the Financial tab as seen below.

Resource Total
0.00 £370.00

$200.00

Total $270.00

ceived £0.00
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naining $570.00

Invoicing Form

The main Invoice Form allows you to get to the different areas of an invoice, as well as the
Invoice setup.
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_igxi
e B B Curren: Invoice: 6427
S e Ceraze] [ currcnt Evont: 6427
Invoices | Invoice I-ea-:lerl Ivaice Detailz I Treview I Irroice Setup I
vl Cieate |v| o | Edit | Eralize |v|
Show Only lneoices Far: I j Shoa &l |
Invoice Mumbar | Slatement D ate| Cliert Statuz ;I
[ |e0s1 08032004 Bed, Breakfasi & Beyond - Mational Aszec Veid
[ |s261 08032004 Downtown Visalians Drafi
I_ 116 DED3 2004 Touth Pastors Metwork Drrafi
T |s051_1 0£/03/2004 | Bed, Breakfast & Beyand - National Assec Vaid
I_ i 1ET WEARiZUU4 Hed, Hreaktarst & Heyond - Matonal Assec Veid
" |s051_1 0£/03/2004 | Bed, Breakfast & Beyand - National Assec Vaid
[ |e417 0£/03/2004 | Xochipilli Organization Drafi
[ |6410 08032004 Youth Pastors Network Drafi J
[ 5564 0e02r2004 Tulare Co T Ed - Head Start Final
l- Sds Q022 C0d T emath IMastors Heterook Drrafl
[ |sa2s Oenzr2cog ¥ outh Pastors Netarark Final
[ |&330 Oenzr2cog 4 Lifz Rally Diraft
[ |&331 0202204 4 Lifz Rally Dizaft
[ |Bazs 02202004 Wonth Pastors Hetarork Woid
[ |gazs 0en2r2C0g ¥ outh Pastors Hetarark Woid
B (Ba2e Oenzr2Cog ¥ outh Pastors Hetarark Woid J

Across the top are buttons to save, cancel or print the invoice you are currently working on. There are
also two labels. Current Invoice and Current Event. These tell you what invoice is currently active and
what event is associated with that invoice.

When the Save button is enabled you can save any changes you have made, thus making them
permanent. Similarly, when the Cancel button is enabled you may cancel any changes you have made
since the last save. The Print button will print the invoice you are currently working on.

-0l x|

o 5 el Current Invcice: G427

S LCancel Friat Current Event: 6427

Inwoices | lreeaice Header I |Fvoice Detals I Prewview I Invoice Setup I

Below the buttons are five tabs that will take you to different areas of the invoice. Not all tabs are
always available as some require you to have a current invoice to work with. When no invoices have
been created, no invoice has been selected, or you are working with multiple invoices, for instance to
print, you will not be permitted to enter the middle three tabs. These tabs are only used to

edit or view a single invoice.

The Invoices tab is a general overview of the invoices you have in the system.

The Invoice Header tab is the main header information for a single invoice, such as who the client is,
when its due, etc.

© 2004 Event Software



Invoicing 5

The Invoice Details tab is a list of charges that will be applied to that invoice.

The Preview tab is an on-screen printout of what your invoice will look like when it is printed (or
emailed or saved to file.)

The Invoice Setup tab allows you to view and change your FASTbook Invoicing setup.
The Invoice Form is a child form of the main FASTbook window. This means that once in the Invoice
Form you can press CTRL-TAB to switch between other child forms, that is the Event Detail form and

the Calendar Form. This may expedite switching from the Invoice Tab to Event Detail / Calendar when
information is sought.

1.2.1 Invoices Tab

The Invoices tab allows you to do general tasks with invoicing or work with multiple invoices at one
time.

From this tab you can print multiple invoices, void or finalize multiple invoices, create invoices by batch,
or work with a single invoice.

Irvedices | Irvice Headerl Irnvaice Detailsl :'reviewl Irvaice Selupl

Bylo| coste [o]  ver | Ed | i |4
Show Only Invoices For: I j Show All |
Imvoice Mumber | Statement Date| Client Statuz ;I
[~ |a051 DEAI2004 Bed, Brealfast & Beyond - National Aszoc Yoid
[ |e261 Dg02004 Dl s Vivo lians Dwali
[ |a416 0032004 Youth Pastors Network Lraft
["|60s 11 DEMDI2004 Bed, Brealifast & Beyond - Mational Assoc Yoid
[oeus1 E AU Bed, Hreakfast & Heyond - Matonal Assoc void
[T |6051_1 DEAI2004 Bed, Brealfast & Beyond - National Aszoc Yoid
[ |g417 DEA32004 Xochipilli Organization Lraft
[a419 DE032004 Youth Pastors Network Lraft _I
[T |5584 JEM252002 Talare Co OfF Ed - Head Sart Final
[M|s423 52200 Tomth Pastors Fetaork Craft
[M|sa28 1522002 Tomth Pastors Febaork Final
[T |&330 JIEM2r2002 4 Lif: Rally Craft
M3 18252002 4 Lafz Rally Craft
[ |g42s JEM252002 Fomth Pastors Febaor)k Waid
[M|s423 52200 Tomth Pastors Fetaork Woid
b rana WNWNNE | Frmth Pastors Kabaeol Vrid .
-

E1 |-
The top left button with the print icon can be used to either print the current invoice in the grid
(designated by the black arrow pointing at the row) or all invoices that are checked in the grid. By
pressing the drop down portion of the button you can print multiple invoices at once. The following
menu will appear.
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FASTbook Invoicing

F Create |v| L]
Print &l Unprinted

Print &ll Created Today
Print all Maodified Today

With this menu you can print all the invoices that have yet to be printed, all the invoices that were
created today, or all the invoices that have been modified today. Use this with care as the system will

indeed print all invoices that fall into its category. As a precaution, you will be prompted as to whether
or not you really want to do this.

contirm M coniem

@ Print all unprinked items? @ Print all items created today?

o

@ Prink all items updated today?

Answering "No" to any of the confirmations will cancel printing.

Create |- . . . . .
The next button, Create ﬂLl will take you into the Invoice Header tab to begin creating of a
new invoice. You can alternatively use the drop down on the Create button to get the following menu.

Create F Wiaid Edit

| Far all Events By Date Range
Faor all Events By Mumber Range

With this menu you can create multiple invoices at the same time based on criteria you select. You
can do this based on an event number range or a date range. After you select one of these options you
will be taken to the Batch Invoice Form.

Wioid
The Void button 4| will allow you to void all invoices that are checked. You will be prompted
as to whether or not you really want to void the invoices and the number of items you have selected.

x

Are you sure vou want bo void these
1 itemsy

Choosing "Yes" will proceed with the void. Choosing "No" returns you to the Invoices Tab. When
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Invoicing 7

voiding you are always prompted for a reason why. This is saved in the invoice and can be reported on
at a later time. The input screen looks like this.

x

“Why are these itemz being voided?

F. I Cancel

If you decide to cancel the void reason your void is also canceled and you are presented with the
following message.

Eror x|

Q & void reason is required to continue,

Upon successfully entering in a void reason, your invoice will be voided. All payments that were
assigned to that invoice item will be set as unassigned (meaning not assigned to any invoice) and all
items that were on that invoice will be available for any new invoices created for the event. Void
invoices will have a watermark that reads "Voided Invoice Do Not Pay" unless this feature has been

disabled in Invoice Setup.

Edit

The next button, Edit 4| will take you to the Invoice Header tab and allow you to start editing
the currently selected invoice. Clicking this will mark the invoice you have selected as the current
working invoice and take you to the Invoice Header tab.

C Finali . S N .
The next is Finalize ﬂl:l. This button will Finalize all checked invoices. You will be prompted
as to whether or not you really want to finalize the invoices and the number of items you have selected.

Choosing "Yes" will proceed with the finalizing; choosing "No" will return you to the Invoices Tab.

Once an invoice is finalized it enters a read-only state and charges may not be added, changed or
removed from the invoice. Final invoices have no watermark on their printouts.
If you click the drop down on the Finalize button you will see the Return to Draft option.

Finalize -

Return To Draft | This lets you return an invoice to its Draft state to allow editing again.

© 2004 Event Software



FASTbook Invoicing

x

Are wou sure you wish ko return the skatus of these ikems
ko Draft? This may affect items already sent out and financial
aspects of certain events,

Zancel |

Choosing "Yes" will proceed with the action. Choosing "No" will return you to the Invoices Tab.

Below the buttons, is the client filter for the invoices grid. If you wish to only see the invoices that
pertain to a certain client, you can select the client in the drop down list and the grid will refresh
accordingly. To show all clients again simply click the Show All button or click in the client name box
and delete the name.

Show Ony lnvoices Far; j Sov Al |

The bottom portion, and the majority of the tab, is the invoices grid. This grid allows you to select an
active invoice by clicking on the row and pressing the Edit button or by double clicking the row you wish
to work with. When multiple invoices are selected (checked) this features is disabled.

Invaoice Mumber | Statement D ate| Client Statuz ;I
I |6365 08032004 4 Life Rally Drrafit
[ |gaz7 08032004 Bed, Breakfast & Beyond - National Assoc Final
[ |sa27 08032004 Bed, Breakfast & Beyond - National Assoc Void
™ |a427 08032004 Bed, Breakfast & Beyond - National Assoc Void
6427 08/03/2004 Bed, Brealfast & Beyond - National Assoc Void
" |6058 08032004 HF 5 Food Safety Council Drafit
[~ |s057 08032004 HF 5 Food Safety Council Drafi
[T |s051 08032004 Bed, Breakfast & Beyond - National Assoc Drafi _I
[~ |6051 08/03/2004 Bed, Brealfast & Beyond - National Assoc Void
[~ |5950 08032004 C A CP A Eduration Foundation Drafit
[ |s066 08032004 HF 5 Food Safety Council Drafi
6081 D8007004 | Bed, Breakfust& Beyond- Notionaldssoe  [Feid |
[ |ezol UEAEZOU4 Douwnisuwn Viralians Drati
" |6416 08032004 Youth Pastors Network Drrafit
["|s051_1 08032004 Bed, Breakfast & Beyond - National Assoc Void
[T |s051 08032004 Bed, Breakfast & Beyond - National Assoc Void _I
-

Invoices created today are blue bolded for easy visibility.
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Invoicing 9

1.2.1.1 Batch Invoice by Date Range

Invoices can be generated in batches based on specified criteria. The Batch Invoice Form can be
accessed by clicking either of the two menu items in the Create button's drop down list. To create
invoices based on a date range click the first item labeled "For All Events By Date Range"

Create F Yiaid Edit

| Far &l Events By Date Range
For all Events By Mumber Range

After clicking the menu item you will be taken to the Batch Invoice Form for date range.

E Batch Invoice M= E3

[Fvoice All Events By Date:
Fram: 02/04/2004 Toar IDBHDE;"EDD# j

IJzing These Additional Criteria

Status: I Al

Ewvert Type: I Al

ENREN KN

Location: I Al

Cliert; I All

L

s | 0K |‘

The first two input boxes will ask for the date from which you want to start your search to the date you
wish to end your search. The search will include both the From and To dates that were specified. For
example if you searched from July 1st to July 15th, any events on the 1st and the 15th would be
included as well. When entering in dates you can either type in the date you wish or select the drop
down button which will present you with a date picking calendar.

© 2004 Event Software



10 FASTbook Invoicing

Frarm: 08/04./2004 j To: [08/05/2004 j

[ 4 | August, 2004 [ > |

Sun Mon Tue “Wed Thu Fn Sat

: " 1 2 3 @&@Wm5 6 7
Ilzing These Additiona g 9 10 11 12 13 14

15 16 17 18 13 20 21
Statusi| 22 23 24 25 26 27 28 =
29 30 @

Event 1 == Today: 8/4/2004 :I'

You can also narrow your search by specifying any of the following criteria.

I1zing Thesze Additional Criteria

Status: IE j

Al
Ewent Tope: I Firmn
Tentative
Location: I 2nd Tent
3id Tent
EIiEﬂt I |E|:'T ent
Halds

Once all your criteria has been entered you can press the OK button to start your batch invoice
generation. If you decide to not create a batch at this time you can also click on the Close button.

Cloze ]

After you have started the batch an hourglass icon will appear while the information is processed. If
items matching your criteria were found, invoices will be made for each of them. A dialog box will
appear and inform you of how many items were created. Clicking OK on this will take you back to the
Invoices Tab. Remember items created today are blue bolded to make them easier to find.

FASThook

24 itemz created.

If nothing was available based on your criteria the following screen will display.

FASThook

There were no available charges to be billed bazed on this critena.

© 2004 Event Software



Invoicing 11

This means no invoices were created. You can try again if you would like by selecting different criteria

and running a batch again.

1.2.1.2 Batch Invoice by Event Number Range

Invoices can be generated in batches based on specified criteria. The Batch Invoice Form can be
accessed by clicking either of the two menu items in the Create button's drop down list. To create
invoices based on an event number range, click the second item labeled "For All Events By Number

Range"

Create F i

E dit

| Far all Events By Date Range

Faor all Events By Mumber Range

After clicking the menu item, you will be taken to the Batch Invoice Form for a number range.

EX Batch Invoice _ O =]

[rvoice All Events By Number:
Fram: |E425 j Ta

6427 =]

[~ Only far subevents that fall within this range

IDE;"DMEDD# j to IDEJD#;"EDD# j

IJzing These Additional Criteria

status: AN |

Event Tupe: I Al

Locatian; I Al

L Lo

Client: I Al

L

Ml | oK |‘

The first two input boxes will ask for the event number from which you want to start your search to the
event number you wish to end your search. The search will include both the From and To event

numbers that were specified. For example if you searched from event number 10 to event number 20,
then events 10 and 20 will be included in your search. You can select the event numbers by using the

drop down in the event number fields.

© 2004 Event Software
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Frorm
hily fiar subs G421 I
IEIE.-"EIME B2 I
E423
. B424
2 Additional E475
Statuz: Ed427 =

You can also choose to only search for subevents that start and end within a time range specified. So
even though you want to make items for all events that fall into your event number range you may only
want to look for subevents that have a certain start date. To use this feature first click the check box
labeled "Only for subevents that fall within this range," then select your date range using the input
boxes. The search will include both dates that were specified. For example if you searched from July
1st to July 15th, any events that fall into your event number range and are on the 1st and the 15th
would be included as well. When entering in dates you can either type in the date you wish or select
the drop down button which will present you with a date picking calendar.

v Orily for subevents that Fall within this range
03/04/2004 j bo  [03/04/2004 j

[ 4 | August, 2004 [ » |

Sun Mon Tue “Wed Thu Fri Sat

g Theze

1 2 3 @Wm5 6 7 .

2 9 10 11 12 13 14 ]
15 16 17 12 19 20 A —~
22023 24 2\ X%k 27 oA .
23 30 A -

= 3 Today: 8/4/2004
— TEFT T =

You can also narrow your search by specifying any of the following criteria.

I1zing Thesze Additional Criteria

Status: IE j

Al
Event Type: I Firmn
Tentative
Location: I 2nd Tent
3id Tent
I IBC-Tent
Halds

Clignt:

Once all your criteria has been entered you can press the OK button to start your batch invoice
generation. If you decide to not create a batch at this time you can also click on the Close button.

Cloze ]

After you have started the batch an hourglass icon will appear while the information is processed. If

© 2004 Event Software



Invoicing 13

items matching your criteria were found, invoices will be made for each of them. A dialog box will
appear and inform you of how many items were created. Clicking OK on this will take you back to the
Invoices Tab. Remember items created today are blue bolded to make them easier to find.

FASThook

24 itemz created.

If nothing was available based on your criteria the following screen will display.

FASThook

There were no available charges to be billed bazed on this critena.

This means no invoices were created. You can try again if you would like by selecting different criteria
and running a batch again.

1.2.2 Invoice Header Tab

The Invoice Header tab allows you to specify top-level information about the invoice. Here you will
specify which event you are working with, which client, the start and end dates of the invoice, how you

want the invoice to print, and other common values.

© 2004 Event Software



14 FASTbook Invoicing

Irvaices  |rvoice Header | Invoice Detailsl :'reviewl Ireoice Selupl

EIient:IDDwntanisalians j EventNumI:.er:l j LCreate |

Skart; I j End: | j
Titl‘a:llr"'”“:'i'::E =] mﬁibcsr; Il32|31 Invioice Status: IDraft j
IHP‘"""T"' ﬂ vent Software IFiill_n' ;I

ccoumts Payahle Dept.
40 W Iron Avenue
Nuite 204

T A FF CHEmA ™

Motify |
Stetement Dae IDEHDE;’EDM
Fayment Due Dae IEIEIHEIEKEEIM

Attrye |Elain Martel j

Special Terme / Custom [nvoice Mote

Lefled Led e

Pasment Terms |1

PO Mumbe: I Contract;

¥ Print Payment Information Foaoter:  |Dan't forget bo pay us prampt.
¥ Print Section Breakout
I Print Detail

¥ Print Event Infaimation Recalculate All Ikemz

The first pieces of information needed for creating any invoice are the client and which event of that
client you wish to bill for. The top most section of this form lets us choose these. First select a client
from the drop down list. Then select an event number from the drop down list. If you wish to only
create items for a certain date range of that event, click the "Only Subevents in this range" option and
select a start and an end date. This will restrict the billing for only subevents that fall into that range. It
will include the start and end dates as well. For example, if you select event number 50, check the
"Only Subevents in this range" option, and then select a start date of 1/1/2004 and an end date of
1/10/2004, FASTbhook would create an invoice with items that were on the first (1/1/2004) and items
that were on the 10th (1/10/2004) and any items in between. Once you have selected the criteria you
wish to use, press the Create button. This will assign the event number to the invoice and begin
invoice creation. During invoice creation the following happens:

o All unbilled items, in your selected range, are assigned to this invoice.

e All unassigned payments are assigned to this invoice.

o If this is the first invoice for this event, all the charges you have set as default will be created

for this invoice.

Tl T S Trade Shows j Ewent humber:l j Create

[T Only Subevents in this range. Start: |nsn4xzun4 | End: |nexn4fznna ¥

If nothing was available to be assigned to a new invoice, you will see this dialog box.
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Information |

@ Mo itemz were available for billing

If an invoice was created, FASTbook will enable the rest of the window for you to further edit the
invoice if necessary.

Irvoi . e
Title:|Imvoice - r?:r?g:r: 5520 Irvoice Status: (RECHRRG__—_—— -

Every invoice by default is labeled as "Invoice." This can be changed to say "Credit Memao",
"Settlement”, "Pro Forma Invoice", or whatever you desire. This is on a per invoice basis. If you
change the title for this invoice, the next invoice you create will again be titled "Invoice" and will need to
be changed again if needed.

There are three options for invoice numbers.
1. You can use the event number as the invoice number.
2. You can use a system generated invoice number.
3. You can type in your own invoice number for every invoice.

If you elected to use the first choice, remember that this will limit the number of invoices per event to
one, unless you implement using a hyphen and a revision number, or sequence number, after the
event number. For instance, event number 50 will have its first invoice with the number 50 and its
second invoice with 50-1 or 50_1 to prevent having two invoices with the same number in the system.
Caution must be taken when using this method.

If you elect to use the second option, then a system generated number will be used for each new
invoice. System generated numbers start at a base number and increment one number for every new
invoice. System generated invoice numbers are the most ideal solution as they assure traceability for
every invoice.

If you elect to use the third option, typing in your own invoice number, then FASTbook will use your
number as the invoice number. If you are managing your own number list, make sure you have a
method of keeping track of what has been used and for what, so as to not use the wrong invoice
number on the wrong event or any similar issues.

The invoice status follows the Invoice number. Invoice status specifies how an invoice should be
treated. All new invoices are first created with a status of Draft. Draft invoices are still in a working
mode and can have charges assigned, charges removed, be recalculated, and have values changed.
Once a draft invoice will need no more changes made and is ready to be released to a client, it is
marked Final. Final invoices cannot be edited. They have no watermark on their printout as well. This
will prevent any accidental changes to an invoice that has been sent to a client. When an invoice is
finalized and if the option is selected in setup, a payment record will be generated of the type "Invoice."
It will be created for the balance due of the invoice. The charges of final invoices will show up in the
invoice totals section of the Event Detail form. Final Invoices are generally never edited again. This is
due to the fact that once an invoice is Final it has most likely been sent to a client. If a finalized Invoice
must be edited again, you can do so with the Return To Draft feature on the Invoices Tab, or by simply
selecting Draft from the Invoice Status drop down. The last status is Void. Void means the invoice has
been nullified. All payments assigned to that invoice go back into the general pool of available
payments and all items are again available for new invoice creation. Void invoices bear a watermark
stating their status. Void invoices can only be unvoided by the system Supervisor. This is NOT
recommended as the items that were assigned to it have been disassociated and returned to the
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general pool of available items. If you must unvoid an invoice do so only to change header information

and then revoid the invoice.

The remainder of the screen contains general information about the Invoice. Here you can enter the

following information:
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e Remit To Address - This is the address you wish
your client to reply to when inquiring or paying this
item. This will default to the facility's address.
You can use preset addresses by clicking on the
drop down next to the edit box.

o Notify Person - This is the user in FASTbook you i = .
wish them to direct their inquiries to. This defaults IHemlt fo J Mesa Centennial Center
to the event's coordinator. Accounts Payable Dept.
o Statement Date - This is the date the invoice was 540 W Iron Avenue
created. This defaults to today's date. Suite 204
e Payment Due Date - This is the date that payment n x Arrosa1a
on the invoice is due. This is calculated based on _
the payment terms. Notity [ESM =l
o Payment Terms - These are the terms for this Statement D ate ||:|a;|:|4;2|:||:|4 j
invoice. This is defaulted based on the payment
terms assigned to the client you selected for the Papment Due Date |09/03/2004 =
invoice. j

o FPayment Terms |'|
e The PO Number - This is the PO number

associated with this invoice. This is defaulted to .
. . . PO Mumber: I
the PO Number designated in Event Detail.

e Print Payment Information - This indicates ' Frint Payment Information
whether or not you want to print payment I Print Section Breakout
information, if available, for this invoice. ¥ Frint Detail

¢ Print Section Breakout - This indicates whether ¥ Print Evert Information

or not you want to print a section breakout after
each resource section on the invoice printout.

o Print Detail - This indicates whether or not you
want to print a detail list of each item for every
resource on the invoice printout.

¢ Print Event Information - This indicates whether
or not you want to print basic event information at
the top of the invoice printout.

o Bill To Address - This is the address of your |E=i|| Tar j
client to which you will be sending this invoice. It
defaults to either the contact or client address
depending on which option you have set in
Invoice Setup.
¢ Attention - This is the person at the Bill To

address to whom's attention it will be made.
e Special Terms / Custom Invoice Note - This is a
custom note for this invoice that will print at the Special Temnz / Custom |nevoice Maote

Abre [Meannie Mava

top of the invoice printout.

e Contract Number - This is the contract number
associated with this event. It will default to the
contract number that was entered in Event Detail.

e Footer - This is the invoice footer for this invoice. ' pyuract [355
It will appear at the bottom of every page of the

invoice printout. It defaults to the default invoice Footer: [Con't forget bo pay us promptly.
footer you have selected in Invoice Setup.

Recalzulate All lkems

Once all information has been entered as you would like it, you can save your changes by pressing the
check mark button at the top of the form. If you attempt to leave the tab before you have saved your
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changes you will be prompted as to whether or not you wish to do so.
x|

Invoice has been changed.
Wauld yaou like to save it?

At the bottom of this form is a button labeled "Recalculate all tems". This can be used on Draft
Invoices to remove all items (payment records, resource charges, and additional charges / discounts /
taxes) and then add everything available onto the invoice. This may be necessary to show charges
that have been added or changed since you first created the invoice.

Recalculate All ltems

Note:
When editing the Remit To, Bill To, Special Terms, and Footer fields, you can right click in the
edit box and access the following menu.

T |

[t
Bee]f

Pazte

Font
Bullet Skyle
Paragraph
Tab=

Find
Feplace

Inzert Object. ..

These options will assist you in editing Rich Text fields. The Edit option will bring you into a Rich Text
editor that will look like the following image.
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Edit Rich Text i [=]
[il= Cdit “imw  lnset Cormat

NS # & 2B« o

ITirresNewHu:urran j I'IE j E[ u ||§
Z---|---‘|---|---2---|---3--|---a---|
tEventSufmfare

540 W Iron Avenue

Suite 204

MMesa, AZ 85210

IC+

NUM

After you are satisfied with what you have written you can close out and save your changes. This is
included to add some ease of use and familiarity when entering information in Rich Text Format (RTF.)

1.2.3 Invoice Details Tab

The Invoice Detalils tab is used to assign and unassign charges to an invoice. Here all available

charges for this invoice are listed in a tree format with a check box in front of each. You can check or
uncheck those charges you wish to bill or not bill.

Invnicesl Invoice Header  |nvoice Details | Fresview I Invoice Setupl

[tem Total Charge
- Event 235 {Traffic Safety Taught With Humor} $80.00
1' |i Room Charges $80.00
Wl Kaweah A 117471998 $80.00

- 5 Taxes $0.00

& County Services Tax $0.00

When you first enter the Invoice Details tab you will see all charges available for this invoice. If you
have not selected the option to initially collapse the tree you will see a list of all items for the invoice. If

you have chosen the option to initially collapse the tree you will only see the sum of the various type of
charges, such as the picture below.
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[temn T atal Charge
- Event 5920 {Henry Ford} $19142.00
»-[¥] i Room Charges $4650.00
b [¥] e Equipment Charges $£913.50
b [¥] g§ Meal Charges $9150.00
»- [¥] & Labor Charges $4428.50

Deferring billing is very simple with this invoice. To defer an item you simply uncheck it. If, for
instance, you wanted to defer billing of room and equipment charges you would simply uncheck both
Room Charges and Equipment Charges and then save. Your Invoice would look similar to the
following.

[tem T atal Charge
- Event 5920 {Henry Ford} $13578.50
* (1 Room Charges Check the charges you want ta bill. *You can alza |
b~ []Ew Equipment Charges $0.00
b [¥] g§ Meal Charges $9150.00
»- [#] 82 Labor Charges $4428.50

In the image below, some rooms have been checked and some rooms have been unchecked. Only
checked items will be billed on this invoice. The right column labeled Total Charge will show the
effective charge for that item on this invoice. Unchecked items will have an effective charge of zero
since they will not be billed. In the Total Charge column, bold indicates a strictly summation field, and
blue indicates the effective Event Total Charge for this invoice. Unchecking an item will uncheck any
"child" items under it on the tree. Alternately, checking an item will check all its "child" items in the tree.
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[tem T atal Charge
- Event 5920 {Henry Ford} $19142.00
- . |__ Room Charges $4650_00

- vl RM A Bf2652002 £310.00

~[#]|] RMW B 8726/2002 $1860.00
~[JI} RM D 822872002 ST
~[JIl RMH A 8730/2002 BT ERT
-]l RMW B 8/27/2002 ST T
~[JI/ RH B 8730/2002 ST

- [+ BMA11/20/2002 $310.00

~[#] 1l RM A 1211842002 $310.00

-~ |¥| |l # Room Character Nm 82742002 $1260.00

b . [Ew Equipment Charges $913.50
b [v] g Meal Charges $9150.00
¥ |¥| €2 Labor Charges $4428.50

For easy viewing an item that has "child" items can be collapsed by clicking the triangle button in front
of the item. This will effectively hide all its children until you wish to display them by clicking the triangle
button again. You can also hide and unhide "child" items by double clicking the line.

The controls on the bottom are used for adding and removing charges from the invoice. Select the
Charge / Discount / Tax you wish to add from the drop down list and press the Add Charge / Discount /
Tax button. To remove a charge highlight the charge by clicking it in the tree view and press the
Remove Charge / Discount / Tax button.

E arly Arrival Setup j Add Charge / Discount # T ax

Recalzulate All lkems | Femove Charge ¢ Dizcount # T a

Also, at the bottom of the form is a "Recalculate All Items" button. This can be used on Draft Invoices
to remove all items (payment records, resource charges, and additional charges / discounts / taxes)
and then add everything available back onto the invoice. This will be necessary to show charges that
have been added or changed since you first created the invoice.

R ecalculate All [tems

1.2.3.1 Adding and Removing Charges

At the bottom of the screen are some controls you can use to add or remove charges, discounts and
taxes to the items on the tree.

E arly Arrival Setup j Add Charge ¢ Dizcount £ Tax

Recalzulate All lberms | Remove Charge / Dizcount / T ax

You can add a charge / discount / tax at any level of the event. You may add it the to entire event by
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first selecting the event item designated with the star icon, and then clicking the Add Charge /
Discount / Tax button. You may add it to a group of resources, such as all Room Charges by selecting
the Room Charges item and then adding the charge. You can also add a charge to only a single
resource such as one room by selecting that room and then adding a charge. When adding a charge,
simply select the charge from the drop down and then click "Add Charge / Discount / Tax."

j A Ehange M izcaunt ey

Early Arrival Setup $200 E arly Arrival Setup Charge Charge -
{Inzurance Fee Inzurance Charge Charge
Genernc Fee Generc Fee for random charges Charge
JCopies Copies Charge
heal Gratuity 15% Gratuity Charged on Meals Charge
Repeat Customer 2% Return Cugtamer Digcount Digount
Free Give it all away Digcount
i Fchoal Discount 10% Dizcount applies to all school rentals Digoount | ™

Charges can be removed by selecting the charge you wish to remove and clicking the "Remove
Charge / Discount / Tax" button.

Remowve Charge / Dizcount / Tax

The following images depict charges added at the different levels of the event.

Here is a charge added to the top most level, the Event level. Event level charges are put under
header items that declare the type of charge. This charge was a tax and is added to the Taxes item.

[temn T atal Charge
k Evont 5920 Gemy Ford)
: [':ZJEH E:Ei':rf:r:i:;ges Check the charges you want o bill. *fou can alzo kighlight an‘i.tfl:nfﬁiadd ache
b [“] g Meal Charges $9150.00
l €. Labor Charges $£4428 50
- § Tazxes $1339.94
& County Services Tax $1339.94

The next charge was added to only Room Charges. There is no Taxes item on any thing other than
the event level item. All charges that appear on any other level will not have a header category such
as Taxes. They will just be put under the item. This is to save screen space and reduce on screen
clutter.
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[temn T atal Charge
- Event 5920 {Heriy Ford} $20830.22 =
w [“] |1 Room Charges $4975.50
- (v I RM A BSf26/2002 £310.00
- |« |4 HRM B 8/26/2002 $1860.00
-]l RMH D 872872002 ST
~[J RH A 8730/2002 BT ERT
-~ RMW B 8/27/2002 ST T
-] RH B 8730/2002 ST
- [+ I BM A 1152042002 $£310.00
- [+ I HRMA12/18/2002 £310.00
- ¥l # Room Character Nm 8/27/2002 $1860.00
& Countp Services Tax $325.50
p- || Ew Equipment Charges £913.50 |
b ‘ Meal Charges $9150.00
»- [¥] &i Labor Charges $4428.50 |
This last image is a charge that was added only to a specific item. In this case, the item is a room.
[tem T atal Charge
- Event 5920 {Henry Ford} $20855.07 (=
- |/ Room Charges $4998.72
w. |v| || RMA BF2652002 £331.70
& County Services Tax $21.70
- [+ || RMB 872642002 $1860.00
-] RH D 872872002 BT ERT
-~ RMW A 8/30/2002 ST T
~[Ji) RH B 8227/2002 ST
~[]il RMH B 8730/2002 ST
- [+ I HM A 1152042002 £310.00
- (v ] RM A 1271852002 £310.00
- [+ || # Aoom Character Nm 8/27/2002 $1860.00
& Countp Services Tax $327.02 b
b [v| [Ew Equipment Charges $£313.50
k- [+ @§ Meal Charges $£3150.00 LI

Some charges are not always the same for every invoice and may need to be edited. Rather than
forcing you to create a new charge for each invoice, FASTbook allows you to edit the charge for only
that invoice. This will leave your default charge's value to the value you have in setup and assign a
new charge for only this invoice. Also, you can rename a charge for only this invoice as well. For
example, there is a charge in setup called "Generic Fee." Itis used as a catch-all fee to be added to
events. The name and amount of this fee change for nearly every event. For this event we will change
it to reflect a "Renamed Fee for this event" and change its default charge from 25 dollars to 55 dollars.

First we add the "Generic Fee" charge.
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[ term

- Event 5920 {Henry Ford}

- |¥] |l Room Charges

Ew Equipment Charges

‘ Meal Charges

- |+] &2 Labor Charges

a Additional Charges/Discounts
3 Genernc Fee

4

T atal Charge
$19167.00
$4650.00
$£313.60
$£3150.00
$4428.50
$£25.00
$£25.00

Then by clicking in the name field will highlight that field. Clicking once more we are taken into an edit
box for that charge name. "Renamed Fee for this event" is typed over "Generic Fee."

[term

- Evert 5920 {Heriy Ford}

- |*] i Aoom Charges

- Ew Equipment Charges

- [“] g Meal Charges

- |+] 82 Labor Charges

@ 3 Additional Charges/Discounts

----- [v] ﬂ | Fenamed Fee for this even“

indicate we wish to change that field.

T atal Charge
$19167.00
$4650.00
$313.60
$£3150.00
$4428. 50
$£25.00
£26.00

Check the ckarges you want ta bill. vou can alzo highlight an

Then the same is done for the Total Charge field. Click in once to highlight, then a second time to

© 2004 Event Software



Invoicing 25

[temn T atal Charge
- Event 5920 {Henry Ford} $19167.00
»-[¥] i Room Charges $4650.00

b [¥] lgw Equipment Charges $£913.50

b [“] g§ Meal Charges $9150.00

l € Labor Charges $£4428 50
w- [#] 8 Additional Charges/Discounts $25.00
a Renamed Fee faor this event RE.00

After we have the new values we want we can save or simply click out of the field to make our changes
permanent. While editing you can press ENTER to keep your changes or ESCAPE to cancel them.

Charges for rooms, equipment, meals, and labor may not be changed here. Those must be changed
in Event Detail.

1.2.4 Preview Tab

The Preview Tab is used to view the Invoice printout before you decide to print or email it. This form

works like most other preview screens you have used. You can scroll through the various pages of the
printout, zoom in or out of the printout, and print or email the printout.
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Inv:ui-:esl [nvoice Headerl Invoice Details  ~review | Ivoice Selup
Mol » » [H E =~
,::’ .. Event Software Develapmant Imoice Page 1 of 2
T ™ Hurrber[6050
= s Statement Date|08/04/2004
Bill To: I FEFOODSAFFTY COTACIL Femit To: Mesa Cendenmial Cerder
117 Mirmsr hoe
Tanford, 4§23 0 Accounts Payshle Dept.
A E40 W Iron Avenus
Suiie 104
Aitn: Heather Schmitt Motify ki
PO Mumber Contract Mumber Term: Payment Oue Amount Due
T net FTETHIE) $19,142.00
Evert Irdormati on
|Evert Name Ev&mﬂumhﬂﬁnﬁmmg_lﬂmmlml_rams_ﬂmxmm_
(Henry Ford [5020
Roorn Charges
Oate Oay  Foom Mame Foet Code Start End Amount
BZAI00C  Pon [Fhl A 200 Al [ 11.00 A F210.00
BAEGA00T_ fon | Fhl B B:00 A 500 Pl §1 #6000
BAZ7/200C_ [Tue [# Room Chamcter Hmiaed .00 AW [5.00 Py 1,260.00
202007 fided | FM A - B:00 A 00 £ FH0.00
1202002 = l 000 11:80 &4 T310.00
r oz ] F4 545000 |
| Room Sectily Totmd Taezoon] Tl
The tool bar at the top allows you to interact with the on-screen printout. From the left the controls are
Print, First Page, Prior Page, Current Page Number, Next Page, Last Page. The zoom buttons are
then Fit to Whole Page, Fit to Page Width, and Fit to 100%.
Mool » v B EE
The last button is used to email the printout.
= -
When you click the email button you can, instead of printing the invoice, send it electronically to its
recipient.
1.2.4.1 Emailing an Invoice

You may wish to electronically transfer your invoice rather than printing a copy and sending it through
the post.

By clicking the Email button = you are presented with a small dialog window. This allows you to
select which of the contacts associated with your client you want to send the email to. Only those
contacts with email addresses will appear in the list. You can also type into the list any email address
you want, if you need something other than what the list provides.
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E% send Invoice =]

Contact:

keith. enlowi@eyventzoft. com j
Subject;

IIrw-:uin:e

Body:

Isee attached document

Cancel Send

The subject and body fields will default to what you have set in Invoice Setup. The subject will go in
the subject line of the email and the body will appear in the body line. In addition, your invoice will be
attached to the email in PDF format. Make sure you have all your email settings set in FASTbook
Setup before attempting to use this feature.

To improve useability FASTbook provides a quick method to email the invoice. If the client contact of
the event you are working with has an email address assigned and the default subject and body are
acceptable, you can click the drop down on the email button and select the menu item starting with
"Send to" and then the contact's name and email address. Using this option it will not prompt you for
an email address, subject or body for your email. Once clicked it will just send the PDF.

=]

| Sendto Andrew Rogers <keith enlow@eventzaft coms I

If there is no email address assigned to the client contact for the event you are working with then this
option will not be available. Clicking the drop down on the Email button will result in a disabled menu
item labeled "Send to <no email assigned>".

=]

| Serdiahmemai assianeds I

1.2.5 Invoice Setup Tab

Invoice Setup is the first area of Invoicing that should be visited. This is where all the default values
and options are set that will allow the invoice to function in the desired manner.
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Charges / Taxes / Discounts | Payment Temns | Ireias |
I - (3 - + — o b
Created: 0341142003 Lazt Updated:
reated By: Last Updated Bu:
PR State Sales Tax : | @ Percent Rate R
,I':'l,l::l::l:ll_lr'|tir'|g Code: EEEREETE)
Sort Order: ‘ Diefaults
. Apply ta Boams . Apply ta . Apply ta Entire Event
W Apply to Equipment Il 2pply ta
Mame Rate Type |Descrption -
bl eal Gratuity Charge 15% Gratuity Charged on Meals
Repeat Customer Dizcount 2% Return Cugtamer Dizcount
Returmn Customer Discount 5% Feturn Customer Discount —I
School Digcount Dizcount 10% Dizcount applies o all school rentals
| 4:Ctate Sales Tay Tau |
Invoice Setup has three sections: Charges / Discounts / Taxes, Payment Terms, and Invoice.
Charges / Discounts / Taxes are the charges that may be added to an invoice. Miscellaneous fees,
state taxes and return customer discounts are all examples that would fit into this category.
Payment Terms are the rules by which you expect those you bill to return payment to you. Net 30 or
Pay-on-delivery would fall into this category.
The last tab in Invoice Setup is simply labeled Invoice. This holds all the options for Invoicing. From
this tab the invoice creation process and invoice printout can be tailored to achieve a number of
desired results.
1.2.5.1 Charges /Discounts / Taxes

In addition to regular resource charges (room, equipment, meals and labor,) fees and discounts may
need to be applied during billing. This tab is for those fees. Charges increase the amount of the
invoice, while discounts decrease it. Taxes, though a subset of charges, are specified separately due
to their nature. Taxes usually require special reporting and are generally calculated last.
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Charges / Taxes / Discounts | Payment Temns | Ireias |

Lazt Lpdated: 41819 P
Lazt Updated By

HEE State Sales Tax AneEE ercent Rate

escipiion. | o
I|':'|,|::|::|:|I_Jr'|tir'|E| Code: 399-13579
Sort Order: ‘

|
|
Mame Rate Type |Descrption -
bl eal Gratuity Charge 15% Gratuity Charged on Meals
Repeat Customer Dizcount 2% Return Cugtamer Dizcount
Return Custormer Dizcount 5% Return Custorner Digcount —I
School Digcount Dizcount 10% Dizcount applies o all school rentals
[(X:State Sales Tax Tax |

At the top of the tab is a navigator. This allows you to scroll forward and backward through the records.
You can also insert, delete, save changes or cancel changes. The buttons from left to right are:

First Record, Prior Record, Next Record, Last Record, Insert Record, Delete Record, Save Changes,
Cancel Changes

] - = > + — = i3

Buttons on the navigator will become disabled (grayed out) when they are not available for use.

The next section will indicate the creation and last updated time and date of the current item. Also, you
can see who performed the creation or updating.

Created: 0941042003 2:33:05 P Last Updated:  171/417/2003 9:55:49 AM

Created By:  SUPERWISOR Last Updated By:  SUPERYISOR

The body of the tab contains general information about the charge / discount / or tax.
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Rate Type: M Bl Inactive [AMOURE———"—
M ame: I Taxable O Percent Rate

Sort Order:; m D efaults

W 2pply to Booms Wl 2pply toMealz B Apply to Entire Event
W 2pply to Equipment Il Apply to L

The information collected here is:

Rate Type - This is the type of rate. Charges will increase the amount of the invoice. Discounts will
decrease the amount of the invoice. Taxes will also increase the amount of the invoice, but are
categorized separately then charges.

Name - This the unique name of this item.

Description - This is a more detailed description of the item.

Accounting Code - This optional field holds the accounting code of the item.

Sort Order - This is the sort order of the item. All charges are calculated from the smallest sort

order to the largest. Charges before Discounts which are before Taxes. For instance, a charge with

a sort order of 1 will calculate before a charge with a sort order of 3. A discount with a sort order of 1

will calculate after a charge with a sort order of 5, but before a tax with a sort order of 1.  This

should allow for precise ordering of calculations.

Inactive - When checked, this item becomes inactive. This will prevent it from showing in drop

down lists.

Taxable - This marks this item as taxable. Some items are exempt from tax. If an item is exempt

from tax simply uncheck this box.

Amount - This is the amount of the item.

e Percent Rate - A percent rate is the decimal equivalent of the rate. For example 25 percent is
.25. If 25 was entered in the field then the charge would be 2500% of the original cost. Take care
when assigning these. The percent is based on the net total up to the point the percent rate is
applied.

e Flat Rate - A flat rate is a rate that does not depend on any other calculations. These rates are
static. A flat rate of $25.00 will always be $25.00 on any invoice (unless of course it is overridden
for that invoice).

Defaults - Charges / Discounts / Taxes can be automatically added to an invoice at creation time.

This can ease data entry for frequently used items. Default charges are added to the first, and only

the first, invoice created for an event. At that time, the event is marked as having already received

automatic charges and any invoice after that will need to have charges manually added.

D efaults
Ml &pplytoFRooms Ml Apply to Meal: Il Apply to Entire Event

Wl 2pply to Equipment Il Apply to Labar

e Apply To Rooms - These items will automatically add to the Room Charges section of the invoice.

e Apply To Equipment - These items will automatically add to the Equipment Charges section of the
invoice.

e Apply To Meals - These items will automatically add to the Meal Charges section of the invoice.

e Apply To Labor - These items will automatically add to the Labor Charges section of the invoice.

e Apply To Entire Event - These items will automatically add to the Event section of the invoice. If
Apply to Entire Event is checked all other defaults will deselect. This is to avoid double charging.
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Once a Charge / Discount / Tax has been used on an Invoice they can not be deleted from the system.
If they will no longer be used they can be marked as inactive to prevent them from appearing in drop
down boxes. This is done to preserve system integrity for Charges / Discounts / Taxes that are
currently being referenced.

At the bottom of the tab is a grid that shows all Charges / Discounts / Taxes in the system. This is
used to easily move from one item to another. If you click on the item in the grid you wish to work with,
the fields in the body of the tab will switch to the values for that item and are ready to be modified.

Mame |Hate Type |Descriptiu:un |
l By one get one free Digcount 20% off
_|Copies Charge Copiez
_|County Services Tax Tax test
__|Eaily Arival Setup Charge $200 E arly Arrival Setup Charge
_|Equipment Setup Fees | Charge 25% Early Equipment Setup
_|Free Dizcount Give it all away
_|Generic Fee Charge Genernc Fee for random charges
_|Insurance Fee Charge Insurance Charge
_|Meal Gratuity Charge 15% Gratuity Charged on Meals
_|Repeat Customer Digoount 2% Return Customer Dizcount
| Return Custamer Discount 5% Return Custorer Dizcount
__|School Digcount Digoount 10% Dizcount applies to all zchoal rentals
_|State Sales Tax Tau
| |test Dizcount test

1.25.2 Payment Terms

Payment Terms, the rules by which you expect payment for your invoices, are easily setup in this tab.
An example of a standard term is "Net 30". "Net 30" indicates there will be no discounts for early
payment and payment is due in 30 days.

At the top of the tab is the Payment Terms navigator. This allows you to scroll forward and backward
through the records. You can also insert, delete, save changes or cancel changes. The buttons from
left to right are:

First Record, Prior Record, Next Record, Last Record, Insert Record, Delete Record, Save Changes,
Cancel Changes

I - - (= L ] — v x

Buttons on the navigator will become disabled (grayed out) when they are not available for use.

Near the top of the tab are the creation and last updated date of the term, along with which user
performed the creation or updating. The body of the tab contains the general information for the term.
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Created: 04/01/200:Created by SUPERYISOR

Narne: Updated: 09¢15/2003U pdated by SUPERVISOR

T el 2% Discourt if paid within 10 days; Full payment due no later than 30 days from lnvoice Statement Date
Fayrment iz due m days m = | Fvoice: Statemnent D ate -

The fields here are as follows:

e Name - This is the unique name of the Payment Term, such as "Net 30."

o Description - This is a more detailed description of the Payment Term.

e Number of Days - This is the number of days before or after the Base Date that you want this to
take effect.

o Before or After - This indicates whether you will count your number of days before or after the Base
Date.

e Base Date - This is the date you want to base the calculation on. Available choices are Invoice
Statement Date, Event Start Date, or Event End Date.

Once a Payment Term has been used on a Client Category, Client, or Invoice they can not be deleted
from the system. If they will no longer be used they can be marked as inactive to prevent them from
appearing in drop down boxes. This is done to preserve system integrity for Payment Terms that are
currently being referenced.

At the bottom of the tab is a grid that shows all Payment Terms in the system. This is used to easily
move from one item to another. If you click on the item in the grid you wish to work with, the fields in
the body of the tab will switch to the values of that item and are ready to be modified.

Terms | Description |
t 2% net 2% Dizcount if paid within 10 dayz; Full payment due no later than 30 dayps fro
_|Ewent Deposit 15% Deposit required 10 days prior to Event Start Date
_|Due On Event Close Dhae on lazt day of Event
_|FOD [ ath
_|Due On Receipt
__|new payment term

1.2.5.3 Invoice

The Invoice tab holds all the general settings for the Invoice system. Here options can be selected or
deselected to tailor the Invoice system to function as desired. These settings work for all of FASTbook
and should be considered global options.

Below is an image of the tab. Next to each option is a number and each number is explained below.

© 2004 Event Software



Invoicing 33

1 W Show Event Information on Invaice 12 W &llow Y alues of Ze

2 & Show Frint Count on Invoice 13 G Use Owverlay for Yoid and Draft lnve

3 ﬂ Show Accounting Codes 14 . HE
4 & Show Footer on Invaoice 15 [w NHE

16 o zource Cha Drefaile

17 M sutocreate Payment Feco of [hvoices

7 T Default to Totals Breakaut 17.b F Create Mew Payment for Remainder WWhen Mot Paid in Ful

8 [ Default to Show Payment History 18
9 m Default to Detail Prit

Imvoice mail subject |[EEE—-

L R RR OB < e attachied document

10 gy Default to Contact Bil To

10.

11.

12.

13.

20 Bil ToVertical Offzet

Dian't Forget to pay g prampth.

Show Event Information on Invoice - This designates whether or not to show general event
information on the event, such as Event Name, Attendance, Sales Person, and Ticket Totals.
Show Print Count On Invoice - When enabled, this will tell the invoice to write the number of times
the invoice has been printed at the top of the invoice. This only prints for the second and greater
printings. The first printout will not show the number printed. This is only for printings subsequent
to the first.

Show Accounting Codes - This tells the invoice to print account codes next to item names. For
Equipment , Meals, and Labor, the account code will take the place of the room name field on the
invoice printout.

Show Footer on Invoice - This designates whether or not the footer will print on the bottom of each
invoice.

Show User Natification on Invoice - This tells the invoice to print the naotification person at the
Remit To address on the invoice. The natification person is defaulted to the Event Coordinator.
Show Contact on Invoice - This tells the invoice to print the contact name on the invoice below the
Bill To. Itis labeled as "Attention."

Default to Totals Breakout - When this is checked, all new invoices will be defaulted to show a
section breakout. This can be disabled on individual invoices.

Default to Show Payment History - When this is checked, all new invoices will be defaulted to
show payment history for the invoice. This can be disabled on individual invoices.

Default to Detail Print - When this is checked, all new invoices will be defaulted to show resource
details. This can be disabled on individual invoices.

Default to Contact Bill To - When this is checked, all new invoices will be defaulted to the Contact
Bill To rather than the Client's. This can be overridden on individual invoices.

Invoice Footer - This is the default Invoice footer for new invoices. Once a new invoice has been
created, the footer can be edited for that invoice.

Allow Values of Zero - When this is checked, charges with a value of $0.00 (zero dollars) will be
added to new invoices as line items.

Use Overlay for Void and Draft Invoices - (Recommended Option) When this is checked, all Void
and Draft invoice will bear a watermark on their printout and print preview. This can prevent the
accidental sending of invalid invoices. Draft invoices will state "Review Copy Do Not Pay", while
Void invoices will state "Voided Invoice Do Not Pay."
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1.3

14. Use System Generated Invoice Number - The tells new invoices to use a system generated
invoice number by default. This option can not be used in conjunction with "Use Event Number as
Invoice Number". One or the other or neither must be used.

15. Use Event Number as Invoice Number - This tells new invoices to use the event number that the
invoice is referencing as the invoice number by default. This option can not be used in conjunction
with "Use System Generated Invoice Number". One or the other or neither must be used.

16. Collapse Resource Charges by Default - This will collapse all nodes of the Invoice Details tree by
default. The nodes can still be expanded by clicking on their triangle button. This is used when a
facility generally only works with resource charges as a whole, rather than individual resource
charges.

17. Autocreate Payment Records For Invoices - With this enabled, a payment record for the balance
due of the invoice is autocreated for the invoice upon finalization. 17.b When this is selected, If the
autocreated payment is not paid in full, a new payment record will be created for the amount still
owed for the invoice.

18. Invoice Mail Subject - This is the default email subject used when sending invoices through email.

19. Invoice Mail Body - This is the default email body used when sending invoices through email.

20. Bill To Vertical Offset - This is used to adjust the spacing of the Bill To address to assist it
positioning correctly for windowed envelopes.

21. Start Next Invoice At - In order to start invoices at a certain number, the desired number must be
specified here. The apply button is then pressed to make the change. Starting invoice numbers
must be greater than the last number used for an invoice. If an invalid number is specified and
Apply is pressed, the box will fill with the last number in the system. If the new number was
accepted it will show you the next number available for creation, which would be the number that
was just entered.

Start Mext [rvoice at; _

[

Once all the desired options have been set, changes can be saved by pressing the check mark button

_¥ _ at the top of the window.

If it is desired to abort any new changes, the cancel button X __ atthe top of the window, can be
pressed to revert back to the original values.

Event Detail Invoices Tab

In the financial tab of Event Detail on the right side, are three tabs. The bottom most tab, labeled
"Invoices", will take you to the invoice section of Event Detail. In this section, simple quick invoice
operations can be performed. If a detailed heavily modified invoice is desired, then use the Invoicing
Form available from the main button bar; however, if a simple invoice using default charges is what is
needed this is the fastest places to create it. Invoices can also be finalized, voided, recalculated and
printed from this tab.
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$10.07 f0.0C £260.00 =0.00 $370.2C
$200.1C
otal Billa $570.0C
$0.3C
Creata hlew Invoic2 For Th = Event $570.0C
Invyoize Mumbzr Staternent Dale | Total Status Firelize |v'od |Recalc | Print ﬂ
6427 522004 357060 Vaid 3 2| B &
B427 2/3/2004 $570.00 Final ¢ | @ =
» 9/4/2004 $6.00 Draft 3 @ B8]
=

1.3.1 Billing Totals
The top section of this tab displays the totals for what has already been billed. Only the totals of

finalized invoices, will show here. If a Draft invoice has been created, it's totals will not be reflected
here until it has been finalized.

Foom Equipment Labor ezl Resource Total
$15.00 $0.00 $360.00 $0.00 $375.00

Cther Charoges $200.00

Total Billed $575.00

Total Paid $0.00
Create Mew Invoice For This Bvent EBalance Due $575.00

¢ Room - Shows the total room charges that have been billed.
¢ Equipment - Shows the total equipment charges that have been billed.
e Labor - Shows the total labor charges that have been billed.

SIUALLAE- | DJU| |[E.BUa D)

S32I0AL|
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1.3.2

e Meal - Shows the total meal charges that have been billed.

e Resource Total - This is the sum of Room, Equipment, Labor, and Meal charges.

e Other Charges - This shows any other amount that is not a Room, Equipment, Labor, or Meal
charge.

e Total Billed - This is the sum of Resource Total and Other Charges.

e Total Paid - This is the sum of all payments received on this event.

e Balance Due - This is the difference between Total Billed and Total Paid.

Remember, only Final invoices' amounts will reflect in these totals.

Below the Billing Totals and above the Invoice Grid is the Create New Invoice For This Event button.
This button can be used to create an invoice for this event using all the default values and not
prompting for any other information. The invoice can then be used as is or edited further in the

Invoicing Form. All new invoices are created with a Draft status. Before attempting to create an
invoice, FASTbook will show a dialog asking if this is what is desired to be done.

Information |

@ Do you want ko create a new invoice for thiz event’?

Selecting "No" will cancel the invoice creation process. Selecting "Yes" will instruct FASTbook to
investigate the event for any unbilled items, items that have had their charges changed, and/or items
that were on previous invoices that have been voided and are not ready to be invoiced again. If
nothing was found to place onto an invoice the following dialog will appear indicating that no items were
available for billing.

Information |

@ Mo items were available for billing

If items were found, a Draft invoice is created and it is reflected in the Invoice Grid.

Invoice Grid

The Invoice Grid allows quick access to frequently used invoice functions and displays a list of invoices
for the event that is currently displaying in Event Detail. On this grid, invoice status is not only
displayed under the "Status" column, but also by the coloring of the line. Void invoices appear red and
with a strike-out font. Draft invoices are green. Finalized invoices show in black. Double clicking on
any invoice in this grid will bring up the Invoice Form with that invoice selected, and ready for editing.
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Ineroice Mumber Statement Date | Total Status Finalize Yo (R
8427 83/2004 $370.00|\eid ®
6427 8/3/2004 $570.00 Final 8

B/4/2004 $5.00|Draft &

Mﬁlﬂgﬁ

Bl
|
NN

@l@ @

The buttons on the right of each line allow quick actions to be performed on the invoice.

& ol B &)

The first button, displayed with the lock, will finalize a Draft invoice. Finalizing an invoice locks in its
current values and prevents it from being changed. If the Finalize button is pressed on an invoice that
is in Draft status, a dialog box will appear asking whether or not this action is to be performed.

Information |

@ Finalize lrnvoice: B427_17

Selecting "No" will cancel the finalization. Selecting "Yes" will finalize the invoice. The Invoice Grid will
then be refreshed to show the change in status.

The next button is the void button, displayed with a slashed red circle. This will void a Draft or

Finalized invoice. If the Void button is pressed on a Draft or Finalized invoice, a dialog box will appear
asking whether or not this action is to be performed.

Information |

@ Woid |nvoice: 4277

Selecting "No" will cancel the void. Selecting "Yes" will proceed with voiding the invoice. A dialog box
will then appear prompting for a reason for the void.

x

“Why are these items being voided?

()% I Cancel

Selecting "Cancel" will abort the void and present a dialog informing that void reasons are required
when voiding an invoice.
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Eror x|

Q & void reason is required to continue,

Entering a valid void reason, will enable FASTbook to proceed with the void. All the invoices charges
will be again available for any new invoices. The Invoice Grid will then be refreshed to show the
change in status.

The next button, displayed with the calculator, is the Recalculate button. This button can be used on
Draft Invoices to remove all items (payment records, resource charges, and additional charges /
discounts / taxes) and then add everything available back onto the invoice. This may be necessary to
show charges that have been added or changed since you first made the invoice. Pressing the
Recalculate button, will display a confirmation dialog asking whether the recalculation is to take place.

Information |

@ Recalculate items for Invoice: B427_17

Selecting "No" will cancel the recalculation. Selecting "Yes" will proceed with recalculating the invoice.
The Invoice Grid will then be refreshed to show the change in total, if any.

The last button is the print button, with the printer icon. This will print the invoice to the default printer.

To print to a different printer, or to email the invoice, the print features on the Invoicing Form must be
used. Pressing print will display a print dialog and the invoice will be printed.

Frinting page 1 of 1 for report Report on
the WWEVEMTSERWVERYHP Lazerlet
44

1.4 Invoice Report

The invoice printout is the final product of invoice creation. This printout can be printed, saved to a file,
emailed, or any combination of these.
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In the picture below, the different parts of the printout are numbered. Following the picture are
descriptions of each part.
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9.

10.

11.

E?‘EH’C Software Development | Invoice Page 1 af 1
CRERRL; LiaAal St ) NumberE427 1

Avpeta, LTA EEH SAabérmss IDabe [DEA04,2004

Bill Ta - Remt To Event Software
240 W Iron Avenue
3 ! Suite 204
Misa, AZ B5210
L L — 5 & = baaif
B Mumber Contract Number Tarmé Paymert Dug Arnount Dug

2% nel EaLT04 ¥575.00

A
A Tesl Hoom ACT-1504 ] Ab | 3100 PM $i5.00

Toome Tolal] 515,001
9 1 1
Reqular Changs] §15.00]
Room 5 ection Total 1500
abor Charges
2gcl Code fh.uLl.m_'_Em_l_ﬁmud.
B/ | Medicsl Tech - Standby I I 1 T §%0 0 §500.0)
— Lahar Total{ $E000
11 TNE
Reqular Charges | 350,00
FECN]

Company Logo, Title, and Address - This displays the logo, company name and physical address.
When a logo is not used the address and company name will shift to the left to take up the logo's
space.

Invoice Header Information, Printout Title, Page Number Set, Invoice Number, Statement Date -
This shows general information about the printout. The printout's title, such as Invoice or Credit
Memo, the number of the printout, Statement Date, and Page Set. The Company Logo, Address,
and Name, as well as the Invoice Header Information, print at the top of every page of the printout.
Bill To Address - This is the address the invoice is going to. This can be offset using

Bill To Vertical Offset in Invoice Setup.

Remit To Address - This is the address that remittance to the invoice should be addressed.
Attention Line - This is the person at the Bill To address that this printout is marked attention to.
This field is optional and can be disabled in Invoice Setup.

Notify Line - This is the person at the Remit To address who should be contacted for inquiries.
This field is optional and can be disabled in Invoice Setup.

Event Information - This is general information about the event the invoice pertains to. This can
be disabled in the Invoice Header tab.

Resource Charges - This is a section header describing the type of charges that are about to
follow.

Accounting Codes - This is the accounting code for the line item. These can be enabled in
Invoice Setup.

Section Breakout - This shows the sums of the different types of charges in the section. This can
be disabled in the Invoice Header tab.

Section Total - This is the total of all charges for this section.

The next picture is also labeled with numbers and a description of each follows.
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Totals
Regular Charges:| $360.00
_ uw.inmmu $350.00
Other Event Charges [ Discounts / Taxes
Description
Insurance Fee | $200.00
N Subtotal: $200.00
Invoice Totals
Room Changes: $15.00
Equipment Charges: 30,00
1 Meal Charges: 0.00
2 — Labor Charges: $360.00
Other Event Charges: £200.00
E $575.00
$0.00
$575.00

i

~

Dronil forget Lo pay ws peomnpil.

1. Other Event Charges / Discounts / Taxes - Other charges at the event level will be displayed in
this section near the bottom of the invoice.

2. Invoice Totals - These are the cumulative totals for the entire event. Payments received are
shown as well as the current balance due.

3. Invoice Footer - The Invoice Footer will display at the bottom of every page of the printout.

Additionally, Payment history can be enabled in the Invoice Header tab. This will show a history of all
payments that apply to this invoice. This will print just below the Additional Invoice Information fields
and before the Event Information section.

Aftr: Motify:
PO Mumber Contract Mumber Terms Payment Due Amount Due
2% net Brar20o4 $1,678.00
Payment History
Due Date  Amount Due  Type Amount Paid Date Paid Method  Reference
080372004 412,00 Payment $12.00{ 08/03,2004
08272004 | $300.00 | Payment $300.00] 08/03/2004
Total Payments| $312.00
[Event Information
|[Event Name Mumber Ticket Total _ Sales Representathve |
test (6426 | [

When a simple billing is required, all options can be disabled allowing for a simplistic printout.

Below is a picture of an invoice in, almost, its simplest form.
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_ Event Software Development Invoice Page 1 0f 1
#@:;ﬁdms&m! Number|{6426
Anywhem, USA 85000 Statement Date|08/02/2004
Eill To: YOUTH PASTORS NETWORK Remit To: Mesa Centennial Center
1317 W. Main St. Accounts Payable Dept.
Visalia, CA 95291 540 W Iron Avenue
Suite 204
Aftric Matify,
PO Number contract Number Terms Payment Due Amount Due
2% net 8/2/2004 $1,990.00
Inveoice Totals
IRoom Charges: $1,790.00
Equipment Charges $0.00
heal Charges: $0.00
lLabor Charges: $0.00
(Other Event Charges: $200.00
rand Tetal: $1,990.00
ayments Received: £0.00
Due: $1,990.00
1.5 How-to

Here are some quick How-To's for commonly used features.

How do | create an invoice?

How do | finalize an invoice?

How do | void an invoice?

How do | recalculate an invoice?

How do | print an invoice?

How can | save an invoice to PDF format?

How do | edit an existing Invoice?

How do | email an invoice?

How can | establish default charges for my invoices?
How can | defer charges on an invoice?

How can | create batches of invoices?

How can | print multiple invoices at the same time?
How can | edit my additional invoice charges on-the-fly?

1.5.1 Create an Invoice

How do | create an invoice?

Invoices can be created in three places: in Event Detail in the Invoices Grid, on the Invoices Tab of the
Invoicing Form, and in the Batch Invoices Form.

If you wish to create an invoice on the Invoicing form, click here.
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If you wish to create an invoice on the Event Detail form, click here.

If you wish to create an invoice in Batch Invoicing, click here.

From Within Invoicing

To create an invoice in the Invoicing form, go to the Invoices tab and click the create button. You will
then be prompted to select a client and an event number of that client. If you wish to specify a date
range you can do so, then click the create button to start the process. For more information, see the
Invoices Tab section.

From Within Event Detail

To create an invoice from within Event Detail, go to the financial tab, and then to the invoices tab within
the financial tab and click the create button. Answer "Yes" to the dialog asking if you wish to create an
invoice. For more information, go to the Event Detail: Billing Totals section.

Finalize An Invoice

How do | finalize an invoice?

You can finalize an invoice in three places. In the Event Detail tab, on the Invoices Tab in the Invoicing
Form, and on the Invoice Header Tab of the Invoicing Form.

To finalize an invoice in Event Detail, click here.

To finalize an invoice on the Invoices Tab in the Invoicing Form, click here.

To finalize an invoice on the Invoice Header Tab in the Invoice Form, click here.

From Within Event Detail

To finalize an invoice from Event Detail click on the Finalize button associated with the line of the
invoice you wish to finalize. Answer "Yes" when prompted if you wish to finalize. For more information,
see the Event Detail Invoice Grid section.

From the Invoices Tab

To finalize an invoice or invoices on the Invoices tab, click the check box in front of each item you wish
to finalize and click the Finalize button. Answer "Yes" when prompted. For more information, see the
Invoices Tab section.

From the Invoice Header Tab

To finalize an invoice in the Invoice Header tab, click your invoice in the invoice grid. Click the edit
button which will take you into the Invoice Header tab. Click the Invoice Status drop down and select
Final. Click on the check mark at the top of the screen to save the change. For more information, see
the Invoice Header tab section.

Void an Invoice

How do | void an invoice?

You can void an invoice in three places. In the Event Detail tab, on the Invoices Tab in the Invoicing
Form, and on the Invoice Header Tab of the Invoicing Form.

To void an invoice in Event Detail, click here.

To void an invoice on the Invoices Tab in the Invoicing Form, click here.
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To void an invoice on the Invoice Header Tab in the Invoice Form, click here.

From Within Event Detail

To void an invoice from Event Detail click on the Void button associated with the line of the invoice you
wish to void. Answer "Yes" when prompted if you wish to void. For more information, see the
Event Detail Invoice Grid section.

From the Invoices Tab

To void an invoice or invoices on the Invoices tab, click the check box in front of each item you wish to
void and click the Void button. Answer "Yes" when prompted. For more information, see the
Invoices Tab section.

From the Invoice Header Tab

To void an invoice in the Invoice Header tab, click your invoice in the invoice grid. Click the edit button
which will take you into the Invoice Header tab. Click the Invoice Status drop down and select Void.
Click on the check mark at the top of the screen to save the change. For more information, see the
Invoice Header tab section.

Recalculate an Invoice

How do | recalculate an invoice?

You can recalculate an invoice in three places. In the Event Detail tab, on the Invoices Details tab in
the Invoicing Form, and on the Invoice Header Tab of the Invoicing Form.

To recalculate an invoice in Event Detail, click here.

To recalculate an invoice on the Invoice Details Tab in the Invoicing Form, click here.

To recalculate an invoice on the Invoice Header Tab in the Invoice Form, click here.

From Within Event Detail

To recalculate an invoice from Event Detail click on the Recalculate button associated with the line of
the invoice you wish to recalculate. Answer "Yes" when prompted if you wish to recalculate the item.
For more information, see the Event Detail Invoice Grid section.

From the Invoice Details Tab

To recalculate an invoice in the Invoice Details tab, click your invoice in the invoice grid. Click the edit
button which will take you into the Invoice Header tab. Click the Invoice Details tab at the top of the
form. Click the Recalculate All Items button at the bottom of the form. For more information, see the
Invoice Details tab section.

From the Invoice Header Tab

To recalculate an invoice in the Invoice Header tab, click your invoice in the invoice grid. Click the edit
button which will take you into the Invoice Header tab. Click the Recalculate All ltems button at the
bottom of the form. For more information, see the Invoice Header tab section.

Print an Invoice

How do | print an invoice?

You can print an invoice in three places. In the Event Detail tab, on the Invoicing Form, and on the
Preview Tab of the Invoicing Form.

To print an invoice in Event Detail, click here.
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To print an invoice on the Invoicing Form, click here.

To print an invoice on the Preview Tab in the Invoice Form, click here.

From Event Detail

To print an invoice from Event Detail click on the Print button associated with the line of the invoice you
wish to print. For more information, see the Event Detail Invoice Grid section.

From the Invoicing Form

To print an invoice in the Invoicing Form, click your invoice in the invoice grid. Click the edit button
which will take you into the Invoice Header tab and make this invoice your current working invoice.
Click the print button at the top of the screen. For more information, see the Invoicing Form section.

From the Preview Tab

To print an invoice in the Preview Tab, click your invoice in the invoice grid on the Invoices Tab. Click
the edit button which will take you into the Invoice Header tab and make this invoice your current
working invoice. Click the Preview tab at the top of the window. Click the print button at the top left of
the preview tab. For more information, see the Preview Tab section.

Save an Invoice to PDF

How can | save an invoice to PDF format?

You can save an invoice in PDF format just like any other report in FASTbook. Simply start to print the
report, and in the dialog box select "Print to File" near the bottom of the form. You can then select PDF
from the drop down and type in a file name. Press Print and the file will be created.

Edit An Existing Invoice

How do | edit an existing Invoice?

You can edit an invoice already in the system in one of two ways.

To edit an invoice while in Event Detail, click here.

To edit an invoice while in the Invoicing Form, click here.

From Event Detail

To edit an invoice from Event Detail double click on the line of the invoice you wish to edit. This will
take you into the Invoicing form with that invoice currently ready for changes. For more information,
see the Event Detail Invoice Grid section.

From the Invoicing Tab

To edit an invoice in the Invoicing tab, click your invoice in the invoice grid. Click the edit button which
will take you into the Invoice Header tab. You can also double click the invoice in the grid. For more
information, see the Invoice Tab section.

Email an Invoice

How do | email an invoice?

To email an invoice, open the invoice you wish to email in the Invoicing Form. Go to the Preview tab
and click the email button. You will then be prompted for an email address and permitted to send the
email. For more information, see Preview Tab Emailing an Invoice.
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1.5.9 Establish Default Charges

How can | establish default charges for my invoices?

Default charges can be established in Invoice Setup. Simply check all the defaults that apply to each
charge and save your changes. For more information, see the
Invoice Setup Charges / Discounts / Taxes section.

1.5.10 Defer Charges

How can | defer charges on an invoice?

Charges are deferred by simply unchecking them in the Invoice Details tab on the Invoicing Form. For
more information, see Invoice Details Tab section.

1.5.11 Batch Invoice Creation

How can | create batches of invoices?

In the Invoices tab, on the Invoicing Form, select the drop down on the Create button. Choose a
method of batch invoice creation from the list. For more information, see the Invoices Tab
(Batch Invoice by Date Range or Batch Invoice by Event Number) section.

1.5.12 Print Multiple Invoices

How can | print multiple invoices at the same time?

Multiple invoices can only be printed from the Invoices Tab of the Invoicing Form. While on that tab,
check each invoice you want to print and then either click the print button, or select a menu item from
the drop down on the print button. For more information, see the Invoices Tab.

1.5.13 Edit Charges On-The-Fly
How can | edit my additional invoice charges on-the-fly?

Charges / Discounts / Taxes can have their charges overridden on the Invoice Details tab of the
Invoice Form. Simply click in the charge field twice to enter edit mode. Type in the new charge and
press enter. For more information, see Invoice Details Adding and Removing Charges.
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