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Create an Interim Invoice 

 
1. Click on Jobs: 

 
 
2. Locate the applicable Job: 

 

 
 
3. Click the Job ID: 

 

 

A similar screen will appear:  

 

 

 

 

 
 
 
4. Click Add Interim Invoice:  

 

 

 

 

 

 

 

 

 

 

 



5. Select/enter the applicable details:  

 

 

 

 

 

 

 

6. Click Add:  

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



View an Interim Invoice 

 
1. Click on Jobs: 

 
 
2. Locate the applicable Job: 

 

 
 
3. Click the Job ID: 

 

 

A similar screen will appear:  

 

 

 

 

 

 
4. Scroll down to the bottom of the screen to Interim Invoices:  

 

 

 
5. Click on the spyglass icon in line with the applicable invoice to view it:  

 

 

 

 

 

 

 



Create a Final Invoice 

 
1. Click on Jobs: 

 
 
2. Locate the applicable Job: 

 

 
 
3. Click the Job ID: 

 

 

A similar screen will appear:  

 

 

 

 
 
 
 
4. Change the Current Job Status to Invoiced:  

 

 

 

 

 

 

5. Click OK: 

 

 

 

 



View a Final Invoice 

 
1. Click on Jobs: 

 
 
2. Locate the applicable Job: 

 

 

3. Click the Job ID: 

 

 

A similar screen will appear:  

 

 

 

 
4. Click View Invoice:  

 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 



Create a Supplier Invoice  

 
1. Hover on Jobs and click on Add Supplier Invoice:  

 

 

 

 

 

 
2. Click the spyglass icon in the Supplier field: 

 

 

 

 
3. Select the relevant supplier:  

  

 

4. Enter the Invoice Number and Packing Slip Number:  

  

 

 

5. Select the Invoice Date and Due Date: 

 

 

 

6. Enter the Description: 

 

 

7. Enter the Quantity:  

 

 



8. Enter the purchase cost (excluding GST) in the Buy ($) column:  

 

 
9. Enter the Markup (%):  

 

 

The Sell ($) column has now been populated:  

 

 
10. Click the spyglass icon in the Activity column: 

 

 
11. Select the applicable Activity:  

 

  

 

 

12. Click the spyglass icon in the Job column: 

 

 

13. Select the applicable Job: 

 

  

  

14. Repeat for each item  

NB: If you need to add more item rows, click the plus icon: 

 

 

 

 



15. Once all the items have been added, check over the invoice totals:  

  

 

 

 

 

 
16. Click Save:  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 



View a Supplier Invoice 

 
1. Hover on Jobs, hover on Add Supplier Invoice, and click on Saved Supplier Invoices:  

 

 

 

 

 
 
A similar screen will appear:  

 

  

 

2. Click on the applicable invoice to view it:  

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 



Edit an Invoice  

 
1. Hover on Jobs, hover on Add Disbursements, and click on Disbursements:   

 

 

 

 

 

A similar screen will appear:  

 

 

 

2. Locate the invoice that is to be edited:  

 

 

 

3. Click the edit icon:  

 

 

 

4. Update the applicable details, then click Edit:  

 

 

 

 

 

 

 

 



Delete an Invoice  

 
1. Hover on Jobs, hover on Add Disbursements, and click on Disbursements:   

 

 

 

 

 

A similar screen will appear:  

 

 

 

2. Locate the invoice that is to be deleted:  

 

 

 

3. Click the delete icon:  

 

 

 

4. Click OK: 

 


