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To Process (Number) and Print A Single Invoice



Back to Finance
1. [image: image1.jpg]Select Finance from the Outlook bar on the left hand side.
2. Select Invoices from the expanded selection.
The invoice screen will be displayed.
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3. To search for the invoice you wish to process, tick All Account Items and then click on the Search button in the top right hand corner of the screen.
The search filter screen will open. [image: image4.png][~ Account Custamers Only
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4. Enter 0 the summary number in Start ID box and click on Search
5. Enter the name of the Funeral Director or Mason in the Name box and click on  Search 
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Payee : Tavistock And Williams Funeral Services

21 Town Square,

Date : * |Wednesday 08/05/13 |
Organization : * [Tahoe Company Ltd -
Currency : * [Sterling =
Account Code : 52 Add Item
Description : =
E— Calc Gross VAT
Amount : = VAT :
Calc Net VAT
Location -~ —
Reference : 0
Ttems )
Alter Location
Burial of Cremated Remains - 06/05/2013 (1173) Mrs Rose Dowling ~ 260 0 —
Burial Fee - 07/05/2013 (1174) Harrington ~ - Rubican Cemetery | €390 0
Refund Wooden cross (Inv110) 30/04/2013 (1171) Derek Hooper ~ -15 0
Cremation - 06/05/2013 (1112) Mrs_Sexton ~ Mount Tallac Crematori 400 0
Vellum Plaque - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac ( 140 245
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The 0 invoice for the Funeral Director will be displayed in the Search Results:  

6. Click on the Invoice to select it
7. Click on the Pencil
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The Update Invoice screen will be displayed.



This will show a list of all invoice items for this Funeral Director that have not yet been processed and will possibly contain items that fall into more than one accounting period. 
In the example above there are two entries for the month of April (Hooper and Pickering) and 3 entries for the month of May (Dowling, Harrington and Sexton). Important: Once an invoice has been processed and allocated a number it cannot be amended and must be issued so at this stage it is important to check that the detail showing on the screen above is correct. For invoices that contain a lot of items it would be advisable to print an invoice checklist at this stage and check this carefully). Amendments can easily be made to the 0 invoice up until the next stage. (Amend an Invoice from a booking/Amend and Invoice from Finance)
8. Click on the Exit button to return to the List of Invoices screen
9. Enter the Process Date: In this example we are processing April’s Invoices and a date of 01/05/2013 is entered so that BACAS will process (number) all items up until and including 30/04/2013(Hooper and Pickering). The items for May (Dowling, Harrington and Sexton) will be left in the 0 invoice.
10. Enter the Invoice Date. This is the date that you would like to appear at the top of the invoice. 

11. Click on Print Selected Invoice


A screen will appear asking for confirmation that you intend to process and print the selected invoice.
12. Click on Yes 

The Report List will appear

13. Select the Single Invoice from the list

14. Click on Next  


15. On the next Screen click on Print

Back to Finance
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