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HOW TO CREATE AN INVOICE or
RECEIPT FROM ACCOUNTS MODULE

Creating a copy receipt or Invoice after a transaction has been created.
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Getting started

A duplicate or, new, Receipt or
Invoice can be created from the
Ledger screens.

To access the Ledgers. From the
Accounts menu option, click on the
Accounts option then 'Dashboard’
then click the ‘Ledgers’ icon at the
bottom left of the screen.
Alternatively, from the ‘Accounts’
menu, select ‘General’ and select
‘View Ledgers’.

Select the Ledger type.

An Invoice or Receipt can be
created from a range of Ledgers;

Tenant

Contractor
Landlord

Tenancy
Float/Portfolio Float
Property

Deposit

If the fransaction title includes
‘invoice’ or ‘receipt’ e.g. Tenant Bank
Receipt or Rent Invoice, a receipt or
invoice can be created. A receipt
can also be created for a ‘Ledger
Transfer’
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Creating an Invoice or Receipt.

The process is the same whether you
are creating an invoice or a receipt.

Find the Ledger you need and then
find the specific record e.g. Tenancy
Record.

Click into the box to the left of the
entry you are creating the invoice or
receipt for, to add the tick mark, then
click on the 3 dot menu and select
the ‘Receipt’ or ‘Invoice’ option from
the menu.

From the next screen, click into the
‘Select Report’ field to see the
Invoices or Receipts available select
the one you require and click ‘Run
Report’. This will create your invoice
or receipt to save, email or print out.

The document created will look
similar to this.

To print the invoice/receipt click on
the print icon. To export as another
type of document e.g. PDF, click the
Export icon and select the type of
file you want to export the file as from
the list.
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ddres

Adobe PDF Format
XHTMLI/CSS Format
Multi-Mime HTML Format
Microsoft Excel Format
Microsoft Word Format
Rich Text Format (RTF)
Microsoft XP § Format
Multi-Page TIFF Picture

, Count
TIFF Picture
PNG Picture
JPEG Picture
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©
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For further support contact the
iampropertyCRM Support Team on

01865 860 871
Email: crm.support@iamproperty.com
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