
Split Invoice: 
The Price details section contains the Quotation and Order confirmation reports. 

 

 
 
 

You will have the regular Select report next to the add product option. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The invoice is in the Invoice and Payments section. 
 

 

 
 

Our system now allows for the creation of multiple invoices for a single job. These invoices can either be 
itemized or deposit-based, with the deposit amount being calculated as a percentage of the gross amount of 
the job. 

 
To invoice a job, you need to click on the ‘Invoice’ button located in the “Invoice and Payments” section. This 
will bring up a pop-up window, which by default will be set to ‘Full Invoice’. If you want to invoice the full job, 
you can proceed by clicking the ‘Create’ button. 

 



To create a split invoice, click on the toggle button labelled ‘Split’. 
 

 

 
 

When creating a split invoice, you have two options: you can invoice based on the product quantities or a 
percentage value for the job. 

 
If you want an itemized invoice, select the ‘Quantity’ radio button as shown below. This will enable the ‘Invoice 
Quantity’ column, which allows you to generate an invoice only for those items based on the quantity you 
enter. 

 



To split the invoice by percentage or a fixed amount, click on the ‘Total’ radio button. You will now have a field 
 

to enter the fixed or percentage value that you want to invoice. Based on your entry, the invoice value will be 
generated. 

 

 
After creating the invoice, the system will generate an invoice report. You can then email this report to the 
customer. 

 



Displayed below is a view that shows multiple invoices created for a job. 
 

 

 
 
 

If you want to add a payment for an Invoice you can click the “+” button next to the invoice and click on Add 
payment. 

 



Select report – Next to Product  
 

 

 
 

To generate a payment receipt, first ensure that the payment has been added. Then, click on the payment 
hyperlink to access the payment receipt report. 

 

 
 

Please note that you can access the invoice report by clicking on the invoice number, which is a hyperlink. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


