Page 1 of 4

[image: image9.jpg]


Class – Help Document

Invoice Batch Print 
· Accounting/Ledger 

· Invoicing 

· Batch Print
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General:

The invoice batch print should be run at least once every month to ensure Proformas are converted to Invoices/Credits (for posting to the Nominal Ledger). 
Users not printing Proformas on a “one by one” basis (as enrolments are created/amended) should run the batch print on a daily basis.
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If you are a Class administrator or if you have the user permission ‘Invoice Batch override Invoice date’ ticked, you will be able to enter an ‘Invoice Date’ more than 30 days in the past.
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Proformas meeting the criteria set out in the Agent Rules are converted to invoices/credits and Unprinted Proformas meeting the criteria are also created.

 
Agent Rules from agents record / Finance 
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· Documents may be printed or emailed according to the Agents/Students rules.

· Individual and Group (separate tab) bookings are listed. Individual/Group items can be selected or deselected as required. 

 

Note – Groups

Group bookings are not selected automatically to print, and Group Gross (Memo) invoices are not printed in the batch run. If required they should be printed direct from the Group.

Force suppression of Invoice/Credit output (printing, email, etc) -
This will enable the documents to be processed but not physically sent out,

so for example if the student/agent has paid from the proforma, they wouldn’t wish to receive a final invoice. The final invoice must be processed for accounting purposes, but at this point you would force suppression so the documents are not resent.

Make your required selection and select Search

Individuals

Untick any invoices you do not wish to process in this batch.

System integrity

If credits are deselected from printing, then the related invoice will also be deselected. 
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Inv 1084 Mis G Acker “Direct (GBP) 15/Dec/2) 09/)an/201 20/4p1/20 € 78000 I
Inv 145 Mr L Agudelo “Direct (GBP) 10/Dec/) 26/Dec/) | 22/)an/d & 5000 vl
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Inv 1180 Miss M Akashi/1 “Direct (GBP) 07/5ep/20 |10/5ep/20 | 19/Nov/20 & 78000 Wl
Inv 1182 Miss M Akashi/3 | “Direct (GBP) 07/5ep/20 |10/5ep/20 | 19/Nov/20 & 78000 Wl
Inv 84 Mr S Al Habsi “Direct (GBP) 12/May/20 |18/5ep/20 | 01/Sep/20 & 5000.00
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Inv 1016 Mr S Almiare “Direct (GBP) 07/Aug/20 | 07/Aug/20 | 21/Aug/20 & 28000 Wl
Inv 1017 Ms 5 Almiare. “Direct (GBP) 07/Aug/20 | 07/4ug/20 | 21/Aug/20 & 28000 Wl
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Groups

Tick the items you wish to print in this batch
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Inv 1017 Emma's Group. A4 Japan (] 07/5ep/20 10/5ep/20 19/Nov/2 & 1090100 [
Inv 1012 Spring Group A4 Japan (] 08/un/201 08/1un/201 21/Jul/201 & 138600 [
Inv 1013 Test gioup. A4B Japan (8] 09/41un/201 12/0un/20110/Jul/201 | § 144000 [
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Inv 1007 Mike's Group ABC Turkey 23/Dec/0 15/an/201 29/ )an/A & 162000 [
Inv 1008 Testing ABC Turkey 12/Apr/201 10)ul/201 | 06/Aug/20 € 242400 [
Inv 1005 Jo Agent 4Bl England 10/Dec/2) |06/Feb/20 | 09/Api/20 € 250542 [
Inv 1004 Jo's Test Group. 4Bl England 11/Aug/20 | 217Aug/20 | 20/Sep/20 & 450000 [
Inv |2 ‘Agent A% Spring G| ABW Agent 03/Aug/13 | 25/5ep/20 | 06/Nov/20 & 1973820 [
Inv 1002 Special Easter Gro | ABW Agent 26/0ct/201 07/Nov/20 | 21/Nov/2) & 634200 [





 

Output:

· Print or Email documents

· A control report is output to Excel advising all invoices printed

 

· An Exception report is also printed listing unprinted items with reasons: 

1. Provisional bookings, not eligible for invoicing* 

2. Invoices on Hold 

* Assuming system setting rules set “NOT to print invoices for provisional bookings”

  

You can “reprint” a batch of invoices:
· Accounting/Ledger 

· Invoicing 

· Batch Reprint
· The selection screen is self-explanatory.
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Note: Batch Repiinting excludes all Group documents





You can produce a list of unprinted invoices:
· Accounting/Ledger 

· Unprinted Invoices 
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