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Class – Help Document

Sending Net & Gross Invoices

Problem

On an “Agent” enrolment we need to be able to print/email the net invoice to the agent and print/email the gross invoice to the student.  How can we do this?

Solution

You cannot achieve this in an invoice batch run, but can be achieved by producing the documents from the enrolment screen.

· Option 1 (Agent set to receive “Gross invoices”) i.e.

Agent – receives “net” and “gross” invoices

Student – receives “gross” invoices

Invoicing screen

Select Create & Send – this will send by email or printer all documents to the Agent.

Select “Send Memo” + “Print to Screen” this will display the gross invoice (in Word) on the screen. 

You can now use the Word functions “File/Mail as an attachment” to email to the student. Instructions to the Student can be added at this stage.

· Option 2 (Agent not to receive “Gross” invoices) i.e.

Agent – receives “net” invoice

Student – receives “gross” invoice

In this option the Agent will not receive the Gross invoice as well as the Student
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