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How To Generate 
Debit Note



After Clicking On The Expense You’ll Get 2 Option ( Expense & Debit Note ) After Clicking On The Expense You’ll Get 2 Option ( Expense & Debit Note ) 

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

To Add Debit Note You Have To 
“Select” the Debit Note Tab 

Showing Below

Step 1

Continue...  

You Can Add The Expence Categeory 

From Here As Well From The Setting



May Things Can Be Done Through 
Batch Action Functionality 

 
NOW “CLICK” ON THE 
+ BUTTON SHOWN YOU 

IN THE DIAGRAM 

Step 2



After Clicking The ‘+’ Button Following Screen Will Appeared For Preparation Of Invoice

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

Complete The Mandatory Details 
By Filling The Form & Click Update  

Step 3

Select Task Id 
Invoice Is Related To Task Of 
The Client Or Company

From This Button You Can 
Select The Item From 

Prepared Item List  For 
This Estimate 

You can Add / Insert 
New Item In The List 

Select The Date From The Calender It Will auto Generate Once You've Select

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

Click Update Button To Save 
The Data, You Can Also Save It As
a draft By Clicking Save As Draft.

Step 4

You Can Switch Between The Organization By This Drop Down

You Can Generate Debit Note Either From Customer List Or From Company List



 
NOW You’ve Successfully 

Create Debit Note 
 

Step 5

Here You’ll Get Many Option To 
Update The Debit Note Like 

Add Items / Hide Client / Clone Debit NoteAdd Items / Hide Client / Clone Debit NoteAdd Items / Hide Client / Clone Debit Note
Cancelled / Send Email For Overdue  & ETC. 

Clone Will Create 
Same Debit note

Just Select The Item Just Select The Item 
& It Will Be Added In & It Will Be Added In 

The Debit NoteThe Debit Note

Just Select The Item 
& It Will Be Added In 

The Debit Note

Book The Book The 
Payment EntryPayment Entry

Book The 
Payment Entry

If Amount is not Going To Come then If Amount is not Going To Come then 
You can Book Bad Debts From HereYou can Book Bad Debts From Here
If Amount is not Going To Come then 
You can Book Bad Debts From Here

Pinned PDF E-Mail

All Those Edit Icon Will Allow 
You To Edit Records in masters

Government Challan Can be 
Download From Here

Fully Paid / Partly Paid

Sent Will Show The Email Date Here
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