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How To Generate 
An Invoice



After Clicking On The Sales You’ll Get Many Options Like Invoice, Reccurring Invoice & Etc.After Clicking On The Sales You’ll Get Many Options Like Invoice, Reccurring Invoice & Etc.

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

Showing Below

To Create a Invoice You Have To 
“Select” the Invoice Tab in 

‘SALES’ Section as Shown Above

Step 1



Export Import

 
NOW “CLICK” ON THE 

+ BUTTON SHOWING YOU 
IN THE DIAGRAM 

Step 2



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

You Can Switch Between The Organization By This Drop Down

You Can Generate Invoice Either From Customer List Or From Company List

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

Select the     After feeding all 

contents in this row.

this will enable invoice content 

& allow You for second row.

You can Add New Item from Here And 

it will be saved at item module 

This Add Item will give list of services / product, description  

HSN Code & Its Price Per Unit As Saved Previously.

You need To just Select While Generating an Invoice 

& It will be Added In Invoce

Select The Organization In Which You Want To Prepare The Invoice

If It’s Recurring 
Then Select & System 
Will Generate 
Automatically

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

Now Filled The Mandatory
Fields & Complete 

The Form

Step 3

After Feeding the required details Press On Update Button
You Can Also Save The Invoice Data As Draft By Clicking On The Same 

Select the aplicable GST % Or 

Select no tax if You’r 

Unregisterd Dealer



Here You’ll Get Some Option With Invoice 
Like Download Pdf /Send Email/Pinned Invoice

Map Payment Map Payment 
Against The ICEAgainst The ICE
Map Payment 

Against The ICE
Click Yes On TDS While You Are Creating Click Yes On TDS While You Are Creating 

Company For TDSCompany For TDS
Click Yes On TDS While You Are Creating 

Company For TDS

Click Yes On TDS While You Are Creating Click Yes On TDS While You Are Creating 
Company For TDSCompany For TDS

Click Yes On TDS While You Are Creating 
Company For TDS
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