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Summary

An invoice is a list of goods sent or services provided, which includes a statement of the amount due.
The VRMS software allows you to issue an invoice for a service without the need to create a booking.

Benefits

You can use this function to invoice extras to guests or repair costs to property owners, etc. The 
system gives you the flexibility to generate these invoices since you are not obliged to associate 
them with a particular booking.

Configuration

You can access this module from the ‘accounting’ tab by clicking ‘invoices’ and then ‘invoice only for 
services or extras’.

STEPS:

1. Choose whether you wish to generate an invoice or a receipt and select the company/legal name.
2. Select who you would like to invoice i.e. the client/guest or the owner from the drop down list.
3. Mark the invoice as paid or payment. NOTE: If marked as pending, it will appear in the list of 
pending payments.
4. Choose the invoice template that you want to use. The template can be customised from the 
‘settings’ tab by clicking ‘templates’.
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Note
For more information, we reccomend this article: Templates

https://avantio.atlassian.net/wiki/spaces/CCKEN/pages/16583159/Document+templates
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