How to Print Invoice Report

Here is a sample Invoice and its report preview.

Invoice - ABC Reseller

New Search Emsil Duplicate Unpost Reca P ice -
i " i i21 Source Company Invoice : SI-461
Details | Prepaids and CreditMemos  Instructions ~ Payments(0) = Attachments(0) = AuditLog(4) —Comments (0} gzaz Fﬂagﬁtaﬂﬂuve
omp Loc
Source: ard Recurring: | Location: PO Number IvoiceNo: 51261 Fort Wayne, IN, 46815, United States
Ty [Imvoe GiTe | h g Term DeiveriPickup: [prgp | Splt
Customer [ ABC Reseller Ship To: | A Ship Date: Salesperson: | jared Smith
Invoice Date: | 7/1/2016 Ship Via: |UpS Account 12000-0000-000 Currency usp Accrual: |1
Post Dater 7112016 Terms: |56 5, Nei| Due Date: | 7/31 Comments: Standard Invoice Bill To: ABC Reseller
Somewhere St
Indianapolis, IN, 46204, United States
Q Open 88 Layout Q| Filter Records (F2)
htem No. | Contract No| Sequence | Deseripton | Ordered | Order UOM | Shipped | LOM Discounc|  Tax | subcurl  Price Totsl | TsxGroup | Weignt UOM
@ [ &6 7 UnleadedGa..  0.00 10000 Gallon ooo% 2280 1850000 18500 INSST
Customer: ABC Reseller | Salesperson: | Jared Smith PO Number: PO#02 Invoice Date: | 07/01/2016
@ miscitem 000 1000 000% 000 5130000 5130
Source: Standard ‘Ship Via: UPS Terms: 5% 5, Net 30 ‘Ship Date: 07/0112016
000 000 o00% 000 0000000 000
@ Currency: usbD Deliver/Pickup:| Pickup Paid: No Due Date: 0713112016
Freight Term:
Ship To: AABC Reseller Invoice Header| Standard Invoice
Somewhere St Comment:
Indianapolis, IN, 46204, United States
‘ »
- Item # Description Contract  UOM Ordered  Shipped Discount Tax Price Total
Bill To: Item: Subtotal: 23630 # Balance BOL#
4 United States | On Hand: On Order (PO): Shipping; 000
876 87 Unleaded Gasoline Gallon 0.000 100.000 000% 22.81 185 185.00
Commited Back Order, Tax 2281
ShipTo: (A€ e Total 25011 INSST 1065
Somenh 3 % DEC 6.16
Indianapol 204 United States Ameunt Recelved 000
Amount Due: 259.11 misc item 0.000 10.000 0.00% 0.00 513 5130
@ @ 9 & Posed Page 1] or1
Total Records: 2
Subtotal: 23630
Invoice Footer Virtual Meter billing gallens are based on estimated usage. Shipping: 0.00
‘Comment:
Tax: 2281
Total: 259.11
Fage 1or1

Print using Invoice | Print button:

1. Open the Invoice record you wish to print.
2. Click the Print button to see a preview of the Invoice report.

Invoice - ABC Reseller

New Search Email Duplicate Unpost Recap

Details Prepaids and Credit Memos Instructions Payments (0)  Attachments(0)  AuditLog(4) Comments (0}

3. Click Yes on the confirmation message.

iRely i21

Do you want to print this report: Invoice Report/s?

Yes

Print using Batch Printing screen:

Refer to How to Batch Print Reports.

Relate Topics


https://help.irelyserver.com/display/DOC/How+to+Batch+Print+Reports

® How to Upload a Company Logo for Reports
® How Include Entity Name on Address works

Here is a sample Invoice and its report preview.

Invoice - ABC Reseller A0 x
New Searcn prine Email - Dupicate Unpost Recap Close i21 Source Company Invoice: SI-199
Detis | Instructions | Payments (0) | Attachments (0) | Audit Log (2) | Comments (0 Irel\ 4242 Fagaancove
Type: Recurring:[ ] Bill To: | ABC Reseller Freight Term: | Deliver Invoice No: ~ |51-109 Splic: \ J  FortWwayme, IN, 46815, United States
Customer: Ship To: DelierfPickup PONumber: [p0#02 | BOL Number:
Invoice Date: Ship Via: |UPS Due Date: Salespersan: |Jared Smith Currency: |USD
Location: Terms: [5%5, Net 30 Accrual: | 1 Ship Date: Comments:  [Sample Standard Invoice.
BillTo: ABC Reseller
Q open Bloyor  Q [Filter Records (F3) omewhere St.
- indianapolis, IN, 46204, United States
tem No | Contract N{ Cantract S Description Orderea | Orceruom | snippea | uom Discount: Tx | subCurrency price Total | weignt uoM | TaxGroup
# [0 876 87 Unleaded Ga. 000 10000 Gallon 0o0% 1685 1850000 185.00 st
® sample misc e, 000 1000 000% 000 sis00 s130
Customer: | ABC Reseller | Salesperson: | Jared Smith | PONumber: | POZ02 Invoice Date: | 04212016
® 000 000 000% 000 0000000 000
Invoice Type: | Standard Ship Via: UPs Terms: 5%5 Net30 | ShipDate: | 04212016
Currency: | USD Deliver/Pickup Paid: No Due Date: | 05212016
Freight Term: | Deliver
ShipTo: "ABC Reseller Invoice Header| Sample Standard nvoice.
omeihere St Comment:
indianapolis, IN, 46204, United States
fem # Description Contract# UOM__ BOL# Ordered Shipped Discount  Tax ___ Price Tofal
876 7 Unleaded Gasoline Gallon 0000 100000 0.00% 1665 185 185.00
INssT 16.65
8il Tor ] ttem: Subtotal: 2630
| onHand 6n0rder 0} Shipping 000 sample misc ftem 0000 10000 000% 000 513 5130
Ship Tor | Commized: Back Order Tax: 1665
. Toral 25205
©® 0 X Posted Page 1] of1
Total Records: 2
Sublofal 236.30
Invoice Footer | Virual Meter biling gallons are based on estmated usage Shipping: 0.00
Comment:
Tax: 16.65
Total: 25295
o et

Print using Invoice | Print button:

1. Open the Invoice record you wish to print.
2. Click the Print button to see a preview of the Invoice report.

Invoice - ABC Reseller

New Save Search Delete Undo | Print Add Shipment Email + Post Recap Close

Details Payments (0) = Attachments (0) | Audit Log (5) Comments {0)

3. Click Yes on the confirmation message.

iRely i21

Do you want to print this report: Invoice Report/s?

Yes

Print using Batch Printing screen:

Refer to Batch Printing.
Here are a sample Invoice and its report preview.
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5 Invoice - ABC Reseller |l Report Viewer =53
— = . inwice %)
Bw A E B X i :
we Search Delete Undo  Prnt  Add Shipm.. Email Close . "
B oo oo e s R v ot o i21 Demo Setup Invoice: SI-44
Details | Attachments | Audit Log | Company(Source)
Type: [Standard || Recuming: [[] Bil To: | ABC Reseller || Freight Tem: [Truck || mvoiceNo:  [s144 ] o CaRa15, United Siztes
Customer: 0001005066 [>| ship To: |BC Reselter || peliverjpickup: | || Po Number:
Invoice Date: |01/20/201(|FF| Post: [01/20/201¢ |53 Ship Via: |Trucks |~ buepate:  [01/20/2016 || Salesperson: |000100504| | currency:
Location: | 0001 - Fort Wayne || Terms: | Due on Receipt || shippate:  [01/20/2016 | Comments: | This is a sample standard invoice. |v.|
© Insert (3 View (©) Remove | -] Get Previous Details yout - P |[Filter Records (F3) ]
Ttemo Contract.. Contract..  Description e Ordered  Shipped Discount Tax price Total  TaxGroup Bl To ABC Reseller
ABC Reseller
+ @ & 57 Unleaded Gasal... Gallon 10000 10000 w1 1850000 185,00 INSST ‘Somewnere St
+ sample misc tem 000 1000 000 000 5160000 s160 Fortile, IN. 45040, United States
+ 000 000 000 000 000000 0.0
Bill To: ?Eﬁiiiﬂli‘st “| Ttem: [ Subtotal: 236.60 Customer: | ABC Reseller | Salesperson: | Mike Moriarty | PONumber: | PO#02 Invoice Date: [ 01/20/2016
v onkand: | [on orter po): | shigping: 0.0 invaice Type: | Stanara | swpvie: | T Terms: Due on Receipt| Sip Date: | 011202076
Ship To: | ABC Reseller ~| committed: | | Back Order: | Tax 12.95 - 1 — -
Somanhera st . i S Currency: | USD DeliverPickup] Paid: No DueDate: | 01202016
o, IN. 46040 United Freight Term: | Truck
@ D 83 Ready H 4 of1| b bl ship To: ABC Reseller Invoice Header] This is a sample standard invoice.
‘Somevnere St Comment:
Fortille, N, 46040, United States:
em#  Description Contract# UOM _ BOL#  Ordered Shpped Discount  Tax _ Price  Total
g7 & Unieaded Gallon 100000 100000  0.00% 1295 185 18500
IN State Sales Tax 1295
sample misc tem 0000 10000 000% 000 516 5160
Total Records: 2
Subtotal 23660
Invoice Virtual Meter billing gallons are based on estimated usage. 0.00
Comment:
1295
Total: 24955
e r— Foge 1071
Print using Invoice | Print button:
1. Open the Invoice record you wish to print.
2. Click the Print toolbar button to see a preview of the Invoice report.
% Invoice - ABC Reseller
[ =
=0 g ECL @ =
New Save  Search Delete Undo Print Add Shipm... Email Post Recap  Close
I Details " Attachments || Audit Log |
Refer to Batch Printing.
Here are a sample Invoice and its report preview.
&) Invoice - ABC Reseller =1k vﬁkmm\nwm'
= p— ‘
e dHOEX
New Save Seach Delete Undo Print Emsil  Post Recap Close — =
J ‘\%g‘mqmm e b M By B
Details | Attachments |
Customer: Location: Invoice Date: Post Date: Currency: Invoice No: .
0001005007 |+ | 1000-Location & [ |25 [06/20/2015 &) [usp [ [s14 Invoice
Bill To: [ ABC Resller || ship To: |ABC Ressller : = [ = IaveiesNe: | SLt
(ABC Reseller (ABC Reseller Salesperson: ~ | Tems: 5% 5 Net 30 ~ . L
/o Amado Dee /o Amado Dee i favoics Date: 06129/2013
5467 Diaz St. 5467 Diaz St. Ship Via: [ FedEx Ground >/ Ponumber: | J CustomerNo: 0001005007
Ketchikan, AK, 99950 Ketchikan, AK, 99950
Ship Date:  |06/20/2015 |l DueDate:  [07/29/2015 =]
Comments: | This is another sample Invoice. Freight Terms: |Deliver || peiverpickup: [pickup Tl
ABC Reselter ABC Reseller
@ Remove | & Layout - 7 | Fiter Records (73) ] /o Amade Des /o Amado Dee
TtemNo Cesaription uom Ordered  Shipped Discount Tax Price Total 5467 Diaz St 5467 Dinz St
Installation service type Hour 000 100 000 000 st 61 Eetchikan, AK, 99930 Ketehiln, AK, 99950
S Imentory Type Fece 000 100 000 153 2200 2200
Other Charge othar charge Week 000 500 000 000 2155 10775 [Pos: SCUE o B L ]
000 000 000 000 000 000 06/20/2015 5% 35 Net 30 1000-Location &
[item No Description: Units Sold Unit Price Extended |
Installation  service type 1.00 Piece s11111 611
Subtotal: 135.860000 Bag Investory Type 100 Day 2200000 2200
Shipping: 0.000000 Other Charge ~ other charge 500 2155000 107.75
Tax 1.930000
Total: 137.790000
@ D | saved 4 4 | page of4 b b Tax: 193
Total Due: 137.79
This s another sample lnvoice.
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Print using Invoice | Print button:

1. Open the Invoice record you wish to print.
2. Click the Print toolbar button to see a preview of the Invoice report.

5 Invoice - Home Dealers

g w A 5 V=X e g &3

MNew Search Print | Email Unpost Recap Close

Details | Attachments

Print using Report Manager | Print button:

1 Use this method if you are given by your system administrator access to the Report Manager screen.

. Open the Report Manager screen.

. Select Accounts Receivable under Group panel.

. Select Invoice from the right panel of the screen.

. Click the Print toolbar button to open the Report Parameters screen for the Invoice.

| Report Manager
o 5 % #

print | Refresh Delete Tasklist Archives Connections Field List Field Selection Close

A WNPE

4 Up = Down 4 Up = Down

Group MName Description
General Ledger = E Invoice ]
Inventory Cradit Memo

Tank Management Tax Report

Tax Forms Customer Aging Report

Customer Label Customer Inquiry Report

Sub Report Customer Statements Report

Customer Portal Payment History Report

Accounts Payable Unapplied Credits Register Report

Cash Management

Help Desk

Manufacturing

Motes Receivable

Accounts Receivable

Grain
Contract Management
Logistics =

@ & ) | Ready


https://help.irelyserver.com/display/DOC/Report+Manager

5. On Report Parameters screen, enter the criteria for the report then click the Preview button.

|l Report Parameters - Invoice

| R |

Save

Preview Defaults

Close

© Remove | Layout - F

Report Options
[F] Field Name Condition From To Join Description Apply
F | Invoice Number Equal To iS4 And
Sort Options
& Remove | Filter:
Sort Field Name Sort Direction
Ascending
@ 0 ) | Edited
@ nvoce 25/x/ (@ Report Viewer lalx
] u invoce
3 A
o w a5 ¥) & [¥ @3
New search Pt uepost Recap ose
= R =2e page 1 <|otL ea 3 B
Invoce Type:  Customer: Locatin: Tnvoe Date: P Sals Rep: Comency: Invoice Nos §
Invoie 1000000001 | 0 212602015 |[02/26f2015 | [wm uso|[s13 Invoice
Ship Date: |02/26/2015 PO tumber: 012 fovoiceNo: - SL3
Invoice Date: 02262015
ShpVi: | UPS Ground Tems: [5%5NET 30
Customer No: 1000000001 e
Comments: [Trs oc: 2
us P
] towon Temtio Descrpten o Ordeed Shoped  pree Toul At ot Bronn vt Amays Castro
0ot swros OnORfUghtE St . EACH w20 m: ws 18 Centeal St Paseo de Ronas St
oo Sample micelanecus w0 o wn mn Edison, OF, 5320 Makar, NCR, 1227
o7 ShipDate Torms s o ]
o1 262015 FeINET0 WiE o
[femio Description: Uit Sola. Unitpice Extended ]
subtotat 5195 SWITCH  OnOf Light K Suich For Ceing Fan - WITH G- 200EACH 0520 s
shoain 0.00 v
°Pna Sample miscelaneous tem 100 1011000 101
Tax: 0.00
Tota: 5195
Total Due: siss
QD Q swved Poge 1 of1 2

Print using Invoice | Print button:

1. Open the Invoice record you wish to print.

Thisis 3 test Invoice comments.

2. Click the Print toolbar button to see a preview of the Invoice report.

la| Invoice

Search

Print using Report Manager | Print button:

1. Open the Report Manager screen.
2. Select Accounts Receivable under Group panel.
3. Select Invoice from the right panel of the screen.

o EX . =

A
"

Unpost  Recap

Ei

Close

Print

Use this method if you are given by your system administrator access to the Report Manager screen.

*
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4. Click the Print toolbar button to open the Report Parameters screen for the Invoice.
|l Report Manager

o 2

Print | Refresh Delete Tasklist Archives Connections FieldList Field Selection  Close

A Up = Down

Group

General Ledger

Tank Management

Tax Farms
Customer Label

Sub Report

Customer Portal

Accounts Payable

Cash Managem

Help Desk

ent

Notes Receivable

= €3

|_x‘=3

&

Erees
EEETy

1 BL 3

A Up = Down

MName

 Invoice

Description

5. On Report Parameters screen, enter the criteria for the report then click the Preview button.

|l Report Parameters - Invoice

|

@ N

Preview Defaults

&}

Save Close
l@ Remave \? Report Options
[ Field Name Condition Fram To Jain Description
|:|| Invoice Number Equal To sI-3 And
Sort Cptions

@ o | Edited

() Remove | Filter:

Sort Field Name

Sort Direction

Ascending

Apply

*
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