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I. OVERVIEW 

This document provides printed examples of invoices based on available format options. 

II. INVOICE FORMAT SET AT CUSTOMER MASTER:  FORMAT TAB 

 
 

Billing Option Drop-Down Choices 

Billing Cycle  WEEKLY 

 BIWEEKLY1 

 BIWEEKLY2 

 BIMONTHLY 

 MONTHLY 

 CALENDAR1, 2, 3, etc. (Cycles 

defined by client) 

Billing Detail SUMMARY (Shows hours & rates)  

               Invoice Format: 

  By Post  

                By Date  

                By Employee  

  By Employee Adj  

  By Rate  

DETAIL (Shows hours, rates, & dates) 

  Invoice Format: 

  By Employee  

  By Date  

ONE LINE SUMMARY (Shows hours only) 

  Invoice Format: 

  By Post  

  By Location  

  By Customer   

Invoice Summary If selected, a separate One Line Summary invoice is created with the same 

invoice #. 

Consolidate 

Location 

If selected, combines data for all locations into one invoice.  Totals by post 

provided.  
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1.1 SUMMARY by Post 

 

1.2 SUMMARY by Date 
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1.3      SUMMARY by Employee 

 
 

1.4 SUMMARY by Employee Adj 
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1.5 SUMMARY by Rate (Consolidated) 

 

1.6 DETAIL by Employee 
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1.7 DETAIL by Date 

 

1.8 ONE LINE SUMMARY by Post (Consolidated) 
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1.9 ONE LINE SUMMARY by Location (Consolidated) 

 
 

1.10 ONE LINE SUMMARY by Customer (Consolidated) 
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1.11 SUMMARY By Post (Invoice Summary - Consolidated)     

  

2 invoices print with same invoice # 
 

 
 

 
 


