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VISION Billing – Invoice Notes

Entering Notes on an Invoice
There are two areas where Notes can be entered that will appear on a Customer Invoice.  

	Option 1

Enter Notes on the Customer Master

1. Select the Billing Address tab

2. Enter the text in the Billing Notes section
3. Click Save
Note: The notes entered in this section will appear on EVERY Invoice sent to this Customer.  If the note is no longer needed, it should be deleted.
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	Option 2
Enter Invoice Notes From the Schedule
1. Right-click the scheduled time slot that requires a note.
2. Select the Confirm Detail option.
3. Select the Notes tab and enter the desired text.
4. Select the option Print Statement to Bill.
5. Click Save.
Note:  The notes entered in this area will only appear on the invoice that includes the activity for this scheduled time slot.
	[image: image2.png]Schedule Confirm Master.

Date: [01/31/2011

Emploes: 533635760 (1001

Location:  [7 (008 JERICHD TURNFIRE

Post i atvaGER

Tracking:  [PLEASE SELECT A REASON -8

CoimTie ) Ecegiors | Bated | Aduamems

[Typing a nte hete and seecting the Check Bos belom wil dsplay the text on the =
invoice just for the period that ncludes this tne slo.

|

Print Statement to Bil: [

abpADS | Save | Cancel

























8
Type the title-type the subtitle

This document contains information that is confidential and is the property of J.P. Morgan Chase & Co.  It may not be copied, published or used, in whole or in part, for any purpose other than as expressly authorized by J.P. Morgan Chase & Co.  ( J.P. Morgan Chase & Co. 2002.  All Rights Reserved.
KR updated 1/31/11
1 of 2

[image: image3.png]