Billing

Payments & Adjustments €D Investor C/A Reconcile Periodic Debit Add Bill H Delete Bill Lock Invoice:
Addttem: | || newitem || peiete tem ||| Date Invoice # | Total Dus
3/1/2012 290,612.00 290,612.00
Nome Account Taxe | Price 7 ] .
Embalming $520.00 The Invoice Items tab allows you to
Embalming income $520.00 | | Invoice #: 975607 Date 9,23/2015 . . . .
Caskel $8050.00] | ——— build an invoice. Add items to your
Aurora, 2299, Clacier Blue Brushed, Blue Premium...  wappner casket $8050.00 voice Nofes i .
T — S0 [ Oroiee o invoice from the drop down, complete
Packages For Testing s0.00) | meeoee with your price list. Items will continue
Package A wappner casket $0.00 ommissions
ymentschedle to appear in the background on your
S invoice as you add more. A running
total will be calculated in the bottom-
right corner showing the sum, taxes,
payments, and adjustments for that
SubTotall  $8820.00 Payments $0.00 invoice.
Sales Tax: $0.00 Discounts: $0.00
randTotal:  $8820.00  Int/Adis  $9250.00
Total Due:  $18070.00
Olnvoice ltem Details - New fem Bill - ltemized - E‘

If a price need to be changed for this one invoice, simply highlight the item, then click Invoice Item Details on the
bottom. Quantity can be changed here as well. Be sure to click save when you’re finished.

To add an item that isn’t on your price list, click New Item. This opens Item Details with blank information. Just
enter information for that item, and click save. Again, this will only add that item to this individual invoice. If it
should be added to your price list, enter all information there.

Once an invoice is created, you can take payments and adjustments. Click the next tab, Payments and
Adjustments. Here you can take payments, make adjustments, or give discounts. Select the payment option and
the amount. Select who’s making the payment. This drop down will be generated based off of anyone who’s
checked as a primary or additional purchaser in the Family and Friends section. Enter the check or credit card
number, and click Save! The remaining balance will appear next to the payment in the top window.

Invoice ltems Payments & Adjustments CD Investor CJA Reconcile Periodic Debit Add Bill | Delete Bill Lock Invoice:

Dale Type O] Nome Eniry By Increase | Decreas: | Balance Date Invoice # | Total Due
9/23/2015 Package Dis... Simons, § $9250.00 $17070.00 290,612.00 290,612.00

9876607

/23/2015 Payment Cre... - Cathy Best Simons, § $1000.00 $7820.00

Invoice #: 9876507 Date 19/23/2015

(_Inveice Notes

() Invoice Taxes

Miscellaneous

(_) Commissions

(O Payment Schedule

rusting
[ Add Payment )( Add Discount (-} j( Add A‘fi‘;s'msm j( Add Interest ]( Add Refund ) () Accounting Summary
Payment
Date: 9/23/2015 {{Reverse Fayment Jiame on Check/Card: Cathy Best
Type: Payment Credit Card - CC/Chk #: 2357522545677
Note:
Sub-Total:  $8820.00 Payments: $1000.00
Amount: $1000.00 Pending Soles Tax: $0.00, Discounts: $0.00
Recsipt #: 22 Transaction Exported frandTotal:  §$8820.00  Int/Adjs: $9250.00
This is a preneed payment and will not affect Total Due:  $17070.00
accounting. Once the case becomes Af-Need you
will nead to re-add this payment fo ‘count it Bil- lfermized - 5“

On the right side, you’ll see panels you can expand and collapse. Under each of these sections, you can enter any
information or special notes you need to appear on the contract or invoice. A green checkmark will appear if
information is entered in that section.



(_JInvoice Taxes

@ Miscellaneous

Entered By: Simons, Scotty R.
Last Billed:

Bad Debt:

Original Invoice Exported:
Exclude from Interest Calc:
Income Ahlways Reported:

Interest Rate [APR): 120

%

Pull ltems' Curent Prices

Price List

Virtual Showroom

Export to Accounting Software

In Invoice Taxes, you can add taxes to a specific item at a specific rate.

Miscellaneous will allow you to access your price list, or export to the
accounting software you already use.

Print your bill by selecting it from the drop down, and clicking the printer icon. From this drop down, you can

also print receipts and envelopes.

Sub-Total: $8820.00 Payments: $1000.00
Sales Tax: $O .00 Discounts: $0 .00
Srand Total: $8820.00 Int/Adjs: $9250.00
Total Due: $] 7070.00

Statement of Funeral Goods ! "'l.

Multiple bills can be added by clicking Add Bill in the top-right corner. This is convenient for items purchased a later
time, or if a family needs separate invoices, like a split check. All invoices will appear in the top right window.

Add Bill Delete Bill

Cate Invoice # Total Due

9/23/2015 98756407 8.820.00 17,070.00
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