
Invoicing a Job 
 

• Ensure that the job is completed – see separate sheet. 
• Select Invoicing. 
• Select Bodyshop Invoicing. 
• Select Payment Details. 
• The search screen will then be displayed. 
 

 
 

• If the job you want is NOT the one displayed, click the door and search again.  
It is possible to use any field on the screen to search.  In this example we have 
used the vehicle registration number. 

 

 
 

• Double click on the required job to select. 
 

 
 

• Click the tick to accept the displayed job. 
 



 
 

• Check that the Customer account, Insurance account, VAT, Betterment and 
Excess details are correct.  Amend as required. 

• Click the tick twice to save and exit to the search screen. 
• Click the tick again to re-select the job. 
• Check that the parts are correctly priced (retail and trade where applicable) and 

that all are fully delivered (see the status column).  To amend any details click 

the amend button . 
• Amend as required. Then click the tick twice to save the details and move to the 

next screen. 
• Click the door to exit. 
 

 
 
• Click yes to view the summary. 
 



 
 

• Check the figures shown against your authority.  If required, it is possible to 
double click any of the lines shown to go back to that section of the job and 
amend it. 

• To change the Labour Rate click . 

• To change the Labour Discount click . 
• When happy with the figures, click the door to exit and return to the summary 

screen. 
• Click the tick again to re-select the job. 
 



 
 

• Ensure that you have completed all required references and contacts as well as 
the Vehicle return date and courtesy car details. 

• Click the tick to accept. 
 

 
 
• Click the tick again to proceed with production of the invoice. 
 



 
 

• Click Yes to print or click No to exit without printing. 
• After Clicking Yes to print, the document(s) will be printed to screen using 

Adobe Acrobat.  From here it can be printed or emailed as required. 
 
 
 


