
Printing Copy Invoices and Credit Notes 
 

• Select Invoicing. 
• Select Invoice Tray. 
 

 
 
• Click the tick to display the list of invoices. 
• Locate the required invoice 
 

 
 
• Double click on the required invoice(s). 

• Click  to print.  The document(s) will be printed to screen using Adobe 
Acrobat.  From here they can be printed or emailed as required. 

 
 

Printing the full list of Invoices 
 

• Select Invoicing. 
• Select Invoice Tray. 
 

 
 

 
• Click the tick to display the list of invoices. 

• Click the printer icon . 
• The following screen will be displayed: 

 



 
 

• Click the  to proceed with printing the list. 
 


	Printing the full list of Invoices

