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Select Stock Invoice icon                   from dashboard 
 
Or Stock > Invoice from left menu 



You will see the following form. The form has 5 tabs. 
1. Items                   : Add items to sales grid 
2. Payments           : Make payments to the invoice 
3. Customer           : Add customer details 
4. OGP/SR Cancel : Select latest OGP receipts that should setoff for the bill 
5. Order Cancel     : Select latest order cancel that should setoff for the bill 



Go to ‘Item’ tab and  enter the tag no. 
You will see product details 
 
Now click                  to add items to grid 
You can add multiple tags 



Go to ‘Payments’ tab 
Select the payment method  and enter amount 
Now click   
 
If the sum of  payment grid  not matches the payment due you will get an error in the 
final stage 



Go to ‘Customer’ tab 
Enter required field such as telephone, customer and address 
Now click  “SUBMIT INVOICE” 
 
It’s done. Now you can print the invoice .  



Now click ‘Print Invoice’ 
 
 
 
Invoice will  be opened in PDF format 
 



 

You will have following questions. 
 
What is the use of “OGP/SR/CANCEL’ tag and “ORDER CANCEL” ? 
 
What about using multiple payment methods ? 
 
 
 
We will learn about it in “Invoice More Details “ tutorial 
 



 

Let’s check the invoice we just created. 

 
There are multiple methods to check an invoice. Here are few. 
1. Daily sales report 
2. Daily cash report 
3. Inquiry 

 
 
 
 
 



 

1. Daily Sales Report 
 
 
 
 
 

Click the link to view detail page 



 

2. Daily Cash Report 
 
 
 
 
 

Click the link to view detail page 



 

3. Inquiry 
 
 
 
 
 


