Training Exercise: Create and Print a Customer Invoice

		




	Module:
	Accounts Receivable/Cash Receipts

	Scenario:	  

PREREQUISITES:
	Create and Print a customer invoice

ACCOUNTS RECEIVABLE SPECIALIST 




	Action
	Icon
	Field/Value

	Navigate to Record Cash Sale 
	
	· Search Create Customer Invoice
· Select Create Customer Invoice

	Invoice Information

	Company
	
	· C0100 County of Placer

	Bill-To Customer
	
	· City of Auburn | CU00750

	Sold-To Customer
	
	· Same as Bill-To Customer

	Invoice Date
	
	· [bookmark: _GoBack]Last day of prior month 

	Invoice Type
	
	· Customer-Standard Invoice

	Additional Information

	Payment Terms
	
	· Defaults to Immediate  

	Payment Type
	
	· Defaults to Check

	Memo
	
	· Placer Transit Bus Passes and Misc Training. Please contact Joe Smith at (530)555-5555 with any questions.

	

	Invoice Lines Tab

	Sales Item
	
	· Click drop down and select Sales Items by Item Group
· Select Transit – PCT Bus Passes
· Select: PCT General Public 10 Ride Pass.

	Quantity
	
	· 5

	Program
	
	· PG190005 Placer Transit

	Click Plus Icon
	
	· Add a row

	Revenue Category
	
	· RC3080 Miscellaneous Other Revenues

	Extended Amount
	
	· 100.00

	Memo
	
	· Random Training Cash Receipts 

	Program
	
	· PG190010 Transportation Projects

	Click Submit
	
	

	Expand Details and Processes
	[image: ]
	· Expand Section
· Take Note of Customer Invoice number CI# 
· Ask your Instructor to approve your invoice 

	Click Customer Invoice Link
	
	· Click Blue Hyperlink 
· Ensure Customer Invoice is in Approved Status

	Select Related Action
	[image: ]
	· Next to your CI# 
· Hover over Customer Invoice Actions menu option
· Print Customer Invoice
· Click Refresh
· Select PDF Hyperlink
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