
Invoices with an Asterisk – Mock
Invoice in SedonaOffice
01/04/2024 10:36 am EST

Invoices with an Asterisk – Mock Invoice

SedonaOf�ce has the ability to create mock invoices that can be printed and sent to customer, but do not affect the

General Ledger. These invoices are most often used to collect Advanced Deposits for jobs that are not yet ready to be

invoiced. The mock invoices can then be deleted after the Advanced Deposit is received. If the occasion calls for it,

these mock invoices can also be turned into real invoices if needed.

Customer Account

In the Customer Account right click on “Invoices” to create a New Invoice.

When the Invoice Screen opens up add the required information and then uncheck the “Complete” box in the bottom

left corner.

When unchecking the box, a box will pop up letting you know that by removing the check from the box will prevent the

Invoice from affecting the GL, printing, or having credits applied to it. Select Yes.



When finished entering the information select Save.

Now the “Mock” Invoice will be listed under Open Invoices and will have an (*) Asterisk in front of it and will show

“Pending” for the Amount. If the mock invoice is later turned into a real invoice, the pending amount will update to

reflect the actual amount of the invoice.

Note - If an invoice is created and Saved and the “Complete” box is not unchecked, you can no longer uncheck the box. A

new “Mock” Invoice will need to be created.

Turning a Mock Invoice into a True Invoice

To turn a most invoice into a real invoice edit the invoice either by double-clicking on it or right-clicking on it and select

Edit.

When the Invoice opens up check the box next to Complete.

A box will pop up asking if you want to add this invoice to the Print Queue. Select Yes.



Another box will pop up letting you know the invoice has been added to the Print Queue. Select Ok. Save.

Now the (*) Asterisk has been removed from the Invoice and the Pending has been removed and the amount of the

invoice is now showing.

Removing a Mock Invoice that is No Longer Needed

The mock invoice can be deleted when it is no longer needed. For example, it can be deleted it the advanced deposit has
been received and normal billing will be processed through the job.

To delete the most invoice open the invoice either by Double-clicking on it or Right-clicking on it.

When Invoice opens, then click the Red “Delete” icon on the top left of the Sedona Tool Bar.

A box will pop up asking if you want to Delete this Invoice. Select Yes.



The Sedona Event Log box will open. Enter any requited information and Save.

The Invoice has now been deleted.


