How to Use the Items Tab under the
Customer and Site Level
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The Items section allows you to select an Invoice Item(s) and enter a specific price for Invoice Items and Recurring at
the Customer or Site Level.

When creating an Invoice directly from the Master Account using the Items section this will not carry over to the
Subaccounts. A Subaccount is set at the Customer or Site Level.

Customer and Master Account Level
Open a Customer Account and Right-click on Customer Information - select Edit Customer Setup.

From the Customer Setup Screen select the “Items” Tab.
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) Customer # 43977 Elizabeth Arrington - Lake House
7899 River Road
Customer Name  |Flizbeth Arrington Daphne, AL 36525

Additional Name |

Setup Information] Custom Fields [Cusbamer}l BiIIToI Master Account Setup|  Items

Click “New” and select an Invoice Item from the drop-down menu.
The Description will auto-fill with the Invoice Item Description but this can be edited.

Enter the Amount for that Invoice Item. Click Apply and Save.
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.} Customer % |4s977 Elizabeth Arrington - Lake House
7899 River Road
Customer Name  |Eizabeth Arrington Daphne, AL 35526
Additional Name |
Setup InFormaﬁonI Custom Figlds [Customer}l Bill T::I Master Account Setup  Items |
Items List
Item | Description | Amount |
Add-Ons Add-On to System 100,00
£ Ttem Edit
Item | Add-Ons |
Description | dd-On to STEEN
Amount |100,uo
Apply | Mew | Delete |
Save | Close |

Now when an Invoice is created using an Invoice Item under the Items Tab the price will automatically be set using the
price entered.
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[es77 &) [svecont ~] [twio ]G] [ACPhenxcity ~]
A Invoice Bate Aging Date
Invoice # 497969
[priz/z024 E| [z =
= Elizabeth Arrington - Lake House - o
R o] Bran £.0. Number
Daphne, AL 36526 [[abama =] [panketro
Warehouse Term
site Elizabeth Arrington [MantL & [rerm =1
Address: 2345 Sunny Lane
Daphne, AL 36526 Invoice Type J0b %
[ Miscellaneous =
Salesperson Posting Date
Byartmus vl (b|  [pr2jzz H
ttems | parts|
[ Show Cuscom Fisks:
Ttem List [=
Teem [Desription Exempt any| Rate | Amount | Memo |
] &l Ilr \ \ =
Item [ Description Rate Item Type Recurring
add-ors 4dd-On to System 10000 NonReaurring N
ARG T65 RaT- AGa]0parate Jo6 T L
ADIINSP Adjustment - Inspection 0.00 Non-Recurring N
ADILCOM Job Adiustment - Large Commercal 0,00 Non-Recurring N
ADIRSC Job Adyustment - Res/small 0.00 Non-Recurring N
AD1-5VC Adjustment - Service 0.00 Non-Recurring N
advance Deposit Advance Deposit 0.00 Non Recurring N
A8 Advance Job Biling (NT) 0.00 Gther Charge N -
Description [ =] Sub Total
Tax |
CHES) || k= 1) Total |
Memo BalanceDue |
¥ Complete
[~ Add to Print Queue
¥ Add to Email Queue 5ave Qose

Site Level

Open a Customer Account and Right-click on the Site and click “Edit Site” and the “Items” Tab.

Click “New” and select an Invoice Item from the drop-down menu.

The Description will auto-fill with the Invoice Item Description but this can be edited.

Enter the Amount for that Invoice Item. Click Apply and Save.

Now when an Invoice is created for that specific Site using the Items entered, the price will be automatically set.




