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Create invoice from a receipt

1 Navigate to https://staging.hoponticket.com/index.php?mainmenu=home&left
menu=home

2 Click "Billing | Payment"
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3 Click "List" under "Customer invoices" in the sidebar

4 Click on the Receipt you want to handle.
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5 On the screen you can see and check the status and properties.

6 Click "CHANGE CUSTOMER NAME" to start the process.
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7 Click "Select a third party".

8 Select a costumer.
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9 Fill the date input field or click on "Now".

10 Check "Commission deduction" box, if it is needed to be marked.



6

11 Check "Marked for storno" box, if it is needed to be marked.

12 Click "CREATE DRAFT" button at the bottom.
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13 On the next page click "VALIDATE".

14 Click "Yes" to confirm the process.
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15 Click "ENTER PAYMENT" on the following page.

16 Fill the "Payment amount" field or click ont he arrow to autofill.
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17 Fill the date ot click "Now".

18 Click on the "Account to credit" field.
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19 Choose which account to use.

20 Use the comments field to if it is needed.
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21 Click the "PAY" button at the bottom of the page.

22 Choose "Yes" and click "VALIDATE" button to finish the process.
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23 Click "List" in the sidebar.

24 Choose and click the invoice to check the process.


