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Training Document – Job Invoicing 
 

 

 

 

 

 

 

 

 

In this lesson you will learn about using the Accredo system. 

After completing this lesson you will be able to: 

• Create an AR Invoice from a job 

•  Reverse an Invoice or a credit that has been created through Job Invoicing 
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Job Costing 

Module Relationship & Transaction Flows 
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Creating an Invoice for a Job 
 

Go to Tasks_Job Costing_Job Invoicing 

Enter the Job number that you want to invoice out to a customer 

You will want to ensure that all costs are on the job before invoicing out completely.  

Check for Pending Costs by going to Maintain_Job Costing_Jobs and click on the Documents tab.  

In the lower half of the screen you will see the Pending costs. Double Click on costs to go to the 

original document 
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Once all of the Pending costs have been checked/entered go back to Job Invoicing and click on the 

Edit Details button  (F11). 

Select the items that are to be invoiced out. You can select all or just individual lines. You can 

unselect lines individually or revert them all at once  
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When the line items are selected the Quantity, Ext Sell and Ext Cost fields are populated. Click on 

Save when you are happy that all lines to be invoiced have been selected.  

You can also put a tick in the complete job and complete transactions boxes if this is the final 

invoice and you would like the job to be closed once invoiced. 

 

Click on Generate Invoice 



 

7 
Prepared by Zeal Systems Ltd ©2012   Last updated 28 June 2017 

 

Click on Open Invoice to open/print invoice 
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Work in Progress 
 

Below is a Work in Progress (WIP) report for Job 1005 

At the moment it shows that there is $856.54 of Actual Costs that have not been invoiced out yet. 

 

 

 

To help explain WIP - In this example we have decided to invoice everything except the Design 

Fee, Labour Charges and a Taxi charge as these will be invoiced to the customer at a later date and 

so, will remain on the job for now. 

As we are not invoicing out all of the costs on this invoice we don’t tick the Complete Job and 

Complete Transactions selections. 
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If you rerun the WIP detail report you will see that the balance left in WIP is $394 being the un-

invoiced transactions.  

WIP is a holding bucket for Job transactions that are waiting to be invoiced. 
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Contact 
For further information or for assistance with Accredo please do get in touch with us. 

Offices 

 

New Zealand (+64) 

Tauranga ................................................  07 544 4488 

Wellington………………………………….……..   04 282 1534 

Email ........................... Helpdesk@ZealSystems.co.nz 

 

Australia (+61) 

Melbourne…………………………………………. 03 9016 3410 

 Sydney………………………………………………..  02 9098 0996 

 Brisbane……………………………………………… 07 3088 4989 

Email ........................ Helpdesk@ZealSystems.com.au 
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