“ LibertyAccounts.com

online accounting solutions Issue date 15t October 2008

Bulk Sales Invoice Print

If a large number of sales invoices and credit notes are raised, a facility exists that allows
the bulk printing of those documents.

The function is available via the LISTS menu. - [ Lists = | Activities = Repor.
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A screen is presented that lists all sales invoices and credit notes within the search criteria.
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To generate the bulk print file, select those documents that are to be printed by clicking the
box adjacent to the item.

Note if you wish to select (or deselect) all documents in the list click the CHECK ALL box.
You are still able to amend the print list for an individual document by clicking on its
specific box.

When ready to create the printed documents click the BULK PRINT button, a pdf file is
created with a page for each document.

Note that the screen displays the date, for each particular document, that a print pdf was
last created. A blank field indicates that the document has never been printed.

If a print for single document is required simply click the *«:ﬁ button adjacent to the item.
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