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HOW TO PRINT INVOICES IN MASS WITHIN AGILITY

Accounts Receivable > Open Items > Print Invoices

Step 1. Populate Search Criteria

Q Print Invoices -- [THANMNAH] [v611 Devel]

File Edit Options View Window GoTo Help

Eq' H Eia E’ X ‘3 Mame Invoices

Branch <all=

Invoice type Inwvoices ~

Criteria range Sales agent ~

Sales agent From: | jel

Sale type From: | jol

Cycle code | | All
Invoice date From: 06/09/24

Run Date -

E +/-| |Days ~

— O X
for All
k-
5'h

To: | P Hal b
To: | R Hal
To: 06/14/24

Run Date -

Search
Sort Invoice date, Invoice number, Amount %l

Step 2. Click Search.

All invoices that have not been printed in the selected Invoice Date range will

appear in the lower grid.
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Branch <all= 2
Invoice type Invoices ~
Criteria range Sales agent ~
Sales agent From: | - pe To: | £ Al
Sale type From: | pel To: | L =la
Cyde code | | all
Invoice date From: 06,/09,/24 To: 06/14,/24
Run Date - Run Date -
[ [+ [pays i +/-| |Days hd
Sort Invoice date, Inveice number, Amount él
Invoice date |Invaice number Amount|Bill-to name | city |State [Type |Created date |CustID | Bill-to seq | Sold-to name | Ship-to name | shia
| |06/10/24 CNTLO300162504-001 10.00 Mk Customer Elkhorn  ME 50 06/10/24 MKCUST 1 MK Customer MK Customer 1
| |D8/11/24 0000001015-001 .00 Lowes Hardware  Omaha ME S0 06/11f24 LOWESDD1 1 Lowes Hardware  Ty's Branch
| |06/11/24 0000001017-001 .00 BT ASELOG CUST 50 06/11/24 BTILOGCL 1 BT ASELOG CUST BT ASELOG CUST
| |06f11/24 0000001018-001 .00 Lowes Hardware  Omaha NE 50 06/11/24 LOWESDO1 1 Lowes Hardware  Ty's Branch
| |08f11/24 0000001022-001 .00 BT ASELOG CUST 50 06/11/24 BT1LOGCL 1 BT ASELOG CUST BT ASELOG CUST
| |06f11/24 WOOD0000019934-001 50,00 THE COURTYARD Omaha MNe 50 06/11/24 mkc 1 THE COURTYARD  THE COURTYARD
| |D8/12/24 0000001023-001 .00 Lowes Hardware  ©Omaha MNE 50 06/12/24 LOWESDO1 1 Lowes Hardware  Ty's Branch
| |06/12/24 0000001024-001 .00 BT ASELOG CUST 50 06/12/24 BTILOGCL 1 BT ASELOG CUST BT ASELOG CUST
| |D8/12/24 0000001025-001 .00 Lowes Hardware  ©Omaha NE 50 06/12/24 LOWESDD1 1 Lowes Hardware  Ty's Branch
| |06/12/24 0000001029-001 .00 Lowes Hardware  Omaha NE 50 06/12/24 LOWESDO1 1 Lowes Hardware  Home Depot
| |06f12/24 0000001030-001 .00 Lowes Hardware  Omaha NE 50 06/12/24 LOWESDO1 1 Lowes Hardware  King Drywall
| |06/13/24 0000001035-001 .00 Lowes Hardware  Omaha NE 50 06/13/24 LOWESDD1 1 Lowes Hardware  Ty's Branch )
€ >




-—DIMSi

Step 3. Select invoices to print.
1. Click on the Select All button.
a. You will see everything in the grid highlight.
2. Click on individual lines using the “Ctrl" key and selecting multiple
invoices or use the “Shift” Key to click a range of orders.
3. Click on Print
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= H g El ‘J Name Invoices for All
Branch <all= S
Invoice type Invoices ~
Criteria range Sales agent ~
Sales agent From: | pe To: | £ Hal
Sale type From: | pe To: | £ Hal
Cyde code | | All
Invoice date From: 06,."&?,."24 To: 06/14/24
Run Date - Run Date -

5 Jol o d P Julb .

Search

5 o Sort  Invoice date, Invoice number, Amount 2|

Invoice number Amount | Bill-to name

CNTLO300162504-001 . Cus

0000001015001, ¢

0000001017-001 A - 06/11/ __

0000001018-001 LowesHardware |Omaha |[NE  [50  [08/ 11;"4 Lowesool | 1fiow Har -

0000001022-001 .00 BT ASELOG CUST 50 06/11/24 BT1LOGCU 1 BT ASELOG CUST BT ASELOG CUST

WOOD0000019934-001 50.00 THE COURTYARD Omaha Me 50 06/11/24 mke 1 THE COURTYARD  THE COURTYARD

0000001023-001 .00 Lowes Hardware  Omaha ME 50 06/12/24 LOWESDOO1 1 Lowes Hardware  Ty's Branch

0000001024-001 .00 BT ASELOG CUST 50 06/12/24 ETLOGCU 1 BT ASELOG CUST BT ASELOG CUST

0000001025-001 .00 Lowes Hardware  Omaha ME 50 06/12/24 LOWESDOO1 1 Lowes Hardware  Ty's Branch

0000001029-001 .00 Lowes Hardware  Omaha ME 50 06/12/24 LOWESOD1 1 Lowes Hardware  Home Depot

0000001030-001 .00 Lowes Hardware  Omaha ME 50 06/12/24 LOWESDOO1 1 Lowes Hardware  King Drywall

0000001035-001 .00 Lowes Hardware  Omaha ME 50 06/13/24 LOWESOD1 1 Lowes Hardware  Ty's Brand’1 -
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Step 4. Save this layout for future use.
Click the save icon in the upper left-hand corner. Upon saving a standard layout
you can simply return to this screen and go straight to step 2.




