
CHANGE VAT ON AN INVOICE ALREADY PRINTED

FOR PARTS INVOICE select

FOLLOW THE PROMPTS and select

CONTINUE WITH THE PROMPTS

GO THROUGH THE SCREENS
FOLLOWING THE PROMPTS AS REQUIRED

Enter the Invoice Number



CHOOSE TAX AS REQUIRED
AND RECONFIRM VAT

TO RE-PRNT THE INVOICE

IF THE INVOICE IS FOR A JOB WITH LABOUR COSTS, then select

And go to

And ENTER ACCOUNT CODE with “?” for the INV NO

This present you with a Browse Select Box to select the Invoice to re-Print



FOLLOW TH PROMPTS TOEDIT THE INVOICE

And CONTINUE WITH THE INVOICE TO RE-ENTER THE VAT

WHERE THE VAT SHOWS THAT WILL RE-PRINT ON THE INVOICE
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