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How To Create An Invoice For A Customer

1 Select the "Connect" menu option.
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2 Click "New Quote/Invoice"

3 As on the other pages with TPI, any fields with bolded titles are required fields. If a
field is not bolded, then it is optional to fill out.
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4 Select the Company field to search for existing companies in your system. Settings
will default to "Cash Customer".

5 You can "quick edit" a company using the button to the right of the text bar.
Please note this also changes the information on the company profile. You can
also "quick add" a new company using the "+" button.



Made with Scribe - https://scribehow.com 4

6 In the "quick edit" option, you can update items such as the Company's billing
and/or shipping address, default payment settings, and more. Adding in this
information will help staff to make quicker transactions in the future.

7 You can select which Sales Person made the sale from your company.
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8 You may choose to attach a label to your invoice to better filter/track certain
transactions. An example of a label some companies may use is if they wanted to
track the industries they're doing business with, they may add a label such as
"agriculture", "waste management", etc.

9 If you are just creating a quote, you do not need to input a Payment Method. If
you are taking payment for the sale at this point, then you will need to select the
Payment Method.
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10

11 You can search your inventory using the "Quick Search" field to add items to the
quote/invoice.
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12 First you type in a keyword for the item you are seeking, then choose the category
it is associated with.

13 You will then be brought to selection of related items, and can choose with one(s)
you would like to add to the quote/invoice.
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14 You can add multiple items to an invoice at once. To close the inventory search
window, simply click off the window, on the invoice or select the "x" in the top
right.

15 You can also search your inventory by clicking "Add Inventory Item".
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16 You can search your inventory and add multiple parts on this screen. Then click off
the window to return to the quote/invoice.

17 To add a part that is not currently listed in your TPI inventory, but is associated to
a truck that is in your TPI inventory, select "Add Gravy Part".
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18 You will then find the Truck that the part is from, and select "Add Gravy Part".

19 You can then edit the details associated with that "Gravy Part". You may type in
what the part type is, such as "Mirrors".
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20 You can then adjust the price of the item.

21 To view more quote/invoice item options, click the Toggle Dropdown menu.



Made with Scribe - https://scribehow.com 12

22 Click "Add other item" to add service type charges to a quote/invoice.

23 Here you might add charges for items like freight, labor, etc.
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24 Click "Add non-stock item" to add a sale item that is not associated with anything
in your TPI trucks and parts inventory.

25 Remember to click into the details field when adding non-stock items or other line
items with limited information. Add in relevant details.
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26 Adjust the price and quantity as necessary.

27 You may also choose to add a Section Header or a Sub total if invoices are quite
lengthy. This will help make them more easy to read.
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28 You can adjust tax settings on each item being charged for. This is help if some
items are tax exempt and some are not.

29 If you are simply making a Quote (and not an invoice or sale), then select "save".
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30 If you are committing to the sale, but are not processing payment at this point in
time, select "Invoice".

If you are processing payment at time of creating invoice, select "Sales Receipt"
and complete the transaction.
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31 If you are creating an invoice, it will give you a window to select when the invoice
payment is due by.

32 Once an invoice is created, this is what it will look like. You can then add a
payment to it by selecting the "+ Payment" option in the top menu.
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33 Ensure all fields are correct and you adjust the proper payment type.

34 Click "Save Payment"
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35 You can see the invoice now shows that the total amount has been paid.

36 You can then select to do actions such as email or print the payment transaction.
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37 Here is what the option to email the payment looks like.

38 If you want to search for previous quote, invoice or sales receipt, select the
Connect menu option



Made with Scribe - https://scribehow.com 21

39 Click "Sales Overview"

40 You can search by the ID number, company name, or use the filters to narrow
down by transaction type, date period, etc.
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41 To search for transactional history specific to a company, you can also do that by
first selecting "Connect".

42 Then select "Companies"
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43 Search for the company you are looking for.

44 You can enter into any record by clicking the transaction number.
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45 And you can view if it's been paid or not, and the full transaction details. This one
has $0.00 paid, so let's show you how to make a payment.

46 Select the payment option in the top menu.
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47 Ensure all details are correct and you choose the correct payment method being
used. The pie icon beside the payment amount will allow you to apply the
payment amount to multiple invoices, if the customer has more than one
outstanding invoice.

48 Click "Save Payment"
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49 You can now see that the total paid has been updated.


