
Accounts Receivable Invoice 
 
Setup in the Master View 

- From you main accounts view click on the ‘Master’ button. 
 

 
 

- The first thing you need to make sure you have done is filling out the sales tax section. 
o If you don’t have a county sales tax filled in, click on ‘View/AddEdit County’ to add 

one. 
o When the pop-up box appears click on the Add button in your main toolbar. 

 

 
 

o Fill in all the areas, then click on the save button. 
 
 
 
 

Tax Rates 
5% = .05 
5 ½% = .055 
5 ¼% = .0525 



- From the master view click on the ‘A-P A-R’ tab at the top of the view. 
 

 
o Here you will need to fill out the Accounts Receivable and Invoices sections, which 

are both located on the right side of the screen. 
 
o Accounts Receivable 
 

 
� Fill in the finance rate. If the rate is 5% then you would put in .05. 
� In the two note boxes, you can type anything that you want to have on 

either your invoices or on you statements. 
o Invoices 

 

     
� In the Printer Type section, from the drop-down list select ‘1’. 
� If you would like to add a logo on your invoice, in the ‘Invoice Logo; field 

put in the exact name of the file you would like to add. The file has to be in 
this folder; c:\adbmw\backoffice\(File name). Also fill in the ‘Copies to 
print section. 

Tax Rates 
5% = .05 
5 ½% = .055 
5 ¼% = .0525 



1) Go into the accounts view of the Person/Company you are charging. 
2) Click on the A/R Invoice button. 
3) Go into add mode. 
 

 
 

4) Example 
 

a. Adding an invoice if they bought gas. 
b. Type in the PLU of your NoLead item. 
c. If in one of your sales you sold 23.261 gallons of unleaded gas and the overall sale price 

was $87.21, the price per gallon was $3.749 
i. In the quantity field put in the number of gallons you sold (23.261). 
ii.  In the Extension field Type in the total price ($87.21). 
iii.  Then if you click in the Price/Unit field it should say the price per gallon 

d. Type in how many gallons they bought in the ‘Quantity’ field. 
e. In the ‘Extension’ field, type in how much they spent. 
f. Press ENTER and it will figure out the Price/Unit. 
g. Click on the add button, to the right of ‘extension’. 
h. Save 
i. Add any other items that you need. 
j. Each invoice represents one transaction. 

 
 
 
 
 
 
 
 
 
 
 
 



5) How to print reports and statements. 
a. Reports 

i. From your main accounts view click on the Reports button. 
 

 
 

ii.  From the drop down menu select ‘Accounts Receivable’. 
iii.  Click ‘OK’. 

 

 
 

iv. From the drop down list select ‘A/R Aging’ then select the ‘Print’ option. 
v. Click ‘OK’. 

vi. Select a date and then click ‘OK’ 
 
 
 
 
 
 
 
 
 
 
 



b. Statements 
i. To print a statement, from your main accounts view click on ‘Functions’. 
 

 
 

ii.  Select the ‘Accounts Receivable and Accounts Payable’ option. 
iii.  Click ‘OK’. 

 

 
 

iv. Select the ‘Print Monthly Statements for House Charge Accounts’ option. 
v. Click ‘OK’. 

 

 
 

vi. Select ‘Print NEW Monthly Statement For House Charge Accounts’. 
vii.  Click ‘OK’. 
viii.  Select a date and then click ‘OK’. 

 
 

 
 


