Quick Books Interface

Millennium Invoicing

File Help

T T T e e e
Millennium Invoicing
Welcome to

Millennium Invoicing
Invoicing

Historical Ledger

Import Viewer

Ledger QuickBuild

Customer Import

By GraphiTech Computer Systems



This page has been left blank intentionall y.



Contents

Overview 1
WEE'S INSIAE. ...ttt e e e e e e s e e e e e e nnnes Lo
DAIAFIIES....cc e Lo
REGISITALION. ...ttt r e e e e e e e e e e e e e e e as Lo,
WWVOTKSEBETON. ...ttt ettt e e e s e e e e s e e e e e e e annnes 2
NEIWOTK ... e 2
Installing Mill ennium INVOICING ......ccvvviiiiiiiie e 2......
Install ation and Program FOIAEN............uueiiiiiiiiiiiee e 2.
Program FOIOEN ........coiiiiiiiiee et 3o
PrOGram GIrOUD .....ccoeeiieeeeeeiieiies ittt e e e e e e e e e e eee e C I
PrOOrESSBA ... . e 4.
File Replacement Warning — ANSWEN YES.......coovuuiveiieriniiiiieeesnniineeeessnninnenee e
LIETe g1 g Moz IS U o] oo o AR PP PPPPPP /S
Setup, Pathways & Distributions 5
SEAtiNG thE PrOGIaM ...t e e e s et eeeesaae 5.
Creding an 1c0n 0N DESKEOP. ......eiieiiiiiiiiee ettt 5.
SELUP PaNS. ... ST
o 1S PR B.........
Customer Import & Version NUMDES .........ooiiiiiiiieiiiiiiee e 6.....
SEtting UD thE TNVOICE. .......uuiiiiiiieiieeee ettt e e e e e e VAT
TAX COOBS....ceeeeiiiiieeee e ettt ettt e st e e s e e e e s e e e e e e e 8B
I dentifying Revenue Distribution ACCOUNLS...........uuueuiiieiiiiiiiieiie e 10Q..
Parameters -- Default ReVENUE ACCOUNL. .........ocvriieeeiiiiiiiieee e 11...
ProduCing AN TNVOICE ...ttt e e et e e e e e e e e e e e e e e e e e e aaaaas 12.......
PriNted OULPUL. ...t e e e e e e e e e e e e 12.......
Creding @n INVOICE........uiiiii ettt e et e e e 13......
Glossary of Terms 17
Index 19

Millennium Invoicing QB Interface Contents - i






Overview

What's Inside

The GraphiTech Mill ennium Invoicing program has been designed to provide an
easy to use system for the dficient production of invoices, bath from existing job
datalocated in your database a well asthroughmanual credion of invoices.

Eadhinvoice aeaed is assgned an appropriate revenue distribution (or the default
distribution) so that when the invoiceis pasted, al the gpropriate acounts such as
Sales Tax Payable, Accounts Recavable, Freight, and Revenue ae sent to the Quick
Books folder for import or review using the Import Viewer.

In addition, all the data sent to the QuickBooks folder isin the form of an 1 Ffil e,
which is Intuit's method for providing a conforming method d dataimport/export.

From an historicd standpant, ead time aninvoiceis creaed and pcsted, the datais
sent to a separate fil e that will allow you to view the adivity of that customer using
the Historicd Ledger over thelife of your invoicing program. Should you need to
determine the cost of a particular job a the job number, etc., smply pull up the data
in your Historicd Ledger and review their invoicing history.

Transferring customers to the Mill ennium database is easy and fast. Simply creae a
customer export file in QuickBooks and import the austomers using Customer
Import on the Invoicing main menu.

Data Files

The Mill ennium Invoicing program uses a cmbination of AccessDatabase and flat
filesto store information. The main database cnsists of the Invoicing.mdb database
that is also linked to the gtdata.mdb database in the Mill ennium\Data folder. Other
flat files such asthe Il F fil es that are found in the Quick Books folder contain
straight ASCII data dther in a sequential or comma deli mited format.

Registration

If you are installi ng the program for the first time, you will need to oktain alicense
code from GraphiTedh prior to using the Invoicing portion of the program. See
License below under " Setup Pathways".
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Workstation

The computer required for use with the Mill ennium Invoicing program may be
minimally configured as foll ows:

2GHz
512MB Ram
1-3 GB Hard Drive

Network

It isrecommended that the Mill ennium Invoicing program be runon asinge
computer. Althoughthe program can be operated in a network, and in fad usualy is,
the invoicing database is located on the loaded workstation and is not designed to be
amulti-user program.

Installing Millennium Invoicing

To load Mill ennium Invoicing, be sure to choose the cmputer you wish to use for
your invoicing. Then insert the CD into your drive and close the doar. Normally, the
Mill ennium Invoicing will | oad automaticaly however, if it does not, close the
Invoicing Program and Right Click the CD Icon in "My Computer", followed by a
left click of the Browse seledion. Then seled the SETUP.EXE to install.

The foll owing should clarify the screens you will encounter during the install ation
process Please foll ow these steps.

Installation and Program Folder

Be sure that you do not have any other programs running. Then click on OK as
shown in the first screen of Figure 1.

.E Millennium Invoicing Setup |

% welcome ko the Millennium Invaicing installation pragram.
g

Setup cannot inskall syskem files or update shared files if they are in use,
Before proceeding, we recommend that you close any applications wou may
be running.

(o ]" Ezit Setup

Figure 1 — Install ation Folder

If you got to thisfirst screen by mistake, then simply click on Exit Setup. The adual
exit processwill take afew minutes while cetain preloaded fil es are removed.

2 - Overview
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Program Folder

In general, you will alwaysinstall the program into the folder shown (C:\Program
Files\Mill ennium Invoicing\). Now click on the large icon of the computer and disks
to the upper left of thiswindow.

#3 Millennium Invoicing Setup

Begin the installation by clicking the butkon below.

Click. this button ta install Millennium Invoicing software ko the specified
destination directory,

Directaory:
’7C:'I,F‘rl:ugram Files\Millennium Insoicing Change Direckory

Exit Setup

Figure 2 — Program Folder

Program Group

?, Millennium Invoicing - Choosze Program Group

Setup will add items to the group shown in the Program Group box,
Yol can enter a new group name or seleck one From the Existing
Groups list,

Progran Group:

Existing Groups:

LedgerCuickBuild ﬂ
Lexmark ¥74-%75

Logitech

MG VideoWwawve II1

Micrasaft Developer Metwark, [
Microsaoft Games

Microsaft Office Toaols

Microsaft Wisual Basic 6,0

Microsaft Web Publishing
Millenniurn Irvvaicing

Zontinue I Cancel

Figure 3—Program Group

The default Group Name for the Program will appea at the top o the list box
(Millennium Invoicing). Click Continueto proceed without making any changes.
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Progress Bar

#3 Millennium Invoicing Setup

Deskination File:

W IRDOW S SYSTEM | Browse, ocx

Zancel

Figure 4 — ProgressBar

Asfilesare placed into various folders, the progressbar will i dentify the percent of
completion. If it does not move for along period d time (more than 5 minutes) you
may need to pressCTRL-ALT-DELETE and click End Task in order to exit the
program. Reboa your computer and try the install ation again.

File Replacement Warning — Answer Yes

During Install ation, you may seethat a particular fileis about to be replaced. You are
generally asked if you wish to kegp the Newer Version and you should almost
always answer by clicking YES.

The only posdble exception to thisisif you are updating the program and you wish
to replaceyour current database. If you answer No here, you will | ose your existing
database.

Technical Suppo rt

If you reed further assstance, please cdl our technicd suppart hotline & 800-634
TECH. Send written documentation of problems to suppat@graphitech.com and
either Scott Thatcher or Nelson Wiscovitch will recave the document. Or visit our
web site & www.graphitech.com for the latest news, updates, questions and answers.

4 .
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Setup, Pathways & Distributions

Starting the Program

After install ation, you may usually find the program by clicking on Start, Programs
and looking at the end of the Program List for the last install ed program. It will be
cdled Mill ennium Invoicing. Put your cursor over the listing and then seled the
Mill ennium Invoicing that appeasto the right (usually) of the list.

Creating an Icon on Desktop

If you wish to have an icon on the desktop, simply go to the start and program
screa, seled Mill ennium Invoicing and right click on the extended Mill ennium
Invoicing program that now appeasthere and seled Creae Shortcut. 1t usually will
put this on your desktop hut if not, simply drag it off the program list onto the
desktop.

Set Up Paths

Double Click the icon or program listing and the Main Menuwill appea as siown
on the Cover Page of this document. Before seleding any of the main menu items,

you must set up all the paths required for proper
operation of the program. | File Help

By clicking on the word "File" at the top l€eft of the
program, adrop davn list of all the paths required is
shown. First seled the Path Setup for QuickBooks. You
must spedfy the location of QuickBooks and the path is
usually found on the locd or server's drive under the
following " C:\Program Fil es\Intuit\Quick..."

Next you will want to set up the Mill ennium path and
usually, that has already been accompli shed, however if
not, it may be found under "C:\Mill ennium\Data".

And finally, you nee to spedfy the path for the ledger
files. In general, these will be found in either the
"C:\Mill ennium\Data\L edger" or in the EST or
LEDGER folder of your DOS Professonal Estimator.

Fath Setup for QuickBooks
Fath Setup far Millenniurm
Fath Setup for Ledger

Path Setup for 01d Estimate

Licenze...

Inwaicing
Historical Ledger
Import Wiewer
Ledger QuickBuild
Cuztamer Import

Frint Setup...

E it

Figure 5 — Pathways

Millennium Invoicing QB Interface
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License

Click on the License in Figure 5 and you will seethe following:

Fﬁ GraphiT ech's License Program _ O]

\GraphiTech

Thiz iz the License Code portion
of thiz program, To gain access
ko the main program provided,
click on Start below and inform
GraphiTech of the K.ey Code

that appears belaw. vou will be

aiven a cormesponding

Fazsward that you will type into
the area called Pazzword. This

will unlock the main program for

AL Uze,

Start |

K.en Code: |1342 Password: [we

E=ecute Refresh | Cancel |

Figure 6 — Licensing the program

By then clicking on the Start button above, a Key Code will be shown. Either email
the key code to GraphiTecdh at scott@graphitech.com or cdl (800) 634-8324and you
will be cdled bad with the proper Password to unlock the program permanently.

Oncethe passwvord is entered, click on "Execaute Refresh" and you will be told that
the program islicensed. Y ou will need to oktain a different code for ead install ation
and sincethis program should only reside on one computer per install ation
(recommended), that should be dl you will need.

Customer Import & Version Number

HE QuickBooks/Millennium Customer Import _ O]
File Help

Millennium Quick Books Import
B 042000 © VM AV2003 & V200402005
|'Ident|fy Current Wersion of E!wckBooks—‘

If you have not yet exported your customers from Quick Books | you must do that before you may
cortinue. To convert your Quick Books customers, simply idertify swwhich file you wish to creste and then
click on the Command "Click to Select Mame of Customer File to Open Once you have selected the
name of the custamer file to open, it will =hove inthe window belove and the word START will appear for
you to begin conversion. Customers will then populste the selected Databasze or Dos texdt file.

(& Create Millennium Databaze T Create Doz Text File
| Clickta Select Mame of Custamer File to Open |

Figure 7 — Current Version d QuickBooks
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It isnecessary for you to now seled "Customer Import” as own in Figure 7. Notice
that the screen identifies sveral versions of QuickBooks. Y ou must click on the
version that is appropriate for your install ation. The last version, 20042005is valid
for al subsequent versions (including 2006 at thistime.

Now that the version is sleded, we will neel to enter just alittl e more information
regarding the revenue distributions, Parameters, etc.

Setting up the Invoice

GraphiTed's Mill ennium Invoice requires information on the Revenue Accourts,

Cash and A/R acounts, Terms, Tax Codes and
more. | File Help
On the bottom of the list to the right, we have Revenue Accounts
already setup the path and the Version, so no further M argins
information on that is required.

Farameters
Seve_ral items that are not abso_l utely necessary are: Shipping Methods
Invoice Terms, Comment Sedion and Margins. .
Revenue Acoournts Comment Selechion

The Revenue Accounts are those acounts that Invvoice Terms

permit the proper distribution of your revenue. In Tax Codes
other words, an invoice might have several Path

distributions, but the one that all ocates where the O Version
money came from is cdl ed the Revenue

Distribution. . .
Figure 8a— List of Accourts
Fﬁ Revenue Accounts M=l E
- You will nead to oktaina
Edit or Delete Accounts Chart of Acoourts from
—Mew, Edit or Delete Accounts your QuickBooks in order
to establish the
e 101 | [W[x ]l appropriate primary and
Tuse: |Std o0 j revenue acounts.
D'escription: |.-’-'-.-:n::n:|unts Fieceivable | W; &e;egl]gée;géﬂﬁ
numbers asociated with

Mew Edit Delete Cancel your distributions.

Simply click on the word
new at the bottom of the

Figure 8b— Primary Accourts

screen and enter the gpropriate acount numbers for these five primary acounts
(Accounts Recavable, Sales Tax Payable, Freight & Delivery, Chedking Account
and Cash Accourt).

If, for some reason, these acount names do not match your QuickBooks acournt
names, then you will need to change them so they read exadly what islisted in
QuickBooks. To dothis, click on the it key and make the dhange. When finished,
click on the "Continue" button to lock in the change.
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The next ten or so acounts are your revenue distributions. These may be identified
as Printing, Bindery, Pre-Press etc., but they must match letter for letter what you
have listed in QuickBooks.

Tax Codes

The Tax Code Table is used to identify the resulting tax associated with a spedfic
code. As own in Figure 9 below, we will start out with atax code of 1, which will
ill ustrate the tax used most often. For the state of Florida, the tax is 6% currently
with some dtiesimposing another ¥2to 1% additional tax. The threelines all ow for
the addition of those taxes, however, thereis no distribution to QuickBooks of the
separate taxing authority.

Code 1 was used as an example, because the older interfaceto Graphi Tech was
basicdly a'Yes/No statement of taxability, thus a 1 would mean the austomer was
taxable. To maintain that continuity, we will continue to use 1 as the basic taxing
authority and numbers 2 through 9 as other taxing authorities. A 0 means that thereis
no tax for that customer.

BB Tax Codes

Tax Code Information

When generating new tax codes, be certain they match
those found in QuickBooks, The Tax Code must be 1 digit
ar character, and Basis State is 2 Characters, Sales Tax is
in Percentage and mavy contain decimals (5.25%=5.25], all
Codes, Descriptions, and States must correspond to the
equivalent entries in QuickBoaoks,

Customer T ax Code: 1-FL Tax -
Code Descrption: FL Tax
B asiz State: FL

Sales Taw & #1: 6

Tax District #1: Florida
Sales Taw & #2: 0.5

Tax District #2: Palm Beach
Sales Taw & #3: 0

T ax District #3:
=T Save Delete Cancel

Figure 9 — Tax Code Table

The Code Description should match the Vendor (Tax Agency) that is used within
your QuickBooks Sales Tax Listing.

8 .
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New Item
Type T ax Mame (1] 4 |
|Sales Tax [tem ﬂ |FL Tax

Cancel
D'escription Help
ISaIes Tax
Tax Rate [%] T ax Agency
8.00% FL Tam -
I I J ™ Item iz inactive

Figure 10a— Adding A New Taxing Itemto List in QuickBooks 2002
Figure 10aidentifies the table used to creae new tax ac@unts in QuickBooks 2002

The QuickBooks Tax Listing must have the same name in the “Tax Name” as it does
inthe “Tax Agency” in 2002version but the method employed with the 2006version
is dightly different.

Thisisdueto

the way QuickBooks li sts taxing authoriti es. When the import is

complete, the word FL Tax (for example) will appea in the invoicewhen viewed in

QuickBooks.

In our Tax Co

de Table (Figure 9), we entered a 1 to spedfy the Tax Code foll owed

by the name of the Vendor, which in this case was “FL Tax”. The tax code will
change to the longer listing as on asthe information is saved (it will show asa l

prior to being

saved).

In theill ustration below, you will need to add your sales tax in two steps for the 2006
version. Let'slook at the tax name referred to as "Resale”. Thisisbasicdly an
exempt sales tax but ill ustrates how it must be set up in later versions of

QuickBooks.
i doc]
- L L EEE T |z Word ™
arme Drescripkion Type Account Price
+M3 Taxable Service 0.00
%+ Printing Sales Service 0.00 ey
SFL Tax alec Ta ales Taw T alec Tav Pauea £ poog, [MHTORS Conkack
+MS Taxable 54 yan i 10, | : | 2| I
Type a help guestion @ | = How Do I7? E E @
+Taxable Sales Type
I - Use to calculate a single sales tax at a specific rate
that vou pay to a single tax agency.
zen -] Speling
Tax Mame

ZALTHMET FEDERY | SRRl

IDEFEMDEMT PRE:
REY PIMNES ESTAT
SMIMATION SERY.
564 KURTS GALLE

EMPHIS FITMESS =

Crescripkion

I:l Ikem is inactive

Sales Tax
Tax Rate (%)
0.0% | Resale

Tax Agency

Figure 10b— Addingtax to list in QuickBooks 2006

First, you must seled the "Item List" that is found under the menu heading cdled
"Lists". Now click on the Item in the lower eft of the window to be eleto "Add" a
sales tax acount. The window that will appea when clickingon "New or Edit" is
shown just to theright in Figure 10band islabled as "Edit Item" above. To complete

the entres you

must perform the foll owing.

1. Youmust seled the "Sales Tax Item" under the heading " Type"

2. Your "Tax Name" must match what isto be entered into GraphiTech

Millennium Invoicing QB Interface
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The Description will appea automaticaly as"Sales Tax"
Therate is entered as required

Finally, the "Tax Agency" must match the name used under "Tax
Name"

Be sure to use the same name in GraphiTecd that you useinline 2 and 5above.

Identifying Revenue Distribution Accounts

When an invoiceis creaed and dstributed to any acourting program, the
distributions take the form of various debits and credits. The Debit Accournt is
“Accounts Receavable” and the Credit Accourts are the “Revenue” or "Income". In
order to let QuickBooks know how the invoiceis distributed, ead line of the invoice

consists of a spedfic Revenue Distribution Name.

In Figure 11, the Acoount Numbers and Revenue Distribution Names are identified
for this Printing Company. Each distribution represents a profit center for this
company.

Thefirst 5itemsin the list are your standard GL Accounts. These names are
generally the same ones used within QuickBooks however, if they are not the same,
then you must change them to that which is identified in QuickBooks General
Ledger. It is not important whether they are in cgps or upper and lower case.

Edit or Delete Accounts

Mew, Edit or Delete Accounts
Azcount #; IT' WT;T-H_i
Type: |Std GL i I

D'escription: |.i'-.|:|:|:|unts Feceivable |

=3 Edit Delete Cancel

Figure 11 — Creating Main GL Accourts and Revenue Accourts

Theremainingitemsin the list are the Revenue Accounts (also identified as Income
Accounts). Again, these must be spell ed exadly asthey are in QuickBooks.
Remember, QuickBooks will not automaticdly have your revenue acountslisted in
the General Ledger so you must be prepared to enter these acounts both here and in
QuickBooks.

Some companies prefer to use asimple revenue acount such as“ Sales’, whil e other
companies maintain very elaborate distribution acounts. In Mill ennium, you may
enter an urlimited number of Revenue Acoounts.

Althoughwe must enter Account Numbers for al acounts (due to the method used
for seledion), it is not necessary for you to have your QuickBooks st up with
Account Numbers.

10 - Setup, Pathways & Distributions Millennium Invoicing QB Interface



Parameters -- Default Revenue Account

Y ou must set up a Default Revenue Account under the menuitem cdled
"Parameters' as $rown in Figure 13. If no income or revenue acournt is €leded
when creding an invoice, then the default revenue acount will be seleded.

V@ Parameters

Default Parameters

Last Invoice Number: | S0
QuickBooks Folder:  C:WQBOOKSW o,
Use Job # as lrvoice . Mo [ x «
Default Reverue Account: 505-0Office Sales =
Save Cancel

Figure 13— Default Parameters

This small table will allow you to spedfy the last invoice number to be used, the
location of the QuickBooks, whether you want to use your Job Number and Invoice
number as the same and the Default Revenue Code.

Y ou must wait until you have entered all the revenue acourts before you seled the
default code.

Millennium Invoicing QB Interface Setup, Pathways & Distributions - 11



Producing An Invoice

With the GraphiTech Mill ennium Invoicing system, the aedion of an invoice
provides ®veral conveniences. Firgt, theinvoiceitself provides a degreeof
Profesdonalism. Second, a Historicd Reoord is creaed and stored in the Historicd
Ledger. Third, jobs within the Quote File ae flagged as having been invoiced. And
fourth, the optional Job Log file asciated with Job Costing is flagged as being
closed.

Printed Output

The Invoicethat is creaed printsto a pre-printed form that all ows you to print both a
padking dlip, Invoice and labels that may be included with the products being
delivered. Figure 14 ill ustrates the look of the pre-printed invoice

Figure 14— Actual pre-printed invoice

Instead of printingthisinvoice you may also eled to past to QuickBooks and then
print the invoicefrom there.
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In future versions of the software, we will be including a second type of invoicethat
will print with Graphics on your existing |etterheals.

Creating an Invoice

Figure 15— Invoice Creation
Invoices may be aeaed in several ways.

1. First, you may seach for the Job Number you wish to invoice After
entering just the significant numbers of the job, hit enter. The invoice
will completely fill out on-screen.

2. Seond, you may seled ajobthat iscurrently adive and either identify
the job number or seled the job from the drop dawn list shown at top
left of Figure 15. Then review the austomer name and ship to info and
the invoicewill again appea completely fill ed out.

3. Third, producethe invoice manually.

Customer Selection

The drop dawn list for the austomers may be used by scrolling down throughthe li st
to find the austomer or you may simply type afew charaders of the austomer name

and then sedct the drop dawn list where you will find either the name highighted or

close to the mrred name. Then simply click on the selected name to choose it.

Line Distributions

The screen shown in Figure 15ill ustrates an invoicein the processof beingfill ed
out. Asead item is creaed, a default acoount distribution will be aeaed unless
changed by the user.

Millennium Invoicing QB Interface Setup, Pathways & Distributions - 13



Units

Theitem referred to as "Units' in ead line of the invoiceis usually skipped so that it
does not apply, however, should a situation arise where you wish to price out
something based on the st for ead item, weaher a unit, 10, 50, or more, then the
Unit is edfied asinline 2 of Figure 15. (Note the unit was edfied asM meaning
thousands).

The result of this causes the anount entered into the unit price portion of theinvoice
to be muilti pli ed times the quantity designated and then divided by the units. Since
we sold 1500and the units were 100Q the "Unit Price' was multiplied by 1.5 to get
the extended price

Units are designated as E=Each, X=10, L=50, C=100, D=500, and M=100Q If no
entry is made, the Unit Price ard Extended price ae the same.

Thisareamay also be used for items guch as Digital printing where you may want to
spedfy the single shed cost to get the extension, or where you know the extended
pricefor the item but want to know the individual price per ead shee or bodk.
Simply enter the extended price and, if the Units are spedfied, the invoicewill badk
out the Unit Pricefor you.

Tax

If the austomer istaxable, the Tax column will show a’Y when you tab throughit or
you may eled to have only portions of the invoicetaxable by changing the alumn to
read "N"

Miscellaneous Items on Invoice

Just above the adual invoice ae severa items duch as PO, Invoice Number, Invoice
Date, Sales Representative, Job Number, Product Code, Ship Via and Terms. You
must spedfy all of these items unlessthey automaticdly appea based on your
customer detail in Mill ennium. This information does not transfer except for the
Invoice Date and Invoice Number.

Icons at Bottom of Screen

Theicons as siown in Figure 16 may be identified by pladng your cursor over eat
oneto determine its function.

Figure 16— Invoicelcons

Starting from the | eft, we have the foll owing functions: Refresh Clients and Jobs,
Retrieve Previous Invoice (optional), Save Invoice, Required Path, Print Invoice, Cut
(optional), Copy (optional), Paste (optional), Delete Current Row, Restore Deleted
Line, Erase Current Invoice (from screen only, not from saved database), and Help.

Thisisthe end of the Beta Documentation
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