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New Maintenance Invoice

As detailed in our other manuals, there is a full property maintenance section that will allow you to raise
job sheets to instruct maintenance contractors to provide you with quotes or carry out work on your
properties. However, in a lot of instances where you have invoices for cleaning or general on-going
maintenance, you will simply have a regular invoice you need to post against a property.

This can be done very simply and quickly via the Daily Accounts screen.

© Holiday Manager : Daily Accounts

Holiday Manager
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Monies Held: 8405.21 i
Owner Monies (7) 4320.48 Invoice No g?)omg Reflo Name Date
Maintenance Monies [aE] 100.00
Holidaymaker Manies (3) 599.19
Agent Monies 3185.53
28715.95 J

Select the Raise new Invoices button from the bottom left



& Hotiday Manager : Hew Invoice

Holiday Manager

Invoice

I8 Holiday Manager : Search Owner
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check and select the relevant property from the drop down list.

Irvoice Details

Inwoice Type

||
|
Search Result
Ref # First Marne Surname Status Towin lad :l
‘02013/0001 fEIlzabeth Higgins | Active BROKEM CROSS :l
02013/0002 Libby Baxter Active DOWHNLEY
02013/0003 Joe Savage Active TINGLEY
02013/0004  Owen Turner Active LOW MOOR 3 :l
02013/0005 | Ava Lang Active THORPE
Cearehioption 02013/0006 ;Lnuws Qwven 1Actwe HARTHILL
) 02013/0007 | Alicia Sullivan | Active PENYCAE
i I:l 02013/00038 :Kathenl‘\e Thornton ?AEUVE PILSGATE 14T
. 02013/0009 | Tom Lyons | Active WIGEATON
i’rm Q2013/0010 Matilda Baker Active STIRLING
w 020130011 Kate O'Brien Active CLASHINDERRO
02013/0012 Saophia Thormpson Active GLEMEGEDALE
0Z013/0013  sbbis Francis \Active CHURWELL
02013/0014 lake Stevens Actve GREENSIDE
02013/0015 iFmIev Fisher }Actwe FEQCHAIG
02013/0016 Katie Hudson %AEUVE! RADFORD SEMEL
02013/0017 iTnm Parker ;Actwe DARTMEET
02013/0018 Kai Hollowray Actve BRDWELL
02013/0019  Charlie Cross active CORBY GLEN [+
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The invoice and Due dates will normally be todays date.

>

Select who the invoice is going to be raised against, which would be the owner in this case, and also
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In the Invoice Details on the right hand side, click New to add a new blank line to your invoice.

Holiday Manager : Hew Invoice

Holiday Manager
Inwoice Invoice Details
Elizabeth Higains Recipient select . . . . ~
Active , BROKEN CROSS
Description
Price
Discount
Property | The Ladge . hate 2
Quantity
Invoice Date | Flzs/07/2013 |v vaTyiN | [e] | wt
ousDste Blzsirizn v Neemmare| L.,,.—l
» Caricel
Edit i Recipient Description Qty Price Discount Total WAT L
Type P ) Amaunt

Select an appropriate Invoice Type, which is user definable via the System Settings section. Select the
Recipient, which would be a maintenance company and choose the relevant company from the list that



will appear. Add an appropriate description and pricing information. Once you are happy with this click
the Apply button to add your completed information to the invoice.

Holiday Manager : Hew Invoice

Holiday Manager

Invaoice Invaice Details
MNote 1 Invoice Type |Maintenance
Elizabeth Higgins Recipient HLS Estate Agents Agent
Active , BROKEN CROSS .
Description | Gardening Services
Price: 50.00
e ] Bzt
Property | The Lodge e Note 2
Invoice Date | [#]25/07/201% [ﬂ YAT ¥/N Mo = e
Due Date | [¥125/07/2013 || et Amount 50.00 l -ﬂﬁglv I
* Cancel
Edit Al Recipient Description Qty Price Digcount  Total WAT [
ivpe i i Arnauint
| Edit | Maintenance | HLS Estate ... Garclening Services 100 | sooo) oool  s000 0,00 50.00

Once you are happy with the information added, click on Update to raise the invoice. This will raise the
invoice against this owner/property and will now appear on their statement as an expense.

Holiday Manager : Invoice Report - 5
|4 1 of 1 b M |« (G~ E N n = TR - Find | Mext
(o}
To: Invoice
Mr=. Higging Elizabeth
Invoice Humber: Auto
93 Park End 5t
Invoice Date: 25072013
BROKEM CROSS
SK11 THT Due Date: 25072013
Date Description Oty Price Discount Total VAT =
250772013 Gardening Services 1.00 50.00 0.00 50.00 0.00
Invoice Hotes 1: Total: 50.00
Discount: 0.00
Hew Total: a0.00
VAT: 0.00 p |
Total Due: a0.00
Invoice Hotes 2:
v}




