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Create an Invoice – Process Sheet  

  

Overview:  

To create an invoice the user must first create a ‘New Sales Order’ or a ‘New Factory Order’. The invoice is a part of the Process Sheet 

Procedure. An order must be created and despatched before an invoice is created. The ‘Create Invoice’ function is password protected 

and the user will need to have permission and an internal employee password.  

 

To Change Permission Settings 

From the OPTO ribbon, select the ‘Resources’ tab then click the ‘New/Edit Employee’ icon to open the ‘Employee Details’ window. Press 

<F2> and select an employee from the list, then click OK. Select the ‘Security’ tab then enter a tick in the Create Invoice field.  
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To Create an Invoice After the Sales Order has been Created and Saved 

From the OPTO ribbon, select the ‘Orders’ tab and click on the ‘Process Sheet (Sales)’ icon. With the ‘Process Sheet (Sales)’ window 

displayed, press <F2> and select the required order from the pop-up list and click OK. Click on the arrow icon next to Despatch Parts 

and despatch the required parts.  

 

1. Click on the ‘Create Invoice(s)’ icon to display the ‘Create Invoice(s)’ panel.  

 

 
 

2. Enter your internal employee password, set an invoice date, select each delivery docket and click on OK.   
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3. The order items ready for despatch appears, click on the order and click OK. 

  

  

4. Select the invoice, or a range of invoices if required and click ‘Print’. To email the invoice, click ‘Email’.  

  

  

  

 

5. To save a copy of the invoice, click on the suitcase icon (circled below) and browse your computer to select the location.  

   

 


