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INVOICE 

KEY POINTS 

● Check ROE and address account numbers.  
●  Enter charge lines and hit ‘Raise Line’ or ‘Raise All’. 
● Use Invoice Generation Wizard to create invoice. 
● Export using Print or Email function.  

TERMS 

1. Charge Code = Reference to a specific charge invoiced to clients.  
2.  

 

CREATING AN INVOICE 

 

CHECKS  

Ensure account codes (Sales and Purchase) are in the address entries needed for this invoice 
(Database > Address Editor > Search and select the code > Accounts).  
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Also, check the ROE (Rate of Exchange) through Database > Currency > Search code > Details 
> Add to or look in grid.  

 

 

 

In the event of this grid being blank, contact a manager to confirm the ROE.  

 

 



 

3 | Page 

 

ADDING A CHARGE LINE 

Within the charges document attached to a job, add a charge by selecting each field box 
except InvNo as it will be filled out once the invoice has been generated. Fields will require 
codes, starting with Address codes for the Client, continuing to Charge Codes and finishing 
with VAT Code. Codes might include a description, such as ChgCode populating ChgDesc. 
Amounts can then be added to the correct column; Qty is the quantity of the charge, UnitPrice 
is the price of each charge and ChgAmount is the sum of Qty x UnitPrice to equal the overall 
financial charge to the client.  

 

 

Tab can be used to move from one box to the next and to save a line, either press down ↓ then 
up ↑ on your keyboard or click the small tick in the top toolbar.  
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GENERATING AN INVOICE 

First, enter a sales charge, once all information is entered, click the ‘Raise Line’ button to 
create an Invoice.  

 

This will open the Invoice Generation Wizard. Multiple functions lie in the pop-up, most useful 
being Wizard and Config tabs, these can be used to alter the charges added or display of the 
invoice respectively. Click ‘Next’ to continue.   
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The next screen in this process separates the selected lines into individual invoices for you to 
tick and create. This is useful when not all charges have been finalised, therefore only specific 
invoices are to be created and sent.  

 

‘Generate’ button on the subsequent pop-up screen actualises the invoice of the selected 
charge lines.  

 

A temporary screen will show, while the system created the invoice, then the above screen will 
confirm the creation. 
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Finally, the InvNo will appear along with the Invoice links in the side bar. From the side bar, 
click the invoice reference and the document will open. Tabs separate information: ‘Header’ 
holds the main information for a quick view, ‘Details’ has spaces for Package and Item 
information and, ‘Notes’ is a blank free text page for any additional data. Within Header sits a 
summary of the invoice with relevant references, including invoice number and batch number, 
as well as the client details and invoice amount. Below this are the individual lines compiled in 
this invoice, directly reflecting the charge lines ticked in the generation wizard before.  
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EXPORTING INVOICES 

There are two ways to export an invoice from FM3: Print or Email. 

PRINT 

Like other documents: to print an invoice, click the small printer icon in the top toolbar.  

 

In the reports pop-up, double-click a report (e.g., Invoice or Bulk Invoice) to preview it and then 
press the ‘Print’ button to open the printer dialog.  



 

8 | Page 

 

 

 

 

 

 

 

EMAIL 

The process of sending documents via FM3 – as outlined in FM3 Basics user guide – is the 
same with Invoices. Click the envelope in the top toolbar, select Email (via internet) and press 
‘Next’.  
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Here the email subject and body can be edited. Email templates are also accessible from this 
menu. By clicking ‘Next’ you are taken to an address page where the recipient’s email can be 
added. Alternatively, you could press ‘Finish’ from this screen and be taken to a ‘New 
Message’ page in Outlook (or a similar PC email application). 
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Another click of the ‘Next’ button will show an attachments page, from which external 
attachments added to an FM3 job can be included in the current email output. 

 

Finally, the only option will be to click ‘Finish’ and be transported to an Outlook message.  

 


