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REAL ESTATE SOFTWARE

Print a Miscellaneous Owner Invoice or Submeter Invoice

The article will assist you to print or reprint an Owner Invoice.
There are 2 methods, through either the Levy Icon or through Levy Journal.

Please read through the instructions before commencing any steps, to ensure this instruction
will resolve your query.

Note - if you enter details in the tariff line in submetering, a reprint of the submeter invoice will not include this
line.
Levy lcon

This method will reprint and/or email for all Lots. From Version 14 and above, you can select to 'print
and email' to all Lots by default method, or to only email to Lot who have email as default, or to Print all Lots
invoices - refer Step 5 below.

1. Click on the Levy Icon in your toolbar

2. Select Issue Invoices or Issue Submetered Invoices, which ever is relevant

Issue invoices

lzzue invoices by individual or multiple plans, bazed
on the month they are due. Invoices can be izsued
uzing the default Levy Delivery Method, ar all
invoices can be printed,

Save a copy of the invoice to file, and when
archiving to File Smart publizh theze invoices on the
Owner & Committee Portals as degired.

Default zettings for the automatic recovery of costs

when printing or emailing invoices are displayed and
can be changed if required,

lzzue invoices

3. Enter Plan. Select month that relates to the date of the invoice on the Owners Ledger.

4. Untick Charge fee for invoice(s) if Owners Corporation is not to be charged, for example if the reprint of the
invoice is due to actions of your agency. Untick 'save notices to file' if not required.



[~ Enter other options and
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4 Individual owners corporation

Issue Invoices for

" Muliple owners corporations

Fintinunit oder & Fiintin contact order
Select ouners comoration 5T registered owners coporation selected ctive Groups |
Enter Plan No. or Stieet Hame of Body Corporate Name. &I Ep =) [
Save notices to file F

Delivery Method

Use default method & Fiint & Email
Emai c
Fiint all «

5. Read delivery method carefully. Some versions differ. Read the text beside each option. Selecting 'Print
all'ignores default methods on the owners card. If an invoice will not print and you have selected the correct
Plan and month, you will need to 'print all' or check the delivery method selected.

Delivery Method
Use default methad

-

f« |gnore default method

6. Click Finish, if you selected email, the invoices will email now. If you selected to print, a preview of the
invoice willshow on screen.

reckend MISCELLANEOUS INVOICE
Tax Invoice
Issued 24/09/2021 on behaifof:
The Owners Corporation of SP 3333
Hordern Place
23 Victoria Street
Mr Donald Duck POTTS POINT NSW 2011
Mickey's Mansion for
1 Calisota Street A
Duckburg NSW 2099
6sT Total
Lot 4: key and swipte card issued 14.09 155.00
Amount Payable: $14.09 $155.00

7. From here you can select the printer button to print, or the envelope to email. If you wish you are able to
select the PDF button to save as a PDF to your desktop for emailing or printing later.

7@ 2 M

8. Click the Exit button to close the preview.



Levy Journal

This method allows you to reprint an invoice for one owner only at a time. You may need to scan
the printed invoice to email to the Lot Owner if you want to email.

1. Go to Accounting > Adjustment > Levy Journal
Accounting  Reports Wizards Configure Utility Window Help  ClientiD: DEMO

e N A=K

Banking Budget  Owner GQuickRpt FormRpts  Diary  Wor
Levy Processing. CtrlsL

Enter Creditor Invoices >
Approve Creditor Invoices

Pay Creditor Invoices. CtiteP
Make One-off Payment >
Issue Invoice >
Issue Trust Ledger Cheques

Process Direct Entry Payments

Process Bulk BPAY Payments

Submeter Invoicing

Process Pending Charges >

GsT >

Manual Bank Reconciliation
Investment Reconciliation
Process Downloaded Bank Statement

Charge Quantity Management Fees

Recover Batch Fees

Invoice Management Fees

Adjustments 5 JoumalEntry

End of Financial Year Rollover B E MRS e
Levy Journal

2. Enter Lot Owners Lot and Plan, or Name and click enter
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Select Lot/Owner
" Unit/Plan ¢ Lot/Plan { Addiess { Mame ( LotRef
Lot No. Plan No.
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3. Locate the invoice to be reprinted and highlight it. You may need to scroll down the page if the list of levies
and invoices is long.

& Levy Journal - Read Only Mode =3 =0~
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~Selected: Lot2/Plan 4444 (GST registered)

€ UnivPlan @ LotPlan ¢ Addiess C Name  LotRel [HIE L Szt e
LotNo.  PlanNo. I~ Show cancelied levies
Q

Date Due | Lewy Type [AdminDebt | AdminPaid | Capital Works . | Capital Works .. | Other Debt | Other Paid | Interest Paid | Interest Finglise... A
/ 01/07/2017  Standard 52250 52250 20060 20060 NIC NIL NIL Tuue
/011072017 Standard 52250 52250 20080 20060 NIL NIL NIL True
v 0170172018 Standard 54865 54865 21060 21060 NIL NIL NIL True
I/ 01/04/2018  Standard 548,65 54865 21080 21060 NIL NIL NIL True

/ 01/07/2018  Standard 54365 54865 21080 21080 NIL NIL NIL Tuue
/0171072018 Standard 54865 54865 21080 21080 NIL NIL NIL True

v 01/01/2019 Standard 582.35 582.35 216.90 216.90 NIL NIL NIL True
/0170472019 Standard 58235 NIL 21690 NIL NIL NIL NIL False

A\ 010772019 Standard 58235 NIL 21690 NIL NI NIL NIL False
/011072019 Standaid 58235 NIL 21690 NIL NIL NIL NIL False

2021 Owner Invoice 65,00
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4. Click the Print button above the Lot and Plan number.

B3> Levy Journal - Read Only Mode
printer button on the right

5. A preview shows. From here you can select the printer button to print, or the envelope to email. If you wish
you are able to select the PDF button to save as a PDF to your desktop for emailing or printing later.




reckend MISCELLANEOUS INVOICE

Tax Invoice

Issued 02/07/2021 on behalfof:
Reprinted 01/10/2021 on behaifof

Mr Gregory Tzatziki
Chandos Towers

2/451 Chandos Street

ST LEONARDS NSW 2065

The Owners Corporation of SP 4444
ABN 56003544107

Chandos Towers

1Chandos Street

z’T LEONARDS NSW 2065

Lot2 Unit2
GregoryTzatziki

osT Total
Lot 2: Swipe backdated 600 66.00
Amount Payable: $6.00 $66.00

Ch ‘Rockend I Trust
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PDF, Word, Email, Sidebar, Print

6. Click the Exit button to close the screen.
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