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Use the Repeat Invoice command to progress contract documents created using the Document command on the
Action menu associated with the Processing form, for which the Repeat box on the document’s header is set for

repeated invoice creation.
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The first form displayed is where you must choose the criteria for the invoice run, including the latest invoice due
date, whether the invoices will be posted to the next period in the Sales Ledger and to include only customers

who receive invoices by email, and so on.

& Invoicin g Repeat Invoice

Invoice Up Tao m
Tax Point Date : 30/07/2025
ML Posting Date : 30/07/2025 Jul 2025

Advanced Posting :

Use Scheduler : ]
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Email and print invoices e

=

Cancel

Process Email Customers, Print Customers or All Customers
Choose to process only due contract invoices for customers that have been set up for emailing, customers that
are not set up for emailing -invoices for these customers will be printed, or all customers.

The choice made for the previous repeat invoice run is saved and presented for this invoice run.
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“ Invoicing Repeat Invoice
Invoice Up To : 30/07/2025 Email and print invoices -
Tax Paint Date : 30/07/2025 Email invoices
Print invoices
ML Posting Date : 30/07/2025 . Jul 2025 Email and print invoices
Advanced Posting :
Use Scheduler : (]
,__;’) oK Cancel
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Email Invoices
Select to process due contract invoices only for customers that have been set up to allow invoices to be sent by
email.

The Publisher form, which is where you select to either print, email or save the invoices in a file, is displayed on
the Suggested Invoices form before any invoices are posted. The form is not displayed again during the posting
process. The Email tab is selected automatically and updated with the title and content of the email is defined
on the System Manager - Maintenance- E-Mail Profiles form.

To Set Up Customers for Email

It is possible to send quotes, proforma invoices, order acknowledgements, delivery notes, invoices and credit
notes to your customers by email rather than posting printed documents.

Steps to Set Up Email
Complete these steps to set up Opera for emailing documents:

1. Enter the relevant email addresses for your order and account contacts in the E-Mail Address boxes. If
you use Ledger and Invoice accounts, you must also setup these accounts with email addresses.

Sales Ledger - Processing

& o || =] ER
Memo  List
Company Mame : | Adams Light Engineering Ltd
Current Balance : |[2] 16780.16
Address : Close Road ‘1
Avg Debtor Days : | |2 155.9
Gosforth Industrial Park g Ll L=
Order Balance : 19411.01
Gosforth
Turnover : e 12774.81
Morthumberland =
Credit Limit : 287500.00
Post Code : MNC5 1WR
Telephone : 01662 673546
AfC Contact : James Miler Facsimile : 01652 775500
E-Mail Address : james.miller @al-eng.co.uk \Web Site : wan.adamslight. co.uk
Order Contact : Gordon Smethwick First Created : 31/05/2012
E-Mail Address : GS@adl.co.ukl | ast Modifiad : 22/01/2023
i

2. Select the documents you want to email under E-Mail. If you use Ledger and Invoice accounts, you
must also select documents that can be emailed for these accounts.

Sales Ledger - Processing- Terms

VAT Code (for
foreign customer) : Country Code :
Banking E-Mail
Bank Account : 590468590 I;I Statements
Sort Code * 90-84-95
Bank Ref :
BIC: LKGFHGL3590
IBAM : DF05534554359345
SEPA Payee :
Credit Management
Correspondence Minimum Debt : a
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3. Define your email profiles that will be used when the emails are sent.

System Manager - Maintenance- E-Mail Profiles

——————————————————————————————————————————————————
%+ E-Mail Profiles =N =R ==
General  List
Report Description
sqinde Invoicing/SOP Delivery Note
sginin Invoicing/SOF Invoice
sqinor Invoicing/SOP Order
sginpr Invoicing/SOP Pro Forma
sgingu Invoicing/SOP Quote
sqplrems Remittance advice
sgpoor POP Crder
sqslstaf Sales Statement (Foreign)
sqslstat Sales Statement (Home)
1 E-MilProfiles Lo o s
Report: sginar Invoiding/SOP Credit Note Field Selector: 'E-Mail To'
E-Mail To: | {SalesAccountEmail} - Credit Note

[#-Sales Account
[#-Company
[#-System

Subject: Credit Note

Message: ‘four Credit note - {CreditMoteMo} - is attached.

Attachment: | {CreditMoteMo} @ allow Duplicates

J Close

View

Account Contact & Order Contact Email Addresses

Unless you use the facility in Opera to link your customer accounts to other accounts (Ledger accounts and
Invoice accounts), the email addresses used are always the following:

e Sales orders, delivery notes and quotes are sent to the Order contact.
e Invoices and proforma invoices, and credit notes are sent to the Account contact.

Note: Contract invoices that are due for customers that are not set up for emailing are also displayed but are
marked as exceptions so cannot be posted.

Print Invoices Select to process due contract invoices for printing only.

Important: This also applies to customers who have been set up to receive invoices by email so invoices for
these customers will also be displayed on the Suggested Invoices form. If you need to send your invoices by
email to customers that have been set up for emailing, use the Email Invoices option.
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The Publisher form is displayed on the Suggested Invoices form once before any invoices are posted. The form
is not displayed again during the posting process. The Printer tabis selected automatically with your default
printer selected.

Email and Print Invoices

Select to process due contract invoices for all customers.

The Publisher form is displayed on the Suggested Invoices form before any invoices are posted. It is not
displayed again during the posting process. The Printer tab is selected automatically with your default printer
selected.

The form is displayed either:
e once (if all customers are set up for either printing or emailing invoices) or.
e twice (if some customers are set up for emailing invoices and others for printing invoices).

Options
Select the dates and other options for the repeat invoice run.

Invoice Up To

The date up to which repeat invoices are due that determines which ones are selected for processing.

The application selects all contract documents whose next invoicing date falls either before or on the date you
enter.

If you have omitted to invoice a contract document on one or more previous occasions, the application includes
a copy of the document in the suggestion list for every outstanding due date.

Tax Point Date
The tax point date for the invoices. This defaults to the current system date.

The invoice (transaction) date printed on invoices generated from this process will be the system date if you
have selected the Use System Date On Contract Invoices option on the Set Options form; otherwise, it will be
the due date on the document header plus the date interval since the last invoice.

NL Posting Date

The Nominal Ledger posting date. If you use the Open Period Accounting feature, this is the date used to
determine the period in the Nominal Ledger that the transaction is posted to. For more information, see the
SOP/Invoicing and Open Period Accounting Help topic.

Advance Posting

An option that determines whether invoices generated by this process are posted to the next accounting period
in the Sales Ledger. This only applies if the Allow Advance Postings option is ticked on the Sales Ledger -
Utilities - Set Options form.

Suggested Invoices Form

Once you have completed the criteria that determine which documents are to be progressed to invoices, the
application displays a list of the selected documents on the Suggested Repeat Invoices List. By default, all
documents in the list are selected for repeat invoicing unless an exception exists that prevents this. Some
exceptions can be overridden. These are indicated by the word 'No' in the Select column. Other exceptions,

indicated by an asterisk (*) prevent the selection and processing of the item until the error condition is rectified.
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Traceable items are indicated by an *X" appearing in the T column. If you need to process stock records that are
traceable by serial or batch numbers, refer to the Traceability section for information.

“ Repeat Invoice : Suggested List (Email invoices) = @
Nurnber Date Customer Cust Ref, M Goods Value Total Value  Select T Due
30/07/2025 ADADOOL AHL-CONT-0722/A%001
DOC04223  (30/07/2025 (ADAODO1 AHL-CONT-0722/AX001 19.99 23991 15/07/2024
DOC04224  |30/07/2025 |AHLOOO1 OMT-AHL-0722-A/001 1575.00 2250.00 15/06,2024
DOC04224  |30/07/2025 |AHLOOO1 ONT-AHL-0722-A/001 1875.00 225000/ 15/07/2024
DOC04225  |30/07/2025 |ANDOOO1 QMNT-AMD-0722-A/002 1875.00 2250.001 15/06/2024
DOCO4225  |30/07/2025 |ANDOOO1 ONT-AND-0722-4,002 1875.00 2250.000* 15/07/2024
DOC04226  |30/07/2025 |BARDDO1L ONT-BAR-0722-A/003 356.25 427,50 15/06/2024
DOC04226  |30/07/2025 |BARDOOL ONT-BAR-0722-A/003 356,25 427,50 15/07/2024
DOC04227  |30/07/2025 |BOLOOO1 ONT-BOL-0722-A/004 375.00 450,00 15/06/2024
DOCO4227  |30/07/2025 |BOLOOOL ONT-BOL-0722-A/004 375.00) 450.000* 15/07/2024
DOC04223  |30/07/2025 |BRIDOOZ2 OMNT-BRI-0722-4/005 750.00 S00.00* 15/06/2024
DOC04228  |30/07/2025 |BRIOOOZ ONT-BRI-0722-A/005 750.00) 20000 15/07/2024
Totals : 0.00 0.00
Action - J Post Cancel
View D y
Actions
“ Repeat Invoice : Suggested List (Email invoices) = @
MNumber Date Customer Cust Ref, M Goods Value Total value  Select T Due 4
DOC04223  30/07/2025 ADAOOO1 AHL-CONT-0722/AX001 15062024
DOC04223  (30/07/2025 |ADAOOO1 AHL-CONT-0722/A%001 19.99 23,99 15/07/2024
DOC04224  (30/07/2025 |AHLOOO1 ONT-AHL-0722-A/001 1875.00) 2250.00* 15/08/2024
DOC04224  |30/07/2025 |AHLOOO1 ONT-AHL-0722-A/001 1875.00 2250,001* 15/07/2024
DOC04225  |30/07/2025 |AMDOOO1 ONT-AMD-0722-A/002 1875.00 2250.001 15/06/2024
DOC04225 |30/07/2025 |ANMDOOO1 ONT-AMD-0722-A/002 1875.00 2250001 15/07/2024
DOC04226  |30/07/2025 |BARDOO1 ONT-BAR-0722-A/003 356,25 427,500 15/06/2024
DOC04226  |30/07/2025 |BARDOO1 ONT-BAR-0722-A/003 356.25 427.50/* 15/07/2024
DOC04227  (30/07/2025 |BOLODO1 ONT-BOL-0722-4 /004 375.00 450,00 15/06/2024
DOC04227  |30/07/2025 |BOLOOO1 ONT-BOL-0722-4 /004 375.00 450.00* 15/07/2024
DOC04228  |30/07/2025 |BRIOOOZ ONT-BRI-0722-A/005 750,00 900,00 15/06/2024
DOC04223  |30/07/2025 |BRIOOOZ ONT-BRI-0722-Af005 750.00 900.00* 15/07/2024
Totals : 0.00 0.00
Action - 2] Post Cancel
(De) Select F5
) Beverse Selection F&
View Accept g VA
View 3
Exception F3
Override Credit/Stop Status
Memo F2
Cancel

You can use the following commands on the Action menu.
Page 5 of 6
Registered office, as above, Profile Technology Services Ltd. Registration number 02328351


http://www.profile.co.uk/

( Q)BOF"_E be smart with technology

www.profile.co.uk tel: 01442 236311

(De) Select Toggle the selection of a line on or off. If selected, the word 'Yes' appears in the Select
column. If the word 'No' appears in the Select column, an exception condition exists,
but you can still change the status to 'Yes'. If an asterisk (*) appears in the Select
column, an exception exists that prevents the document from being selected.

Reverse Selection Reverse all selections so that selected items are deselected and vice versa. This does
not affect those for which an exception condition exists.

Accept Accept the selections and proceed with the creation of invoices.

View View details of the selected document including header and line details.

Exceptions Display the exception details associated with the document.

Override Credit/ Display a dialog in which you can specify if accounts should be included in the Repeat
Stop Status Invoicing run if either of the following apply:

e the account is over its credit limit or will go over their credit limit when the Repeat Invoicing is run.
e the account is on stop.

Memo Display the memo associated with the document.

Page 6 of 6
Registered office, as above, Profile Technology Services Ltd. Registration number 02328351


http://www.profile.co.uk/

