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Preparing an Invoice 
 
You can now prepare invoices for your clients. Great for when you have a client waiting in reception 
for their appointment and they want to add products to their final bill. There are two ways in which 
you can do this from the calendar screen.   
Right click on the appointment and select Prepare Sale  

 
 
Double click on appointment and click on Prep Sale at the bottom right hand side of the 
appointment screen.  

 
 
Once you click on Prep Sale the Prepare Invoice box will open. Add products or services to the 
invoice then click on Save. 
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When you’re ready to complete the sale you can right mouse click on the appointment and select 
Complete Sale 

 
 
Or open the appointment and select Complete Sale from the bottom right hand corner of the 
invoice. 

 
 


