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Generating an Invoice

Security Note

To view the Pricing tab of an event, a user must have the following permissions in Series25 Group
Administration: 

Basic Options: 4.0 View Pricing on Events
Object Security Edit permissions to the event

To Generate an Invoice From 25Live
Note: An Invoice Must Be Defined for the Event Type

To generate an invoice, there must be an invoice defined in the ReportsReports section of the Event Types List  for
that event type. 

1. Go to the Event's Details View
Find the event in 25Live and view its details.

2. Go to the Pricing View
Use the PricingPricing tab to go to the Pricing view.

3. Print Invoice From the Summary Section
Scroll down to the SummarySummary section to find the Print InvoicePrint Invoice section. If your Pricing ModePricing Mode is set to StandardStandard, you
can print an invoice report for the entire event. If you are in PaymentPayment mode, you can select a custom invoice if you
have any available.

This button uses the default invoice report associated with the event's type. If no default invoice report has been
configured, you must select a report from the More Actions menu (see below).

Image: Use the Print Default Invoice button from the
Standard Pricing Mode to generate an invoice for the

entire event.

Image: Use the Select Invoice dropdown from the
Payment Pricing Mode to generate a custom invoice.
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You may also export/print an invoice that that is limited by Organization. Use the OrganizationOrganization dropdown when
available to choose which org to limit by, or select All OrganizationsAll Organizations. If event has one organization, then
the dropdown does not display. 

After generating an invoice, you can select it along the left-hand column. When an invoice is selected, more options
are available, such as the ability to edit the invoice number using the edit icon (80 characters, alphanumeric
characters, and special characters allowed). You may also lock a selected invoice.

See Viewing and Modifying Event Pricing  for more pricing and invoicing options.

Tip: Generating Invoice From More Actions

Image: Use the Organization
dropdown to choose which to

limit by.

Image: After selecting a generated invoice, you have the option to edit the Invoice number.
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You can also use the Print InvoicePrint Invoice option in the More ActionsMore Actions display to choose to output an InvoiceInvoice in
different formats (if an invoice has been defined for that event's event type). Using this method will only
output an invoice for the whole event using standard pricing, not custom invoices. If no invoice report is
available in the options, it is because none has been associated with the event type in the 25Live Event
Types List.

To Generate an Invoice From the 25Live Accounting Tool
For information on generating an invoice for a specific client organization using the 25Live Accounting tool,  see
articles on 25Live Accounting. 

Image: Use the Print Invoice link in More Actions menu for an alternative way to print an invoice.
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