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1.  On the top of your screen, click on ‘Work’ then ‘Invoicing’

3.  Select which contact and project 
you would like to invoice. 

Under ‘unbilled time’ select the drop 
down menu and choose ‘one line per 
timeslip’ (this will pull through your 
unbilled time sheets into the invoice) 
If you have expenses that need to 
be billed click on the ‘add unbilled  
expense’ drop down to select them 
and add to the invoice.

Click on ‘create new invoice’

2. In the top right hand corner, you will find a bright green 
button “Add New Invoice” click on this

Tips:
If Selecting one line per timeslip, highlights all the days worked and this will prove a handy check if you 
have a discrepancy with the client.
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4. Your invoice will be  created and is now ready to send.

	
  


