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1.  Click on ‘Work’ then ‘Invoicing’

3.  Click on Edit at the right hand side 
to amend the line(s) already on the 
invoice or click on add invoice item to 
create a new line.

Tips:
To change the invoice date, time, payment 
terms and invoice number click on edit at the 
top of the screen.

2. Click on  the relevant invoice which needs  to be amended


