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KxConferencing

Creating a New Invoice Template

Event Invoice Maintenance

Kx Users with suitable access rights, can change event invoices.

E}B KxConferencing
B General Security

Booking Contract Template Maintenance

----- Event Invoice Template Maintenance

Guest Invoice Template Maintenance

Report Template Maintenance

----- Residential Booking Contract Template Maintenance

KxConferencing>Event>Financial>Current Charges>Invoice>Template Maintenance

]
E Event Invoice Maintenance

B Z h L ¢ [N @ =

Backup / Edit Copy Fename Edit Fixed Edit Edit Preview
Restore Template Template  Template Text Formats Images Report

" Templates } Mapping

Template Mame

Template:

External Invoice

Internal Invoice

Highlight the EXTERNAL invoice and Backup/Restore

B

Backup /
Restore
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Then click on Copy Template

.
Copy
Temnplate

Choose the Invoice Template you wish to copy from

'. Copy Event Invoice Template

- O ©®

Back Copy Cancel

Original Template External Invaoice -

New Template Name  (internal nvaice

Student

Re Name Copied Invoice Template

Give the new Invoice template a name e.g. Student

E/| Rename Invoice Template

- B ®

Back Save Cancel

COriginal Template Student Invaice -

Mew Template Name |5tudent|nvoice |

Click on the COPY tick

'. Copy Event Invoice Template

- @

Back Copy Cancel
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When you return to the Event Invoice Template page, it will show the new invoice template

[
g Event Invoice Maintenance

E Z h b 2 0 @ =

Backup / Edit Copy Rename Edit Fixed Edit Edit Preview
Restore Template Template  Template Text Formats Images Report
ETempIatesé’/Mapping l

Templates can be edited here

Template Name

External Invoice

Internal Invaice

Student Invaoice

Back up/Restore the new template

-

Backup /
Restore

Edit the new Invoice Template

Click on the Edit Template OR use the 3 edit buttons to change things on the new invoice template

g 4 [ @

Edit Edit Fixed Edit Edit

Temnplate Text Formats Images

Edit Fixed Text

, Edit Template Text OFE DDA B [ERLEEEN
«| 7 C x -
Back Highlight ~Clear Highlighted  Hiding Edit Save Cancel ‘:Ii uanCTSIty —— INVOICE
Selected  andRefresh  Invisible Text | Text 7 0] G]z\sgow mmmmm G
Sub Report Text Text Col|Backgrouna | visible [
D ¥
Report var | |[S—
Report | Glasgow Ll s
Report REMITTANCE ADVICE Ll
ceport GB 671798093 |
Report Tel: 0141330 6834 — ol S i
Report Tax Point: — oo e e - - - .
Report Rate i =
Report Finance Office i
Report Amount Ll
Report UNIVERSITY OF GLASGOW —
Report % —
Report UNIVERSITY AVENUE —
Report Total i
Report Inc. VAT i == e
Report GLASGOW Ll
Report G12800 Ll o
Report : — o
Report £ Ll —
Report Value Added Tax i
Report Please quote our invoice number when making payment i o
Report TOTAL Ll
Report University of Glasgow Ll
Report Glasgow —
Report £ —
Report G1zs0a —
Report G12800 — |
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Edit Formats

Edit Field Formats EEeErO0mARA| - e 0% 3 @
<= Py V4 X
4 - . .
Back Highlight ~ Clear Highlighted  Showing Edit Save Cancel q:t: UanCTSItY St G
Selected andRefresh  Invisible Fields | Format & 0) Glasgow P
Pipeline Data Field Example Text in Current Format Format Text Color |Background | Visible -
dd ddre v

Header1 3 Kinetic University
Details TotalEx! ount Sum(TotalEXVATAMOUNt) #,0.00;-#,0.00 - e .
Details Tot sumft unt) 2,0.00,4,0.00 R i .
Details TotalVATAmount Sum(TotalVATAmount] £,0.00;-#,0.00 s = o @
Details Tot: nvoiced | Sum{TotalAmountinvoiced) #,0.00;-#,0.00
Details TotalVATAmount sumfTotalVATAmaunt] 2,0.00,,0.00
Details Tot: nvoiced | SumiTotalAmountinvoiced) £,0.00,#,0.00 L____ i
Details \nvoiceText! 11 Kelvinhaugh Gate: Single Ensuite
Header1 PersonName Renee Pike
Details ExVATAmount 85.00 #,#4#0.00
Details VATRate 20
Details Quantity 1
Header1 EventDescription Kinetic User Conference 2025
Header1 InvoiceMumber 000
Header1 InvoiczNumber 000
Header1 DueDate 08/06/2025
Details Tot: nvoiced 102.00 # ##0.00
Details VatAmount 17.00 2,0.00;1%,0.00)
Header1 c N Kinetic University
Header1 PurchaseOrderNumber
Header1 StartDate |01/08/2025 dd/mm/yyyy
Header1 InvoiczNumber 000
User FullName System Administrator

Edit Images

N . . = P
[&] Edit Images @=rooDHH| = o w00% 2 @
<= ye X I
Back Highlight Clear Highlighted ave Cancel | Uan(:TSIty R
Selected and Refresh &7 of Glasgow o

Field Stretch

Imagel

University
of Glasgow

Mapping the New Invoice Template

Once the invoice is correct - it needs to be Mapped, so that the invoice appears for the correct site,
and the specific Event Type

Click on the mapping Tab

Template Name

External Invoice

Internal Invaoice

Student Invoice
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Click on Add Mapping

[
g Event Invoice Maintenance

h  +

Copy Add Edit Delete
Mapping Mapping lapping lapping

Template %Mappingé

Here you can choose:

Event Site

Business Type

Event Type

Sales Type

Which Invoice Template

Invoice Language (If more than one in database)

Whether Tax exempt or not.

+ Add Mapping

- B ®

Back Save Cancel

site R - |

Event Business Type |[AII]

Event Type \Sports Camp - |
Sales Type | AN - |
Report \Student Invoice - |
Invoice Language | Al ~|
Tax Exempt 'No - |
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