Third Party Invoicing

sQuid Trips & Offers User Guide

Home page: MAIN MENU BAR

Select TPI from the main menu bar
to create and manage invoices.

You can create and manage third
party invoices, for instance for
facilities hire, via sQuid Trips

& Offers.
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Invoice Management

Create and manage invoices.

Create new invoice Manage invoices

Click on TPI (third party invoicing) in the main menu bar at the top of your home screen to create and
manage invoices, e.g. to external parties for hire of school facilities.

01 Create a new invoice
« Click on the Create new invoice tile

« Enter an invoice reference number. You can generate this number to follow your own system, or
you can leave this field blank and a reference number will be generated automatically.

« Enter the invoice due date.
. Enter the client’s email address - the invoice confirmation and link will be sent to this address.

 Enter the client’s details (name, address, etc.). If this is not your first invoice, you will be able to
select from a drop-down menu of recent clients to automatically populate this field

« Tick to enable the use of bank transfer payments on this invoice where indicated, if required.
- Select the settlement account and ledger codes from the drop-down menus which will
appear if bank transfer payments has been selected.
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< Back to invoicing

Create new invoice

Enter invoice the details in the fields below

Invoice reference number ® Invoice due date *
10021 21/04/2023
Client email * ® Client details *
office@dramaticducks.couk Dramatic Ducks
Priory Lane
Herts, AB4 2CD

« | Enable the use of bank transfer payments on this invoice

Select settlement account * Select ledger code *

Main Account (AM - PMNEWS: 1) v 123 v

Quantity Description VAT (%) Unit price VAT amount Total price Delete

1 Use of main hall for drama club StandardRate20%[z v £ 30000 £ 5000 £ 30000

Total: £300.00

Notes

Client details * Choose From Recent Client Details

Client details * -OR- Select a recent client's detail g

Select arecent client's detail
Dramatic Ducks

+ Enter the quantity from the drop-down menu and a description of the item in the appropriate
box.

« Select the appropriate VAT rate from the drop-down menu and enter the unit price. The VAT
amount and total price will be automatically calculated.

+ Click the orange Add item button for each additional item you wish to add to the invoice, or the
red Delete button to remove an item.

« You can enter any notes to the client that you may wish to in the box below.
« Once you have finished, click Create invoice at the bottom of the screen.

« Click OK on the Create invoice screen once you are happy to proceed.
*Please note that once the invoice has been created, it cannot be edited.

+  You will then see the Invoice created successfully screen. Click OK.
+ The client will now receive an email containing a link to view the invoice.

« The invoice will now appear on the Manage invoices page (see 02).

Create invoice Invoice Created Successfully

Please see Manage Invoices to view and manage your newly
created invoice
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Once this invoice has been created you will not be able to edit it.




Notification of Invoice

= Reply | %) Reply Al ‘ Forward ‘ ‘

no-reply@squidcard.com ‘@ € Reply | % Reply —> Forwar ‘ !‘ =
PY To © School Administrator Tue 21/03/2023 15:05
Q = I

To whom it may concern,

This email is to let you know that you have received a new invoice(reference: 10021) from The Acorns School. The invoice is for £300.00, and the invoice is due no later than 21-04-2023
To view and pay your invoice click here.
If you have any questions regarding this invoice you can contact Skittles Academy .

Kind regards,
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02 Managing invoices
Click on the Manage invoices tile. Here you can view your invoices and check activity

+ You can see all your invoices listed and their status

+ You can search for an invoice by date or by status by clicking on the Show filter button at the top
right of the screen.
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< Back to invoicing

Manage invoices

View invoices and check invoice activity

Status Due date from Due date to
Al v | sectondate Seecttodae
INVOICE ID CLIENT DETAILS CREATED DATE DUE DATE AMOUNT  STATUS ACTION
12348 Scientific Salamanders 31/02/2023 31/03/2023 £180.00 Pending
payment
12347 Arty Aarvarks 27/02/2023 28/03/2023 £150.00 Overdue
12346 Arty Aarvarks 27/02/2023 27/03/2023 £180.00 Paid
12345 Dramatic Ducks 27/02/2023 27/03/2023 £600.00 Cancelled

First | Previous Next Last

02.1 Status: Paid
+ (Click on the action cog next to an invoice with status Paid to View invoice.

« The client will have received a confirmation email when the invoice was paid.

INVOICE ID CLIENT DETAILS CREATED DATE DUE DATE AMOUNT  STATUS ACTION
412487 Arty Aardvarks 03/05/2022 17/05/2022 £10.00 Paid
123845 Scientific Salamanders 03/05/2022 10/05/2022 £1. View invoice
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< Back to manage invoices

@ Print & Download 25 POF

Invoice

Dramatic Ducks

The Acorns School

Invoice date
21/03/2023

Due date
21/04/2023

Invoice reference number VAT number
10021 9339286 91
Due by Friday the 21st April 2023 £300.00
1fyou pay by 3 bank transfer use the account number, sort code, and reference supplied below.
Account number Sort code Referen
12345678 123456 10021
Quantity Descrij iption VAT(%) Unit Price VAT amount t Total price
1 Drama 20% £30000 £5000 £30000
Net Total £250.00
VAT Total £50.00
Invoice Total £300.00

02.2 Status: Pending
+ Click on the action cog next to an invoice with status Pending to View invoice, Send reminder,
Mark invoice paid or Cancel invoice.

« The actions Mark invoice paid and Cancel invoice cannot be undone. You will be reminded of
this when prompted to confirm these actions

+ The client will receive a confirmation email when an invoice is marked as paid, or an invoice has
been cancelled.

« The client will receive a reminder email containing a link to view the invoice when you click
Send reminder
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INVOICE ID CLIENT DETAILS CREATED DATE DUE DATE AMOUNT STATUS ACTION
12344 Dramatic Ducks 20/12/2022 20/12/2022 £1.00 Pending
pavment
View invoice
412487 Arty Aardvarks 03/05/2022 17/05/2022 £1.)
Send reminder
123845 Scientific Salamanders 03/05/2022 10/05/2022 £1) Mark invoice paid
Cancel invoice
120001 Dramatic Ducks 08/04/2022 21/04/2022 £1( |
School Administrator
e
R o
< Back o manage invoices
Mukipid @ Pint | 4 DownloaasPOF
Invoice The Acorns School
Dramatic Ducks invoice date Oue date
210372023 2110472023
| | &
~
\ /
R
Cancel invoice

Send reminder

Notify the user with a reminder of this invoice

conFRmM

CANCEL

Mark invoice as paid

This option cannot be undone.

CANCEL

This option cannot be undone. The user will also be notified of
the cancellation

CANCEL

v2.0



02.3 Status: Overdue

« Click on the action cog next to an invoice with status Overdue to View invoice, Send reminder,
Mark invoice paid or Cancel invoice.

« The actions Mark invoice paid and Cancel invoice cannot be undone. You will be reminded of
this when prompted to confirm these actions (see images 02.2)

« The client will receive a confirmation email when an invoice is marked as paid, or an invoice has
been cancelled.

« The client will receive a reminder email containing a link to view the invoice when either you
click Send reminder, or automatically if an invoice has gone overdue.

INVOICE ID CLIENT DETAILS CREATED DATE DUE DATE AMOUNT STATUS ACTION

12344 Dramatic Ducks 18/12/2020 23/12/2020 £10.00 Overdue

View invoice

412487 Arty Aardvarks 03/05/2022 17/05/2022 £1)

Send reminder

123845 Scientific Salamanders 03/05/2022 10/05/2022 3 irichweice paid

Cancel invoice

120001 Dramatic Ducks 08/04/2022 21/04/2022 £1(
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Invoice Skittles Academy

Due date

Arty Aarvarks taveice date
27/0312023 28/03/2023

02.4 Status: Cancelled
+ (lick on the action cog next to an invoice with status Cancelled to View invoice.

- The client will have received a confirmation email when the invoice was cancelled.

INVOICE ID CLIENT DETAILS CREATED DATE DUE DATE AMOUNT STATUS ACTION
412487 Arty Aardvarks 03/05/2022 17/05/2022 £10.00 Cancelled
123845 Scientific Salamanders 03/05/2022 10/05/2022 £1. View invoice
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Invoice The Acorns School

Arty Aarvarks Invoice date
27/03/2023 2503/2023
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