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Access these list-based Work reports by clicking on the Operations menu of the Work list 

and selecting either, Print Invoices, Print Single Records, Print Quotes, or Work 

Expanded Report (please see a separate document on this report). 
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Print Invoices  

This report will print Invoices based on either the “Selected Lines” or “All 

Lines” in the Work list.  You are also given the option to “Include Notes” 

from the Work record as well as “Exclude Invoice Header” and then select 

your own “Invoice Top Margin,” to be used when printing on company 

letterhead.  

 

 

 

 

 

 

 

 

 

 

Example of Print Invoices Report: 

 

 

 

Can add text from a Paragraph here 

(for example: remittance information). 
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Print Single Records 

This report will print a single record report for each work record in the list.  When 

this report is selected, you are given the option to print either “Selected Lines” or 

“All Lines” in your Work list.  

 

 

Example of Print Single Records Report: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

These details will 

only print when the 

Work Status Type is 

Closed. 

The Additional Amounts will 

only print when the Work 

Status Type is Closed. 
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Print Quotes 

This report will print a quote based on each work record.  When this report is 

selected, you are given the option to print either “Selected Lines” or “All Lines” in 

your Work list.  

 

 

Example of Print Quotes Report: 

 

 

You have the ability to add a Paragraph here for “terms.” 

These details will print, even if there is an 

Open Work Status Type. 


