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STEP 1: OPEN BILLING MODULE

e From the left-side navigation panel, Click on Billing.
e This opens the Billing Dashboard, where you can view estimated earnings, billing

summaries, & client-wise billing details.
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() click on Billing.

o Click on the Proforma tab
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STEP 2: SELECT PROFORMA INVOICE
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e Click on the Proforma tab to view the list of all proforma invoices.

e To create a new proforma invoice, click on Add Proforma Invoice (+).
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STEP 3: ADD PROFORMA INVOICE DETAILS
e Enter the branch, client, invoice date, invoice initial, and team details.
e Fill in the required fields and proceed to add services and charges.

ADD NEW CLIENT (OPTIONAL)
 Click on the Plus (+) icon next to the Client field to quickly add a new client.
e Enter the GSTIN, Client Name, Email, and Mobile Number, then click Submit.

Dashisoard Imvpice Receipt L(‘:ﬂgl."f CHDM E!::enmg Balance Adjustment Reparted Transactions

Add Proforma Invoice

Branch® XYZ & CO. - Ghaziabad

Cliant”

Invoice Date” Team

Invoice initial* GBOJ25-26/001 Amount Reverse Charges Audit

...... Quick Client Add

GSTIN

Name *

Email

Mobile Mo.




A0~

CA CloudDesk

STEP 4: ADD SERVICES AND SAVE PROFORMA INVOICE

e Add the service details by selecting the service, entering description, SAC,
amount, quantity, discount, and tax.
e Enter Terms & Conditions and Public Remarks (if required), then click Save or

Save & Add Another to create the proforma invoice.
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O Enter Amount o Enter Quantity o Enter Discount

o Fill Tax Amount

Add Proforma Invoice

Branch XYZ & CO. - Ghaziabad
e EC291) EeaTech Sohutions
s Dt FRMONZOIE Taam € cloud
Errvaice indtial © GBOfIS - 26001 Ameunt Raverse Changes Augdit
tems
S NG, Partcilsr o Dascaiption o SAC o Ao o ity o DHaE o o Tau Amount o Firupl Vlis Action
1 1 o

oe

o o i



®
n0n

CA CloudDesk

FINAL STEP: PROFORMA INVOICE CREATED

o After clicking Save or Save & Add Another, a confirmation popup appears
with the message “Proforma Invoice created successfully.”

 This confirms that the proforma invoice has been generated and saved.
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