Create an invoice in MyFleetCenter
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Objectives

1. Create an invoice

2. Edit anin-progress invoice

3. Submit an invoice for billing
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Create an invoice

1. Login to Midas.MyFleetCenter.com
using your Store User Login

2. Click on Create Invoice

DAS
: "Extending the Midas Touch
MyFleetCenter

to your fleet billing”

Heet Lockup Tool

Welcome to the MyFleetCenter.com fleet lookup
tool! This tool has provided for your convenience
to assist you in making the decision of whether or not
to provide service to a fleet customer.

To get started just start typing some information d
(at least 4 characters] about the fleet info the
search box to the right. The following items are
searchable using the fleet lookup tool:

@ sccount #
Company name
Company address
Company phone
License plate
WIN

By default searches are restricted to your state and
surrcunding  stafes. To search all states click the
"Search local only” switch to toggle it from "On" to
"Off".

If any matches are found they will be displayed -
in tha section to the right. v

To ensure you have the comect fleet, click on an
account number to view detail about that fleet.

Lookup Aeet  Creale Invoice Invoices ConlactlUs Log Out

. H 3f~|unag
midasdealer. myfleetcen er.com |M

invoicing that moves as fas as your business

Search for: | |

Search local only: m_

Search Resulis
Account | Co. Name | Address

Data error.
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Create an invoice

1. Click Create a New Invoice

2. Enter the information from your invoice:
*  Invoice number
e  Service date
*  Fleetaccount #

Tip! If you don’t know the fleet account number, you
can look it up using the magnifying glass! Remember
to enter at least 4 characters to search.

3. Click the right arrow to continue

Tip! You can save at any time and come back to the
invoice later by clicking Save Changes!

— <

Lookup Heet Creaie Invoice Invoices ContactUs Log Out

L] 3 Invoice
IM Management

DAS
2 "Extending 1hq Midas Touch
MY“EEiCenLgmr to your fleet billing

midasdealer.myfleetcenter.com

invoicing that moves as fast as your business

Create/Edit Invoices

(e =LIEYSCM|  Pending Invoices
[
| Start > Welcome to the MyFleetCenter.com manual invoice

antry tool. This tool has been provided for your
convenience to allow you to manually enter an invoice
into the MyFleetCenter.com system. The invoica entry fool
allows you to do the following:

: ‘
Watch Tutorial

| I |

@ create a new invoice

(o= NS0 Pending Invoices
Invoice Number, Service Date & Fleet Informafion
Invoice #/Date/Fleet

. 2
Invoice number: |Lff |

Senvice date: |T,'f3
Fleet account #: |T,'f3 ;3|

Show me an example
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start Driver Information
Invoice #/Date/Fleet Driver name: |Jue Smith p‘
— Address: [12345 Test Street |

Country:

H H City: [ Middleton |
Create an invoice — Enter o

driver & vehicle information eGSR

The invoice informofion
hos been chonged ond
has not been saved yat

1. Complete all the boxes in the Driver
Information Screen

2. Click the right arrow to continue

]
($E=L IV Pending Invoices

3. Enter Vehicle and mileage information

Vehicle Information

4. Click the right arrow to continue [uoce fibaees] vericl make: [ AFord 2

Vehicle model: |T_’,?Focus

Vehicle vehicle year: | 2020
License plate: |T_’,?ABC123
Tip! Fields with a star are required. Mileage e
is critically important to getting paid, as is ieoge: - [Arass |
correct vehicle information. o s

The invoice information
nos been chonged ond
hos not been soved yet
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Pending Invoices

Invoice #/Date/Flest

1ofal

i Enter invoice omount due:
Descripfi —

Create an invoice — Enter
services

Mo items selected
Services

1. Enter the total amount of your invoice, e
including tax in the box in the upper right ﬁ mending mvoices
corner.

Ld Services

2. Click Open Item List to open up the list of |m - 2 Enternvoice amount due
ir Conditioning Inspections

serv | ce cate gO ri es Air Conditioning Refrigerant Code @Qnt. Unit loc. Price Descripfion Detail Total

Air Filters

Alternators and Starters Mo items selected
Apperarance Products and Services

3. Scroll through the list until you find the Batercs

Battery Installation and Maint ice

category you want and double click to BlecdTluch Brake Fuid

Brake Calipers
enter Brake Drums and Rotors

. Brake Inspaction
Branded Tires

As you enter each category, you will need to Car Rentals

Catalytic Converiers

enter the unit, location, price and Clean and Adjust Brakes

Coaling System Flush

description. (See next page) Decarbonization invoice sub-fofol: | §0.00

Differential Fluid Pre-pay omount: 0.00
Disposal Fee Invoice amount due:

Economy/Limited Warranty Mufflers
Engine Diagnostics - Ne=" e

—
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@/ "Extending the Midas Touch Management

Create an invoice — Enter ; Ty
MyFleetCenter JRAREALGLILS midasdealer.myfleetcenter com

s e rVi c e s i invoicing that moves as fast as your busmess

Pending Invoices
: I
1- Make sure eaCh Item has. Invoice #/Date/Fleet _epe'rlﬂlm List Enter invoice amount due:
. Unit (each, hour, n/a, pint or quart) i
* Locatlon (N/AI FI FLI RI RRI RL) - - o Synthetic or semi- o o
. services E| 151 1 |EA ~|NA «| 30.00 |synthetic Cilang 50.00
*  Price Fiters i
. L E| 240 | 1 [EA ~[NIA ~| 2500 |arFiters 25.00
. Deta_ll—thls is where you enter any Al 200 | 1 [EA <[NA v| 15000 |maneames REPIaced Diivers Side front T mm
details regarding the service, or special — e E
notes. (Can be blank if nothing to add.) ] 600 | 1 |EA VINA v| 2000 |salestaxus 4 20
2. Don'’t forget to select the appropriate
category for sales tax, as this is an item I ‘ _ |
selection. ANt Pesararem o0
Invoice amount due: _
3. When you have everything entered, your ——
invoice amount due must balance the
invoice amount entered at the top. The

invoice amount due box will turn green.

4. Click the right arrow to continue.
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authorization information e ——

Create/Edit Invoices

e ———
(&=L Y=l Pending Invoices

Authorization #:

1. Complete as many boxes on this screen invoice #/DatefFlect
as possible. The more information you
provide the Fleet Management
Company, the easier it will be for them

Authorizer name:

| |
| |
PO #: | |
| |
| |

Wehicle/Unit #:

N Employee #:
to pay you. At the very least, you should Heel e
have an authorization number and/or PO
number.

2. Click the right arrow to continue.

The invoice informafion
has been chonged and
hos not been saved yet

<
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Create an invoice - Finish
When you are done entering all your
information, you can double check your = (i
entries by clicking the View Invoice Preview
box.

If everything looks right, click Finish.

Preview Invoice

When the Finalize Invoice? Popup box
shows up, click Submit to send the invoice
to MyFleetCenter to be billed.

T winvoice Preview

Finalize Invoice?

Finalizing this invoice will c t to be locked from
further edifing and submittqi for processing. Are
you sure you want to finalize this invoice?

e

The invoice information
haos been changed ond
has not been saved yet
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Edit a pending invoice

Create/Edit Invoices
e |
Create/Edit | =l NieTe=1

Action | Invoice# Service i License Store Total Disc. | Pmis Balance

1

If you saved a partially completed invoice
that you need to finish:

= =B 12345 4/29/2021 Joe Smith ABC123 MDS00000 275.00 0.00 0.00 275.00

1. Click on the Pending Invoices tab

2. Click on the Edit button in the Action
column to continue entering your invoice
detail

3. Follow the same create an invoice steps
shown on previous pages until you
submit the invoice

TIP: If you no longer need to enter this

invoice, click the red X in the Action column to
delete it

TIP: To view the invoice, click the invoice
number
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Recap

1. Create an invoice
1. Create a New Invoice
2. Follow the steps to enter all invoice details
3. Finish and submit

2. Edit or delete a pending invoice
* Click the pending invoice tab
* Select the appropriate action
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