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At the beginning of each month, we need to a raise all our invoices to our clients that need to be 
billed.  
Ensuring we have a PO to cover the billable amount, we go into our billing plan and this time select 
all the lines we want to invoice. We click on actions again and Select Invoice selected using BP 
content from the drop down menu. 
 

 
 
This will bring up a DRAFT invoice. We can see that because we are not recognising anything against 
this invoice and the amount is deferred. If we had previously completed and recognised work before 
raising the invoice this would pull through as accrued. We can see all the lines we have pulled 
through to invoice with the total. 
 



 
 
To make sure everything has pulled through correctly go into the Phase allocation tab. Click on the 
AUTO button again, but this time select ‘Allocate revenue as per BP’. 
 

 
 
 
 
 
Then go in the Accounts Analysis tab and clink Auto. This is to add the VAT amount to the invoice 
(20%). 

Tick ready for approval & SAVE & CLOSE. DO NOT MAKE REAL. We need to send these drafts to 
Centuar first so they can raise and send to the client.  



 
 
Once we have raised all the draft invoices, we need to send Hina/Centuar the draft invoice list. 
Go into Reports – Save Reports – Custom Reports & select ‘ReallyB2B draft invoice and BP v3’. 
 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

Check the dates are for the current month and then click Run to export the report. 

 

 

 

 

 



Check all the totals on column H and check that we have our Agresso ref in column Q so Centaur can 

link the correct client. Highlight any credits so they are easily spotted. Saved the file in the finance 

folder : (T:\ReallyB2B\Finance\REALLY INVOICING\Draft Invoice Reports )  

Then email over to hina.rajindra@centaurmedia.com with the Account directors on cc. 

See example of the draft invoice report: 

 

We then must add the draft invoice to our Really sales invoice tracker. This is saved here:  

T:\ReallyB2B\Finance\Really Invoicing\Copy of Agresso 2021 – Really Sale Invoices 

Add the Name of the client, Job number, Draft invoice number and the total of the individual 

invoices. All this information can be found on the draft invoice report we have just run. 

 

 

mailto:hina.rajindra@centaurmedia.com
https://centaurmedia-my.sharepoint.com/personal/melody_johnson_reallyb2b_com/Documents/Agresso%202021%20-%20Really%20Sale%20Invoices.xlsx


 

 

 

 

 

Once Centaur has processed and raised the invoices, they will send us over the copies. We then take 

the invoice number from each invoice (600001234) and add those to our tracker (screenshot above) 

in column A. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



We can then take our invoice numbers and make the invoices real in Synergist. Go to your draft 

invoices and click into the first invoice 

 

 

We have already made sure the draft invoice was correct but check again the totals have pulled 

through correctly and select MAKE REAL. Now you can add the 600001234 invoice we noted on the 

sales invoice tracker. Click make real again. 

 

We also need to add the invoice number to our RR lines. Go back into the billing plans and go into 

each RR line that are related to the invoice.  

 

 

 



Example Below: We have just raised the Jan invoice 6000131586 for GovX so all the Jan RR lines 

need to be updated. The invoice number is added to the Detail box.  

 

 

Once we come to month end, we can send the Really sales invoice tracker to Hina so she can check 

against Agresso. 

 

 

 

 


