
There are two methods for getting copy invoices, directly from the Matic Track or from our
accounts software Xero.

1. Go to the Project you want a copy invoice for

2. Under the invoices section you will see all the invoice related to this Project

3. If an invoice is viewable there will be a "View Invoice" button

4. Click the button to view the invoice

5. You can then copy the Invoice URL from the URL Bar

Sending a Copy Invoice

Sending from MaticTrack
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6. Or you can download a pdf using the buttons at the top right

1. Log into Xero

2. Search for the Invoice Number using the search bar

3. Click on the Invoice you want to View

4. To download as a PDF

5. To Email directly to customer

1. Click the three vertical dots

2. Click Email

Sending from Xero
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3. Add any additional emails and decide if you want to attach the invoice as a PDF or
link to the Xero to view online
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