
Bulk eMailing of Invoices

emailing Invoices in Bulk



An overview of how it works ...

Create a list of invoices using the 
Invoice Advanced Search

Select what you would like to do with 
these invoices
• email
• print
• view on screen
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How to get there ...

Financials  Advanced Search  Invoice
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Use the filters provided to 
select your desired invoices, 

then click ‘Search’.
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Select ‘Print/View/Send’ from 
the Option box

You can deselect any invoice
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Select what action you wish to 
perform on the selected 

invoices

Select an invoice template
(the default template is displayed)

Change this option to ‘Yes’ if you wish to 
record this action against the selected 

invoices



What if I have more questions?

• Click on the red question mark within any form for help on that particular page

• Call your support partner (if you have one) 

• Log a support issue via the ‘Help’ link located at the bottom of the myworkspace screen

• Contact myworkspace Help Assist on 1300 131 848
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