How to Get Late Fees to Print on Invoices
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If the late fee showing on a customer’s account was created during statement generation, then it will not automatically
show on invoice statements printed from the customer account.

To get a late fee to show on the invoice statement, follow these steps -

1. Pull up the customer’s account

2. Double click on the invoice you wish to send to the customer

3. Click the Print Preview button in the top icon bar of SedonaOffice (a white paper with a magnifying glass in the
corner)

4. Select the desired Form, likely Bridgestone Standard. Note that not all invoice forms show late fees; Bridgestone
Standard does.

5. When the Printing Preferences window pops up, navigate to the Late Fees tab.
6. Check the box “Show Late Fees”
7. Check the box “Recalculate Late Fees”
8. Click OK
Customer ID Category AfR Account Tax Group
[0 |central Station G &4 |110110 [ [or-cuyehoga County
Invoice # 683137 2/1/2024 - 4/30/2024
Jack
32 North
Chagrin Falls, OH 44023 © Printing Preferences bd
Site Jack Form: |E'|m_:astsws Standard ;l
Address: .":ﬁ,,";’;f' Falls, OH 44023 Printer: [Microsoft Print to POF =l
Paper | Format | [tem Detail | Statement Detail Late Fees Ig.lshom|
[V show Late Fees
Ttems $50.00
Minimum Days Past Due N
Item asof [5/17/2024 =
p |RaD Minimum Invoice Balance ¢ [100

Annual Interest Rate % [18.00
Minimum Charge % |3.88

1. If the invoice qualified for a late fee according to the criteria, then the late fee will display on the invoice preview
as in the example below -



SedonaSecurity Invoice

?\lg%:'fa'lil}leh?lt 438888 St Lo
orthville,
(999) 4441111 CugcmerNumber 340
Invoice Number 683137
Invoice Date 21112024
PO Number
PAYMENTS APPLIED THRU 511712024
Job! Service Ticket#
CURRENTCHARGES
Description Amount
Jack, 32 North, Chagrin Falls, OH
3.00 Radio/Cellular Backup 30.00 90.00
Subrotal: $90.00
Tax 6.98
PaymentsiCredits Applied (69.00)
Invoice Balance Due: $27.98
Late Fee 1.46
IMPORTANT MESSAGES




