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Overview 

 

To raise a Tax Invoice prior to check out in the Property Management System (PMS) allows the user to ensure the reservation has 

been charged correctly and promoting Best Practice in the accounting process.  

 

Standard 

 

Ensuring all properties, and respective employees, are adhering to the expected guidelines to maintain Best Practice throughout 

the network, whilst performing operational duties.  

Procedure 

 

A Tax Invoice needs to be raised for all posting including adjustments of $0 balance to check out the reservation out of the PMS. 
 
To generate a Tax Invoice the user will need to: 
 

→ Locate the reservation and select ‘General’ to enter the accounting screen. 

 

→ Identify the charge to invoice 

→ Select 'Invoice'. 

→ Select “Create Invoice” 

→ Select the Print Option or Email Option 

→ Select 'Create New Invoice'. 

→ Select 'Ok'. 
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Note: If the user needs to raise a Tax Invoice and not send a copy to the guest (when applying adjustment) the user can click 
‘Exit’ after following the above process. 
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