
Emailing a receipt via the receipt entry screen 

 

 

To email receipt from Receipt Entry Screen 

 

 

This is currently the screen you 

use to enter a receipt and print 

for a customer 

Step 1 

From the same 

screen tick the 

box next to PDF 

 Step 2 

Click complete receipt 



 

 

 

 

 

 Step 3 

Click on this link that 

appears on the bottom 

of your screen 

 Step 4 

Click on the envelope 



 

 

 Step 5 

Click Continue 

 Last Step  

Enter email address and click 

send 


