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11.A 

Introduction to Invoices 

The Invoice feature allows you to create a comprehensive invoice to bill for Fire 
Department services. You can keep track of any invoices sent for MVA response 
charges, inspections, permits or anything else your department bills for. 

 

11.B 

The Invoice Window 

The invoice window is accessed by clicking the “Invoice” button on Property, 

Incidents and Inspection windows.  
 

Note: 
Clicking on the Invoice button on any Non-property record will allow you to view a 
list of all the invoices attached to any Incidents or Inspections attached to the Non-

Property Record.  You can view these invoices, but it is not possible to add an 

invoice directly to the Non-Property record. 

 
To view an invoice, select it and click the “Show Details” button. 

 
To create a new general invoice for this property, click the “Add” button. 

 

 
 
There are 2 different invoice windows. The one for creating a new general invoice is 
discussed below.  

 

Note:  
The invoices for inspections are very similar to the general invoice. 
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The window for invoices associated with an incident is discussed later in the chapter 

(see 11.G) 
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11.C 

Invoice Window Fields 

ITEM 

Select the item from the drop down list. You must have an item selected or the line 
will not be saved. 

  

To add or edit the Invoice Item list, see: 

20.90 

 
PRICE 

The price field will automatically be filled in based on the item. You may change the 
price here if necessary. 

 
QUANTITY 

Enter how many of the items you need to bill – the default is 1. 

 
TAX 

Select the appropriate tax status for the item 
 
NUMBER 

You can either give your invoices manual numbers, or have FirePro auto-number 
them for you.  

 

To turn on Auto-numbering for Invoices, go to: 

 20.C.60 

 
PRINT INSURANCE DISC. 

If this box is checked, a message will print telling the addressee that they may 
forward this invoice to their insurance company. 

 
COPY FROM LIST 

The Copy From list allows you to select one of the contacts from the Property 

record and copy it into the Invoice 
 
STATUS 
IN PROGRESS – indicates that the invoice or inspection is still in progress and the 

addressee has not received the invoice.  

 
SENT – indicates that the invoice has been sent to the addressee on the date 

shown. When you click the “Print” button (11.D.10), you will be asked if you wish 

to mark the invoice as sent. Clicking yes will automatically mark the invoice as sent 

and enter the current date. 
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RECEIVED – indicates that the invoice has been paid on the date shown. When you 

click the “Receive funds” button (11.D.20), you will be asked if you wish to mark 

the invoice as paid. Clicking yes will automatically mark the invoice as paid and 
enter the current date. 

  
APPARATUS – allows you to select apparatus to include on the invoice if necessary. 

When you choose an apparatus and enter the times etc., the rates are 

automatically loaded into the invoice from the Inventory window (see chapter 

24). 
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11.D 

Invoice Window Buttons 

11.D.10 

 
 
Clicking the “Receive Funds” button will mark the invoice as paid and enter the 

current date into the Received portion of the Status field. 
 

11.D.20 

 

 
Click the “List” button to use stock wording for notes. 

 

To add or edit the stock wording, see  

20.90.20 & 20.90.30 
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11.G 

Other Invoice Windows 

There is also an invoice window that is accessed right through the Incident window 
by clicking on the “Invoice” button. This is primarily used for Automobile accidents, 
but can be used for other invoicing as well. 

 

11.G.10 

Vehicle Accident Report Window 

  
 

11.G.10.C 

Vehicle Accident Window Fields 

CAUSE OF EMERGENCY 

Select the cause of the emergency 
 
LOCATION OF EMERGENCY 

Select the location of the emergency 
 
OBSTRUCTION 

Select the description best describing the degree of obstruction 

 
NUMBER 

You can either give your invoices manual numbers, or have FirePro auto-number 
them for you.  
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To turn on Auto-numbering for Invoices, go to: 

 20.C.60 

 
OTHER INFORMATION 

Select other pertinent fields by clicking the check box. Many fields when checked 
will bring up a section for text entry. 
 
SEND TO 

Enter the name and address of the person receiving the invoice. The information 

will come forward from the information entered in the Owner of the Vehicle under 

the “More Info” button of the incident. 7.D.30 

 
PRINT INSURANCE DISC. 

If this box is checked, a message will print telling the addressee that they may 

forward this invoice to their insurance company. 
 
APPARATUS 

These fields are partially filled in with information from the incident window  

The unit and times are brought forward from the Truck Chart 7.D.70  

The rates are brought forward from the Inventory window (see chapter 24)  

 
MATERIALS USED 

Select from the list any materials used at this incident. The price will be filled in per 

the invoice item list – you will need to enter the quantity used. 
 

To edit the invoice items list for the material used field, see: 

20.90 

 
OTHER CHARGES 

Enter text and amounts for any extraordinary charges. Select from the drop down 
list or type in a single item name, amount and quantity. 

 

To edit the invoice items list for the other charges list, see: 

20.90 

 
STATUS 

IN PROGRESS – indicates that the invoice or inspection is still in progress and the 

addressee has not received the invoice.  

 
SENT – indicates that the invoice has been sent to the addressee on the date 

shown. When you click the “Print” button (11.R.20), you will be asked if you wish 

to mark the invoice as sent. Clicking yes will automatically mark the invoice as sent 
and enter the current date. 
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RECEIVED – indicates that the invoice has been paid on the date shown. When you 

click the “Receive funds” button (11.G.10.D.10), you will be asked if you wish 

to mark the invoice as paid. Clicking yes will automatically mark the invoice as paid 
and enter the current date. 
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11.G.10.D 

Vehicle Accident Report Window Buttons 

 

11.G.10.D.10 

 
 
Clicking the “Receive Funds” button will mark the invoice as paid and enter the 

current date into the Received portion of the Status field. 

 



 
  

Chapter 11 – Invoices – Updated September 2nd,, 2008 

11.R 

Invoice Reports 

11.R.10 
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Reports ���� Management Report Menu ���� Unpaid Invoices 

This report gives you a listing of all unpaid invoices in the system. 

 
You may view the individual invoices by selecting the invoice and clicking the 
“Show Details” button. 
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Reports���� Management Report Menu ���� Invoices 

This report allows you to select which invoices to view – paid, unpaid, or all as well 

as by type, for a specific date range. 
 

You may view the individual invoices by selecting the invoice and clicking the 
“Show Details” button. 
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11.R.20 

 
 
When you click the “Print” button on the Invoice windows, you will be asked if you 

wish to mark the invoice as sent. Clicking yes will automatically mark the invoice as 

sent and enter the current date in the sent portion of the Status field. Then you 
may print the invoice (below). 
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