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Invoices!

Using Microsoft Excel

What is an invoice?

An invoice, (or bill, or tab) is a commercial document issued by a 
seller to a buyer relating to a sale transaction

It indicates: The products or services, quantities, and agreed-upon 
prices for products or services the seller had provided the buyer.
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The idea here…

IT’S A STANDARD FORM THAT 
AN EMPLOYEE WOULD FILL IT

IT SHOULD AUTOMATICALLY 
CALCULATE FINAL PRICES

Important 
Data Needed

• Rows of items, each with:
• Description of item
• Cost of individual item
• Quantity of items
• Subtotal for that line

• Who the invoice is for
• Who the invoice is from
• Date
• Breakdown of tax, shipping (if needed), 

and total amount owed
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Examples
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Important Note!
Any and all online templates are explicitly not allowed.

You will get a mark of zero if you do not create the invoice yourself.
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