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1 Accept invoice

smoobu invoicing
If your reservation was in smoobu it will be automatically generated

trigger for invoicing
your invoice may be generated at booking, arrival or departure of the guest
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2 Edit of an invoice

Values on the invoice
The values of the invoices are generated automatically from smoobu

Correction of the values
Correction is possible until invoice confirmation

Correction of the guest's data
Correction of the guest's data is possible even after invoice confirmation
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3 Correction of guest's data

Click on the user's name

smoobu invoicing - version 19/09/2024 Page 5



  smoobu invoicing - version 19/09/2024  

4 Change of the type of the guest

Individual vs Company
If you need to issue an invoice for the company choose the type "Company" in order to be able to add VAT details.
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5 Add the address

6 Add VAT number
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6.1 VAT number check

Validation error
If the VAT number is wrong the following error message will show up.
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7 Save guest's data

8 Printing of the invoice
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8.1 Print draft invoice
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9 Confirmation of the invoice

Confirmation of the invoice
Confirmation of the invoice creates the final invoice, that can't be changed later on.

Automated invoice confirmation
It is possible to set the system in such a way that the invoice will be automatically confirmed when created.
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10 See smoobu data

smoobu integration
Data are integrated each 15 minutes.
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11 Main menu

12 Click on the reservation
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13 Enter price details

14 Reservation data
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15 Using filtering and grouping

smoobu invoicing - version 19/09/2024 Page 16



  smoobu invoicing - version 19/09/2024  

15.1 Click on the filter

15.2 Click "Group By" to group items on the list
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15.3 Click group property

15.4 Saving filters and groups
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15.5 Save filters and groups
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