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QUANTUM ECONOMICS PAYMENT/RECEIPTS IN
INVOICES: A GUIDE FOR SELF-EMPLOYED

As a continuation of the previous guides explaining how to create and digitize invoices, once
all invoices have been successfully entered into the Quantum Economics system, the next step
is to mark them as paid or received. This ensures that they no longer appear as pending
payments or collections, keeping your financial records accurate and up to date.

Go to the Income/Expenses menu located on the left-hand sidebar of the main dashboard.
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MARK ISSUED INVOICES AS COLLECTED

As shown in the following image, within the issued invoices section, there are pending invoices
that we need to change to 'charged.' To do this, click on the invoice that appears as pending.
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Once inside that screen, we will need to go to the advanced options, where we should select
the "Make Collection" option.
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A window will appear that needs to be completed with:

The payment date, which in this case would be the invoice date.
Note text: We should enter "P/Client name + Invoice number."
Select the bank option.

Once these fields are completed, click Accept.
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Once the pop-up is completed, we will need to click Confirm and Record.
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MARK RECEIVED INVOICES AS PAID

Now, in the same Income/Expense screen, go to the top and select "Received," where you will
find the invoices received from suppliers. Just like in the previous case, these invoices will



appear as pending payment, so we need to modify them and mark them as paid. The process
is very similar to the one for clients.
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Once inside the invoice, go to the advanced options section and click on "Make Payment.
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Confirm And Count

Complete this section with:

Date: in this case, the invoice date.
Note text: we need to enter "P/ Supplier name + Invoice number."
Select the "Bank" option.

Once these fields are completed, click Accept and Confirm and Count.
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Once these steps are completed, just like in the previous case, the invoice should now appear

as paid.
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