Step 1. Log into Sage Online
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+ Create A Home A Notifications  Tasks ‘
Summary Sales Cashbook Contacts

Banking v  Adjustments v  Reports v  Settings v

Coree I3

Hi, Il o

This Year This Month

Money in m Money out m

Balance

Invoices

Customers by outstanding invoices Customers by overdue invoices

No customers have outstanding balances. No customers have overdue balances.
Add a new sales invoice Add a new sales invoice,

Banking
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Balance Balance




Step 2. Editing registered address on invoice
Select Sales -> New invoice

ﬁ Accounting =+ Create n Home A Notifications Tasks Help ~
Summary Sales Cashbook Contacts Banking +  Adjustments v  Reports v  Settings v +
Sales @

Create, view and manage your sales invoices and credit notes.

All Qutstanding Overdue Paid Draft

0 of 0 selected [ C From 123/02/2026 @ To \23/03/2026 il (' search ) m

£ MW Number Date Customer Telephone User Total Outstanding Issued Status Attachments Actions

No Results To Display

Show 10 V records Page 1 ofl 0 records



Step 3. Customising invoice
Select Customise -> Templates and Logos

Accounting

Customer*

Summary Sales Cashbook Contacts

New Sales Invoice @

Create a new invoice to send to your customer. To search for or to create a new customer, start typing in the Customer box.

Banking v  Adjustments v  Reports v  Settings v

Invoice Date* Reference

[

0 | (2303206 @ ‘

Description*

+ Create

Category*

‘ 4900 - Misc Income

A Home A Notifications  Tasks

Corene 13

$ Reorder lines

Notes Terms and Conditions Net
Payment terms: 30 days from date of invoice |
VAT
Bank:
Names:
Sort Code: ‘ Total
Acc No: -|

& Preview

Document preferences (7

Price/Rate* VAT Rate* Total

. 0.00 | 0.00
0.00
0.00
0.00

@ CIZED




Step 4. To view or edit the business details
Select ‘View or edit business details’

+ Create ) Home M Notifications  Tasks
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Conte I

Summary Sales Cashbook Contacts Banking v  Adjustments v  Reports v  Settings ~

Templates and logos @

Choose a template that best suits your brand, make changes and add a logo.

Business details

. - o Vi i i
Check the business details shown on your invoices ( B M or nch. b Chnatis _)

and other sales documents.

CHOOSE TEMPLATE

RALES MVOICE
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Cancel e Preview m




Step 5. Enter detail into Registration address.
Enter detail into Registration address section -> Confirm

Confirm your trading
information

Company registration number

Registration number must be 8 characters, with letters and numbers.

Country of registration

| England and Wales

Registration address

[] Same as trading address

Registration address line 1

|

Address line 2

|

City or Town

|

County

|

Postcode

For example, AB12 3CD.

L

Do this later




Step 6. Check if details updated on invoice.

Select ‘Preview’

Accounting

Banking +  Adjustments ~

Reports ~

Settings ~

Cashbook

Contacts

+ Create A Home A Notifications  Tasks ’

Corns 1D

Summary Sales

Templates and logos @

Choose a template that best suits your brand, make changes and add a logo.

7@ View or edit business details

and other sales documents.

Business details

Check the business details shown on your invoices

L
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Step 7. Updated registered address

The updated registered address will appear at the bottom of the preview invoice (as indicated by the highlighted section)

Document Preview X

Description Price/Rate VAT % Net
Your product or service description one
Your product or service description two
Your product or service description three

VAT Rate
Standard 20.00% (20.00%)
No VAT (0.00%)

Terms and Conditions:
Payment terms: 30 days from date of invoice

Registered n England and Woles No. Il . vAT Registration Number G & N
Regisiered Adoress Updated. Registered addvess, Updale address, New town, UP7 4TE
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