
How to create an invoice without time tracking
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1.  On the top of your screen, click on ‘Work’ then ‘Invoicing’

3.  Select the client and project you 
would like to invoice. Insert the invoice 
date and click on ‘Create new invoice’

4.  Click on add invoice items

2. In the top right hand corner, you will find a bright green 
button “Add New Invoice” click on this

	  

	  

	  

	  



Page 2 of 2

5. Add the details of number of days 
worked, your day rate and add some 
details in the details box  regarding 
the relevant invoice, then click create 
and finish.

6. Your invoice is ready to send so click send by email, if you send invoices to your client, or 
just click on mark as sent if your client is self-billing.

	  

	  


