Create an Invoice

03/12/2026 12:57 pm EDT

To create an invoice, click Reports on the top banner.
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Click Rental Services Invoice:
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Rental Services Invoice Edit

Click on Customer and find the customer you are invoicing:
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The due date should be the event date.
In the Options drop-down Report Title should be “Invoice # REHHH

The invoice number is the permit number.
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And click Run Report.



THE CITY OF N

COLUMBU

Administrative Offices sl == RECREATION AND PARKS

1111 E Broad St
Columbus, OH, US 43205
(614) 645-3300

Cox. Steve Invoice # R1111

18169 Timber Trails Rd
Marysville, OH 43040

UsA
Customer # 98630
Phone # (614) 736-0536
CREDIT ON BALANCE DUE BY
STATEMENT DATE | TOTAL CHARGES TOTAL PAID ACCOUNT TOTAL BALANCE DUE Apr 4, 2026
Jan 23, 2026
3:2,;"“‘ $10,670.00 $0.00 $0.00 $10,670.00 $10,6T0.00

Receipt (Permit) Number Payment Schedule Next Due Date MNext Amount Due

3005345.051 Permit: 1 Payment(s) Due Mow 2. 750.00

R2328

3005385.051 Permit: 1 Payment(s) Due Mow 1.800.00

R2344

3005395.051 Permit: 1 Payment(s) Due Now 6,320.00

R2350

Save the Invoice in the P Drive:

B - PERMITS > Depositstuff > Invoices » 2026 Invoices »

And then name the file the Invoice # R

put in the correct folder:

W Park Permit Invoices /21, ) 11:17 AM File folder

B Rental Services Invoices M File folder

And then send the invoice to the customer with the template, and be sure to fill out the Invoice



Form.

Which can be found here:

Invoices


https://columbusoh-my.sharepoint.com/:f:/r/personal/recmsonedrive3_columbus_gov/Documents/Rec%20%2526%20Parks%20Base/Customer%20Service/Invoices%20%2526%20Signatures/Invoices?csf=1&web=1&e=k9MovU

