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Using the Sales Batch Input 
 

This help document will show you how to input sales invoices and sales receipts 

through the batch input process. The batch input has been designed to speed up 

the entry of sales invoices and receipts on Liquid Accounts. 

 

The application has been designed to utilise the Tab key, not the Enter key. The 

Enter key has varying functions in different internet browsers. Tabbing through 

the boxes is quicker than selecting each one with the mouse.  

 
 

To input Sales Invoices using the sales batch input  
 

Please note that the inputting of sales invoices through the batch screen will not 

allow you to raise multiline invoices. If you need to raise a multiline invoice, you 

need to use the standard sales invoice input method (in the Help section refer to 

Sales / Enter an Invoice). 

 

Select the Sales menu tab at the top of the screen, before selecting the Batch 

menu option. 

 

 
 

 

Select sales invoice from the drop-down menu. 

 

 
 

 

Enter the date of the sales invoice that you are entering. Alternatively press full 

stop (.) then tab to enter the current date. 
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Enter the customer ID into the Customer box and select from the drop-down 

menu that appears. 

 

 
 

 

Enter your desired invoice number into the Inv. No. box. Alternatively, if you 

leave it blank it will automatically select the next available invoice number 

(“auto” will appear in the box). 

 

 
 

 

Enter your desired product detail into the Detail box. 

 

 
 

 

Enter the net price into the Net box. 
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Choose the correct VAT code from the drop-down list in the VC box 

 

 

 
 

 

This should automatically work out your VAT in the VAT box. 

 

 

Select your desired nominal code from the drop-down list in the Nominal box. 

 

 

 
 

 

If you have the Costing module enabled, select the costing code from the drop-

down list. 
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Your entire sales invoice should then appear below, once you have clicked the 

Save button. Click Post to complete them. 

 

 
 

 

 

 

To enter Sales receipts using the sales batch input 

 
 

Select the Sales menu tab at the top of the screen, before selecting the Batch 

menu option. 

 

 
 

 

Select Sales receipt from the first drop-down list. Then select the correct date in 

the Date box. Then choose the correct Customer from the drop-down menu. 

 

 
 

 

Enter any details that help you identify the sales receipt in the Our Ref box, for 

example a cheque number 

 

Enter any details to help identify the sales receipt for the customer in the Their ref 

box, for example an invoice number. 
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Enter the Net price of the item. Select the correct bank accounts from the Bank 

drop-down menu. 

 

 
 

 

Click Save and the record will be added to the list below.  

 

You can select to view the entries made by the current user or all users if you 

have more than one. Simply choose from the drop down menu. 

 

 
 

 

If you wish to delete a transaction, press the Delete button next to the line you 

wish to delete. To edit a transaction, press Select next to the line you wish to 

change and then change the details above. Press Save to confirm the changes. 

 

 
 

After you have saved the transaction, the details will remain in the boxes above. 

This will allow you to add numerous similar entries quickly. You can overwrite 

any of the boxes by selecting them and entering new details. 

 

Click Post to complete them. 

 

 


