
Head Office and Branch Customers 
 
It is possible to set up a customer as a head office and attach branches to it therefore 
invoices that are done for each branch are allocated to the head office account. In 
effect the only real difference is that the invoice name and address of the branch 
appears on the invoice, everything else; credits, receipts and refunds go to the head 
office. All invoices will appear on the head office customer statements. 
 
How To Set It Up 
Choose the customer who is to be the head office 
In Phone/Address – Customer Details tick the Make This A Head Office checkbox. 
Scroll down to the customer you want to attach as a branch. 
All the Head office customers will appear in the Head Office list. Position the bar on 
the head office you want to attach this customer to and press the small down arrow 
button to allocate. 
 

 


