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Logging on 
A registered Tradex Active logs in by going to http://www.buildingregister.com/  

 

 

 

and hover over the ‘Free Invoicing’ tab and then clicking on ‘Tradex.Active’ 

The login screen below will be presented: 
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Your login name and password will have been supplied to you as a registered user. After logging in you will see 
the following screen: 

 

 

 

You now need to switch to the other tab in order to see the Tradex Active home page  
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Tradex Active Landing Page 
Having successfully logged in the user will arrive at the Home Page for Tradex Active: 

 

Functions 

A number of functions are available to the user: 

1. Create and send an invoice to one of your customers 

2. Invite a customer to send you orders 

3. View your own account information 

4. View invoices that you have sent 

5. View invoices that you have received. 
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Creating and sending an invoice  
Finding your customer 
After clicking on ‘Create a new invoice’ on the home page the user will be presented with the select customer 
screen below: 

 

There are two of ways of navigating through the customer list: 

1. Moving through the pages using the page selection functions 

2. Searching for a customer by typing information in the search argument boxes 

When you have located the customer to which you wish to send an invoice click on the appropriate radio button in 
the Invoice column to the left. See below: 

Your customers have a ‘Yes’ in the right hand My Customer column. Other companies listed with a No in this 
column are existing Tradex users that do not have an established Tradex Trading Relationship with your 
company. If you wish to send an invoice to one of these companies you will need to contact them first to ask them 
permission to create a Trading Relationship within Tradex. If you select a company that is not one of your 
customers you will be given the opportunity to add it.: 



Tradex Active 
User Guide 

 © Causeway Technologies 2008 7 

 

 

To add the customer click on the ‘Add the customer to your address book’ button 

 

 

This customer may now be added to your address book. 
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Select your customer from your address book 
 

 

Now click on ‘Send invoice to the selected customer’ 

 

 

  



Tradex Active 
User Guide 

 © Causeway Technologies 2008 9 

Entering the invoice header information  
The user will now be presented with a screen to enter invoice header information: 

 

 

The invoice header screen will be pre-populated with the information that Tradex holds on your selected 

customer. You may enter additional information such as PO number, Delivery Note number and Contract number. 

Please be aware that some businesses will not accept an invoice unless correct PO numbers etc are supplied. 

Tradex only requires that you enter an invoice number.  

The invoice number may consist of any alphanumeric number/letter combination. It must not contain any 

special characters such as * or / 

Having entered the header information you now need to click on the drop down as indicated in the screen image 

above to select the Add item line function 
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Entering an item line 
After clicking on the Add item line the following screen will be displayed: 

 

Please note the mandataory fields, which are: Quantity, Unit of Measure (UOM), Vat rate and Vat code. You will 
of course normally enter an Item ID and possibly a description. 

It is necessary to confirm that the calculated VAT is correct by checking the box as shown. When you are satisfied 
that the data entered is correct click on Save and you will be returned to the Invoice screen as shown below: 
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You may now enter another item line or confirm that the invoice is correct and send it to your customer by clicking 

on Submit. 

Your invoice will be delivered to your customer in 1 of 2 ways: 

1. If your customer is a fully connected Tradex Customer your invoice will be directly imported into his 

accounting system 

2. If your customer has been set up by you or is another Tradex Active user he will receive an email with a 

link that will enable him to view and download your invoice as a pdf file. 

Having submitted your invoice you will be presented with this screen: 
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Clicking on OK takes you to the screen that displays all your sent invoices: 

 

 

 

At this screen you have the choice of either sending another invoice or going Back to the home page 
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Setting up a new customer 
When you are presented with this screen you have the option of adding a customer to your customer list: 

 

To action this click on ‘I can’t find my customer’. You will then be taken to this screen: 
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By filling in the details on the screen above and clicking on ‘Add to my address book’ you will have set up a new 

customer for you to send invoices to. Customers set up in this way will receive their invoices via an email 

containing a link to a pdf document. 
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Other functions 
From the home page the user can also view invoices send and invoices received. 

 

 

A summary of recent invoices is displayed in the top right window. To assist with security you should always 

logout when you have finished using Tradex  Active. Logout is at the top right of the Home page. 


