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How to create a PDF of my billable working hours! 
 
 
Step: 1 
 
Log on to your account at www.mhc-training.com.  
Select Hours to view a summary of your billable working hours according to year. 
 

 
Step: 2 
 
Click at the top on the respective months (01...12) to view your billable working hours for each month. 
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Step: 3 
 
After you have checked your billable working hours, select Create PDF. In case you have taught hours for both MHC Austria 
and MHC Slovakia, you will need to create a PDF summary for each MHC subsidiary. Please attach these along with your 
respective invoices. Below is an example of what the document looks like.   
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Step: 4 
 
Send your PDF documents along with your invoice.  It is now sufficient to prepare a simple invoice with just the total hours 
as shown in the example below.  
 
 

 
 
 
 
 
 
Take care to invoice only completed lessons including any late cancellations.   
 
In case you have any questions, please watch our instructional video on ‚how to prepare your MHC invoice’ which can be 
found here:  
 
https://vimeo.com/319689351 
 
Password MHC01 
 
 


