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1.0 General Information and System Requirements

1.1 Invoice Expert Overview

Invoice Expert is a software package to meet the billing, inventory and invoicing needs of your business.
Whether you specialize in professional services, running a retail store, invoicing customers for repair
work, or running an Internet business, Invoice Expert can be used for your needs

1.2 System Requirements

To use Invoice Expert, you must have Windows installed on your computer.



2.0 Getting Started

2.1 Initial Setup — Company Information

Upon downloading and installing Invoice Expert, you will be prompted with a Setup Wizard screen to
populate your company information. Note that any step during this Setup Wizard can be modified via
the Settings function within the program if you need to skip any steps at this point in time.

Complete the information and click “Continue”.

u- Invoice Expert Setup Wizard

Please take a second Company Information
and fill in your company
information, this Company Name

infarmation will be used |Company ABC ]

on all printed Address

ld°°‘,‘"‘9"‘5 “’r‘:hi" (1234 Third Lane ]

nvoice Expert. P posta
INYC [Ny | [10101 |
Office Number Fax Number
[123-456-7890 | ]
Email Addr
support@companyabc.com |
WebSite

|hliptﬂwww companyabctestcom ‘

Continue

2.2 Initial Setup — Taxing Settings

The next screen is for Tax details.

Field Definition

Default Tax Rate 1 / Default Tax Rate 2 Input the tax expected to be included on your
products. If no tax, input O

Tax 1 Printed Description / Tax 2 Printed Input how you expect the tax to appear on
Description invoices (e.g: Tax, VAT, GST, HST etc).
Always show tax 2 on invoices If you do not plan on using Tax 2, uncheck this

field so it does not appear on the invoices




Apply Tax 2 including of Tax 1

If Tax 2 is used, check this box off if Tax 2 should
be calculated inclusive of Tax 1 (i.e: Tax 2 will
equal (Product Price + Tax 1) * Tax 2)

Apply Tax 1 to Shipping / Apply Tax 2 to Shipping

Check these boxes off if Tax should be applied to
Shipping costs

Calculate tax by the “taxable total” method

Unselect this box if you would like tax to be
calculated on a per line/product basis vs. total
amount of the sale

Set new products taxable by Tax 1/

Set new products taxable by Tax 2

Select these boxes if you would like the default of
your products to have Tax 1 and Tax 2
automatically selected

Click “Continue”.

fﬁ Invoice Expert Setup Wizard

* Invoice Expert Setup Wizard

Invoice Expert offers
multiple tax settings to
meet your specic
needs.

Taxing Settings
Default Tax Rate 1
10.0000
Default Tax Rate 2
5.0000

Always show tax 2 on invoices
Apply tax 2 induding of tax 1
E] Apply Tax 1 to Shipping
[J Apply Tax 2 to Shipping
Calculate tax by the “taxable total” method
* if not checked, taxes are calculated per line item
Default Tax Settings
Set new products taxable by Tax 1
Set new products taxable by Tax 2

Tax 1 Printed Description

Tax

Tax 2 Printed Description
Tax2|

Continue

2.3 Initial Setup — Invoice Templates

The next screen is for reviewing the Invoice Templates. Review each of the templates to determine
which you would like to use as the Default Invoice template for your Invoices. Refer to the below table
to understand the differences between the templates available.




[ =
* | g 2
o | 2|8 5| 2 o
S| 3| aa = | B _ |l ol Fr
rermol @S| 8|g|El=2/2| 8| s| & 8|22
empiate | & E | F| 2| 2|2 | 8| &|G|E|8|5|5 |Commens
Professional 1 X X X X X X X X X X
Professional 2 X X X X X X X X X X X
Professional 3 X X X X X X X X X X X X
Professional 4 X X X X X X X X X X X X X
Professional 4 X X X X X X X X X X X X X Same as
Blue Professional 4
but Blue
Professional 4 X X X X X X X X X X X X X Same as
Green Professional 4
but Green
Professional 4 X X X X X X X X X X X X X Same as
Red Professional 4
but Red

Select the image of the invoice template on the screen. Click “Next”.

Invoice Expert Setup Wizard

* Invoice Expert Setup Wizard

Please select the
Invoice Template that
best suits your
business, you can do
this by simply clicking
on the image located to
the right.

1o

N LT

-

Next




2.4 Initial Setup — Company Logo

Select your company logo. Click “Finish”.

8 Invoice Expert Setup Wizard

u Invoice Expert Setup Wizard

If you would like to have Logo
your company logo

e

change these setting
within the Company
Setup Screen.

Select Company Logo

i h ice, -
pinton the voce o SIS Invoice Expert

NOTE: You can always @ Next Generalicn of Inveice Software

C:\UsersjDesktop\Logo PNG

Select Image

Finish




3.0 Invoice Expert Settings

3.1 Company Information

If you have any updates to the company information from 2.1, or if you want to “Include Company
Name on Invoices”, you can check this box at this time, or make any other company information
updates. Be sure to click “Update Settings” after you have made your updates.

xpert Settings

Invoice Expert Settings

Your Company Information

Company Name [Cnmpany ABC ‘

Logo

[ indude Company Name On Invoices /
Company Banners /, In'
@ NextC

The company banners are displayed below the company name and invoice image. Use these areas to
detail YOUR company phone numbers, email addresses, etc.

1234 Third Lane Phone :123-456-7890
NYC NY. 10101 Email : support@companyabc.com
Website :
hitp://www.companyabctestcom
Envelope Return Address Select Company Logo
1234 Third Lane [GAUsers\sabriiDesktopiLogo PNG |
NYC NY, 10101

3.2 System Options

|

Settings

Invoice Expert Settings

Application Options
[ Confirm onExit  [] Don't notify when updates are avaiable

Invoice and Customer Numbers Customer Defaults

Next Invoice # Next Quote # Next Customer # [A Paper Invoice [ Email Invoice  [F] Indlude in Mailing List
1002 1002| | 1001| [ Penaize for balance forwardng

Invoice # Prefix Quote # Prefix Customer # Prefix [ Always forward existing balances

[ /@ e | Orxeemt

Next P.O. # [ Update invoices and quotes during customer updates
1002

P.O. # Prefix

Statement Details Product Drop-Down Behavior
[ Show invoice items on statements [[] pisable loading of products into drop-down lists
[ show unpaid {pending) invoices on statements. Defautlt Sort Order

[ show paid invoices on statements Sort by Product SKU -




Update the fields on this screen, per below table, as required:

Field

Definition

Application Options

Confirm on Exit

Select this box if you would like the program to give a prompt-box to
confirm exiting Invoice Expert when you exit out of the program. If
not selected, Invoice Expert will close automatically.

Don’t notify when updates are
available

Select this box if you do not want to be notified when Invoice Expert
releases a new version of its program. If not selected, you will
receive a prompt box when you start Invoice Expert, if a new version
has been released.

Invoice and Customer
Numbers

Next Invoice #

Input the number/ID for the next invoice which will be used to
number all invoices. Do not use any special characters (e.g: -, /, \, %,
@, or any other character that cannot be in a Windows file name)

Next Quote #

Input the number/ID for the next quote which will be used to
number all quotes. Do not use any special characters (e.g: -, /, \, %,
@, or any other character that cannot be in a Windows file name)

Next Customer #

Input the number/ID for the next customer which will be used to
number all customers. Do not use any special characters (e.g: -, /, \,
%, @, or any other character that cannot be in a Windows file name)

Invoice # Prefix

Character(s) to use at the beginning of each invoice. Do not use any
special characters (e.g: -, /, \, %, @, or any other character that
cannot be in a Windows file name)

Quote # Prefix

Character(s) to use at the beginning of each quote. Do not use any
special characters (e.g: -, /, \, %, @, or any other character that
cannot be in a Windows file name)

Customer # Prefix

Character(s) to use at the beginning of each customer. Do not use
any special characters (e.g: -, /, \, %, @, or any other character that
cannot be in a Windows file name)

Next P.O # Input the number/ID for the next PO which will be used to number
all POs. Do not use any special characters (e.g: -, /, \, %, @, or any
other character that cannot be in a Windows file name)

P.O # Prefix Character(s) to use at the beginning of each PO. Do not use any

special characters (e.g: -, /, \, %, @, or any other character that
cannot be in a Windows file name)




3.3 Email Settings

® Invoic ert Settings

m Invoice Expert Settings

Custom Email Server

Email Server

invoice expert email server - — —
© Useivoice e email serve ‘yourmallserver.com | ‘2:

O Use custom email server Usemame Password Use CRAM

‘support@mvouceexpertcoml [ | Use SSL/TLS

Company Email Address |support@invoiceexpertcom
= [ PP P Send Test Email

[ €C me on all outgoing emails

mmm“ﬂ’lmhs‘ﬂml mwml

Inveice Email Subject

|Aﬁached youwill find a copy of your invoice |
Invoice Email Body
S BRB o |BU I mmactY EESEE "B AS

Dear {Customer_Name}. ~

Attached you will find Invoice {Invoice_Number}.

Balance Due: {Balance_Due} v
Update the fields on this screen, per below table, as required:
Field Definition
Email Server - Use invoice expert email server: Using this setting will send

emails from our email server

- Use custom email server: Selecting this will require you to
input details under “Custom Email Server”. Example of email
servers that would be used: Gmail, Outlook etc.

Custom Email Server This is only populated if you have chosen “Use custom e mail server”

- SMTP Server: Indicate the SMTP mail server

- Port: Indicate the email port

- Username: Input the email address associated to this mail
server

- Password: Input the password associated to this email
address

- Use CRAM: Check this off if your email uses CRAM

- Use SSL/TLS: Check this off if your email uses SSL/TLS




Company Email Address

Input your email address in this field

CC me on all outgoing emails

Check this off if you would like to receive an email for all email sent
from Invoice Expert software

Invoice Settings

Invoice Email Subject

Input the subject line that you would like on all outgoing invoices sent
via Invoice Expert

Invoice Email Body

Customise this field to reflect the wording you would like on all
outgoing invoices sent via Invoice Expert*

Quote Settings

Quote Email Subject

Input the subject line that you would like on all outgoing quotes sent
via Invoice Expert

Quote Email Body

Customise this field to reflect the wording you would like on all
outgoing quotes sent via Invoice Expert*

Customer Statement Settings

Statement Email Subject

Input the subject line that you would like on all outgoing customer
statements sent via Invoice Expert

Statement Email Body

Customise this field to reflect the wording you would like on all
outgoing customer statements sent via Invoice Expert*

*The following fields can be used to reference items from your invoice/quote/customer statements:

Field

Usage

{Customer_Name}

Name of your customer

{Invoice_Number}

Invoice number

{Balance_Due}

Balance due by the customer

{Date_Due}

Due date of the invoice/quote

{Quote_Number}

Quote number




3.4 Search Settings

[® Invoice Expert Settings

E Invoice Expert Settings

Default Customer Search
Search Field

Customer Name
Search Type
Contains

Default Product Search
Search Field

Product Name
Search Type

Contains

Default Invoice Search
Search Field

Customer Number
Search Type

Contains

Default Quote Search
Search Field

Quote Number
Search Type

Contains

Field

Definition

Default Customer Search

Search Field Select the search field that you want the Customer search to default
on when requiring to do a search on the Customer page
Search Type Select the search type that you want the Customer search to default

on when requiring to do a search on the Customer page

Default Product Search

Search Field Select the search field that you want the Product search to default on
when requiring to do a search on the Product page
Search Type Select the search type that you want the Product search to default on

when requiring to do a search on the Product page

Default Invoice Search

Search Field Select the search field that you want the Invoice search to default on
when requiring to do a search on the Invoice page
Search Type Select the search type that you want the Invoice search to default on

when requiring to do a search on the Invoice page




Default Quote Search

Search Field Select the search field that you want the Quote search to default on
when requiring to do a search on the Quote page
Search Type Select the search type that you want the Quote search to default on

when requiring to do a search on the Quote page

3.5 Invoice Defaults

Invoice Settings Default Invoice Note
Default invoice template Include on the last page of every invoice
Professional 3 - Set Al Thank you for using Invoice Expert
Default payment type
Check -
Delmit et e Invoice Display Texts
Nodé o | SetAl | SKU/Code Show As: |SKU Line Price Show As: [Rate
[ Print after Payment [] Email after Payment Description Show As: Line Total Show |Total
[ tink Addresses Quantity Show As: [QTY Date Show As: (Inv Date
Create te customers from invoices otes
4 crete o [t — BiToshouhs [BilTo
[ Create items from invoices / quotes
] Pt ki dokes o Due Date Show As: Ship To Show As: [Ship To
[] Don't use credits on recurring invoices Subtotal Show As: Total Show As: |Total
Balance Show As: Payment Show As: [Payment
Tiioics Priiter Terms Show As: Inv # Show As: |Invoice #
HP Color LaserJet ¥  Sales Rep Show As: |Sales Rep PO Show As: [PO#
Statement Printer Shipping Show As: |Shipping Past Due Show As: [PAST DUE
HP Color LaserJet v - -
% Lot o

Field

Usage

Default invoice template

Select the invoice template you would like the program to default to
when creating a new invoice. Refer to section 2.3 Initial Setup —
Invoice Templates

Set All button

Select this first “Set All” button if you want to set all invoices within
the software to the “Default invoice template” selected

Default payment type

Select the payment type you would like the program to default to
when creating a new payment.

Default payment terms

Select the payment terms you would like the program to default to
when creating a new invoice.




Set All button

Select this second “Set All” button if you want to set all invoices within
the software to the “Default payment terms” selected

Create/Update customers
from invoices/quotes

Check this off if you would like the ability to modify customer
information from the Invoice or Quotes page

Create items from
invoices/quotes

Check this off if you would like the ability to add new products to the
software from the Invoice or Quotes page

Invoice Printer

Select your default printer for invoices

Statement Printer

Select your default printer for customer statements

Include on the last page of
every invoice

Input the text you would like to appear on the bottom of all invoices

Invoice Display Texts

SKU/Code Show as:

How you want “SKU/Code” to appear on invoices. Default: SKU

Description Show as:

How you want “Description” to appear on invoices. Default:
Description

Quantity Show as:

How you want “Quantity” to appear on invoices. Default: QTY

Account # Show as:

How you want “Account #” to appear on invoices. Default: Account #

Due Date Show As:

How you want “Due Date” to appear on invoices. Default: Date Due

Subtotal Show As:

How you want “Subtotal” to appear on invoices. Default: Subtotal

Balance Show As:

How you want “Balance” to appear on invoices. Default: Balance

Terms Show As:

How you want “Terms” to appear on invoices. Default: Terms

Sales Rep Show As:

How you want “Sales Rep” to appear on invoices. Default: Sales Rep

Shipping Show As:

How you want “Shipping” to appear on invoices. Default: Shipping

Location Show As:

How you want “Bin location” to appear on invoices. Default: Bin
Location

Line Price Show As:

How you want “Price” to appear on invoices. Default: Rate

Line Total Show As:

How you want “Total” to appear on invoices. Default: Total

Date Show As:

How you want “Invoice Date” to appear on invoices. Default: Inv Date

Bill To Show As:

How you want “Bill To” to appear on invoices. Default: Bill To

Ship To Show As:

How you want “Ship To” to appear on invoices. Default: Ship To

Total Show As:

How you want “Total” to appear on invoices. Default: Total




Payment Show As: How you want “Payment” to appear on invoices. Default: Payment
Inv # Show As: How you want “Invoice #” to appear on invoices. Default: Invoice #
PO Show As: How you want “PO #” to appear on invoices. Default: PO #

Past Due Show As:

How you want “Past Due” to appear on invoices. Default: PAST DUE

3.6 Tax Settings

BB Invoice Expert Settings

m Invoice Expert Settings

Taxing Settings

Default Tax Rate 1 Tax 1 Printed Description Tax 1 Number

8.2500| [Tax

Default Tax Rate 2 Tax 2 Printed Description  Tax 2 Number

0.0000| [Tax2

[] Always show tax 2 on invoices
[ Apply tax 2induding of tax 1

[ Apply Tax 1 to Shipping
] apply Tax 2 to Shipping

[ Calculate tax by the “taxable total” method
“if not checked. taxes are calculated per line item

Default Tax Settings

[A setnew products taxable by Tax 1
Set new products taxable by Tax 2

Field

Usage

Tax 1 Number

Input a number in this field if you are required to track your Tax 1
number.

Tax 2 Number

Input a number in this field if you are required to track your Tax 2
number.

Update customer database
with new tax rates button

If you update the tax rates to a new tax rate after initial setup, this
button will update the tax settings for all customers in the database.

For all other fields on this page, please refer to section 2.2 - Initial Setup — Taxing Settings.




3.7 Quote Settings

Quote Settings
Default Quote Template

Professional 1

Quote Printer
Snagit 8

Quote Display Texts

SKU/Code Show As: [SKU | Line Price Show As:
Description Show As: m Lint Total Show As: [Total
Quantty Show As: _
Subtotal Show As:

Default Quote Note

Include on the last page of every quote
L | setAl You can change this via your Company Information and Quote Settings
— Tab

R
Valid Until Show |Valid Until
a0

Date Show As:

Total Show As: |Total

Field

Usage

Default quote template

Select the quote template you would like the program to default to
when creating a new quote. Refer to section 2.3 Initial Setup — Invoice
Templates

Set All button

Choose this button if you want to set all quotes to have this default
quote template

Quote Printer

Select your default printer for quotes

Include on the last page of
every quote

Input the text you would like to appear on the bottom of all quotes

Quote Display Texts

SKU/Code Show as:

How you want “SKU/Code” to appear on quotes. Default: SKU

Description Show as:

How you want “Description” to appear on quotes. Default: Description

Quantity Show as:

How you want “Quantity” to appear on quotes. Default: QTY

Subtotal Show As:

How you want “Subtotal” to appear on quotes. Default: Subtotal

Line Price Show As:

How you want “Price” to appear on quotes. Default: Rate




Line Total Show As:

How you want “Total” to appear on quotes. Default: Total

Date Show As:

How you want “Quote Date” to appear on quotes. Default: Date

Total Show As:

How you want “Total” to appear on quotes. Default: Total

Quote # Show As:

How you want “Quote #” to appear on quotes. Default: Quote #

Valid Until Show As:

How you want “Quote Valid until” to appear on quotes. Default: Valid
Until

Account # Show As:

How you want “Account #” to appear on quotes. Default: Account #

3.8 Product Settings

Product Markup Pricing from Cost

Product Cost Between
$0.00
$50.00

Product B / C / D Pricing

Calculate From  Retail

Mark Up /Down  Mark Down

Price B %

Price C %

Price D %

All updates on this screen will assist with calculating Product Pricing.

Product Markup Pricing from Cost

Your Product Price will be updated accordingly for your Product, depending on the Mark up Percents
indicated on this screen. Update the “In Between” Costs and “MarkupPercent” depending on how you
would like your Product Pricing calculated for your products.

For example:



If your product cost is $90, the table indicated shows that the price should be marked up by 150% (as
the $90 falls between the $50 and $99.99 row). Thus, $90 * 150% = $135, so the price of your product

will be $90 + $135 = $225.

Product B / C / D Pricing

Field

Usage

Calculate From: Retail or
Cost

This field is used on the Products page, if you would like to set
different pricing for your product, depending on the existing price of
the product, where a price B, C, or D will be calculated based on the
Retail price of the product or the actual Cost of the product,
depending on what is selected in the drop-down

Mark Up/Down

This field determines if your Price B, C, or D pricing on the product will
be marked up or down

Price B%

Product Pricing B will be calculated using a combination of the %
indicated in this field of your product retail or product cost, depending
on what is selected in the first field. E.g: If your Product Cost is $10,
and 10% is indicated in this field, and it is listed as “Mark Up”, Price B
will be $11

If it is listed as “Mark Down”, Price B will be $9

Price C%

Product Pricing C will be calculated using a combination of the %
indicated in this field of your product retail or product cost, depending
on what is selected in the first field, along with the mark up/down
selection

Price D %

Product Pricing D will be calculated using a combination of the %
indicated in this field of your product retail or product cost, depending
on what is selected in the first field, along with the mark up/down
selection




3.9 Manage Employees

B Invoice Expert Settings

Firstname Lastname HomePhone EmailAddr Title

Invoice Expert

Add Employee

ﬂl

Edit Employee

0N

]

Delete Employee

Refresh Employee List

Use this section in order to keep track of the details of your employees working for you. These names
can be utilised to add a “Salesperson” to an invoice if needing to identify sales people by invoice.

3.91 Add Employee

a Clicking the Add Employee button will allow you to add new employees to the
1o database. Upon clicking this button, the below will pop-up for you to input all

Add Employee

necessary fields related to the employee including name, address, phone:



Add / Edit Employee Details

Add / Update Close
Employee
Employee Information Administration Information
FirstName | | Username | |
Middle Name | | Password | |
LastName | | CommRate | |
Address 1 | | Lic Number | |
Address 2 | | Job Titie | ]
City | | state | |Pom|<:oue:| ] |
Country | |
HM Phone # | | Fax Phone # [ ]
Email Addr | |
Birth Date 08/11/2017 * = Hire Date 08/11/2017 = ~

3.92 Edit Employee

1 Clicking the Edit Employee button will allow you to edit any existing employees data
wtimooyee  \within the database. Upon selecting the employee name within the employee list,
the same window as the “Add Employee” functionality will appear.

EmailAddr

Firstname o
(+]

Add Employee

| Invoice

-

{

Edit Employee

[0

Delete Employee

Refresh Employee List

3.93 Delete Employee

% Clicking the Delete Employee button will allow you to delete an employee from the
veectmploye: - €Mployee database. Upon selecting an employee, per screenshot above, and clicking
the “Delete Employee” button, you will then be prompted to confirm deletion of the employee

from your database:



Delete Employee

Are you sure that you want to PERMANENTLY delete this employee
! from the system?

I Yes | No

3.94 Refresh Employee List

L3 Clicking the Refresh Employee List button will refresh the employee list table, in the
reeshempieveete - €VENT that any changes were made to employees that have not yet been refreshed
on screen.

3.10 Manage Drop-downs

Payment Types Payment Terms
Bank Deposit 1st Month
Bank Wire — || | COD
Cash Net-15
Check i Net -

Cheque " Net -

Credit Card | | Net-
Debit Card j Net -
Discover d Net -
Gift Certificate None

Shipping Types
FedEx Ground
FedEx Next Day Air
None

UPS 3 Day

UPS Ground

UPS Next Day Air

Use this section to add additional Payment Types, Shipping Types, or Payment Terms that will appear for
all Invoices, Quotes, or Purchase Orders.

» Clicking the “Add” Button in any of the sections will bring up a dialog-box asking you to input
e the name of the new item you would like to add. Example:



Payment Type

Type the new value
you would like to — —+ }
add in this box

Save Payment Type Cancel

A
1 f
Once the value has

been inputted, click
this Save button

If you no longer
want to input a new
value, click Cancel

Clicking the “Edit” Button in any of the sections will bring up a dialog-box asking you to input
the new value of the item selected to edit. Example:

!

Edit

Select the value that you would like
to edit/modify. Click Edit.

Payment Types Payment Terms

American Express 15th Month A
Bank Deposit 1st Month
- Bank Wire CoD
Cash Payment Types
Check Payment Type
Type the new value
you would like to —
add in this box Save Payment Type Cancel
Discover — —_—
Gift Certificate -~ Delete None -~
If you no longer I
Once Fhe value h?as want to edit the
been inputted, click value, click Cancel
this Save button

Clicking the “Delete” button in any of the sections will bring up a dialog-box asking you to

’Dd: confirm that you want to delete the selected value. Example:
Select the value that you would like
to delete. Click Delete.
Paymenl Payment Terms
American Express A 4 (3
Bank Deposit Add 1st Month
- Bank Wire —— || | COD -
Cash Delete Payment Term
Check
Cheque :
' Are you sure that you want to PERMANTLY delete this payment type
Credit Card I from the system?
Debit Card
Discover
Gift Certificate A Ves No Ar
If you want to If you no longer want
delete the selected to delete the selected

value, click Yes value, click No




3.11 Custom Fields

There may be some additional fields that you would like added for your customers, products, or invoices
that are not available as standard fields on screen. You can use this screen to add additional details to
each section (Customer, Product, Invoice) if needed.

[ Invoice Expert Settings

m Invoice Expert Settings

} Custom Fields i

Customer Custom Fields Product Custom Fields Invoice Custom Fields

[] Field 1 show as: : [[] Field 1 show as: l:l [ Field 1 show as: [:’
] Field 2 show as: [[] Field 2 show as: l:l [ Field 2 show as:
[] Field 3 show as: [[] Field 3 show as: l:l [] Field 3 show as:
[] Field 4 show as: [] Field 4 show as: l:l [] Field 4 show as:
[] Field 5 show as: [] Field 5 show as: l:l [] Field 5 show as:

L
®
-
>

*If checkbox is selected, this field will *If checkbox is selected, this field will *If checkbox is selected, this field will
be displayed on screen in the be displayed on screen in the be displayed on screen in the “Invoice
Customer screen under the “Product Details™ tab SettingsiOther” tab

"ContactiOther” tab

Field Usage

Field <X> show as: Input the name of the field as you would like it indicated on the
screen. The text inputted in this field will be the label for the field
that displays on screen. For example, if you input field to show as
“Customer Promo Card”, this will display on screen as such within the
corresponding section that the custom field has been selected for.

Note that up to 5 custom fields can be added to the Customer, Product, or Invoice screen. If the
checkbox is selected beside the corresponding field, the field will be displayed on screen in the indicated
sections. (i.e: Customer Screen -> Contact/Other tab will be where the custom fields are displayed,
Product Screen -> Product Details tab will be where the custom fields are displayed, Invoice Screen ->
Invoice Settings/Other tab will be where the custom fields are displayed).



3.12 Other Settings Buttons

This ensures to save all settings, however also clicking the “Exit” button will also save all
settings before closing the Settings pop-up box.

Reload the settings screen.

This will create a back up of your database, in the event there are any issues with your
computer. Be sure to back up your database frequently so that you have a backup coy of
all your data.

This button will restore a previous version of your data/database, if you would like to
revert to a previous version of your database. When clicking this button, it will first
create a backup of your existing database, and then it will ask you to select the database
version you would like to restore

This button will bring you to the help section of the Invoice Expert website.

This button will save any changed settings, as well as close the Settings pop-up box.




4.0 Understanding the Menus

4.1 Quick Menu

The quick menu displays the key components you will utilise in a concise menu bar.

e, e
I - ~ \’.’Q‘ 4 - : ' h 1‘
F B = . 3 |

| Dashboard Settings Customers Products Vendors PQO's Invoices Recurring Quotes Reporting Invoice Help Exit Invoice‘
Invoices Designer Expert J
[=

Menu Button Action

Select this button if you would like to see graphs of Current Aging Invoices,

iDashboad Product Sales by Category and Product Profit by Category

Select this button to open up the Invoice Expert Settings (Section 3) of the

Settings program.
i Select this button to navigate to the Customers within the program.
Customers

Select this button to navigate to the Products within the program.

Products
Select this button to navigate to the Vendors within the program.
Vendors
§ Select this button to navigate to the Purchase Orders within the program.
Y
PO's
e Select this button to navigate to the Invoices within the program.
Invoices
Select this button to navigate to the Recurring Invoices within the program.
Recurring
Invoices
: Select this button to navigate to the Quotes within the program.
Quotes
< Select this button to navigate to the Reporting within the program.

Reporting




Select this button to navigate to the Invoice Designer within the program.
Invoice
Designer
Q Select this button to navigate to the Help section of our website.
Help
Select this button to close Invoice Expert program.
BExit Invoice
Expert
4.2 Full Menu

The full menu displays all available features within Invoice Expert.

sitch Compan: ; - g r
SRR | importproducts | i e o i O e D o[ e ‘
1>~ Import Customers
Dashboard Settings Export Products || Customers Add Customer || Products Add Product || Vendors Add Vendor || PO's Add PO || Invoices Add Invoice || Recurring Add Recurring || Quotes Add Quote || Reporting Invoice  Help  Exit Invoice
Export Customers Invoices Il | Designer Expert
| [ ] ! &l | G | & &l & | G | & | G
Menu Button Action

Select this button if you would like to see graphs of Current Aging Invoices,
Dashboard Product Sales by Category and Product Profit by Category

Select this button to open up the Invoice Expert Settings (Section 3) of the

Settings program.
Switch Company Select this button if you have more than one company maintained by Invoice
Expert, or if you would like to create a new company. Refer to Section 4.21 for
more details.

i Import Customers Select this button if you have a tab delimited file to import bulk customers.
Refer to Section 4.22 for more details.

Export Customers Select this button if you would like to export to a tab delimited file all of your
customers currently in the program. Refer to Section 4.23 for more details.

- Import Products Select this button if you have a tab delimited file to import bulk products. Refer
to Section 4.22 for more details.

Export Products Select this button if you would like to export to a tab delimited file all of your
products currently in the program. Refer to Section 4.23 for more details.

i Select this button to navigate to the Customers within the program.
Customers

i Select this button to be automatically brought to the dialog-box in order to add
Add Customer

a new customer to the program.




Products

Select this button to navigate to the Products within the program.

Select this button to be automatically brought to the dialog-box in order to add

+
Add Product a new product to the program.
Select this button to navigate to the Vendors within the program.
Vendors
& Select this button to be automatically brought to the dialog-box in order to add
Add Vendor a new vendor to the program.
y Select this button to navigate to the Purchase Orders within the program.
-~
PO's
b Select this button to be automatically brought to the dialog-box in order to add
a new Purchase Order to the program.
Add PO
Select this button to navigate to the Invoices within the program.
Invoices
¥ Select this button to be automatically brought to the dialog-box in order to add
Add Invoice a new invoice to the program.
Select this button to navigate to the Recurring Invoices within the program.
Recurring
Invoices
Select this button to be automatically brought to the dialog-box in order to add
AddRecurring a new recurring invoice to the program.
Select this button to navigate to the Quotes within the program.
Quotes
Y24 Select this button to be automatically brought to the dialog-box in order to add
Add Quote a new quote to the program.
X Select this button to navigate to the Reporting within the program.
Reporting

Invoice
Designer

Select this button to navigate to the Invoice Designer within the program.




s

Select this button to navigate to the Help section of our website.

Select this button to close Invoice Expert program.

4.21 Switch Company

If you are utilising Invoice Expert for more than one company, you will use this button to switch back

and forth between companies. Once selecting this button, the following dialog box will appear:

This display will show you
all of the recent company
files that you have opened

[ Manage Company Files

Recent Company Files

| 8/08/2017 11:35:52 A.
8/04/2017 3:45:40PM  C:\Users\sabri\Downloads\PCInvXE_(7-25-2017_131454441214 _
7/23/2017 5:30:59 PM  C:\Users\sabri\Downloads\PCInvXE.vdb4

6/13/2017 5:30:44 PM  C:\Users\sabri\Downloads\pcinvxe (1).vdb4

6/06/2017 9:26:16 PM  C:\Users\sabri\Downloads\PClnvXE_(6-5-2017_1314110889432
E 05 [ 0A4-0 o abril Do nlosad D 0 - 0 4 N220.4

File
C:\ProgramData\Invoice expert\Invoice Expert Real vdb4

Create New Company File

¥

button to switch to this company file

Open Selected Company File

Once you have selected a company file P 4
to open in the recent files, click this

Use this button to create
a new company
file/database.

Browse for Company File
—|

If you have saved a
company file in a specific
folder, you can use this
button to navigate to the
file.

4.22 Import Customers/Products

If importing customers or products to Invoice Expert, it is best to start with the exported version of

these files so that you can see the headers required to successfully complete an import. Otherwise, to

start a new template:

1) Open excel

2) a) For Products, ensure that you have the following headers in Row 1:

ProductName
Description
Category
LowLimit
Taxable

Taxable2

BinLocation




The columns Taxable, Taxable2 and Service are True/False fields. True/False are case sensitive. The
import won't work if you use true/false or TRUE/FALSE. It must show as “True” or “False”, without
qguotes in those columns

b) For Customers, ensure that you have the following headers in Row 1:

CustomerNumber
CustomerName
BillToName
BillToStreetl
BillToStreet2
BillToCity
BillToState
BillToZip
BillToCountry
ShipToName
ShipToStreetl
ShipToStreet2
ShipToCity
ShipToState
ShipToZip
ShipToCountry
CCName
CCNumber
CCExpMonth
CCExpYear
ContactName
ContactPhone
ContactPhone2
ContactFax
ContactEmail
ContactTitle
CustomerNotes

3) Once the headers are in place select File -> Save As from Excel and for format, choose "Text (Tab
delimited) (*.txt), then click the Save button.
4) Click Import Products or Import Customers, depending on what is being imported

o x

5 oo Producs -
. Import Products

Importing File

Rebead Prodiuets



5) Click Select File and navigate to the file you would like to import. You will then be shown a
display of what is to be imported:

Verification PASSED

BillTo | BillTo | BillTo | BillTo BIIIToBlIITo ShipT ShIpT ShipT | ShipT | ShipT | ShipT ShlpTo CCNa CCNu CCEx | CCEx ConmComn Conta | Conta | Contac | Conta Cuslo 4
r - e " S £ TN

"8304 . "™ i"San. ["CA" "3759. ™ Geo "San. "CA" "3759. ™
"C100.. "Invoic.. "9934. " "Shad. "CA" "9104. ™ "Invoi.. 9934 " "Shad CA "9104.. ™ Invul - " Invul - sales " Finalize Import
“C100_ “Jane. "2963. INYCT NY' "1010. CUSA* i "Jane. i i “Jane. ™ w - s I o
"C100. “test3® ™ w .‘.. w w - w £ w w .u. w £ £ o w ..n w ..‘ w - w " .u.
b

Reload Customers

=
Select File

6) Click “Finalize Import” and your customers or products will then be imported and you should
receive the following confirmation:

Import complete

If, however, there are errors in your import (e.g: format incorrect for the text value), errors will be
highlighted in red to show you what is required to be fixed in your import file before trying to import

again:

n Import Products

Verification FAILED please check the fields in RED. Blank fields are shown in gray with default values.

Descriptio | Category owLimit Cost 'l'mble Taxable2 Service | BinLocatio PriceD
0 nvoice Ex. Default 2495 10 True False L
INVEXP24 Invoice Ex. INVEXP23 Invoice Ex. Default 54 c 2495 10 True False o o u Finalze Import

Reload Products

=
Select File

Tab -
Fields Separated By

4.23 Export Customers/Products

Upon clicking the export customers or products button, you will be shown a dialog box indicating that
the export has been completed and location of the export:

Export Customers X

Export Complete, you can locate your file here:
C:\Users\sabri\OneDrive\Documents\Invoice Expert
Exports\Customer_Export.tt




5.0 Customers

The Customers screen is where you will manage all of your customers.

Use this section to search your
customer database, using the
drop-down to choose what you
want to search by, and if just

This section will display the
Customer Information, including
address, and contact information,
as well as outstanding balance by

Use this section to complete a Customer Batch Operation:

1) Delete Customers — All “Selected” Customers (l.e: Customers with a
checkbox beside their name) will be deleted if you “Run Customer Batch”

Update Category - All “Selected” Customers (l.e: Customers with a
checkbox beside their name) will be updated with the Category Name
that is selected under “Category Name” selection after you click “Run

age, of the customer selected in 2)
the display list.

Active and/or In-Active Customers.
Click “Search Customers” to search
and the results will appear in the

display list. Customer Batch”
Customer Search Customer Information Customer Baich Operations
Customer Name v c1008 3(1)12: $ 1421.50 With Selected Customers T+
: : $ 000
i , Active - Add Cust
Contoine Vo Expert 60;325 Ss 9;3; Selecting Check All will select every customer ==t
:l 9934 La Canada Way i T [ Run Customer Batch | in the display list.
All B Rosuls ot 2 Time Shadow Hills CA, 91040 BAL: SiRl.516.0 ‘
i [ check I |[ uncheck A1 | g———| Selecting Un-Check All will de-select any SESSme
Phone 123-456-7890 selected customers in the display list.
Fax: L@
Delete Customer
|
hx:
Expon'Customcrs
This Display List will show the entire list of Customers that are part of your company Relood Cletomas
database upon first navigating to this screen, as well as the results of a Customer Search, EEEE—
depending on the Customer Search section.

5.1 Customer Categories

Customer Categories can be modified within this section as required.

Customer g This button will add a new category to the category list, enabling you to categorise customers with
Add New Category ¢ this new category created.
Edit Cat ¢ This button will give you the ability to edit the name of the category selected in the category list.
Delete Category < This button will give you the ability to delete the category selected in the category list.

Category Name

| Default
Re-Sale

<«4——| Thisis the Category Name list box, which displays a list of all available categories for you to choose
to assign customer’s to. This is also the list where new categories will be added, as well as where
you have the option to edit existing categories or delete existing categories.

5.2 Add Customer

| The Add Customer box enables you to add new customers to the database. Clicking this
aadcutomer  OULEON Will open up the following screen:



(% Customer Detail

Customer Options
g e d ”ﬁ?} =)
Add fUpdate Reload Customer Invoice Emal Add Invoice AddRecurring Add Quote || Update Active
Customer Customer Statement History Customer Invoice Records
&l Customer Information Ship To 1 r i Account { ] Contact / Other =] Cards and ACH
Customer Name Customer Info
\ | Customer Number Status
Bill To Information ‘ Active -]
Billing To Name Category
| | Default -
Billing Address
Phone Number
GCity State Postal Email Address
Country
b ) [ : Bx
'-'j'? Invoices gq= Recurring Invoices | rl Payments Al Quotes Notes

This display list will provide you with a list of all Invoices, Recurring
Add New Invoice Invoices, Payments, Quotes, and Notes associated to this specific
customer. When creating a new customer, the add/edit invoices,
recurring invoices, payments, and quotes functionality is disabled
until the “Add/Update Customer” button has been selected to save
the customer to the database.

Edit Invoice

Once all of the appropriate details have been populated for the customer, be sure to click “Add/Update
Customer” to save the customer details to the database.

5.21 Customer Information tab

This is the main tab that provides key contact information on the customer.

Field Definition

Customer Name Input the name of the customer

Billing To Name Input the name of whom will be billed to
Billing Address Input the address of whom will be billed to
City Input the city where the customer resides
State Input the state where the customer resides
Postal Input the postal where the customer resides




Country Input the country where the customer resides

Customer Number Input the customer number associated with the customer, if any

Status Select if it is an active customer or inactive customer (l.e: no longer
doing business with this customer)

Category Select the category you would like to associate with this customer, if
you would like to sort your customers by category. Refer to section
5.1 on Customer Categories

Phone Number Input the phone number of the customer

Email Address Input the email address of the customer

5.22 Ship To tab

This tab can be used if the customer has different shipping information.

N Customer Information ] y Ship To ;I Account Contact Cards and ACH I

Same and Bill To Information

Field Definition

Same as Bill To information Select this box if the Ship To information should be the same as the
Bill to Information. If selected, the information on this form will be
read-only and will automatically populate with the Bill to information
details from the Customer Information tab.

Ship To Name Input the name of the customer to ship to, if different than the Bill To
details

Ship To Address Input the address of whom to ship to, if different than the Bill To
details

City Input the city where the customer resides for shipping information

State Input the state where the customer resides for shipping information




Postal

Input the postal where the customer resides for shipping information

Country

Input the country where the customer resides for shipping
information

5.23 Account tab

This tab provides invoice specific details on the customer.

A Customer Information

Cards and ACH

Account Contact

Ship To

Account Status

1-30: $ 0.00
30-60: $ 0.00
60-90: $ 0.00

90+: $ 0.00

BAL: $ 0.00

Customer Settings
Invoice Template Default Pricing Level
Professional 4 Blue + A v

Quote Template
Professional 1 v Paper Invoice
Email Invoice

Payment Terms Payment Type
coD B Cecit Indude in Mailing List
Tax Tax 2 Tax Exempt
10 % |0 % No -
T Tax Number

This section will provide a

break-down, by age, of any

outstanding balances owed

by the customer

Field Definition

Invoice Template

Select the invoice template you would like to default to when creating
invoices for this customer. By default, this invoice template is set to
the invoice selected in Section 2.3 — Initial Setup Invoice Templates or
Section 3.5 Invoice Defaults. For reference on the different types of
invoices, please refer to Section 2.3 — Initial Setup - Invoice Templates

Quote Template

Select the quote template you would like to default to when creating
guotes for this customer. By default, this quote template is set to the
guote selected in Section 3.7 — Quote Settings

Payment Terms

Select the payment terms you would like to default to when creating
invoices for this customer. By default, the payment terms is set to the
payment terms selected in Section 3.5 Invoice Defaults

Payment Type

Select the payment type you would like to default to when creating
payments for this customer. By default, the payment type is set to
the payment type selected in Section 3.5 Invoice Defaults

Default Pricing Level

Select the pricing level that the customer would use as the default
product price when adding products to the customer’s invoice.




Options include: A, B, C, D Refer to Section 3.8 Product Pricing
Settings

Tax Input the tax rate that would be applied for all invoices related to this
customer. By default, the tax in this field is set to the tax inputted in
Section 3.6 Tax Settings

Tax 2 Input the tax rate 2 that would be applied for all invoices related to
this customer. By default, the tax in this field is set to the tax 2
inputted in Section 3.6 Tax Settings

Tax Exempt Select “No” if this customer has tax included on invoices created for
them by default. Select “Yes” if this customer will not have tax
included on their invoices by default.

Tax Number Input the customer’s tax number, if applicable

5.24 Contact/Other tab

Additional contact information can be inputted for the customer, if required.

H Customer Information >

-

Ship To Account I Contact [ Other I > Cards and ACH

I

Customer Contact Information

Contact Name

Other Custom Details

Custom Feld 1

| | | |

Contact Title

Fax Custom Field 2

I

Custom Field 3

Custom Field 4

Custom Field 5

Field

Definition

Contact Name

Name of customer or additional contact name

Contact Title

Customer’s title

Phone 2

Additional phone number for customer, if applicable

Fax

Fax number for customer, if applicable

Other Custom Details

*If you selected in the Custom Fields Settings for Custom fields to be
used for Customers, they will appear on this tab




Custom Field1-5

Input the data you require based on the custom field you have added
to the screen, if any.

5.25 Cards and ACH tab

Use this tab to store customer payment information, if necessary.

& Customer Information Ship To I i Account Contact I 3 Cards and ACH
Credit Card Information Checking Account Information
Name on Credit Card Routing Number
Credit Card Number Experation Account Number

Field

Definition

Name on Credit Card

Input the name on the customer’s credit card for payment purposes

Credit Card Number

Input the credit card number of the customer

Expiration

Input the expiry date of the customer’s credit card

CCV #

Input the CCV code on the customer’s credit card

Routing Number

Input the routing number of the checking account

Account Number

Input the customer’s account number

5.26 Notes tab

At the bottom of every customer details form, there is a Notes tab where you can input any specific
notes regarding the customer for reference.

. i Invoices

Recurring Invoices | f Payments v Quoates I Notes




5.3 Edit Customer

The Edit Customer box enables you to edit the selected customer from the display list. Once
a customer has been selected from the display list, clicking this button will open up the same
screen from Section 5.2 Add Customer, however the screen will be populated with the
customer’s details. You can edit any of the fields, per Section 5.2, on screen and clicking “Add/Update
Customer” will save the edited details back to the system. Note that double clicking on any customer
listed on the customer display list on the Customer screen will also bring you to the customer’s profile to
edit.

[

Edit Customer

Edit C1008 - Invoice Expert

e £ [

~ ~a 2L T=

e 9 M % i B
Add /Update Reload Customer Invoice Emaill AddInvoice AddRecurring Add Quote
Customer | Customer Statement History Customer
Customer Options

|Inv0|ce Expert

Bill To Information C1008 Active [}

Billing To Name Category
|Inv0\ce Expert | Default [ ]
Billing Address
9934 La Canada Way Phone Number
[123-456-7890
Gity State Postal Email Address
|Shadow Hills ‘ |CA | |91D40 | |sa|es@invuiceexpertcom
Country

I "'.Jﬂ Invoices |
Invoice # Invoice Date Date Due Status Total Balance PO

’— 1999 04/09/2017 04/09/2017 Pending 97.37 97.37

Add New Invoice [l 110234 06/04/2017 06/04/2017 Faid -50.00 -50.00
— [ 0235 06/04/2017 06/04/2017 Pending 0.00 0.00
% ’— 110237 06/08/2017 06/08/2017 Pending 75.72 7572

’— 110239 06/11/2017 06/11/2017 Pending 1395.78 1395.78

Edit Invoice




5.31 Customer tool bar

After you click “Add/Update Customer”, you’ll notice that a few more buttons become active/enabled,
including the toolbar below:

> < | 0 +
Add /Update Reload Customer Invoice Emaill Add Invoice AddRecurring Add Quote || Update Active Close
Customer Customer Statement History Customer Invoice Records
\ “ustomer Options i ystemUp... /| Close |
Button Description

Reload
Customer

. This statement will give you a listing of all unpaid invoices prior to the statement run
o date. See Section 5.312 Customer Statement to see how the statement looks.
Statement

. This statement will give you a list of all invoices related to the customer. See Section
s 5.313 Invoice History to see how the report looks

History

This will allow you to send an email from the program, with the customer statement
Emal attached, to the current customer. See section 5.314 Email Customer to see the

SH email functionality.
3 This brings you to the “Add Invoice” functionality of the program, automatically
e populating the chosen customer as the invoice recipient. See section 9.1 on Add

Invoice

This brings you to the “Add Recurring Invoice” functionality of the program,
Add Recurring automatically populating the chosen customer as the recurring invoice recipient.
Invoice
See section 10.1 on Add Recurring Invoice

1 This brings you to the “Add Quote” functionality of the program, automatically
Add Quote populating the chosen customer as the quote recipient. See section 11.1 on Add
Quote

This button will update any active records for the customer (i.e: any active invoices,
Update Active quotes, or recurring invoices) with any customer information updates you have

e made on screen. Example: If the customer’s address has changed, clicking this
button will update the address on any active records.




5.312 Customer Statement

Your company details

Customer details

Date of when the
statement was run.
Statement will only show
any outstanding balances
for invoices due prior to
the statement date.

Outstanding balance owing by
the customer for any invoices
due prior to statement date

This lists all the outstanding
invoices that make up the total
Balance.

Company ABC | Customer Statement
1234 Third Lane Email: suppont@companyabeom
NYC,NY Wabsim
10101 hitp:/ ‘www companyabomstam
Bill Teo Ship To
Imvoice Expan Invoice Expan
2934 LaCanada Wy 9934 Lz Canada Way
Shadow Hills, CA 91040 Shadow Hills, CA 81040
|——p Statement Date § 15 2017 Customer Number 1008 Balance 3$163882 4+—
Toveice Dae Tuvoice Number Date Due Total Shipping Tax Fayments Balance
61172017 11023 6117217 3139578 3000 510638 3000 3139578
6/08/2017 1o 6/08/2017 $75.Mm 30.00 M 30.00 $75.7m
6/04/2017 110235 6/04/2017 $62935 $0.00 $0.00 $0.00 §6995
4/00/2017 i 4002017 §9737 50.00 74 50.00 §9737
Account Aging
1-30: 81341435 30-60: 500 60-90: 32737 120500 44—

This breaks down the balance
outstanding by the age of each
outstanding balance. i.e: 1-30
days overdue, 30-60 days
overdue, 60-90 days overdue, or
120+ days overdue




5.313 Invoice History

Company ABC | Customer History |
Your company details 1234 Third Lane Email suppontGcomparyabeom
NYCNY Websim
10101 hetp:/ ‘www oompanyabosstom
Bill Te Ship To
Cusiemer dzails Invoice Expat Invoice Expat
9934 Lz Camada Wy 9934 La Canada Way
Ehadow Hills, CA 91040 Shadow Hills, CA 91040 Outstanding balance owing by
Date of when the the customer for any invoi
N . - . y invoices
|——p Statement Date § 16 201 Customer Numbar C1008 Balance $16388) <4— —
statement was run. - due prior to statement date

Tuvoice Date Ioveice Number Date Due Total Shipping Tax Payments Balaunce

6/11°2017 110239 61172017 $139578 5000 310638 5000 §159578 i st &l ihe frveiees

6/08/2017 110237 6/08/2017 75M S0m $577 $0.00 §757m T Ty —

60472017 110234 60472017 $50.00 00m 3000 350.00 30.00

4/04/2017 110235 G047 2017 36995 0.0 00 m 36995

40072017 i 409017 39737 30.00 74 3000 9737
This breaks down the balance
outstanding by the age of each
outstanding balance. i.e: 1-30

Account Aging days overdue, 30-60 days
1-30: §1,54145 30-60: 50.00 60-9¢: 30737 120+:30%0 4—— | overdue, 60-90 days overdue, or

120+ days overdue




5.314 Email Customer

o5l Email Statement to sales@invoiceexpert.com — O X

Email Customer Statement

Statement From Statement To r
Your company email supporti@companyabc.com l |sa|es@invoiceexpertcom _l '\
Send Email i
Statement Subject | To send email to customer |

Modifiable subject L » lAIIached you will find a copy of your customer statement I
line of the email

Statement Email Body
Y B@ v B U 7 meamacity ===

| Customer’s email address |

[l

Feel free to Dear Invoice Expert,

customise this email

; Attached you will find your customer statement.
body as required, as

this will be the Balance Due: § 1,638.82
verbiage included in

the email to the Thank You,

customer. Invoice Expert

PDF attachment of the customer
statement. You can click the
“Preview Statement” button to
see the statement being sent to
the customer.

Statement Attachment
|C‘\ProgramData\Invoice Experfi\Invoice Reports\C1008 pdf | e

Preview
Statement

To close this window, once
email has been sent or if you no
longer want to send an email.

H

5.4 Delete Customer

This button will delete the customer that is selected (example below) in the customer
display list. When you click “Delete Customer”, you will get a prompt to confirm if you want
to delete the selected resource from your database.

i Gy

Delete Customer

Customer Number Customer Name Category Phone Email Contact Name

1C100233 George Smith Active Default 573-347-3684 georgesmith@george... George Smith
- O Invoice Expert 123 Active Default 123-456-7890 sales @invoiceexpert.c.. Invoice Expert 123

5.5 Export Customers

; This button will export to excel all customers and fields/details displayed in the customer
Expurt;C.It:st‘o.mers dlsplay I|St




5.6 Reload Customers

This button will refresh the screen/customer list, in the event that you have made customer
updates in another section of the program. Example: If you change a customers details like
name or contact details via the invoices section of Invoice Expert, the customer page does
not get automatically refreshed live on-screen, unless you press the “Refresh Customers” button; at this
point in time, the list will update with the latest details.

Reload Customers



6.0 Products

The Products screen is where you will manage all of your products.

Use this section to search your This section will display the Use this section to complete a Product Batch Operation:
products database, using the drop- product details, including SKU,
down to choose what you want to product number and name, as well 3) Delete Products — All “Selected” Products (I.e: Products with a checkbox
search by, and if just Active and/or as cost and price (A,B,C,D) of the beside their name) will be deleted if you “Run Product Batch”
Products and/or Services. Click product and stock level. 4) Update Category - All “Selected” Products (l.e: Products with a checkbox
“Search Products” to search and beside their name) will be updated with the Category Name that is
the results will appear in the selected under “Category Name” selection after you click “Run Product
display list. Batch”
I |

i ‘ Producs | Sevices n~ Product vendors ‘ | ot Purchase orders

Product Search Product Information Products Batch Operations

Product Name. . Number: Cost: $ 000

Contains B SKU: Price: s oog Vi SelscedProdus Selecting Check All will select every product in

Name: Price B: $ 000 -

[ ] cotegory: Price C: s 000 the display list.

All = Results at 2 Tme e Price D s 00 Fun Products Batch

[ Products [] Services [ Active ._.,c:.y,: s',:’d‘ o Selecting Un-Check All will de-select any

' om0 UnCheck N1 | ) ) )
e selected products in the display list.
o—— P e : T
|m] INVEXP Invoice Expert Invoice Expert Invoice Expent Default 5 69.95 =

[Edit Category Export Products
T Delete Category

Category Name Refresh Products
Default —
Resale

This Display List will show the entire list of products that are part of your company
database upon first navigating to this screen, as well as the results of a Product Search,
depending on the Product Search section.

6.1 Product Categories

Product Categories can be modified within this section as required.

Product Categones
This button will add a new category to the category list, enabling you to categorise products with
Add New Category ¢ this new category created.
This button will give you the ability to edit the name of the category selected in the category list.
Edit Category -
Delete Category < This button will give you the ability to delete the category selected in the category list.

This is the Category Name list box, which displays a list of all available categories for you to choose
Resale to assign product’s to. This is also the list where new categories will be added, as well as where
you have the option to edit existing categories or delete existing categories.

6.2 Add Product

The Add Product box enables you to add new products to the database. Clicking this button will

©  open up the following screen:

Add Product



B Add Edit Product Details

@” Add/ Edit Product Details

Product Details

Product Status

Active v
Product Category
Default

Product Name

|

Product Bin Location

Barcode
”|||||||‘|‘ ‘||||”|m ClBarCodel

Printed Product Description

Intemal Product Notes

Sales History . }i?’- Purchase History FY Vendors
Product lage Update Product
=
Delete Product
Select Image »5 Clear Image
Reload Product
Stock Level  Low Level Product Pricing Custom Fields
o o Product Cost Custom Feld 1
Is Service $0.00 ]
No T Product Price . Custom Field 2
(g Prc
Taxable - Tax 1 $0.00 |'® ‘ ]
[/] Taxable - Tax 2 Product Price B Custom Feld 3
(g BCD
$0.00 \ |
Product Price C Custom Feld 4
$0.00
Product Price D Custom Field 5
$0.00 \ |

Once all of the appropriate

details have been populated for the product, be sure to click “Update

Product” to save the product details to the database.

6.21 Product Details tab

This is the main tab that provides key information on the product.

Field

Definition

Product Status

Product can either be Active (still available as part of your company)
or Inactive (no longer available)

Product Category

Select product category associated to the product (refer to Section 6.1
Product Category to change any categories in this drop-down list)

Product Name

Input the name of the product

Product Number

Input the product number

Product SKU/Barcode

Input the SKU/barcode of the product

Product Bin Location

Input the bin location of the product

Barcode

This is automatically generated based on the SKU/barcode inputted




Printed Product Description

Input the description of the product

Internal Product Notes

Input any notes related to the product for your own reference

Product Image

Add a product image via the “Select Image” button related to the
product. If you no longer want the product image, click “Clear image”

Stock Level Input the amount of stock available for the product

Low Level Input the number that you would like to consider to be “low” on stock
to be notified on if it reaches this number (utilised in the Stock Low
Alerts report if the product goes below this low level)

Is Service Select “Yes” if this product is considered a Service. Select “No” if this

is not a service.

Taxable —Tax 1

Check this box off if this product is taxable with tax 1

Taxable — Tax 2

Check this box off if this product is taxable with tax 2

Product Cost

Input the cost that this product costs you

Product Price

Input the price you are selling this product for

Product Price B

Input the price you are selling this product for if requiring additional
product price if the product is sold at different price points to
different customers

Product Price C

Input the price you are selling this product for if requiring additional
product price if the product is sold at different price points to
different customers

Product Price D

Input the price you are selling this product for if requiring additional
product price if the product is sold at different price points to
different customers

Prc Button % Pre

This button will set the price of your product, depending on the
Product Markup Price settings that you in the Product Settings of
Invoice Expert

BCD Button 4 BCD

This button will set the B, C, D price of your product depending on the
B, C, D settings that you set in the Product Settings of Invoice Expert

Custom Fields

*If you selected in the Custom Fields Settings for Custom fields to be
used for Products, they will appear on this tab

Custom Field1-5

Input the data you require based on the custom field you have added
to the screen, if any.




6.3 Edit Product

The Edit Product box enables you to edit the selected product from the display list. Once a
product has been selected from the display list, clicking this button will open up the same
screen from Section 6.2 Add Product, however the screen will be populated with the
product’s details. You can edit any of the fields, per Section 6.2, on screen and clicking “Update
Product” will save the edited details back to the system. Note that double clicking on any product listed
on the product display list on the Product screen will also bring you to the product’s profile to edit.

Edit Product

[® Edit Invoice Expert

" Edit Invoice Expert

I Product Details i ! Sales History )f Purchase History & Vendors
Product Status
) Product Image Update Product
Active - —
Product Category
Default - =
Product N Delete Product
‘Invoice Expert ‘
Product Number
. SelectImage »s ClearImage
INVEXP
‘ ‘ Reload Product
Product SKU/Barcode Stock Level Low Level Product Pricing Custom Fields
[lnvowce Expert } |1 HO Product Cost Custom Field 1
Product Bin Location Is Service $0.00 |Size Large| |
[ | No Y  Product Price = Custom Field 2
Barcode Tanable - Tax 1 s39.95) "# ¢ | l
MR e - -
(& BCD
Inveoic SO-DO ¢ | I
Printed Product Description Product Price C Custom Field 4
Invoice Expert $0.00 | |
Product Price D Custom Field 5
$0.00 | |
Internal Product Notes

6.31 Sales History tab

This tab will show you a list of all sales made associated to this product.



Display list
indicating all
sales made
against this
product

6.32 Purchase History

[® Edit Invoice Expert

g, Edit Invoice Expert

Product Details

[y

Sales History

ﬁ Purchase History

|z

Vendors |

| Invoice #
110243
110244

Invoice Date
/06/16/2017
06/16/2017

Customer
George Smith
Jane Brown

2.000
5.000

Export Sales History to Excel

Quantity

Price
69.95

Total Profit
139.90000 : 39.90000
34975000 99.75000

Use this button to
export the sales
history of this product
to excel

L -

Delete Product

Reload Product

Total Sales Total Cost Total Profit Shows the total sales, _]
$489.65 $350.00 $13965 4 cost and profit against
this product (Profit =
Sales — Cost)
This tab will show you all purchases made to purchase this product.
it  Product Details | i[f  salesistory gf Purchase History l 7 Vendors Use this button to
- | export the purchase
F? Export Purchase History to Excel <« Spdst history of this product

Display list
indicating all
purchases
made for
this product

PO Number
PO1001
RO1000

Vendor

Invoice Expert
Invoice Expert

PO Date
06/16/2017
04/08/2017

Cost
70
2495

QTY Ordere
20.000
1

QTY Receive | Date Receive
20 06/16/2017
1 04/02/2011

to excel

=]

Delete Product

Reload Product



6.33 Vendors tab

This tab will show you all vendors that you purchase the product from.

Vendor lTli Last Cost Ave Cost Update Product

Invoice Expert | 123-456-7890 0.00

Wl

Delete Product

(S|
o

Reload Product

6.4 Delete Product

This button will delete the product that is selected (example below) in the product display
@ list. When you click “Delete Product”, you will get a prompt to confirm if you want to delete
Delete Product
the selected product from your database.

Product Number Product Name Normal Price

Long Items Item with many items 50.00
INVEXP Invoice Expert Invoice Expert Invoice Expert

6.5 Export Products

X- This button will export to excel all products and fields/details displayed in the product display

Eportproducts  [1ST.

6.6 Refresh Products

This button will refresh the screen/product list, in the event that you have made product
updates or stock updates in another section of the program. Example: If you add stock to a
product via the PO section of Invoice Expert, the product page does not get automatically
refreshed live on-screen, unless you press the “Refresh Products” button; at this point in time, the list
will update with the latest details.

T

Refresh Products

6.7 Other Buttons on Products Page

You will notice that on the Products page, there are also navigation buttons for: Product Vendors and
Purchase Orders. These buttons will bring you to the Vendors and Purchase Orders sections of Invoice
Expert, similarly to the buttons on the Quick and Full Menu.

Products  Services i Product Vendors I-ﬁf"‘ Purchase Orders




7.0 Vendors

The Vendors screen is where you will manage all of your vendors.

Use this section to search your
vendor database, using the drop-
down to choose what you want to
search by. Click “Search Vendors”
to search and the results will
appear in the display list.

This section will display the
vendor’s details, including
company name, contact name,
phone # and email address.

This Display List will show the entire list of vendors that you work with as part of your
company database upon first navigating to this screen, as well as the results of a Vendor
Search, depending on the Vendor Search section.

7.1 Add Vendor

|
Add Vendor

1
i y Products ] Services * 4 Product Vendors |‘ 2 Purchsse Orders
Vendor Search Vendor Details
Company Name - Account: 79845954748 Lid
. Company: Invoice Expert 3
Contains ] Contact: John Smith e
[E— - v e
A H o ta T Fax: 1234567890 lud
Email: sales@invoiceexpert.com Edit Vendor
i O
Delete Vendor
Account Number Company Name Contact Name Email —
‘Andy Vendor Ands Vendor 25292929 92929292 sk@sks.com :
Blah blah asfasf Sy
79845954748 Invaice Expert 3 John Smith 123-456-7890 123-456-7890 sales@invoiceexpert com xport Vendors
Jolly Wey sfsg dge3535 353 K2@sfs.com
New Company Blah 3399829 53939 Ki@ks com L
Tab More tab 3939 239 3839 Refresh Vendors List
Test Comoanv Test Test 5565555 -

The Add Vendor box enables you to add new vendors to the database. Clicking this button will
open up the following screen:




(8 Add / Edit Vendor Detais

a Add / Edit Vendor Details

| (61712017 ”

Vendor Detals k4 Purchase Orders | , Associated Produds
Company Name Phone Number Fax Number
\ | |
Contact Name Email Address
| |
Address Website Address
[ J[
Gity State Postal
| 1Ll |
Account Details
Account Number Payment Terms Last Charge Date Last Charge Amount
I | On Receipt ~ |6/17/2017 ~ $0.00
sts)le Nombey Credit Limit Last Payment Date Last Payment Amourt
I | $0.00 | | 6/17/2017 v $0.00
Federal Tax Number Date Started Current Balance

Add / Update Vendor

=]

Delete Vendor

Reload Vendor

Once all of the appropriate details have been populated for the vendor, be sure to click “Add/Update
Vendor” to save the product details to the database.

7.11 Vendor Details tab

This is the main tab that provides key information on the vendor.

Field

Definition

Company Name

Input the name of the company/vendor

Contact Name

Input the name of the contact at the company/vendor

Address Input the company/vendor address

City Input the city of the company/vendor
State Input the state of the company/vendor
Postal Input the postal of the company/vendor

Phone Number

Input the phone # of the company/vendor

Fax Number

Input the fax # of the company/vendor

Email address

Input the email address of the company/vendor




Website address Input the website URL of the company/vendor

Account Number Input the vendor’s account number

State Tax Number Input the vendor’s state tax number

Federal Tax Number Input the vendor’s federal tax number

Payment Terms Select from the drop-down the payment terms with the vendor

Credit Limit Amount of credit available with the vendor

Date Started Input the date you started working with this vendor

Last Charge Date Last date that the vendor was charged

Last Charge Amount Last amount that the vendor was charged

Last Payment Date Last date of payment made to the vendor

Last Payment Amount Last amount of payment made to the vendor

Current Balance Current balance you owe to this vendor, based on any outstanding
purchase orders.

7.2 Edit Vendor

The Edit Vendor box enables you to edit the selected vendor from the display list. Once a

vendor has been selected from the display list, clicking this button will open up the same

screen from Section 7.1 Add Vendor, however the screen will be populated with the vendor’s
details. You can edit any of the fields, per Section 7.1, on screen and clicking “Add/Update Vendor” will
save the edited details back to the system. Note that double clicking on any vendor listed on the vendor
display list on the Vendor screen will also bring you to the vendor’s profile to edit.

Edit Vendor



[ Invoice Expert

a Add / Edit Vendor Details

< Vendor Details Il of Purchase Orders | v;f. Associated Produds 4
Company Name Phone Number Fax Number Add / Update Vendor
||nvmce Expert ||123455—7590 \ \123455—7890 | B
Contact Name Email Address b 7
|John Smith | |sa|es@invoiceexpertcom | EO
Addh Website Add Delete Vendor
|c:ny State Postal | | | T
| | | I [ | Reload Vendor

Account Details

Account Number Payment Terms Last Charge Date Last Charge Amount
[79645954748 | on Receipt = | 4/0si2017 = $0.00
State Tax Number Credit Limit Last Payment Date Last Payment Amount

| | $0.00| | 4/09/2017 v $0.00
Federal Tax Number Date Started Current Balance

| | 40972017 v $0.00

7.21 Purchase Orders tab

This tab will show you a list of all purchase orders associated to this vendor.

f® Invoice Expert

a Add / Edit Vendor Details

Purchase Orders

Associated Produds

Vendor Details b
|
—— Due | Smws ] [ shipping | Add  Updte Vendor
Display list 06/16/2017 06/16/2017 - Paid _—
indicating all P01000 04/09/2017 04/09/2017 In Process <
>
purchase =]
orders Delete Vendor
related to
this vendor e
Reload Vendor




7.22 Associated Products

This tab will show you all products associated to this vendor.

f® Invoice Expert

‘I Add / Edit Vendor Details

i Vendor Details | o i Associated Produds
Display li —————————————
Display fist Last cost of the
indicating all TEXp T e 2495 0.00 000 product purchased
products from the vendor and
associated the average cost of
to this this product from the
vendor. vendor.

Reload Vendor |

7.3 Delete Vendor

This button will delete the vendor that is selected (example below) in the vendor display list.
When you click “Delete Vendor”, you will get a prompt to confirm if you want to delete the
selected vendor from your database.

!

Delete Vendor

Comprbrn | Comttim o e g g
123-456-7890 sales@invoiceexpert.com

79845954748 Invoice Expert - John Smith - 123-456-7890

7.4 Export Vendors

"{-, This button will export to excel all vendors and fields/details displayed in the vendor display

Expnl"‘t‘lendnrs Iist.

7.5 Refresh Vendors List

This button will refresh the screen/vendor list, in the event that you have made vendor
updates in another section of the program. Example: If you add update vendor information
via the PO section of Invoice Expert, the vendor page does not get automatically refreshed
live on-screen, unless you press the “Refresh Vendors List” button; at this point in time, the list will
update with the latest details.

b: of
-

Refresh Vendors List



8.0 PO’s

The PQO’s (purchase orders) screen is where you will manage all of your purchase orders.

Use this section to search your purchase orders database, using
the drop-down to choose what you want to search by. Click
“Search Purchase Orders” to search and the results will appear in
the display list.

e ’ Products / Services i Product Vendars y Purchase Orders
Purchase Order Searc 2.
[ PO Number -] %
Contains = Add PO
I <
All v Results at a Time
- Edit PO
<
Search Purchase
Orders Reset

Vendor

Remaining
Invoice Expert 3

PO1050 2018-04-08 InProcess Invoice Expert 3 402412 402412 0

PO1048 2018-03-05 InProcess New Company 2018-03-05 1022 0 1022 0.000

PO1048 2018-02-02 In Process Jolly Way 2018-02-02 1000 0 1000 0.000

PO1047 2018-02-01 InProcess Andy Vendor 2018-02-01 100 0 100 0.000 -,
PO1046 2018-02-01 Paid T Try new stock 2018-02-01 1000 1000 0 0.000 Refresh PO List
AAtnaE Ano An A Faid Blnk liak Ane An e 1111n 111n n Annn

This Display List will show the entire list of purchase orders that you have created as part
of your company database upon first navigating to this screen, as well as the results of a
Purchase Order Search, depending on the Purchase Order Search section.

8.1 Add PO

-

The Add PO box enables you to add new purchase orders to the database. Clicking this button
sdro will open up the following screen:




1) Select the
vendor you
would like to
create the
purchase order
for from this
drop-down

2) After
selecting the
vendor, the
Vendor details
and vendor
address
information will
automatically
populate based
on the vendor
details in the
Vendor section

4) Click
“Add/Update PO”

- to begin adding 3) Select the
P e Or . q
i’ items to this PO Payment Terms
and input the Tax if
~ . [ . applicable
Ny [ ]
Add/ Reload Print
Update PO PO PO
Vendor Information *4 Ship To Status
Pending
Vendor Address Purchase Order Seffings o
I Payment Terms
Vendor Ref. #
Tax Tax 2
000]% [ 000 2 [ ]
ity Stat Postal Order Date
] l ] [ 6/17/2017 v
Date Due
6/17/2017 v
Order Items Receive Items ! [ ' Payments
Prodvcumber— | VendorCote—| —Gumni | Dicom | Cou | Uneton | v | [
Tax S 0.00
| (] Tax 2 s 000
Shipping S 0.00
Total $ 0.00
Payments S 0.00
Balance
$ 0.00

Once the purchase order box has opened, you:

1)
2)

3)
4)

Need to select the vendor that the purchase order is related to using the drop-down box.
Once you have selected the vendor, the vendor details and vendor address will automatically
populate.

Input the Payment Terms and Tax rates, if applicable

Before you are able to continue with creating the purchase order, you must click the following
button: w

Add /
Update PO

Once clicking this button, the PO # will automatically populate (based on recommended PO # numbering
in the Settings tab), as well as Order Date is populated with today’s date, as well as Date Due. If the Date
Due needs to be updated, please be sure to update the date as required.

See screenshot below for an example of the details populated after clicking Add/Update PO:




.‘P:‘

Add /

Update PO PO PO Details

Vendor Information P— ship To Status
- In Pr
Vendor Address Purchase Order Selings
Invoice Expert - P T PO#
Vendor Address Net - 15 - PO1007
Vendor- |Invoice Expert 947 Venice Street N a2 Vendor Ref. &
B ax ax
Contact:|John Smith
i i 1000/ [ 000| % L ]
Email: |sales@invoiceexpertcom City Order Date
Phone: |123-456-7890 Nashville |[TN | [20583 8202007 >
Date Due
6/20/2017 ~
| T

k(‘ ¥
Reload  Print Vendor Close

8.11 Order Items Tab

1)

2)

In order to create the PO, you need to begin by adding products to the PO. This can be done by
selecting the Product Number cell and selecting the item(s) to be added to the PO. When
clicking in the cell, the products will appear as a drop-down. Or, if you are familiar with the
product numbers, you can begin typing the first letter of each product number, and the box will
begin to populate with the product required. If the product is not available in this drop-down,
you will need to navigate to the Product section of Invoice Expert to add a new product to the
database.

Product Number Vendor Code
) v I
123
INVEXP

Once you add a product, the quantity will default to “1” and the Cost will populate based on the
cost inputted for this product in the Products section of Invoice Expert. If you need to update
the quantity, be sure to update it to the expected number of the product required. Per below
screenshot, you will notice that the Balance has now also been updated based on the product
price, tax if applicable, and total balance.



v - e
Add/ Reload Print
UpdatePO' PO PO
Purchase Order Options

'i- Vendor Information Status
In Process
VendorAddress Purchase Order Setfings
Invoice Expert -] Payment Terms Po#
= Vendor Address Net - 16 - PO1007
Vendor- [Invoice Expert 947 Venice Street = P o Vendor Ref. #
- ax ax
Contact:|John Smith
[1000] | 000 2 ]
Email: [sales@invoiceexpertcom City State Postal Order Date
Phone: [123-456-7890 [Nashville |[[N ] [e0583 | [ 6/20/2017
Date Due
[6/20/2017 [~

Pt ambor— Voo ot m sores 5 0
_ R— W o
INVEXP Tax 2 s 0.00
» Shipping $ 000

Total s 55.00

Payments $ 0.00

Balance
.8 55.00

3) If you are getting a discount on this product, you can add it one of two ways:

a. Via Dollar Amount: Input the discount $ amount you are receiving in the Discount
column. Make sure that the “Disc %” column is de-selected. In the below example, you
can see that it has now reduced the cost from $50 to $40 due to the $10 discount added
in the Discount column.

= INVEXP

b. Via Percent Discount: Input the % discount in the Discount Column, and then be sure to
click the “Disc %” column so that it is selected. In the below example, you can see that a
10% discount of a Cost of $50 has been applied (l.e: a $5 discount), utilising the %
discount functionality of the software:

Receive Items Payments

Order Items

VendorCoe mm o
ax

B ]
s I
INVEXP 45.00 T2 | & 000
Shipping $ !
S I
s I




4) Repeat steps 1 — 3 for the number of products required to be included on this PO.

Vendor Information

- Ship To Status
In Process

Ship To Information

Ship To Name

Ship By PO #

-

I Ship Other Vendor Ref. #

" —

State

I Ship Costs Order Date

2018-02-01 v
Postal $0.00

‘ | Date Due

2018-02-01 ~

5) Click on the “Ship To” tab and input the necessary details there, including:

Field

Definition

Ship To Name

Input the name of individual whom the products you are
ordering/receiving should be shipped to

Ship Address

Input the address of where the products you are
ordering/receiving should be shipped to

City Input the city of where the products you are
ordering/receiving should be shipped to

State Input the state of where the products you are
ordering/receiving should be shipped to

Postal Input the postal of where the products you are
ordering/receiving should be shipped to

Ship By Input the method of shipping the products you are
ordering/receiving should be shipped to. If a value is missing
in this drop-down, update via the Settings tab, per Section
3.10 Manage Drop-downs

Ship Other Input any other shipping information

Ship Costs Input the cost of shipping the products you are

ordering/receiving. This will be included as part of the overall
Total cost of the PO

6) Click the “Print PO” button

=

in order to print a copy of the PO for the vendor:

Print

PO




Company ABC | Purchase Order

1234 Third Lane Email: support@companyabc.com PO Number: PO1007
NYC,NY Website: R _
10101 http://www.companyabctest com Vendor Number:
i PO Date: 6/20/2017
| Vendor Inf t Shipping Inf ti
Invoice Expat Joey Lawrence
947 Venice Street 486 Rueto Way
| Nashville N 20583 LA CA 93038
Product Number Vendor Product Code Quantity Unit Price Discount Sub Total
INVEXP 1.000 $50.00 000 $50.00!
INVEXP2 3.000 $10.00 000 $30.00
Sub Total: $80.00 v
Shipping: $5.00
Total: $93.00 ;

8.12 Receive Items tab

This tab is used in order to confirm that you have “Received” the items from the vendor. To receive the
items, you can do this one of two ways:

1) If you have only received a partial amount of the order, you can directly select the items from
the drop-down and update the quantity received as required:

Order Items

06/20/2017

2) If you have received the entire order, you can click the “Receive All” button and the received
items will automatically populate with all items part of your PO:

]
-
-
-

Order Items

Quantity Date Received
06/20/2017

06/20/2017




*Note: After receiving the items, you will notice that the products “stock” will also increase by the
guantity received. You can view the Products page, and by clicking the “Refresh Products” page.

8.13 Payments tab

The payments tab allows you to manage payments against this PO:

Order Items Receive Items

ii'll

Payments |

(la

Add Payment

ifg

Edit Payment

o

Delete Payment

8.13a Add Payments

Payment Date l Payment Type Amount

Clicking “Add Payment” brings you to the following screen in order to add a new payment to this PO.

Input the date the
payment is being made

Add Edit Purchase Order Payment

Input the Check/Money

Order #, if applicable

l'“’ Add Edit Purchase Order Payment

Balance Due is the total

amount on the PO that Balance Due Posting Date

is still outstanding » $93.00 v
Payment Type Check / Money Order #

Select the payment type > - l

being made from the

drop-down. If a type is Payment Amount

missing, this can be $93.00

added via Settings, per

Section 3.10 Manage T

drop-downs

Payment Amount will default to the balance

on the PO, however if you are only going to
start with a partial payment, you can
update the amount in this box with the
payment amount you are currently paying.

<
Jpdate Payment

Click this button in
order to add payment
to the PO

H“

Click this button to
close the payment box.




Once you have added the full payment to the PO, a few things will happen:

+ T Z o Status Status will change to
A Yy — o
» - Paid “Paid”, if full amount of
Invoice Expert B Venderacdrss 'P"m""mg;:s"'“ PO# PO has been paid out
. Vendor Address Net - 15 - Fo1007
Vendor: |Invoice Expert 947 Venice Street = P - Vendor Ref. #
g SN (E—
Email: les@invoiceexpertcom City State Postal Order Date
Phone: |123-456-7890 |Nashwue \ |TN | |20533 [8/20/2017
Date Due
67202017 ~]
'~ Order ltems H Receive ltems II|| w !
Payment Date Payment Type SubTotal | §  80.00
N r¢ [y os720/2017 Credit Card ¥:2 : z%
Add Payment Shpping | § 500 Payments will reflect
:"‘" . : ::'x the total payments
N rl — ¥ madetothe PO
Balance
Edit Payment s 0.00
I r Balance will update to
é S0 if full amount has
Delete Payment been paid, or otherwise
will show the
outstanding balance
remaining on the PO to
be paid

8.13b Edit Payment

Selecting the “Edit Payment” button allows you to modify an existing payment already added to the PO,
if perhaps some changes need to be made to the existing payment. The payment that requires editing
first needs to be selected prior to clicking “Edit Payment”:

'~ Order Items E Receive Items II|| w
Payment Date Payment Type Amount
| r¢ O R Card ™ g —
Add Payment
ufy
Edit Payment
s
Delete Payment

You will then be brought back to the same payment window as “Add Payment”. You can make the
necessary adjustments and update payment:



Add Edit Purchase Order Payment

f[h Add Edit Purchase Order Payment

Balance Due Posting Date
$0.00 v
Payment Type Check / Money Order # Jpdate Payment
Credit Card . [
Payment Amount

i

8.13c Delete Payment

The Delete Payment button will enable you to delete a payment added to the PO altogether. You first
must select the payment line you would like to delete, and then click “Delete Payment”. Clicking this

button will bring up a pop-up requesting that you confirm deletion, as deleting the payment can not be
reversed:

| Delete PO Payment

Are you sure that you want to PERMANENTLY delete this PO payment
! from the system?

| I

8.2 Vendor Details

v The Vendor Details button will bring you to the Vendors window, per section 7.11 Vendor Details

e tab. You can use this button to refer to any vendor details, or past POs or associated products as
betals  required to help you create the PO.



9.0 Invoices

The Invoices screen is where you will manage all of your invoices.

Use this section to search your invoice
database, using the drop-down to choose
what you want to search by, and if just Paid
(i.e: invoices fully paid), Pending (i.e:
invoices not yet fully paid) and/or Voided
(i.e: invoices that have been voided)
invoices. Click “Search Invoices” to search
and the results will appear in the display list.

This section will display
the Invoice Information,
including invoice date,
status, and customer
address, of the invoice
selected in the display
list.

This will display the
invoice total $ amount
as well as the invoice
balance remaining.

T

You can run 1 of 3 batch
operations with invoices. 1)
Print multiple invoices 2)
Email multiple invoices 3)

Invoice Search \4 Invoice | %1ce Batch Operatorss S
Customer Number . 201803-22 Invoice Total: $ 2000  With Selected Invoices Bulk pay multiple invoices Lo
Pending Invoice Balance: $ 2000 it
Contains - c Ty - Add Invoice
S I .
All ~ Results al a Time o it
o e
e
1234567 il
Delete Invoice
Selected Invoice Date Invoice # Status Customer # Customer Name Total ents. Balance Date Due  —
N ] 2018032 110351 Pending 111 New Sab Customer 20.00 0.00 2000 20180406
] (m} 20180322 110350 Pending C100232 Jane Brown 543 1.16 0.00 116 2018-03-22
[ [w] 20180322 110343 Pending c00232 Jane Brown 543 116 0.00 116 20160322 Bport Invoices
[ 5] 2018032 110345 Pending 11 New Sab Customer 9587 0.00 95.67 20180406
| ] 20180317 110343 Pending 3533 James Smith 2 0.00 0.00 0.00 20180401 )
Il [w] 20180315 110342 Pending A New Sab Customer 0.00 0.00 000 20180330 Reload Invaices
I (m} 2018-03-15 110341 Pending C100240 New Test Customer 0.00 0.00 000 2018-03-30
| [w] 2018 ] 0.00 2018-03-29
| ] 201eq  This Display List will show the entire list of invoices that are part of your company o 000 20160529
Il ju] 20189 database upon first navigating to this screen, as well as the results of an Invoice Search, o 51.75 2018-03-28
| O 201 . . . o 2310.00 2018-03-20
| o s depending on the Invoice Search section. i S EAERErT
i 8] 20160203 Ti0331 [Fending [2518 TSally Brown [210.75 [0.00 21075 2018-02-18
| [ml 018-02-0 1110330 | Pending | | James h 12310 10.00 2310 2018-02-1:

Change Number

Item unique

Item Name Item Description

Change Name

1.000

20.00

20.00

This section at the bottom of the page will provide further details of the selected invoice
including a listing of all items associated to the invoice and price per line item.

9.1 Add Invoice

The Add Invoice box enables you to add new invoices to the database. Clicking this

|
Add Invoice

button will open up the following screen:



9.11 Customer Information

~ TR AT
Add / Update Rdoad Print Print 3
1. Select from the Invoice  Invoice Invoice Packing Slip Invoice
drop-down the
name of the & Customer Information __&é" Ship To Status
Paid
customer the Bill To Information - #
invoice is for. If the T Biling To Name e
customer is Customer Name l I [:]
missing, add them I | Biling Address psiiniass :
i 2018-04-09 v|
in the Customer
Section 5.2 Date Due
[PEES S % 2018-04-09 7'}
[] Print Due Date
SwTotal| s 000
Tax S 0.00
Tax 2 s 000
Shipping 5 0.00!
Total s 000
Payments 5 0.00°
Balance
$ 0.00
Add ltem
Show Profit Details
Edit ltem
=]
Delete ltem
# Invoice Detail
e i
H Add /Update Reload Print Print Emall Void Invoice || Add Item Add Discount - a
2.vCustomer details e e e 3. Invoice # will
will populate ! S— — ol i o e . populate with the
based on the invoi
- . Customer Information Status gexiipveice
details that reside Pendi sequence, as
for the customer corge Smith - C100233 " ::Tu I:fcrmation e selected in 3.5
on the Customer s o | Emngiio Kans il Invoice Defaults
section of Invoice [on ] IGeorge Smih o
George Smith - Invoice Date
Expert P — Dting Addess e = The invoice date
omer 8304 Long Road 121/ T ’
lgeorgesmﬂh@george com ‘ Date Due defaults to today’s
Fth . Customer Phone City 6/21/2017 7 | date.
ereisa 573-347-3684 : .
[ ] [San Francisco ] Print Due Date
salesperson Email / Print Template Country The date due
involved in this Professional 2 v |usA sbTotal| s 000 defaults to the
Tax S 0.00
sale that you need = L same date as
to record, select Shipping | S 0.00 today if no
their name from lot $ 00 P tT
Payments| S 000 ETEE TE
this drop-down. If (under Invoice
. Balance .
the name is not | ary | S o Settings or set
found, refer to e Price CineToal | Taxt | 'Tex2 during 3.5 Invoice
Settings -> Manage = ] ] - Defaults) has been
Show Profit Details
Employees chosen
Edit ltem
=]
Delete ltem




9.12 Ship To

Use this tab in order to update any shipping details related to the customer and their invoice:

f® 110250 - Invoice Details

o din A

- i o lg - N l 1
| add [/Update Reload Print Print Emai Void Invoice || Add Item Add Discount || Add Payment || View Customer Customer Close
Invoice Invoice Invoice Packing Slip Invoice i Statement
- : f

[ Invoice Settings

If the Ship To
information is the
same as the Bill
to/Customer
information, select
this box and it will
automatically
populate the
shipping contact
details

Invoice #

Invoice Date
6/21/2017 v

hip Addre
8304 Long Road

Date Due

6/21/2017 v

IQanFraﬂasm ] Print Due Date

IihA - SubTotal| s 000
Tmz 80w
Shipping s 0.00
Total S 0.00
Payments s 0.00
Balance
$ 0.00
Add ltem
Show Profit Details
Edit ltem
=]
Delete ltem
Field Definition
Ship To Name Input the name of individual whom will receive your products
Ship Address Input the address of where the products should be shipped to
City Input the city of where the products should be shipped to
State Input the state of where the products should be shipped to
Postal Input the postal of where the products should be shipped to
Ship By Input the method of shipping the products. If a valueis
missing in this drop-down, update via the Settings tab, per
Section 3.10 Manage Drop-downs
Ship Other Input any other shipping details required




Ship Costs

Input the cost of shipping the products you are
ordering/receiving. This will be included as part of the overall
Total cost of the Invoice

9.13 Invoice Settings/Other

Use this tab to update any other
invoice and taxes, as well as add
this screen via the Custom Fields

f® Invoice Detail

ng g A
Add [Update Reload Print Print
Invoice

Invoice Invoice Packing Slip Invoice

Customer Information

invoice settings, including payment terms, PO number associated to the
any custom field details if you have selected to add custom fields on
Settings:

Invoice Settings

Payment Temms Net - 15

Invoice Date

PO Number

2018-04-09

Tax 2
10.00

Tax

1510 | %

Date Due

& 2018-04-24

[ Print Due Date

Sub Total 5 0.00
Tax S 0.00
Tax 2 S 0.00
Shipping S 0.00
Total 5 0.00
Payments S 0.00
Balance
$ 0.00
Add ltem -
Show Profit Details

Edit Item

=

Delete Item

Field

Definition

Payment Terms

Select the payment terms for this invoice. By default, the payment
terms is set to the payment terms selected in Section 3.5 Invoice
Defaults

PO Number

Input the PO number that this invoice is related to, if required




Tax and Tax 2 Input the tax associated to this invoice. By default, the tax is set to
the tax inputted in Section 3.6 Tax Settings

Custom Fields *If you selected in the Custom Fields Settings for Custom fields to be

used for Invoices, they will appear on this tab

Custom Field1-5 Input the data you require based on the custom field you have added

to the screen, if any.

9.14 Items
i) Add Item

Items can be added to the invoice one of two ways:

i.  Selecting the drop-down will display a list of items to choose from your products inventory.

h o Items I i [ I Payments I Notes
Scan Items tem SKU/Barcode | | ar | 1]

Add ftem v 1.000 0.00 0.00 ] %
123 Long Items
INVEXP Invoice Expert

. INVEXP2 Invoice Expert Licenses
Edit Item
=

Delete ltem

After selecting the product, the price of the product will show on the line item. Quantity can be updated
directly on the line, if more than 1 item is being purchased. You will also notice that the totals will also

update on the invoice each time an item is added or quantity updated.

Totals will
update
automatically
based on items
added/quantitie
s and if there is
tax and shipping
costs

|h : I f | Payments Notes
Scan ltems Rem SKU/Barcode | | atv | 1
o [ & Fi g (] Ci 1) 1)
e | Invoice Expert 1.000 §9.95 59,95 =] O
m Show Invoice Profit

Quantity can be updated on screen for the items, as well as the tax checkboxes
selected/de-selected depending on if tax should be applied on the product




ii.  Selecting the following button a will bring up the below screen to allow you to add
products to your invoice: Add item

Add / Edit Invoice ITtem

Use this section if you -
would like to search the - H

database for a specific ’ Add / Edlt I nvoice Item
product by name,
category, number, SKU, Search Database
description or location. Product Name & g !
Type a portion/all of i

i u € ltem
what you are looking Comtzims - mSeauhm s
for in this box and click { >
“Search Database”. o
Select ltem frm List Add Another Item

[ Search Results

a:h Search Results

A new box will pop up

with your results. Click
on the product you Product Num ' SKU | Product Na ' Description | Stock ’ Normal Pri | Location

would like to add and fII\NFXP : Invoice Expert : Invoice Expe._ Invoice Expe._i-2 69 95
click “Select Item”. INVEXP2 INVEXP2 Invoice Expe.. Invoice Expe. 54 2495




Alternatively, you can also use the following drop-down to select products to add to your invoice if you
do not want to add via the search database functionality:

Add / Edit Invoice Item

y Add / Edit Invoice Item

Search Database
Product Name - ;
Contains - Searct Update ltem
Clicking on this drop- Datal T peemm
. inv
down will enable you to o
select the product from .
Select ltem frm List
the list of all products Add Another ltem
available in your NVEXP -
database. 123 Long ltems
INVEXP2 Invoice Expert Licenses
em Number Uetaull Fncing Level
INVEXP | A -
—— T
‘.nvonce !.)e_ | B- s 0.00
In:ice Expert £ -
P D: $ 0.00
» . Inventory Details
a 0.000 [[] Taxable - Tax 1
Item Price 569, 95 I:l Taxable - Tax 2
ftem Cost $50.00 [~ Save to Database | [ '




Once the product is selected via the Search function or via the selection from the drop-down, the
product details will populate.

Add / Edit Invoice Item

” Add / Edit Invoice Item

Search Database
Product Name v
Contains b Search Update item
r\ ) D
[inv |
Select ltem frm List Add Another ltem
e Select the
[Inmiche Exper l lave and Prici pricing level, if
. not the default,
item Number Default Pricing Level that this item is
INVEXP | A - being sold for
Details of the ftem SKU Number A- $ 69.95
product auto- J |Invoice Expert | B- 'y g-og
populate in this tem Description . -
. C: 0.00
section Invoice Expert D- : 0.00
Update the quantity
to how many —
products are being 7]
sold in this section. » Quantity 0.000
[[] Taxable - Tax 1
ltem Price $69.95| [ Taxable - Tax 2 ‘ ]
Item Cost $50.00| [] Save to Database ’7

Once you have updated the details accordingly, click “Update Item” and it will add the product to your
invoice list. If you would like add additional items to your invoice, click “Add Another Item”. Once you
have added all items to your invoice as needed, click the Exit button at the bottom of the screen and you
will be brought back to the main invoice page. Details on screen can be updated the same way as
shown in i) if anything needs to be adjusted.

ii) Edit Item

If you would like to edit one of the items on your invoice (e.g: change the name or item number), you
can do so by:

i) Clicking in the cell you would like to edit on screen until the flashing cursor appears and you can
modify the name as needed.



Flashing cursor
indicating you can
type in the cell

Add ltem

INVEXP nvoice Expert <type| " | 1.000 89.95 89.95

INVEXP2 Invoice Expert Licens | 0.000 24.95 0.00
123 Long Items 0.000 50.00 0.00

(m]| K| &I
) &|&O

Edit [tem

ii) Clicking the “Edit Item” button once you have selected the product line you would like to edit. You
will be brought back to the same window when you clicked “Add Item”. Make the necessary updates,
click “Update Item” and then Exit the window.

Edit Invoice Expert

ﬂ Edit Invoice Expert

Search Database
Product Name v 13 |
Contains _ Search Update ftem
Datat JEr————
Select ltem frm List Add Anocther ltem
INVEXP s
ltem Name
| tevomtory and Ficies
ftem Number Default Pricing Level
INVEXP | A -
ltem SKU Number A $ 6995
‘Invoice Expert | B- Iy gvm
ltem Description C: $ Urou
Invoice Expert ) :
D: $ 000
» - Inventory Details
Quantity 1.000 Tambe- T 1
ltem Price $89.95 [] Taxable - Tax 2
Item Cost 3000 [~ Save to Database | 7

iii) Delete Item

If you have added an item to the invoice that was incorrect, select the line item you would like to
remove and click the following button: - You will be prompted to confirm you would like to
delete this record from the invoice. peseien — Click “Yes” to remove the item from the invoice.



| Delete .

Email / Print Template
Professional 4 Blue 0 Are you sure you want to delete this record? |

g nverz Invoice Expert Licens |0.000 24,95 0.00

. ] &
| i o E Long Items 0.000 50.00 0.00 =] =
Edit tem | = =
o

Delete ltem

9.15 Payments tab

The payments tab allows you to manage payments against this invoice:

2, - P — Il = ]

. ‘ r Payment Date | Payment Type . Amount | Notes

4dd Payment

Ay

Edit Payment

s

elete Paymer

i) Add Payments

Clicking “Add Payment” brings you to the following screen in order to add a new payment to this
invoice:




Input the date the Input the Check/Money
payment is being made Order #, if applicable

Add / Edit Invoice Payments

Balance Due is the total f'h Add Edit Invoice Payment

amount on the invoice

hat is stil . ) . .
thatis still outstanding \ABaiance Due Posting Date Click this button in
: $97.37 = | order to add payment
Select the payment type being made Jpdate Paymenl to the invoice
from the drop-down. If a type is Payment Type Check / Money Order # S
missing, this can be added via Settings, Check A | .
per Section 3.10 Manage drop-downs Payment Amourt Amount Applied
$97.37 $0.00
Payment Amount will default to the balance
on the invoice, however if you are only _ _
. . . Credit Card Information
going to start with a partial payment, you
can update the amount in this box with the | I Name
payment amount you are currently paying. ||""’57"Ce Expert
Address
City State Postal
Input the credit card Credit Card Number Expiration Date cov i
information for the [ l | } / l | [ |
ayment, if being paid b -
pay . Sl v Authorization Number
credit card. l ]
Notes can also be added
to the payment if Notes

required.

Click this button to

| ke close the payment box.




Once you have added the full payment to the invoice, a few things will happen:

Invoice Expert - C1008
Customer Name

Bill To Information
z Billing To Name

Status
Paid

Invoice #

110252 r

Status will change to
“Paid”, if full amount of
invoice has been paid

Payments will reflect
the total payments
made to the invoice

Balance will update
to S0 if full amount

|Invoice Expert
|Invni:e Expert ‘ Billing Adds Invoice Date
Customer Email 4/09/2017 Z]
| \ Date Due
Customen; Phone City State 4/09/2017 [~]
| ‘ | | | ] Print Due Date
Email / Print Template Country
Professional 4 Blue - | SubTotal| § 8995
Tax $ 7.42
Tax 2 $ 0.00
Shipping s 0.00
- Total $ 9737
% tems Iu [¢ Payments Payments | s 97.3P
Payment Date Payment Type Amount Notes -
| r¢ r 07/25/2017 Check 97.37 .8 000«
Add Payment
o
| r I
Edit Payment
| ré
elete Paymer
ii) Edit Payment

has been paid, or
otherwise will show
the outstanding
balance remaining
on the invoice to be
paid

Selecting the “Edit Payment” button allows you to modify an existing payment already added to the
invoice, if perhaps some changes need to be made to the existing payment. The payment that requires
editing first needs to be selected prior to clicking “Edit Payment”:

I|r¢

Add Payment

iy

Edit Payment

s

elete Paymer

Items I Payments I Notes I

Payment Date Payment Type Amount Notes




You will then be brought back to the same payment window as “Add Payment”. You can make the
necessary adjustments and update payment.

iii) Delete Payment

The Delete Payment button will enable you to delete a payment added to the invoice altogether. You
first must select the payment line you would like to delete, and then click “Delete Payment”. Clicking
this button will bring up a pop-up requesting that you confirm deletion, as deleting the payment can not
be reversed:

Delete

o Are you sure you want to delete this record?

e

9.16 Notes tab

The Notes tab can be used to input any specific notes regarding the invoice for reference.

| T Ttems | Payments Notes
L

This is a note related to this invoice.




9.2 Invoice Toolbar

There are a few buttons related to an invoice:

Add /Update Reload Print Print
Invoice Invoice Invoice Packing Slip Invoice

e ) -
|

|3 % '+ 0 3
Emaill Void Invoice || Add Item Add Discount || Add Payment | View Customer Customer Close
Statement

G | i G | G | |

Button

Description

Reload

Invoice

x

Print
Invoice

This button will display the invoice to you in the invoice format selected for the
invoice. See section 9.21 for a sample of the view.

Print
Packing Slip

This button will display the packing slip for your invoice. See section 9.22 for a
sample of the view.

Email
Invoice

This button will allow you to email the invoice in PDF form to your customer. See
section 9.23 for a sample of the email.

Void Invoice

This button will void the invoice and make it no longer applicable. i.e — The invoice
is no longer active and if there are any payments on the invoice, they will be
removed and any items on the invoice will be put back into stock. See section 9.24
for the message you will receive after clicking this button.

+)
Add Item

This button will allow you to add new items to the invoice you are creating. Refer to
section 9.1d on adding items to the invoice.

Add Discount

This button will allow you to add a “discount line” to your invoice, if you are offering
a discount to your customer on the total invoice. Refer to section 9.25 for more
details on adding discounts to the invoice.

Q

Add Payment

This button will allow you to add a payment to the invoice, if a payment has been
made towards the invoice by your customer. See section 9.1e for more information
on adding payments to the invoice.

View Customer

This button will take you to the full customer details screen for the customer the
invoice is related to, per Section 5.2 — Adding Customer.

*

Customer
Statement

This button will take you to the Customer Statement for the specific customer the
invoice is related to, per Section 5.312 Customer Statement

Close

This button will close the invoice details box.




9.21 Print Invoice

Depending on the invoice template selected, the following is a sample of the invoice that will display
when the Print Invoice button is selected:

& ..
I = i I e Y I T e I e s s S e CORCRIP . EEIND
Marging Close Print

™

Open  Save Print  Quick etes eader Footer  Scale Orentation Sie Fnd = t e Next t n Many Page ZoomOut ZoomlIn PageColor Watermark = Export t
Print - - - . ? 4, S - To -
o 1 | Gl 1 I s — = oo

Company ABC | Invoice Sample |
1234 Third Lane Email: suppon@companyabe.com Invoice #110251
NYC,NY Website: Account # C100232
10101 hitp: www company abctes com DR THBOLT
Date Due 7192017
Bill To Terms None
Tane Brown PO#
2963 Fifth Lane

NYC,NY 10101

SKU Description QrY Rate Total
Invoice Expat  Invoice Expat 1 $69.95 $69.95

9.22 Print Packing Slip

The following is a sample of the packing slip that will display when the Print Packing Slip button is
selected:

v e _________________________|
G & [EeHCOmEn sl el i o i [t Qe Qe m i EXE SO

Open Save || Pint Quick Optors Faramet ‘eaderFooter Scale  Margns  Orientation Sze Find  Bockmark t Pre ext  Last denyPages  ZoomOut Zoom Zoomlin | PageColr Watermark | Export EMal  Close Print

Print v - - - » o 9 o - To- As- | Prevew
Documer " G\ J |
| S ol - JL O | ————
Company ABC | Packing Slip |
1234 Third Lane Email: suppont@companyabc com
NYC,NY Website
10101 hittp://www companyabtestcom
Bill To Ship To
Jane Brown Jane Brown
2963 Fifth Lane 2963 Fifth Lane
NYC,NY 10101 NYC,NY 10101
Invoice # 110251 Inv Date 7 152017
Account # C100232
SKU Description QTY

Invoice Expat  Invoice Expat 1.00



9.23 Email Invoice

This button will provide you with the ability to send a copy of the invoice in PDF form to the customer.

8 Email Invoice to — ] X
Email Invoice
K Invoice From Invoice To
Yourcompanyjemail |suppon@companyabc.ccm ‘ |jane@|ane.com| - |
Invoice Subject Send Email | To send email to customer
Modifiable subject L » IAttached you will find a copy of your invoice ‘
line of the email Invoice Email Body
$BRB 0B U mmacitE=E=EE | Customer’s email address
Dear Jane Brown,
Feel free to
customise this email Attached you will find Invoice 110251.
body as required, as
this will be the > Balance Due: $ 69.95
verbiage included in Date Due: 7/19/2017
the email to the
Thank You,
customer. .
Invoice Expert
PDF attachment of the customer
invoice. You can click the
T “Pre'vievt/ Invoi.ce" button to see
C:\ProgramDatalinvoice Experti\invoice Reporis\[10251 pdf |le—— the invoice being sent to the
+ 199 P P P customer.
Preview Invoice | \
To close this window, once
“—

email has been sent or if you no
longer want to send an email.

9.24 Void Invoice

If you realise that an invoice should no longer be applicable, and should be voided, use the “Void
Invoice” button. This will change the status of the invoice to “Void”. Any payments associated to the
invoice will be removed, and any items associated to the invoice will be put back into stock.

Void Invoice

Are you sure that you want to void this invoice?

All Payments will be Deleted and All items will be put back into stock.




9.25 Add Discount

Discounts can be added to your invoice, if you are offering a discount to your customers. After clicking
the “Add Discount” button, the below window will pop-up.

You have the option of adding the discount one of two ways:

1) Discount %: If you put a number in this field and click “Calculate”, the discount will be calculated
based on the total amount on the invoice. E.g: If your invoice was $70 and you inputted “10” in Discount
% field, clicking Calculate will populate $7 in the Discount Amount field.

2) Discount Amount: If you would like to input a specific $ amount for discount, you can leave Discount
% 0 and then input the exact $ amount in the Discount Amount field. E.g: If you are discounting the
customer $10, input “10” into the Discount Amount field

8 Apply Discount

sed for inputting a ' -
reen dicount ‘( Apply Discount

amount. Click

“Calculate” after x
inputting % to calculate Discount
thp di g | Calculate
© Ccoumtamennt | > 0] Select this once all discount
Discount Amount [] Taxable - Tax 1 \pply Discoun fields have been populated.
Used if inputting a
specific amount for > $0.00 [] Taxable - Tax 2
discount
Discount Name
Input name of how > m ‘ Select these fields if there is tax
1 . .
this discount should Description on the |nvo.|ce, and tax .f)hould
appear on the invoice also have discount applied

Input description of |

discount if required Click this button if you

< would like to exit and no

longer apply discount on the
invoice

Once Apply Discount has been selected, the discount will appear on the invoice as follows:

Template Country
nal 2 5 | | SubTotal | § 5955
Tax s 0.00
Tax 2 5] 0.00
T Shipping s 0.00
Total s 59.95
Items ( i Payments Notes Payments| S 000
Balance
$ 59.95

Invoice Expert

0 0l
| Discount 1.000 -10.00 000 S| [ 0 Sl e
[w] [m]




You will also notice that the Total amount is also now inclusive of the discount amount.

9.3 Invoice Batch Operations

Invoice Search Invoice Information Invoice Baich Operations
Customer Number - 2018-03-22 Invoice Total: $  20.00 With Selected Invoices
. Pending Invoice Balance: $ 2000 -

Contains - Customer Balance: $ 17362

| |

New Sab Customer

All v Results at a Time 123

Orss Dlredos Dvads o

Sab, 243 Sab
1234567

2018-03-22 110351 Pendlng 11111 New Sab Customer 20.00
a 2018-03-22 110350 Pending Cc100232 Jane Brown 543 1.16 0.00 116 201803
a 2018-03-22 110348 Pending C100232 Jane Brown 543 116 0.00 116 2018-03-
a 2018-03-22 110345 Pending 1mm New Sab Customer 95.87 0.00 95.87 2018-044

Within the Invoice Batch Operations, you can perform one of three operations:

1) Print Invoices

a. Select the invoice(s) you would like to print either via the “Check All” button (which will
select all invoices on screen) or via the “Selected” column in the first column of the
invoice screen

b. Click “Run Invoices Batch”
Each Invoice will appear on screen, where you can then select to print each of them as
required
2) Email Invoices
a. Select the invoice(s) you would like to email either via the “Check All” button (which will
select all invoices on screen) or via the “Selected” column in the first column of the
invoice screen
b. Click “Run Invoices Batch”
Each Invoice selected will then be emailed to the appropriate customer as required
3) Bulk Payment
a. Select the invoice(s) you would like to apply payment to either via the “Check All”
button (which will select all invoices on screen) or via the “Selected” column in the first
column of the invoice screen
b. Click “Run Invoices Batch”
c. Each Invoice selected will automatically have their full payment applied to them, and
will have their status turned to “Paid”



10.0 Recurring Invoices

The recurring invoices screen will allow you to create recurring (l.e: repeating) invoices for a set time.

This section will display the details regarding
the invoice (i.e: customer details and total
invoice amount)

Add Recurring Invoice

This button is used to Date Creuj Invoice Total: $ 000 o

generate the
recurring invoice.

Customer Edit Recurring Invoice

— Address Line 2
Creck iy Stte Zp 2

lelete Recurring Invoic

|" Currently Due Invoices J I [ All Recurring Invoices

Custo

fresh Recurring Invoic

Monthly 06/08/2017 C1008 Invoice Expert

] Rec1002 Daily 07121/2017 \ 100232 Jane Brown 69.95

This section will display the list of invoices,
depending on tab selected (i.e: currently due list of
invoices, or list of all recurring invoices)

Any upcoming invoices will appear on the “Currently Due Invoices” tab. If you would like the recurring
invoice to be generated into an invoice that will move to the Invoices tab, ensure that the invoice has a
checkbox beside “Select” and then click “Generate Recurring Invoice”. This will then create an invoice

for this recurring invoice.

10.1 Add Recurring Invoice

The Add Recurring Invoice functionality works the same way as the Add Invoice functionality in the
software, with one exception —there is an additional tab called Recurring Settings that will enable you to
set the recurrences of the invoice.

For details on filling out the Customer Information, Ship To and Invoice Settings tab, please refer to
Section 9.0 Invoices for further details, as well as to add/edit/delete items from your invoice.



[ Rec1003 - Recurring Invoice Details
o [
Add [Update Reload ||Add Item AddDiscount | Close
Invoice Invoice
E._ Customer Information | V Ship To |[ Invoice Settings ,‘\ Recurring Settings Status
i | i Recur
Bill To Information
View Customer View Statement Invoice #
Billing To Name
_ .
George Smith - C100233 IGeorge Smith
Customer N Billing Address Sub Total $ 150.00
- 8304 L Road Tax $ 12.38
|Gewge Smith | ong Roa Tax 2 s  0.00
Contact Email S| B i
Total 162.38
|georgesmith@george com Gity State Postal o i
ISan Francisco ] |CA ‘ [37593
Email / Print Template
Professional 2 -
h-: Items Notes
Scan ltems ltem SKU/Barcode | |ary | 1]
o+
il Sl [ Multiply - Multlphes Multipl| 5 30.00 150.00 &
Edit ltem
=]
Delete ltem
Recurring Settings Tab
This tab is used to set the recurrence you would like for the invoice.
Fy Customer Information V Ship To i [ I Invoice Settings ] Recurring Settings
Recurance Daily -
Next Invoice | 5/02/2017 v
Final Invoice ] Recur until voided
Generate new invoices |0 Idaysbdoreneﬂhvoioedﬂe
Field Definition
Recurrence Select from the drop-down how frequently you would like the invoice
to recur (e.g: Daily, Weekly, Bi-Weekly, Every 3 weeks etc.)
Next Invoice Set the date that you would like the next invoice to occur




Final Invoice Set the date that you would like the final invoice to occur. If you do
not want to input a final date, select the “Recur until voided”
checkbox so that the invoice will continue to recur until you have
voided the invoice.

Generate new invoices <X> Input the number of days that you would like the next recurring
days before next invoice invoice to be created before the next invoice date. E.g: if 0 is inputted
date in this field, the next invoice will be created on the “next invoice”

date. If 2 is inputted in this field, the invoice will be created 2 days
before the “next invoice” date.

10.2 Edit Recurring Invoice

To edit a recurring invoice, double click on it from the recurring invoice tab, make updates as required
and then click “Add/Update Invoice”

10.3 Delete Recurring Invoice

To delete a recurring invoice, select the invoice you would like to delete from the recurring invoice tab,
and click Delete Recurring Invoice. You will then be prompted to confirm deletion of the record.

Delete

o Are you sure you want to delete this record?




11.0 Quotes

The quotes screen is where you will manage all of your quotes.

Use this section to search your quote

database, using the drop-down to choose
what you want to search by, and if just
Posted (i.e: completed quotes/created as
invoice), Pending (i.e: quotes not yet
converted to invoice) and/or Voided (i.e:
quotes that have been voided) quotes. Click
“Search Quotes” to search and the results
will appear in the display list.

This section will display
the quote Information,
including quote date,
status, and customer
address, of the quote
selected in the display
list.

This will display the
quote total $ amount

of your selected quote.

/

T Ounte # T tuetomer # .
Quote # Status Customer # Customer Name ’ Total Date Expires

Emailed On
[ 0612372017 Q1003 Pending 1008 Invoice Expert 123 0.00 06232017 06/23/2017 06/23/2017
N I
Ji 0611872017 Q100454 Pending 100233 George Smith 378.60 06/18/2017 06/18/2017 06/18/2017

depending on the Quote Search section.

This Display List will show the entire list of quotes that are part of your company
database upon first navigating to this screen, as well as the results of a Quote Search,

Item Name
Invaice Expert

Invoice Expert

Item Description

Invoice Expert

This section at the bottom of the page will provide further details of the selected quote
including a listing of all items associated to the quote and price per line item.

11.1 Add Quote

—_

s
Add Quote

8995

Line Total

Quote Search Quote lnformtion &=
Quote Number = 4/02/2011 Quote Fotal: $ 9737 _0

: Pending -
Contains -

Reload Quotes

The Add Quote box enables you to add new quotes to the database. Clicking this button will
open up the following screen:




11.11 Customer Information

1. Select from the
drop-down the
name of the
customer the quote
is for. If the
customer is
missing, add them
in the Customer
page, Section 5.2

Quote  Quote Quote

Quote 0

Quote

2. Customer details
will populate
based on the
details that reside
for the customer
on the Customer
section of Invoice
Expert

! EPS VA R E.d

Add [Update Reload Print Email Void Quote Cawqtm Add Discount Add Item || View Customer Customer Close

Invoice

Printed

] Customer Information Ship To I
Bill To Information
T Billing To Name
Customer Name |
| I Billing Address
Contact Email
| |
Email / Print Template City State Postal
Professional 1 E | i I |
Country

Status
Pending

Quote #
Quote Date
80472017 ~]
Valid Until
8/04/2017 [~

] Print Due Date

\dd New Iterr

Edit [tem

e

Delete ltem

Sub Total s 000
Tax s 000
Tax 2 $ 000
Shipping ] 0.00
Total s 0.00
Balance
$ 0.00

Show Profit Details

| George Smith - C100233
Customer Name

Bill To Information
H Billing To Name

|George Smith |
‘Geurge Smith Billing Add
Contact Email 8304 Long Road
georgesmith@george.com ‘
Email / Print Template City State Postal
Professional 1 = [SanFrancisco |lca  |[37593 |
Country

Quote Date

80472017 '\E

Valid Until
8/04/2017 [~]

[ Print Due Date

Add New Iterr

Edit ltem

Lis

Delete ltem

Sub Total s 000
Tax $ 000
Tax 2 s 000
Shipping -3 0.00
Total s 000
Balance
$ 0.00

Show Profit Details

3. Quote # will
populate with
the next quote
sequence, as
selected in 3.7
Quote Settings

The quote date
defaults to
today’s date.

The valid until
date defaults to
the same date as
today. This date
can be updated
depending on
length of time
that the quote is
valid for.




11.12 Ship To

Use this tab in order to update any shipping details related to the customer and their invoice:

¥ Quote Detail

- I i s T o ]
If the Ship To Add /Update Reload Print Emal Void Quote || Convertto Add Discount Add Item || View Customer Customer || Close
information is the SRoEE N Glioee B fiore = e || Invoice Sl
i ute On = 0ot Tooks. 5l Ootion [FCoee ™
same as the Bill e ——S—S—SSS ii=£kh'}bH- i G H—EEEEE—HET—S—SG ——S:—:——mw:8ssS:,.......
to/Customer & Customer Information *(4 Ship To f [ ! Quote Settings Status
information, select Lo il Pending
this box and it will STotroman®, 1 Same as Bill To information o
automatically . . Ship By
populate the — “ ] - e
shipping contact Ship Other 8/04/2017 v
details 8304 Long Road I
g Roz Valid Until
Ship Costs 8/04/2017 -
City tate Postal $0.00
|San Francisco | |C/-\ | |37593 l Print Due Date
|‘ | SbTotal| S 000
Tax S 0.00
Tax 2 S 0.00
i . S — Notes Shipping $ 000
S — = - - Total $ 0.00
Item ary Price Line Total Tax1 Tax 2
Balance
Add New [terr s 0.00
[ Show Profit Details
Edit Item
]
Delete ltem
Field Definition
Ship To Name Input the name of individual whom will receive your products
Ship Address Input the address of where the products should be shipped to
City Input the city of where the products should be shipped to
State Input the state of where the products should be shipped to
Postal Input the postal of where the products should be shipped to
Ship By Input the method of shipping the products. If a value is
missing in this drop-down, update via the Settings tab, per
Section 3.10 Manage Drop-downs
Ship Other Input any other shipping information as needed




Ship Costs Input the cost of shipping the products you are
ordering/receiving. This will be included as part of the overall
Total cost of the Quote

11.13 Quote Settings

Use this tab to update any other quote settings, including payment terms, PO number associated to the
invoice and taxes:

B Quote Detail
S I A Lo ]
Add [Update Reload Print Emaill Void Quote || Convertto Add Discount Add Item || View Customer Customer Close
Quote Quote Quote Quote Invoice Statement
i |[l Quote Settings i Status
| Pend
Quote #
Quote Date
8/04/2017 w
Tax Tax 2 Valid Until
825 | % 000 = 8/04/2017 ~

[4] Print Due Date

Sub Total § 000
Tax s 000
Tax 2 s 0.00
Items I Notes Shipping $ 000
Total S 0.00
ltem Qry Price Line Total Tax 1 Tax 2 :
& —
Add New Iterr :d 0.00
Show Profit Details
Edit ltem
2
Delete ltem
Field Definition
Payment Terms Select the payment terms for this quote.
PO Number Input the PO number that this invoice is related to, if required
Tax and Tax 2 Input the tax associated to this invoice. By default, the tax is set to
the tax inputted in Section 3.6 Tax Settings




11.14 Items

i) Add Item

Selecting the Add New Item button will bring up the below screen to allow you to add products to your
invoice:

Add / Edit Invoice Ttem

Use this section if you 4
would like to search the , - -

database for a specific , Add / Edlt Invoice Item
product by name,

category, number, SKU, Search Database

description or location. Product Name & 1 1 |

Type a portion/all of -1

U / ) Contains - Saarch Update [tem

what you are looking L —

for in this box and click i »

“Search Database”. +)
D Add Another ftem

[® Search Results

a:ﬁ Search Results

A new box will pop up
with your results. Click
on the product you | ProductNum| " SKUT""| Produc

would like to add and (INVEXP ! Invoice Expert | Invoice Expe.. Invoice Expe

click “Select Item”. INVEXP2 INVEXP2 Invoice Expe. Invoice Expe. 54 24 95




Alternatively, you can also use the following drop-down to select products to add to your invoice if you
do not want to add via the search database functionality:

Add / Edit Invoice Item

y Add / Edit Invoice Item

Search Database
Product Name - ;
Contains - Searct Update ltem
Clicking on this drop- Datal T peemm
. inv
down will enable you to o
select the product from .
Select ltem frm List
the list of all products Add Another ltem
available in your NVEXP -
database. 123 Long ltems
INVEXP2 Invoice Expert Licenses
em Number Uetaull Fncing Level
INVEXP | A -
—— T
‘.nvonce !.)e_ | B- s 0.00
In:ice Expert £ -
P D: $ 0.00
» . Inventory Details
a 0.000 [[] Taxable - Tax 1
Item Price 569, 95 I:l Taxable - Tax 2
ftem Cost $50.00 [~ Save to Database | [ '




Once the product is selected via the Search function or via the selection from the drop-down, the

product details will populate.

Add / Edit Invoice Item

" Add / Edit Invoice Item

Search Database
Product Name i ]
Contains - [
. Dotot
[lnv |
Select ltem frm List
[INVEXP -]
— Hem Name
[Invoice Expert l ———
ltem Number Default Pricing Level
INVEXP | A -
Details of the ftem SKU Number A $ 6995
product auto- J |Invoice Expert | B $ O-DD
populate in this ltem Description ) -
section Invoice Expert 3 : g$
Update the quantity
to how many i :
products are being 7]
sold in this section. » Quantity 0.000
[[] Taxable - Tax 1
ltem Price $69.95| 7] Taxable - Tax 2
ftem Cost $50.00| [] Save to Database

Update ltem

S

Add Another ltem

Select the
pricing level, if
not the default,
that this item is
being sold for

]

Once you have updated the details accordingly, click “Update Item” and it will add the product to your
invoice list. If you would like add additional items to your invoice, click “Add Another Item”. Once you

have added all items to your invoice as needed, click the Exit button at the bottom of the screen and you

will be brought back to the main invoice page.

After adding the product, the price of the product will show on the line item. The totals will update on
the quote each time an item is added or quantity updated.

K Items
I I

Notes

I+ INVEXP-InuDiceExpeﬂ-[ 10.000

\dd New lterr

Totals will update
automatically
based on items
added/quantities
and if there is tax
and shipping
costs




ii) Edit Item

If you would like to edit one of the items on your invoice (e.g: change the name or item number), you
can do so by:

Clicking the “Edit Item” button once you have selected the product line you would like to edit. You will
be brought back to the same window when you clicked “Add Item”. Make the necessary updates, click
“Update Item” and then Exit the window.

Edit Invoice Expert

" Edit Invoice Expert

Search Database
Product Name -
Contains - s Update ftem
Database
-+

Select ltem frm List Add Another ltem

INVEXP -

ltem Name
llnvou:e Expert ] Inventory and Pricing

ltem Number Default Pricing Level
INVEXP A .

ltem SKU Number A s 69.95
[Invoice Expert ] B: s D-m

tem Descript c s 000

Invoice Expert D: s D-DO

» - Inventory Details
Quant 10.000
iy [[] Taxable - Tax 1
ltem Price $69.95| [ Taxable - Tax 2 ‘
ftem Cost $50.00 Save to Database |

iii) Delete Item

If you have added an item to the quote that was incorrect, select the line item you would like to remove
and click the “Delete Item” button. You will be prompted to confirm you would like to delete this record
from the invoice. Click “Yes” to remove the item from the invoice.



Tax 2
Delete X

o Are you sure you want to delete this record?

Item

me - “ voice EEE ! !UUN - E!g . = Egg“ . L]

11.15 Notes tab

The Notes tab can be used to input any specific notes regarding the quote for reference.

IThis is a note. |

11.2 Quote Toolbar

There are a few buttons related to a quote:

Quote Tools P Customer Options




Button Description
This button is used to update/save the open quote to the database.
Add / Update
Reload
Quote
- This button will display the quote to you in a printable format. See section 11.21 for
a sample of the view.
Print
Quote
This button will allow you to email the quote in PDF form to your customer. See
Emal section 11.22 for a sample of the email.
Quote
This button will void the quote and make it no longer applicable. i.e — The quote is
Void Quote no longer active and will change the status of the quote to “Void”. See section 11.23
for the message you will receive after clicking this button.
This button will convert the quote to an invoice for you, and will add the invoice to
et the Invoices tab. See section 11.24 for the message you will receive after clicking
Invoice this button.
- This button will allow you to add a “discount line” to your quote, if you are offering a
s discount to your customer on the total quote. Refer to section 11.25 for more
details on adding discounts to the quote.
S This button will allow you to add new items to the quote you are creating. Refer to
section 11.1d on adding items to the quote.
Add Item
This button will take you to the full customer details screen for the customer the
W Gctomer invoice is related to, per Section 5.2 — Adding Customer.
. This button will take you to the Customer Statement for the specific customer the
sy, invoice is related to, per Section 5.312 Customer Statement
Statement
This button will close the quote details box.
Close

11.21 Print Quote

The following is a sample of the quote that will display when the Print Quote button is selected:




(S, ]

Sl z N A = a {3 §
= RS S SR B U & D |crmmpmsimonin S CQumQuC me i CICH0
Open  Save Print  Quick Cpt e e Scale Margns Orentaton Sze Fnd marks | Frst . % ~ ZoomOut  Zoom  Zoom In Page Color ~ Watermark | Export E-Mall  Close Print

Print . . - = > . - To- As Prevew

Company ABC Quote

1234 Third Lane Email suppont 2 comparvabe com

1
- B e () 1rvoice Expet
w.

Next Goneratir o bvoxe Scftwars

Bill To
George Smith
8304 Long Road

San Francisco CA, 37593

Quote # Q1005 Date 8 042017 Terms None
Account # C100233 Valid Until8 042017

SKU Desc 3 Rate Toual

Invoice Expat  Invoice Expat $69.95 $69950

11.22 Email Quote

This button will provide you with the ability to send a copy of the quote in PDF form to the customer.

8- Email Quote to georgesmith@george.com - O X

Email Quote

Quote From Quote To

Your company email pport@companyabc.co | |georgesm'rth@george.cqg1\ ‘
Send Email | To send email to customer
Modifiabl bj Sslo Sibyect
odifiable subject .

Ritach f
line of the email ttached you will find a copy of your quote |

Quote Email Body Customer’s email address |

»

$ BB | B U 7 scmmcdtd] =

]
il
[l

Feel free to
customise this email
body as required, as

Dear George Smith,

—» Attached you will find Quote Q1005.

this will be the
verbiage included in
the email to the Balance Due: $ 699.50
customer. Date Due: 8/04/2017 12:00:00 AM
Thank You.
Invoice Expert
PDF attachment of the quote.
You can click the “Preview
Quote” button to see the quote
Quote Attachment being sent to the customer.
C:\ProgramData\Invoice Expert\\Invoice Reports\Q1005.pdf | D E—

Preview Quote L
To close this window, once
1 email has been sent or if you no
longer want to send an email.




11.23 Void Quote

If you realise that a quote should no longer be applicable, and should be voided, use the “Void Quote”
button. This will change the status of the quote to “Void”.

Void Quote

o Are you sure that you want to void this quote?

No

11.24 Convert to Invoice

After clicking the Convert to Invoice button, the quote will turn into an invoice, and a dialog box will
notify you of the invoice # that has been generated. The status of the quote will also change from
“Pending” to “Posted”.

Invoice 110279 has been created.

11.25 Add Discount

Discounts can be added to your quote, if you are offering a discount to your customers. After clicking
the “Add Discount” button, the below window will pop-up.

You have the option of adding the discount one of two ways:

1) Discount %: If you put a number in this field and click “Calculate”, the discount will be calculated
based on the total amount on the invoice. E.g: If your invoice was $70 and you inputted “10” in Discount
% field, clicking Calculate will populate $7 in the Discount Amount field.

2) Discount Amount: If you would like to input a specific $ amount for discount, you can leave Discount
% 0 and then input the exact S amount in the Discount Amount field. E.g: If you are discounting the
customer $10, input “10” into the Discount Amount field



8 Apply Discount

Used for inputting a
percent discount
amount. Click

Apply Discount

“Calculate” after Di t
inputting % to calculate % Calculate
the discount amount. > U‘|
Discount Amount [] Taxable - Tax 1
Used if inputting a v\
specific amount for —> $D 00 D Taxable - Tax 2
discount
Discount Name
Input name of how [) 0
this discount should
appear on the invoice w""
Input description of »
discount if required

Select this once all discount
fields have been populated.

\pply Discoun

: Select these fields if there is tax
on the invoice, and tax should

also have discount applied

Click this button if you
would like to exit and no

| longer apply discount on the
invoice

Once Apply Discount has been selected, the discount will appear on the quote as follows:

6/18/2017 [USA | SubTotal | § 33375
Tax s 000
2 Tax 2 s 000
h .. Items I Notes Shipping 5 0.00
Total s 33975
Line Total
- i =1
() |_ INV-EXP Invoice Expert i
\dd New Iterr [I§—D/50Unt -
[ $ 33975

You will also notice that the Total amount is also now inclusive of the discount amount.



12.0 Reporting

There are various canned reports available within Invoice Expert that you can choose from in order to
provide reporting on different components.

Report list to choose
from, depending on
report you’d like to run

Date range for the
report selected to run

Ability to export the report
and data to excel to modify
format as needed

Output Options ‘
Bport to Bxcel

. Printable Reports |
Available Reports * Dats Constraints *
From Date To Due
Customer List & omon | e TS Toolbar to perform
on report as required
(e.g: print)
S-BESGDEREON-BHA -+ -BO0EDEE-

Thumbnsis  Outine

Customer List

Thumbnail display /v Customer # Customer Email Bill To Address City State Postal Phone Fax Balance
pan of all the pages C100233 George Smith g:;fgtmlh@#“gt- 8304 LongRoad  San Francisco cA 37593 $820.14
of the report that you c1008 Invoice Expert 123 ilsls@in"ﬁmmpm 9934 La Canada Way Shadow Hills ca 91040 $292.11
can select C100232  JmeBrown 2963 FifthLane  NYC NY 10101 $5,920.00

1

View of data run
from the report

12.1 Reporting List

The following is a list of all reports available in Invoice Expert, and the data headers that are included as
part of the report:

12.11 Customer Balance

This report will indicate a list of all customers, and their balance due by age.

Y

Customer Balance

Customer # Customer Contact Email Phone 0 to 30 31 to 60 61 to 90 120 + Balance

C100233 George Smith George Smith georgesmith@george. $719.47 $100.67 $0.00 $0.00 $820.14
com

C1008 Invoice Expert 123 Invoice Expert 123 sales@invoiceexpert. $97.37 $97.37 $9737 $0.00 $292.11
com

C100232 Jane Brown Jane Brown $1,281.53 $4,638.47 $0.00 $0.00 $5,920.00

12.12 Customer List

This report will show you a list of all of your customers with their bill to address and their total balance.



Customer List

Customer # Customer Email Bill To Address City State Postal Phone Fax Balance

€100233 George Smith georgesmith@george. §304 Long Road  San Francisco cA 37593 $820.14
com

C1008 Invoice Expert 123 sales@invoiceexpert. 9934 La Canada Way Shadow Hills ca 91040 $292.11
com

C100232 Jane Brown 2963 Fifth Lane NYC NY 10101 $5,920.00

12.13 Customer Ship List

This report will show you a list of all your customers with their shipping address, and their total balance.

Customer Shipping List

Customer # Customer Email Ship To Address City State Postal Phone Fax Balance

C100233 George Smith georgesmith@george. 3304 Long Road  San Francisco CA 37593 $820.14
com

C1008 Invoice Expert 123 g;S@inWiwxpm 9934 La Canada Way Shadow Hills cA 91040 $292.11

C100232 Jane Brown $5,920.00

12.14 Invoice Profit

This report will show you any profit and loss by invoice, including costs incurred by invoice and balance
remaining on the invoice.

Invoice Profit and Loss

Invoice Date Invoice# Customer# Customer Name Sub Total Tax Cost Profit Total Payments Balance
6/16/2017 110243 €100233 George Smith $139.90 $0.00 $100.00 $39.90 $139.90 $139.90 $0.00
6/16/2017 110244 100232 Jane Brown $349.75 $0.00 $250.00 $99.75 $349.75 $0.00 $349.75
6/18/2017 110245 C100232 Jane Brown $1,04925 $86.56 $750.00 $299.25 $1,13581 $0.00 $1,135.81
6/18/2017 110246 C100232 Jane Brown $1,09925 $90.69 $750.00 $349.25 $1,18994 $0.00 $1.189.94
6/18/2017 110247 100232 Jane Brown $1,818.70 $14427 $1.300.00 $518.70 $1,96297 $0.00 $1.962.97
6/21/2017 110249 C100233 George Smith $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
6/21/2017 110250 100233 George Smith $6995 $5.77 $50.00 $19.95 $75.72 $0.00 $75.72
7/19/2017 110251 C100232 Jane Brown $6995 $0.00 $50.00 $19.95 $6995 $0.00 $69.95
Sub Total: $5.586.10

Total Tax: $35697

Total Shipping: $0.00

Total Payments: $23727

Grand Total: $5,943.07

Total Cost: $3.700.00

Total Profit: $1.886.10

12.15 Invoices

This will show you a list of all invoices, including payments and balance against each invoice.



Invoices

Invoice Date Invoice# Customer# Customer Name Sub Total Tax Tax 2 Total Payments Balance
6/16/2017 110243 100233 George Smith $139.90 $0.00 $0.00 $13990 $139.90 $0.00
6/16/2017 110244 €100232 Jane Brown $349.75 $0.00 $0.00 $349.75 $0.00 $349.75
6/18/2017 110245 100232 Jane Brown $1.049.25 38656 $0.00 $1.13581 $0.00 $1.135.81
6/18/2017 110246 €100232 Jane Brown $1,099.25 $90.69 $0.00 $1,18994 $0.00 $1,189.94
6/18/2017 110247 €100232 Jane Brown $1.818.70 $14427 $0.00 $1.96297 $0.00 $1.962.97
6/21/2017 110249 €100233 George Smith $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
6/21/2017 110250 €100233 George Smith $69.95 $5.77 $0.00 $75.72 $0.00 $75.72
Sub Total: $5,586.10

Total Tax 1: $35697

Total Tax 2: $0.00

Total Shipping: $0.00

Total Payments: $23727

Grand Total: $5,943.07

12.16 Payments Received

This report will show you all payments received, including payment type and totals.

Payments Received

Invoice # Customer Invoice Date Posting Date Payment Type Sub Total Tax Total Balance Payment
110252 Invoice Expert 4/09/2017 712512017 Check $8995 $7.42 $97.37 $0.00 $97.37
110243 George Smith 6/16/2017 6/16/2017 Credit Card $13990 $0.00 $139.90 $0.00 $139.90

12.17 Price List
This report will show you a list of all of your products, including description, stock, price and cost.

Price List

SKU Product_Name Category Description Bin_Location Stock Price Cost
Invoice Expert Invoice Expert Invoice Expert -19 $69.95 $50.00
123 Long Items Item with many items 33 $50.00 $0.00
MULTI Multiplies Multiplies -20 $30.00 $20.00
INVEXP2 Invoice Expert Default Invoice Expert Licenses 54 $24 95 $10.00

12.18 Product List

This report will show you the worth of all of your products by price being sold at and actual cost.

Product List

SKU Product_Name Category Description Bin_Location Stock Price Cost Retail T-Cost
Invoice Expert Invoice Expert Invoice Expert -19 $69.95 $50.00 -$1.329.05 -$950.00
123 Long Items Item with many items 33 $50.00 $0.00 $1.650.00 $0.00
MULTI Multiplies Multiplies -20 $30.00 $20.00 -360000 -$400.00
INVEXP2 Invoice Expert Default Invoice Expert Licenses 54 $24.95 $10.00 $1.34730 $540.00

Totals: $1.06825 -$810.00



12.19 Prod

This report will show you total sales by product, including cost and profit.

uct Sales

Company ABC
Product Sales
2/01/2017 TO 7/28/2017

Product Number Description QTY Price Cost Profit
1.00 -$10.00 $0.00 -$10.00

123 Item with many items 1.00 $50.00 $0.00 $50.00
INVEXP Invoice Expert 78.00 $5.536.10 $3,700.00 $1.836.10
INVEXP2 Invoice Expert Licenses 1.00 $24.95 $10.00 $14.95
$5,601.05 $3,710.00 $1,891.05

12.20 Product Sales Alternate

This report will show you another view of product sales, however with additional details, including
invoice # and customer.

Product Sales Alternate
Customer # Customer_Name Description Invoice # QTY TPrice TCost Profit
C100232 Jane Brown 110251 1 -$10.00 $0.00 -$10.00
C100232 Jane Brown Invoice Expert 110244 5.000 $349.75 $250.00 $99 .75
C100232 Jane Brown Invoice Expert 110245 15 $1,049.25 $750.00 $299 25
C100232 Jane Brown Invoice Expert 110246 15 $1,049.25 $750.00 $299.25
C100232 Jane Brown Invoice Expert 110247 26.000 $1.818.70 $1.300.00 $518.70
C100232 Jane Brown Invoice Expert 110251 1.000 $69.95 $50.00 $19.95
C100232 Jane Brown Invoice Expert 110255 1 $69.95 $50.00 $19.95
C100232 Jane Brown Invoice Expert 110258 1 $69.95 $50.00 $19.95
12.21 Product Sales by Customer
This report will show you a breakdown, by customer, of each customer’s sales by product.
Al

Product Sales by Customer
Customer Name Customer Phone Invoices Total Payments Balance
Invoice Expert 123 5 $389.48 $292.11 $97.37
9934 La Canada Way
Shadow Hills CA 91040

Item Description QTYy Cost Price Profit

Invoice Expert 4.000 $0.00 $359.80 $359.80

Invoice Expert Licenses 0.000 $0.00 $0.00 $0.00

Item with many items 0.000 $0.00 $0.00 $0.00
Customer Name Customer Phone Invoices Total Payments Balance
Jane Brown 22 $5.920.00 $5.920.00 $0.00

2963 Fifth Lane



12.22 Stock Items

This report will show you a list of all products in-stock.

Stock

SKU Product_Name Category Description Bin_Location Stock Low Limit
123 Long Items Item with many items 33 0
INVEXP2 Invoice Expert Default Invoice Expert Licenses 54 0

12.23 Stock Low Alerts

This report will show you a list of products that are below their low limit set on the product.

Low Stock

SKU Product_Name Category Description Bin_Location Stock Low Limit

123 Long Items Item with many items 33 50



13.0 Invoice Designer

The invoice designer is utilised in order to customise the various templates (i.e: customer statement,
customer history, invoices, quote, PO or packing slip) to suit your company’s needs. Only one example
of customisation will be shown below, however the concept can be utilised across all template
customisations.

Select the template you would like to customise, per list below and click “Edit Invoice”.

8 Select Invoice To Customize - O X

B Select Invoice to Customize

”[':'L't's{u'r'riéfSiét'é'rﬁérit”r'e'pkm” T
Customer History.repx
Professional Invoice 1.repx
Professional Quote 1.repx
Professional Invoice 2 repx
Professional Invoice 3.repx
Professional Invoice 4.repx
Professional Invoice 4 Blue. repx
Professional Invoice 4 Red. repx
Professional Invoice 4 Green.repx
Purchase Order 1.repx

Packing Slip.repx

Edit Invoice

b

The following designer will appear that will allow you to make modifications to your invoice template.
The designer allows for full customisation of your template, however we will only show you a few key
functions on the invoice designer:

This is the toolbar used to modify
font/colour/format of your
invoice text. You can also Preview

Report Designer

T W e T [ N (|
[ ¢ Copy Paste |k Redo B 7 U B J U|EEBREEE = =

[FillDate.Company_Name] " ate.Invoice Title
g [FillDate.Invoiced [FillDate. Invoice

[FillDate Invoice_Text_Bamma]  O|[FillDate Invoice_Text_Bama2]

This tool box allows you

[FillDate.Accoutd [FillDate Custom@
[FillDate.Date_Hi [FillDate Invoice &
[FillDate.Due_D& [Fill Date Pay_BypP

This is where you

This is where you
will select different

fields to add to your
template if required

will be making all of
your modifications

[FillDate.BillTo_Header]
[FillDate Customer_Name]
{FillDate Bil_Street]]
[FillDate Bill_Street2]
(FillDate Bill_CSZ]

[FillDate SKU_G [FillDate Description_Header]

[FillDate. Terms3 [Fill Date. Terms] 0
[FillDate.PO_Hed (FillDate PO] G

to add different controls
to what you are

designing. E.g: Rich Text
can be used to add joe
additional standard data e
on the template

oo oee

@ [FillDG [FillDate.Price) [FillDateInvol

(Brepestyed

[FillDate SKU] G/ [FilDate Description] O  (FillDate Tax RO/ [FillD&J| [FillDate Pl [FillDate Line & pHProf, gavolce? R
x| PwotGd v k=l ReportFooter fone band per report 1)
@ paeito [FilDate Invoice_Note] () [FillDate Subtotald] (FillDate SubTotdd FWN,W, p—
Background Colo (] Transparent |
Page Break Border Color NN Slack

Border Dash Styl Sokd
Border Width 1
Borders None

These are additional
controls for
modifying
appearance of a tool




13.1 Adding Additional Fields to your Template

If you notice that a field that is currently part of the software is not shown on your template, however
you would like this field to appear, please follow the following steps:

1) If we want to add, for example the customer phone number to the template, navigate to the “Field
List” tab

2) Locate the desired field (in this case, Contact Phone) and then drag it onto the template, as shown

below
n = n = n - e el | | —
\{35] Ship_Street2 -

~{2b] Late_Fee_SKU | @

[ [FilDatednvoice Titl] 4 ] ContactTe. -

3 , . ~3h] Currency_Symbol | €]
f ,’ Invoice Expert - et I
\&. Wit Generabion of Invoce Softmare % E:::Dany'istabeiomer E
-[3b] Company_State
~{sb] Company_Phone E
F [FillDate Contact_Fmail @. -IZ5] Company_\Website
f b | Contact_Fax
= {3E] Contact_Email
-{3b] Company_Zip
- b | Customer_Motes
-+ ah | Customer_Mame

B [FillDate. Ternid [FillDate. Terms|d =] Customer DD

B{ [FillDate.PO_Hd [FillDate PO] © {ZE] Customer_Number
-{35] Date_Header

0 [FillDateInvel [ @] Date_Created
{7 Customer_Sync

I O
O FilDate Line 0| 3 RepartBxplofer | (£5 Field List
‘ Property Grid
label Label -

@ TRlNate Suhtataldl  FRlNats SuhTardd!

13.2 Modifying Field Formats

You have the ability to also modify field formats using this designer. For example, if you would like to
modify the number of decimal places, or format of a number on your template, select the field to
modify and click the little white arrow on the field:



Edit Text

Text [label7 |
[FillDate.Company Name] [E) ilDate.Invoi 2@ &ndne Dataset - FilDate. Price -]
i 0 =] Format tri 0:c2 )
[FillDate Invoice_Text Barmar] O [FillDate Invoice_Text Bammea?l] o [FillDate.Invoiced [Fil na |{ ¥
[FillDate.Accowd [Fif] Summary None |

[FillDate.Date_Hd [Fil
[FillDate.Due_Ddl [Fil

[FillDate. Termsd [Fil
[FillDate.PO_Hed [Fil| FormattingRules | (Collection) -]

Angle o 2]

Anchor Vertically |None - ‘
[FillDate.BillTo_Header]

[FillDate.Customer_Name]
[FillDate Bill_Street1]

Q0 e e @

<D B S - [ Auto Width
te. treets
{FlllDl : Bi]l_CSee ! can Gron
te.
[FlDate Bill_C57] [7] €an Shrink
[FillDate.SKU O [FillDate.Description_Header] @ [FillD@ [FillDate.Priced| [ ]Multiine
Word Wraj
sil . . < \F ’
|[FillDate $KU] @|[FillDate Description] @ [FllDate.Tax RO [FlD [FillDate PricQ| [FillDate Line !
-:-r:i::-:l-;-r [one band per report] " " " I
ifFl.lJD:te_In\'aice_.\:ota] @ [FillDate Subtotald [FﬂlDat:.SubTotﬂé

A pop up will appear providing you additional formatting abilities on the field.

Click the “...” beside Format String.

The following dialog box will appear allowing you to modify the format of the field (e.g: using 2 decimal
places, no decimal places, or custom format). Update your format accordingly and click “OK”

FormatString Editor

Category Sample
DateTime $100.00
Number
Percent
| standard Types [ custom
Specal 00 .
General ' =

=
cl
c2

Similarly to above, if you have a field that contains multi-lines of text (e.g: your notes on an invoice), you
can ensure that all lines appear by selecting the “Multiline” checkbox.



Edit Text
Text [1abel7 |
[FillDate.Company Name] OEﬂﬂhte.Invol Data Binding |Dataset - FilDate.Price -]
i O i1l Format Stri 0:c2
[FillDate Invoice_Text_Barma]  O|[FillDate Invoice_Text_Barmer] [E] PETIDA e Tarvkcei [ Fil " |{ ! ‘
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[FilDate.Customer_Name] 0  [FillDate.PO_Hed [Fil| Formatting Rules |(Coliection) -]
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[FllDate Bill_Street2] G
iiiDate Bil_CSZ] B con crow
{FillDate. Bil_ [ €an Shrink
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Word Wrap
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|[FilDate Invoice_Note] 7] [FillDate Subtotald| [Fill Date SubTotdd

If required to change a date format, select the field to format, Format String “...” and then select the
desired DateTime format:

| [FillDate.Invoice Title]

/[l\ Invoice Expert

. Nt Ganerabion of [nepce Software

Sample
May 17, 2014
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Percent
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Currency ndard Types | Custom

Edit Text
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IFillTiata Tatal Hi [FilMata Tatall!



14.0 FAQ
i) What are the differences between the Free version of Invoice Expert and the Full paid
version?

Within the free version, you are limited to only 100 entries (i.e: customers, products, invoices) total
added to the database. As well, you do not have access to the Invoice Designer, Import functionality of
the software, or the Invoice Bulk Operations (i.e: Bulk Printing/Emailing/Payments).

i) How do | upgrade Invoice Expert from the Free version to the Full version?

1. Open your browser and go to www.invoiceexpert.com then log into your account using the username
and password we emailed you after payment:

Customer Login

Email:

Password:

2. Open up Invoice Expert and click the Upgrade button:

Dashboard Settings Customers Products Vendors PO's Invoices Recurring Quotes Reporting Invoic® Upgrade JHelp Exit Invoice
Invoices Designer Expert
Jles I

3. Copy your installation code by highlighting the code, right clicking and selecting copy.



@ Uparade Invoice Expert T Pt L

Upgrade Invoice Expert

Please login to your account online to view your available Serial Numbers

Installation Code: Eﬁ

Enter your Serial Keybelowhd‘ Pado
Cut
; Copy
Paste
| Select All

Click HERE to Purchased lnvoiq Right to left Reading order

Show Unicode control characters

Insert Unicode control character 4

4. Go back to your browser, scroll to the bottom of your invoiceexpert.com account page to the Create
New Serial Number section. Paste your install code (right click, select Paste). Then click Create Key:

- Create New Serial Number
O

Installation |
Code:

Create Key _'

Und
NOTE: Your installation code can be S ng on the
"Upgrade" button at the top of the s¢ Cut

Copy
For detailed instructions on upgradir Paste

Delete

5. You will now see your newly created serial number in the available keys as seen below. Copy the serial
number (select, right click, select copy):

-~ Software Licenses / Serial Numbers

To create addition keys please purchase more.

]InstallCode Serial Number [Actwe iDateCreated
= ] e =

Copy
Select All

6. Paste your serial number into Invoice Expert and Click Register:
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Upgrade Invoice Expert - = X

Upgrade Invoice Expert

Please login to your account online to view your available Serial Numbers

Installation Code: |t 2t [
Enter your Serial Key below to register your software:

| @) Undo
Cut
Paste
Click HERE to Purchased Invoice Expert Ad Delete

7. Invoice Expert will now close for the changes to take effect.

8. Go to the Start Menu or Desktop and open Invoice Expert. You are now upgraded.

iii) How do | Move Invoice Expert to a new computer?
1) Download Invoice Expert and install it on your new computer. Log in to your account on our website.

2) Click the deactivate link beside your old license on the website (this is reversible).

' - Software Licenses / Serial Numbers

To create addition keys please purchase more.
The Serial Number has been De-Activated

Install Code [Serial Number Active |Date Created
1941 [3EMOSF QBHMNCJ1EBWRIORSG3DOU False [|3/22/2013 Activate
1942 [HC5BNZ 61 KFZLFWKAY QUOWKITFV True 3/22/2013 DeActivate

| Purchase Additional Licenses for ONLY $24.95

3) Create a license for your new computer by following the directions in question ii.

4) To copy your database to the new computer, locate where the database file is located on your
computer (refer to question iii). Back up and copy this database file into a new folder on your new
computer.

5) Once on the new computer, use the “Switch Companies” functionality in Invoice Expert to locate the
database file that was copied over to the new computer and refer to Section 4.21 Switch Company to
understand how to navigate to your database.



6) To import your invoice templates, take all the files from your old computer in directory:
"C:\ProgramData\Invoice Expert\Invoice Reports" and copy them into that same directory on the new
computer (make a backup of the folder first)

iv) How do | configure other currencies on Invoice Expert?

Invoice Expert can only support one currency at a time. Our system reads your windows regional
setting. You can change the currency symbol by going into your Windows Control Panel then Regional
Settings. Search for “Date, time, or number formats” setting.

Within this window, update the “Format” to the required region of currency. Click “OK”.

Once you have updated your Windows settings, please close and re-open our software for the changes
to take affect (you may also need to restart your computer).

v) Where is the database file located on my computer?

First find your database file by opening Invoice Expert and look at the very bottom of the screen:

Current Data File = C:\ProgramData{Invoice Expert\PCInvXE. vdb4

Usually it's located in: C:\ProgramData\Invoice Expert\PCInvXE.vdb4
vi) Where are my invoice template files located?

When you edit an invoice template with the invoice designer, the template files are stored in the folder:
C:\ProgramData\Invoice Expert\Invoice Reports\

For example, the "Professional Invoice 1" template is stored in:
C:\ProgramData\Invoice Expert\Invoice Reports\Professional Invoice 1.repx

The Quote template file is stored in:
C:\ProgramData\Invoice Expert\Invoice Reports\Professional Quote 1.repx

If you want to copy all the templates from one computer to another, please copy all the files from:
C:\ProgramData\Invoice Expert\Invoice Reports\

From the first computer (with the new templates) to the second computer (with the old templates) and
replace all the template files.



