
Invoicing: Add Items From Settings

In “Settings”, navigate to the “Invoice 
items” tab.  Under the “Items” section, 
choose “Add item”.
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Fill in the “Item Name”, “Price”, and 
choose if the item is “Taxable by default.” 
Click “Add Item”.



Invoicing: Add Service Charges From Settings 

In “Settings”, navigate to the “Invoice 
items” tab.  Under the “Service charges” 
section, choose “Add service charge”.
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Fill in the “Name” and choose the “Type” 
of service charge. Fill in the “Value”. Click 
“Save”.



Invoicing: Add Discounts From Settings

In “Settings”, navigate to the “Invoice 
items” tab.  Under the “Discount” 
section, choose “Add discount”.
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Fill in the “Name” and choose the “Type” 
of discount. Fill in the “Value”. Click 
“Save”.



Invoicing: Add Taxes From Settings 

In “Settings”, navigate to the “Invoice 
items” tab.  Under the “Tax” section, 
choose “Add tax”.

1 2

Fill in the “Tax name” and “Tax rate”. Click 
“Apply”.



Invoicing: Choose Payment Options From Settings 

In “Settings”, navigate to the “Invoice 
settings” tab. See the “Payment 
options” section. Toggle “ACH Bank 
transfer” or “Credit or debit card” to on 
and choose “+ Add custom payment 
details” if applicable.
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If adding a custom payment, type the 
payment details in the text box and hit 
“Save”.



Invoicing: Formatting From Settings

In “Settings”, navigate to the 
“Invoice settings” tab. Choose 
“Edit invoice format” and/or “+ 
Add default note on invoice”.
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In “Edit invoice format”, fill in 
the “Invoice # prefix” and 
“Next Invoice sequence”.  See 
option to view the invoice 
format. Click “Save”.

In “Default note on invoice”, fill 
in the text box to add a note 
that appears as default on 
customer invoices. Click 
“Save”.
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Invoicing: Upload Product Catalog From Settings 

In “Settings”, navigate to the “Invoice 
items” tab.  Under the Items section, 
choose “Upload items list”.

1 2

Attach your Product Catalog CSV file. 
View the “Download template file” for 
assistance on CSV formatting. Click 
“Submit”.
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