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MANUAL PART A - THE QUICK INTRODUCTION
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How to create a new invoice
> Menu > File > New Invoice...
How to create a new quote

> Menu > File > New Quote...

Hint: You can also use the toolbar buttons
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How to add an customer/address to the invoice
Select the Address View
> Menu > View > Address
Click on the 'Add Address' button
Either:
Create a new address by hand

Select one from your contacts
Select a recently used address

Subtotal:
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State Tax:

Total:

Hint: You can edit and delete recently used addresses at any time
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How to add items to the invoice
Select the Items View
> Menu > View > [tems
Click on the 'Add Item' button
Either:

Create a new item by hand
Select a recently used item

Hint: You can edit and delete recently used items at any time,
newly created items will be automatically added to the recently used items




® © @ E-Bil N E= (3
Delete Invoice Addre Items Infc Design Mail PDF Preview Print E-Invoice
OW an & @ 0
=1 2024-120
E ew Recent
<
g Feb 21, 2025
() 7.70 Always show most recent Qv All
2024-102 Overnight 19.00
D tic onl|
Max Muster U:sm esticony
Jan 16, 2025
584.10
Shipping 9.00
- 2024-105 Standard
~| PearInc. DHL
brj| Dec 21, 2024
1,910.70
Versand
2024-104 Germany
John Apple: o=
Nov 21, 2024
3,290.10
2024-103
Cat&Co
Subtotal: 0.00
Invoices: Shipping: 7.00
Due: Federal Tax: 0.70
paig; | | Delete  Cancel State Tox 000
Total: | )
| B Total: 7.70

How to add shipping costs to the invoice
Select the Items View
> Menu > View > Items
Click on the 'Add Shipping Cost' button
Either:

Create a new shipping cost by hand
Select a recently used shipping cost

Hint: You can edit and delete recently used shipping costs at any time, newly created shipping costs
will be automatically added to the recently used shipping costs
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How to add a discount/credit note to the invoice
Select the Items View
> Menu > View > Items
Click on the 'Add Discount’ button

Select discount type
Provide discount amount

Hint: E-Invoices require the discount to be calculated before taxes
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How to preview an invoice
> Menu > View > Preview

How to print an invoice
> Menu > File > Print...

How to send an invoice as email attachment
> Menu > File > Email Invoice...

How to export an invoice as a PDF file

> Menu > File > Export Invoice As PDF...

Hint: You can also use the toolbar buttons
Invoices/Quotes will be printed/created/sent with the selected design
You can change/edit the design(s) at any time in the E-Bill Settings
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Automatically mark as sent

- Cancel Send...

How to edit E-Invoice details
> Menu > View > E-Invoice Details
How to export an invoice as an E-Invoice file

> Menu > File > Export E-Invoice ...

Hint: Information regarding E-Invoices and their requirements can be found here


https://e-bill.app/e-invoice.pdf
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Print = E-Invoice
Identity

Logo:

*Name:

Slogan:

*Contact:

Window:

How to use this as backdrop image

Y,

OLLERUM'S CAN OPENER FACTORY

(just drop it; at least 300 PPI, PNG format)

TRADITIONAL INDUSTRIAL CAN OPENER

Ollerum

Am Steinkratzbach 1
61279 Hundstadt
chef@ollerum.fabrik

If possible, you should use a vector graphic as your logo for high
quality output. You can also apply own/other images by
overriding the template's CSS. The name of your company will be
used for all print-outs. If provided, the slogan will be used as
well. You can change the appearance of the print-outs in the
template settings by overriding the template's CSS.

The company details

Open the Settings

> Menu > Bill > Settings...

Select the 'Company’ tab

IMPORTANT: THE SELECTED DESIGN MUST SUPPORT THE DIFFERENT FIELDS

Hint: This information will be used for all print-outs
You can change the appearance of print-outs by editing the design

Hint: Information regarding E-Invoices and their requirements can be found here


https://e-bill.app/design.pdf
https://e-bill.app/e-invoice.pdf
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Currency

Date Format

Pattern:  %DAY%.%MONTHSHORT%.%YEARLONG%

Address Format

Pattern:  9%,COMPANY%
%FIRSTNAME% %LASTNAME%
%STREET%
%ZIP% %CITY%
%COUNTRY%

IMPORTANT: CURRENCY IS SAVED INDIVIDUALLY FOR EACH
INVOICE, WHICH MEANS YOU CAN CHANGE IT ON THE FLY - IF
NEEDED. HOWEVER, THIS WILL, OF COURSE, MESS UP THE TOTAL
AMOUNT OF ALL YOUR INVOICES. THIS IS ALSO TRUE FOR ANY
REPORT. PLEASE KEEP THIS ALWAYS IN MIND.

Different country, different language - different format; that's why you
can teach E-Bill how to format your dates and addresses. These
substitutes are available for dates:
%YEARLONG% | %YEARSHORT% | %MONTHLONG%
%MONTHSHORT% | %DAY %

As an example, a date pattern could look like this:
%MONTHSHORT%/%DAY %/%YEARSHORT%

These substitutes are available for addresses:
%COMPANY% | %FIRSTNAME% | %LASTNAME% | %STREET% |
%CITY% | %ZIP% | %STATE% | %COUNTRY%

As an example, an address pattern could look like this:
%COMPANY %
%FIRSTNAME% %LASTNAME%
%STREET%
%CITY%, %STATE% %ZIP%
%COUNTRY%

Formatting dates and addresses
Open the Settings
> Menu > Bill > Settings...

Select the 'Region’ tab
Provide formatting pattern fitting your needs

Hint: You can change the format for each invoice/quote on the fly
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Tax 1
I'm subject to VAT/sales tax
Title: Federal Tax Rate: 10.0%
Tax 2
I'm subject to an additional tax
Compounded
Title: State Tax Rate: 5.0%
Tax 3
I'm subject to a third tax
Compounded
Title: Rate:

Show tax amounts for single items
NOTE: FOR INFO PURPOSES ONLY! AMOUNTS MAY DIFFER!

Not every country requires the tax amount to be shown for single items;
often the opposite is the case. Rounded tax amounts may also differ from
the total tax amount. In most countries only(!) the total tax amount is
required and binding.

Taxes are applied to individual items and saved individually for each
invoice as well, so they can be changed at any time without altering old
invoices. You can also en/disable them individually for invoices or single
items within invoices.

Should you be subject to an additional tax, you need to specify if it is
calculated on the subtotal plus the total of other taxes or on the net
amount.

m

Taxes
Open the Settings
> Menu > Bill > Settings...
Select the 'Tax' tab

Taxes are applied to individual items
Taxes are saved individually for each invoice

Hint: Additional taxes can be compounded, taxes can be en/disabled individually for invoices/single
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Invoices
Invoices have an ongoing number

Count: 116

Pattern: %YEAR%-%COUNT%

Invoices have a due date
Default: 2 Weeks

Quotes
Quotes have an ongoing number

Count: 101

Pattern: %YEAR%-%COUNT%

Quotes have an expiration date

Default:

Invoices and quotes can have ongoing numbers with your own pattern.
These substitutes are available:
%YEAR% | %MONTH% | %DAY% | %COUNT%

As an example, a pattern could look like this:
MOApp-%YEAR%-%COUNT%

IMPORTANT: NUMBER OF INVOICES + COUNTER = NEW NUMBER
You can also change those numbers on an individual basis for each

invoice/quote and you can change the appearance of the numbers in the
template settings by overriding the template's CSS.

Invoice numbering and due dates
Open the Settings
> Menu > Bill > Settings...
Select the 'Invoice' tab

Invoices and quotes can have ongoing numbers with your own pattern
Provide the pattern fitting your needs

Hint: You can change those numbers on an individual basis for each invoice/quote
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? General Boilerplates = Localization

. Invoice = Quote  Reminder Delivery Slip  Email

Conditions

Please pay this invoice within 14 days.

Miscellaneous

Footer

Thanks for your business!

Boilerplates
Open the Settings
> Menu > Bill > Settings...
Select the "Template' tab
Select the 'Boilerplates’ tab
Boilerplates are individually available for invoices, quotes, etc.

Pro Tip: Boilerplates allow the use of basic HTML :-)

IMPORTANT: THE SELECTED DESIGN MUST SUPPORT THE DIFFERENT FIELDS

Hint: You can change the appearance of print-outs by editing the design, boilerplates can be
changed individually for every single invoice/quote on the fly
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?  General Boilerplates  Localization

| General ltem  Invoice  Quote  Reminder

Date: Date

Number: Number

Page %li of %li: Page %li of %li

Dispatched: Dispatched

Shipping: Shipping

Discount: Discount

Subtotal: Subtotal

Total: Total

Client Number: Client Number

Localization
Open the Settings
> Menu > Bill > Settings...

Select the "Template' tab

Select the 'Localization’ tab

Use this to 'translate’ your invoices into your language
You can also use this to just provide ‘words' you prefer

This way, you can use Bill in any language possible, even though the GUI is in English

Hint: You can change the appearance of print-outs by editing the design
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Bill 2 New o Import... Export...
Bored by Life g

Color me Ludwig

Fancy a Cupcake?

Let me be your letterhead!

? Invoice Iltem | CSS

<!—— Hint: This code will be used in a 'loop' - means for every single item on an invoice this code
applies ——>

<!—— Hint: You can use whatever you want/prefer/need: either pure CSS, tables, lists, or even other
crazy solutions ——>

<div class="singleItem">

<div class="space"> </div>
<div class="itemLine"> </div>
<div class="space"> </div>

<div class="item-1">
<!—— 1. Column —>
<div class="itemsQuantity">%ITEMSQUANTITY% <div class="itemsUnit">%ITEMSUNIT%</div></div>
<div class="itemsBaseAmount">%ITEMSBASEAMOUNTSs</div>
<div class="itemsSubAmount">(%ITEMSSUBAMOUNTS)</div>

</div>
<div class="item-2">
<div class="item-2-1">
<!—— 2. Column ——>
<div class="itemsTitle">%ITEMSTITLES%</div>
<div class="itemsSubtitle">%ITEMSSUBTITLES%</div>
<div class="itemsSKU">%ITEMSSKU%</div>

</div>

Layout and Design
Open the Settings
> Menu > Bill > Settings...
Select the 'Design’ tab
Use this to add and edit your designs
Select desired design
Designs specify how your print-outs will look
You can select and switch between designs in the main window

> Main Window > Toolbar > Design

You can create awesome designs for your quotes and invoices with just
a little knowledge of HTML and CSS:

— The 'build your own design’ Tutorial
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Invoice Templates

> Main Window > Address > Templates...

Use this for recurring or duplicate invoices

Hint: You can select which invoice parts should be part of the invoice template

Report

> Menu > View > Report

The report is bound to the arranged invoices in E-Bill’s main window.
This means you can, for example, search for a client and therefore see
the report just for this single client or you can pre-filter all your
invoices to see a report only for overdue invoices.

Hint: You can edit a report's headline for your records
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Filter

> Menu > Edit > Find > Filter Invoices...

Use this if you just want to see all quotes, unpaid invoices, paid
invoices, etc.

IMPORTANT: YOU NEED TO SELECT 'ALL" IF YOU WANT TO 'UNFILTER' YOUR LIBRARY

Hint: You can also use the 'Filter’ button

Reminder

> Menu > File > Send Reminder...

Use this if you want to send or print a reminder for an overdue invoice

Hint: You can also use the 'Reminder’ button, the reminder feature is only available for overdue

invoices, by default, E-Bill will pre-fill the fields with the boilerplates from the Settings



