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Statement / Invoice Templates
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Statement / Invoice Templates

Statement Layouts

The Statement Layouts option on the Configuration menu allows you to create your
own invoice and driver statement templates. You can have as many different invoice and
statement templates as you want and even allocate different invoice templates to different
account customers and different statement templates to different drivers. This is
particularly handy for customising invoices for certain account customers, for example one
of your accounts may insist on seeing the name of person who booked the job listed on the
invoice, whilst another might like to see the driver name next to each job.

Creating a new invoice/statement template

The statement layout interface is very easy to use to create both invoice templates and
driver statement templates.

You can choose to have portrait or landscape templates, i.e. upright or sideways paper:

Portrait Landscape

1. Click on the Configuration menu and choose Statement Layouts
2. The Statements Layout Set-up window will appear
3. You'll notice two New buttons at the bottom of the window. Click on

the New (Invoice) button to create a new invoice template or click
on the New (Statement) button to create a new statement
template

4l Statement Layouts Setup i =] JE3 |
1o] Hame Orientation

1 [Mew Driver Statement Lapaut) Landscape
2 Driver Statement & Landscape

Mz

Click on the relevant New
button to create a new invoice
or statement template

I Delete ALL [TEMPIL) . New [Inwaice] I Mew (Statement]
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In this example we’ll create a new invoice template but use exactly
the same method for creating driver statement templates:

Click into the Layout Name field and type a name for this template,
for example, you may call your standard invoice template that’s used
for most customers “Standard Invoice Layout” or if it's a layout for a
account customer called ABC Ltd, you may name it “ABC Invoice”

Choose whether you want the template to be portrait or landscape -
bear in mind that you’ll need more width if you want lots of bits of
information (fields) printed on the invoice, so landscape orientation
might be better.

Portrait orientation gives you 197 characters to play with, whilst the
landscape gives you 280 characters. You can always start with
portrait and then change to landscape if you run out of space!
There’s a handy little counter that tells you how many characters you
have left as you're building the layout.

Click into the
Layout Name field
and type a name for
this layout e.g.
Standard_Invoice

Layout Mame

Statement Layouts Setup

b [Neme  [Ddemislon

New Lagout]

i
Poi

it

Standard Invoice Layout

Tokal = 194 / 197 (3 Remaining]

EEX

Orientation
& Pomat (" Landscape

o

Tile /4 ~

Diate/Time: Date/Time

Choose whether the
layout will be
portrait or
landscape

Account Aot
Job #
Order #

This handy little counter
tells you how many
characters you have left
on the page

Booked By |Booked By
Flight No. Flight Mo,

<

Delete ALL [TEMPI) New

The portrait orientation gives
you 197 characters to play
with, whilst the landscape
orientation gives you 280

It's now time to start creating the actual invoice layout and deciding
which bits of information you want included on the invoice. In the
lower half of the window you'll see a list of all the available fields
that could be used. The Width column determines how wide the
field will be on the invoice and is counted in characters. Any fields
with a width set to zero will not be included on the invoice.
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ik Statement Layouts Setup

D [Meme  [Odendon |

All the available fields it o Lot i
are listed here Totel= 184 /197 (3 Romaring] | Poal et serpe
Tils |Widm ‘ ~
Date/Time Date/Time 14
hccount Account 0 \
N [l ab Mo 0 . .
e The Width column is used
TR o Ty 7 to determine how wide in
e Mame ) characters the field will be
Fm G = on the invoice
To To 3B
“Vehicle Yehicle o
Comment Comment 0
Tel Mo, TelNa. /\
Baocked By Booked By
- Any fields with a width
set to zero will not be
—— included on the invoice

N

Scroll down through the list and take a look at the available fields.

®©

If you want to exclude a field from the invoice layout, double click on
the width number and change it to zero. For example, the default
invoice layout includes the Job Number which is set to 10 characters
in length. If you don’t want the Job Number on the invoice, double
click on the width which is currently set to 10 and type 0. The job
number will now be excluded from the invoice.

Keep an eye on the character counter. It's now telling us that we've
used too many characters for the width of the paper - our choice of
fields is 206 characters and there’s only 197 available!

If this happens you have two choices — you can either remove other
fields that maybe aren’t necessary or switch to a landscape
orientation.

-k Statement Layouts Setup

[ (Mame [Odentslon |
e

Standard | it g c2

In this example we’ve changed
the Job Number width to zero so
it’s excluded from the invoice, but
set the Booked By field to 22 so

Orientation

that the name of the person who  piName [stndadimoice Lo & Poust  © Landsoape
made the booking will appear on — ”“':2“5"a’['sijTai”‘“gl =
the invoice ate/Time Date/Time 14 E
Account 0
JobNo 0
Order 18
eh Type 14
2 Keep an eye on the character
2 counter. It's now telling us
£ that we've used too many
e i : characters for the width of
e T 8 the paper - our choice of
BookedBy | Booked By 24 fields is 206 characters and
ERFEHWN] Fich o 0 there’s only 197 available!
Delete ALL [TEMPII) Mew Done I

[y
e

Carry on working your way through the list removing or adding fields
as necessary.
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11. Click Done when you've finished

TIP! How many characters oo [ use for each fielol?

Well there’s a question! This bit is simply trial and error! Set the characters to
a certain width and then run an invoice and preview it to see what it looks like.
It might take some tweaking!

Showing distance/mileage on the invoice

If you want to show the job distance or mileage on the invoice, set the Distance field
width to say 12.

-k Statement Layouts Setup

Layout Name |Standard Invoice Lapout @it
" Porhrait @ Landscape
Tatal = 233 / 280 (47 Remaining)
Title [width | A
i B e If you want the job
Taken By Taken By 0 . f
distance or mileage to
When Taken  [Wwhen Taken 0 ) :
BT oite) g show on the invoice,
WhenDu | when Out 0 set the Distance
Distance Distance 12 width to 12
W ait Time “Wait Time 12
Units3
Unitsd 0
Units5 0
Charge Charge 1z
Waiting Waiting 1z
Price3 kParking 12 i
< >
Dekete AL (TEMPY] New

Showing waiting time

If you want the waiting time to be shown on the invoice as well as the waiting charge, set
the Wait Time width to 12.

<k Statement Layouts Setup

(0 [MNome [ Oiedtobion |

1 Standarc wit Landscape
Oiientation
Layout Name  |Standard Invoice Layout
" Partrait * Landscape
Total = 233 / 280 (47 Remaining)
Tite [wien | Al

Driver Driver 9 If you Want the
Taken By Taken By 0 e .

waiting time to show
When Taken  ['when Taken 0 . N
ETE o0 5 on the invoice as well
WhenOm | whenou 0 as the waiting charge

I’

Distance | Distance 12 set the Waiting Time
Wait Time: “wait Time: 12 Wldth tO 12
Unrits3
Uritsd. a
Unrits5 a
Charge Chage 12
Waiting Waiting 12
Price3 Parking 12 ]
< >
Delete ALL (TEMPY) New
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Adding an additional pricing title

If you're using additional pricing titles on the invoices such as Parking and Extras, you'll
need to create customised fields in the invoice layout.

There are three additional fields that are used for the additional pricing titles; Price3,
Price4 & Price5, and Units3, Units4 & Units5.

The Price fields are used to show the actual charge for the additional pricing title, whilst
the Units fields are used to show the units of each additional title. For example, if your
system is set up to show Parking as an additional charge, Parking would be entered in the
Price3 field which would show the total amount spent on parking for that job i.e. £10.60.
The £10.60 may have actually been made up of two different parking charges - one at
each end of the journey. If you also wanted to show 2 units of parking on the invoice, you
would also enter Parking in the Units3 field.

Ak Statement Layouts Setup

(D [Mame | Orentalion
Standard Invoice Layout andscape

Layout Mame  |Standard Irvoice Layaut Orientation

Total = 237 / 280 (43 Remaining)

¢ Poiat & Landscape

Tile ‘w\dm ‘ ~

Parking has been OutBy OutBy 0
entered in the M . Parking has also been
Price3 to show the Tt Tire - entered in the Ur_lits3 fjeld
additional pricing Tnis3 Paking 4 to show the parking units
title and the width Unitsd 0
set to 12 Units5 o

Charge Chaige 12

‘wfaiting “Wwaiting 12

Price3 Parking 12

Priced4 o

Price5 o

Total Tatal 12 ]
<

Delete ALL [TEMPI) New

Allocating an invoice template to a customer account

Each customer account will default to the standard invoice layout. When you're ready to
use your new layout you must allocate it to either individual accounts or all accounts.

1. Click on the Accounts menu and choose Edit Accounts

2. Click on an account you want to allocate the invoice layout to and
then click on the Invoicing tab

3. To allocate the invoice layout, click on the drop-down arrow next to
the Invoice Template field and choose the new layout from the list
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Select an account you
want to allocate this

invoice layout to
Ganersl | Motes / Liste | Unsocisl hourt / Cancattions  Inveing |
ACCTLT: Frecrsg tnin [Emm——
[ACCOUNT RATE | ICCOUNT PATE 1) =] [Morthly Click on the
lrvwemeang - .
Discot\ nachage [Suchage <] sfa | Date of lastievoice : Invoicing tab
Last invoice number : -
Data cinsled : 25/05/200
Toums of kidrg s | [0 2]
Facioreg Ho. los iewosces |
Lapouts
I st
| Tz prcwg ttles =l
5 Line new siple imvoices 2—;‘ Ditplay. _F'v:.\e:mﬁue
e & None :
I Cosale rreomes 5V Vi Feghun ~ a5
€ Dirves Callign TiFok

Irrvimce Template Inow shie ory]
I : .: =]

Account-apeciic Booking Cs
wizon | || To allocate the invoice layout, click on
— the drop-down arrow next to the
Invoice Template field and choose
the new layout from the list
4. Click on the next account in the list and repeat the procedure, and

continue for all accounts that you want to use this layout for

Allocating a driver statement template to a driver

To allocate a driver statement template to a driver:

1. Click on the Drivers & Vehicles menu and choose Edit drivers &
vehicles

2. Choose the driver from the list in the left-hand window

3. Click on the Detail tab

4. On the General page tab choose the Statement Template from

the drop-down list

Al Drivers and Vehicles

Duves | Vibickes |

Choose the driver

and then click on . . .
Geneesl | Excot/TRD | Ackdtionatdecustions | Hosdays | Dista | Schechie | Aces | Hiskory |

Nlavigator Metre

the Detail tab

Gicat [in 7] Last stoloment dale :
Last statement No @
Driver's name. Calsin Lawt posment date
ebesisce o0t Balanee : £000
Addvoss Status : 0N shil Plat
seet? [ [ General
Sueer 2 Pt r
Town - Pricing eate
Courly Dives Fiate 2 -
& ;
Posteods ,ﬁumw —
SAnernnd stk
[ [ Towo piicig tekes =
F -,
tiektamme | Diop [jrre] =
- - Staerrent Template frew ity o)
Dt of binth Hational Innsance Number 50y =]
e e
St date Enddee i iz it et Lzt
[z ] 020 =] P —
I™ Lock out diver
T bcigs rusber L id
10.08°2007 'I
D e et B o Beta
1A 'I .
Choose the desired
Dkt Zone [Inone] -I

drop-down list

statement template from
the Statement Template
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Previewing an invoice

Once you've allocated this invoice layout to one or more accounts, it's an idea to preview
the new layout to see how it looks. You don’t need to run an invoice in order to preview it:

1. Click on the Accounts menu and choose Invoicing

Select account(s) required for creating invoices

Choose one of the Selent Acoourts |

accounts that has the

Select accounts [~ Select period
new template allocated T & Al
to it N\ | Boing " Monthly
N F3CiTE | " Fertrightly
. Easca  weekly
-5 Fern Holidays  Anylime
-~ Grand UK
-5 GRI/DB033/4 Date on invoice
_% GRI/O7ETE/S
.- GRI/O7E3E/5 21/09/2005 hd
-5 GRIYDBET0/A
- GRIABE?S/S Todate
~5 Keith Osborm
-5 KEITHS ACC 21/09/2005 =| 2358
-5 Kinnertons P
o Go | 0K | Cancel |
N
Click OK

Select the invoice and then click on the Preview button (1% button
on the toolbar)

Select the invoice and then
click on the Preview button
(1%t button on the toolbar)

—— S
8] =
| Accoun | teece total | Bonkings | =)
vE@ mm 8 r—
Continue | Pk dusany un Cancel ]
3. A preview window will open
4. Click on the Whole Page button to make the whole page fit snugly

in the window
5. Check the layout to make sure that everything is fitting in OK

6. Click Close when you've finished

Nlavigator Metre
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Click on the Whole Page button (4 button)
to make the page fit in the window

Ak View invoics

.gﬂﬂacb

Invoice

TINYS TAXIS 40 MOOR LANE, SCULTHORPE, FAKENHAM, NORFOLK, NR21 8PX
Tel No. 01328 856314 Fax No. 01328 853792

E~mail: inys@tiny-taxis.co.uk, Web site: www tinys-taxis.col

Check the layout to make
sure that everything is
fitting in OK

cmB Invaice Date:
Bircham Newton Invoice Numi

NORFOLK

Nams From T Ortver Charge  Welting  Totsl T

cEans
cEANS
ceans
CEAN'S
cEAN'S

canet
cAmer

00
000
@00
@00
@00
000
sm

®x

Click Close when
you've finshed

Previewing a driver statement

Once you've allocated this template to one or more drivers, it's an idea to preview the new
template to see how it looks. You don’t need to run an statement in order to preview it:

1. Click on the Drivers & Vehicles menu and choose Statements
Select driver(s) required for creating statements x|
Select period
Choose a driver who has b TR c(':ﬁ"onwy
the new template 003 Jonathan Pics ¥ LT
allocated to him/her ’/ gg;:g; gﬁ?m

007 ) Diiver 7
008 ) Driver & Date on statement
009 Driver 9 13062007 ~
010} Diiver 10
From date
012/1899 = 2359
Tadate
130672007 | [2358

™ Include divers with no jobs

[
[
[
[
(D0 ) Driver & £ Anytime
[
[
[
(

I~ Dontt break down vehicle types
I~ Hide "ehicle usage".

N

Select the statement and then click on the Preview button (1%
button on the toolbar)
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Select the driver statement
and click on the Preview button
on the toolbar

X
Driver | Statement tnta\l Bnnkingsl Comment |
£73.67 3 Driver statement ready

Continue Print dummy wn Cancel

3. A preview window will open

4. Click on the Whole Page button to make the whole page fit snugly
in the window

5. Check the layout to make sure that everything is fitting in OK

6. Click Close when you've finished

Making amendments to the template

After previewing, you may find you need to make some amendments to the template:

1. Click on the Configuration menu and choose Statement Layouts
2. The Statements Layout Set-up window will appear
3. Select the template from the list at the top of the window and tweak

the fields and widths as necessary

-k Statement Layouts Setup. E|@\E|
(0 [Hame  [Odentlon |
Select the [ Drieniation
template from
the list
Layout Name |Standard Invoics Lapout Ot
& Potat (" Landscape
Total = 197 / 157 0 Remaining)
T [ | ~ Tweak the fields and

DatefTime | Date/Time 4 widths as necessary

Account Account 0

Job# Job Mo 0

Dider B Order 0

Weh Tupe Veh Type 14

Name Name 2

Fram Fram 2

Ta Ta ®

Vehicle Vehicle 0

Comment Camment [

TelNa. TelMe, [

Bocked By |Booked By 2

Fliaht Na. Flight e, [ ~

< >

Delete ALL (TEMP!] New
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