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Billing/Invoicing Configuration

Office Timesheets Time Billing Edition includes all the features found in Office Timesheets’ Core Edition
along with a fully-integrated and comprehensive time billing and professional invoice layout engine.
Invoices can be generated using time entries, expense entries and flat-fee services.

Setting Client, Project and Phase Levels

Office Timesheets Time Billing Edition allows for three (3) levels of accounting isolation:

e Client (Required) — combines accounting for all projects and phases for a specified client.

e Project (Required) — separates accounts for each project for a specified client.

e Phase/Milestone (Not Required) — separates accounts for each phase/milestone for a specified
project for a specified client.

Because Office Timesheets allows users to define and configure up to ten (10) element tracking levels,
the Time Billing Edition requires that you define the Client, Project and Phase/Milestone (not required —
only setup if needed) levels before you can configure/setup other parts of the billing eco-system and
generate invoices.

To define the client, project and/or phase/milestone levels, navigate to the Billing/Invoicing tab and
click on the Setup icon in the Configuration ribbon group. Locate the Client Billing Level and Project
Tracking Level; click on their dropdown list; and select the appropriate corresponding element tracking
level. If you do not plan to use phase/milestone accounting isolation then simply leave the
Phase/Milestone Level dropdown set to the {No Selection}. If you are unsure of how you should
setup/configure your isolation tracking levels please contact the Office Timesheets team at Lookout
Software for advice.



Sign Out = admin

View Sheets Import / Export Reports Process Management Billing/Invoicing System Configuration
%4 Templates |8} Contacts “ Rate Settings |*2) Payment Terms
[ q ’— =) [BY T (0= Update Entry Rates =
= 5 5 B 5B ob )
Invoices Payments Adjustments History Statements Billing Rates Setup

Invoices Contacts Billing Rates Configuration

Billing Defaults

Miscellaneous Setup

Client Billing Level Client v
Project Tracking Level Project v
Phase/Milestone Level {No selection} v
Time entry/billing rate default v
Defauit Biling Currency $ v
Defauit Billing Isolation Client v
Starting Invoice Number 1000
Fiscal Year Starts in January v
Default Billing Type Time + Expenses v
Default Invoice Template Time And Expense templ ¥
Tax 1 Default % for Time Entries 8.250
Tax 2 Default % for Time Entries 0.000
Tax 1 Default % for Expense Entries  8.250
Tax 2 Default % for Expense Entries |0.000

Save

Setting up Billing Rates

Office Timesheets allows users to enter many different rate types (Employee Rates, Task Rates and Entry
Rates, and Conditional Billing Rates. Before generating your first invoice that will include time entries,
you’ll want to setup your billing rates in Office Timesheets.

If you use default rates based on employees then you’ll want to set one of Office Timesheets’ 6
definable employee rates as your billing rate default (System Configuration -> Miscellaneous -> Time
entry rate default). It's important to note that in Office Timesheets the term entry rate is synonymous
with the term billing rate.

If you require more specialized billing rates then you’ll want to setup conditional billing rates and billing
rate rules, which is located in the Billing/Invoicing tab in the Billing Rates ribbon group. Here, you can
setup unlimited conditional billing rates so Office Timesheets will always know the correct billing rate to
apply based on the work that is being performed.

Client, Project and Phase/Milestone Invoice Settings

You’ll need to configure appropriate Invoice Settings for each Client, Project and/or Phase for which you
wish to generate invoices. To configure Invoice Settings, navigate o the Process Management tab; and
then click Edit -> Element Items (Client, Project, Phase/Milestone). Next, open a Client, Project and/or
Phase; and then click on the Invoice Settings icon. The following fields require setup at each billing
isolation level.

e Accounting Isolation — the level (Client, Project, or Phase) in which you’ll isolate accounting for
the specified client.



e Invoice Delivery Method - here you’ll choose if you wish to deliver the invoice for the specified
client, project or phase via traditional mail or email.

e Payment Terms - the number of days in which payment is expected.

o Billing Status — by default, each client, project and/or phase you add to Office Timesheets will
inherit the Planning Billing Status. However, you must set the Billing Status to Active in order to
generate an invoice for the Client, Project and/or Phase.

e Billing Currency — the currency symbol that will appear on invoices for the specified Client,
Project and/or Phase.

e Invoice Address — the billing address for the specified Client, Project and/or Phase.

e Client Contacts — contacts that will receive invoices for the specified Client, Project and/or
Phase.

Client x

b save & New

—= [x) =) ;. .
T ¥ cancel J = = =] ) j
Save & Close Element Invoice Settings Groups Dependencies Notes Custom Fields
Actions Show

Accounting
Accounting Isolation Client \
Invoice Delivery Method: Email v
Tax ID/VAT Number:
Payment Term: NET 45 v

Invoice Settings
Billing Type: Time + Expenses v Flat/Fixed Fee Amount: 0.00
Billing Status: Active v
Total Budget Hours: 0.00 Threshold Type: Budget Amount ¥ Threshold: 0.00
Total Budget Amount: 0.00 Threshold Type: Budget Amount ¥ Threshold: 0.00
Billing Currency: $ v Description
Tax 1 Default % for Time Entries 8.250
Tax 2 Default % for Time Entries ]
Tax 1 Default % for Expense Entries 8.250
Tax 2 Default % for Expense Entries

Invoice Address

| 3100 Park Avenue

Street: Suite 2100-A
City: New York
State/Province: NY
Zip/Postal Code: 01110
Countrv/Reaion: UNITED STATES OF AMERICA v v

Adding Client Contacts

To add client contacts to Office Timesheets, navigate to the Billing/Invoicing tab; and click the Contacts
icon in the Contacts ribbon group...



P admin
View Sheets Import / Export Reports Process Management [ Billing/Invoicing System Configuration

| iz Templates [2] contacts “& Rate Settings e NE
3 s ) Updata Entry Rates [Eky
5 B B 8 tpmty e | [
Invoicas Payments Adjustments History  Slatements Billing Rates Selup
! Invoices Contacts | Billing Rates Configuration

Apply changes

Available Columns ‘Added Columns

First Name = First Name 5
Mi M
Last Name Last Name m
EMail EMail
Phone Phone
Mabile >> Mabile
Street Street
City City
siate State
Zip Zip
Country Country
- -

Drag a column header here to group by that column.

There are no records available.
« I EEEEE——. ’

Records per page: |25 1% Add Mew - Show Filter - Records: 0-0of0-Pages: |« |« 1  » »i

Next, click the Add New link at the bottom of the contact grid...

jbone@lookoutsoftware.c

Add New )- Shov

Finally, fill in all the appropriate details for the contact. If you plan to email invoices to the specified
client then you must fill in a valid email address for the specified contact...

Drag a column header here to group by that column.

There are no records available.

. Contact Information Notes
First Name [Paut ] |
Street

wmiddle Initial [ |

4
Last Name | Thompson | city | |
EMail | ingsi | State/Province | |
Business Phone [ | Zip/Postal Code | )
Mobile Phone | | Country/Region | UNITED STATES OF AMERICA 2

[ SwveaCiose | [ seveanew | [ Cancsl |

< I »
‘ Records per page: |25 1% Save | Cancel - Show Filter - Records: 0-00f0-Pages: I (<« 1 »



Adding your Company Name and Address Info for Invoices

One final item you’ll want to setup before generating invoices is your Company Info details (Company
Name and Address). To do this, navigate to the System Configuration tab and click Company Info.

Sign Out -
)

View Sheels  Import/Export  Reporls  Process 9 q System C
@ Company info 27 User Accounts

Xl |=1 E-mail Account g 3 (&) Security Policies 7 & @ o
= i

Change Password ) Password Opfions || iy,

me Entry Options

Options Regional Options. User Accounts. System Ganerate SOL Views
Company Information

Company name Web address
Lookout Scftware, LLC.

Contact details Address details
Rl - 1201 Elm Street
First Suite 4080
Middle Sireet
Last
Suffix v A
Phone city Dalaz
Fax Stale / Province  [TX
E-mail Zip / Pastal code 75270

Couniry [ Region |UNITED STATES OF AMERICA

Company Logo ADP Company Code
Choose File | No file chosen Upload Reset

Clear Reset Save

Working with Invoice Templates

Invoice templates are used in creating a single invoice or a batch of invoices. The invoice template will
determine the design/layout of the invoice as well as the content displayed on the invoice(s). Each
installation of Office Timesheets Time Billing Edition can contain an unlimited number of invoice
templates. This allows Office Timesheets users to create one set of invoices with a specific design and
layout, and other customer invoices with a different invoice layout and design.

You can create templates using Office Timesheets’ built-in Invoice Template Designer; or you can order
one or more custom invoice template(s) from Lookout Software, created to your exact specification.

Using the Invoice Template Designer

Each Office Timesheets Time Billing Edition nstallation currently contains four (4) pre-made template
designs to use and/or edit:

¢ Time and Expense template — this template contains a detailed breakdown of each time and
expense entry for specified Clients and Projects; and includes each entry’s notes. Sub-Totals for
time and expenses are included along with a grand total for the invoice.

o Time template — this template is exactly the same as the Time and Expense template; but
excludes Expense entries.

o Flat Fee with Expenses template — this template contains a flat fee amount and itemized
expenses for your specified client and/or project.

o Flat Fee template — this template is exactly the same as the Flat Fee with Expenses template,
but excludes Expense entries.



Previewing an Invoice Template

Invoices that are created using Time Billing Edition’s Invoice Template Designer can be previewed with a
customer’s and/or project’s live time and/or expense data; or flat fee data. This allows the user to fine-
tune the design of the template while making additions/modifications to the template.

Before you can preview an invoice template, you’ll need to ensure that your database contains
appropriate data (time entries, expense entries and/or flat fee data) for at least one or more clients,
projects and/or phases.

) Sign Out -
View Sheets Import f Export Reports Process Management Billing/Invoicing System Configuration
ﬂ Day ':5‘_4} Caleulate Pay ::)j' Add Task & Entry =z Copy only time
] » . - § -
. [ Time Clock A (Lp TimerOn =4 Copy time and
Bh & b 3 pel O s co
Timesheet Expenzes  Timesheet Templates | Criteria Add Time Entry L@ 1imer OF 1] Faste
'Y__'|| Wiew Templates x Delete Time Entry & Copy week
iew Time Entry
Timesheet View [Filtered]
R. Taylor « || « [o30a2010 [EHEE] Mon Tue wed Thu Fri Sat
04 Mar 05 Mar 05 Mar 07 Mar 03 Ma 09 Mar 1
Client Project Activity
Peleton Holdings, Inc. 235-800-AMT Drafting Es.50 I |:i8.5l3| Hs.50 Hs.50 Ha.00
Peleton Holdings. Inc. 235-200-ANMT Electrical Design
Peleton Holdings, Inc. 225-800-AMT Structural Design
[Non-task-based]

To preview an invoice template, click on the Billing/Invoicing tab; and then click the Templates icon;
and select a template name and click the Preview button...

| Sinout <
View Sheets Impaort  Export Reports Process Billing/Invoicing System Cor
“i Templates E Contacts.
2 3 5 B B
= 3 =] x| — =
Invaices Payments  Adjusimenis History  Statements Biling Rates
Invaices Contacts. Bi
Invoice Template
Invoice Template List
[FlatFee And Expense template Add
FlatFee template —
L Eat |
Time template Delete
Copy

Upload Template

L - |

Next, choose the appropriate Client, Project and/or Phase along with a date range for entries and/or
expenses; and click the Preview button...



*‘ ) Sign Out -
View Sheets Import f Export Reports Process Billing, g System

Templates. [3} contacts

| - 2 E]
Invoices Payments Adjustments History Statements. Billing Rate
Invoices. Contacts
Time And Expense template
Client  [Peleton Holdings, Inc v
Project | A0} v
Phase [ {No selection} v

From | 03012018 |7
To | cawsroe |

Freview
Back fo Edit

The invoice preview will appear on the screen...

t' ) Sign Qut - R. Taylor
View Sheets Import f Export Reports Process Management Billing/Invoicing System Configuration e o
i Templates. [5} contacts 5 Rate Setfings @
F e =l - [}
[e=] 5 Update Entry Rates
=] = : - : [
Payments Adjustments History Statements Billing Rates Setup.
Invoices Contacts Billing Rates Config
Time And Expense template
Client Peleton Holdings, Inc. v
Project [{Al} ¥
Phase [{No selection} v

From | oaioiz01e |
To | oaisrz01e |

Preview
Back to Edit

<K < i of1 2 Pl

Find | Next

Software

Customer Invoice

From  Lookout Software, LLC. Invoice Number 1264

1201 EIm Street Invoice Date 03/18/2019
Suite 4080

Dallas, TX 75270 From 03/01/2019
UNITED STATES OF AMERICA Billing To 03/08/2019

To Pelston Holdings, Inc.

3100 Park Avenue
Suite 2100-A

New York, NY 01110
UNITED STATES OF AMERICA

In reference to: 235-900-AMT

Professional Services

Entry Date Employee Task Details Hours  Rate Tax1 Tax2 Amount
Note
03/01/2019 C. Anderson Electrical Design 225 5285.00 $52.90  S50.00 5694.15

Lorem ipsum dolor sit amet, consectetur adipiscing elif. Maecenas imperdief, lectus nec
volutpat malesuada, augue nibh congue dui, nec rhoncus quam odio id erat. Vestibulum
non est gravida, semper dui sed, sodales ex. Sed tristique convallis ligula, id rhoncus enim
malesuada nec. Praesent elemenium viverra ullamcorper. In in faucibus negue. Etiam
placerat, eros ac dictum.

03/04/2019 C. Anderson Electrical Design 4.50 $285.00 $105.81 $0.00 $1,388.31

Ut vanus ullameorper vehiculs. Suspendisse potenti. Vivamus sagiftis tortor non felis
commodo, nec dapibus dui efficitur. Donec metus turpis, eleifend & ultricies sit amet,
sodales sit amet massa. Curabitur vehicula vitae lacus vitae dictum. Suspendisse ey
tristique nisi. Morbi lectus mi, venenatis in vehicula id, congue id fellus.

03/05/2019 C.Anderson Electrical Design 125 528500 $2938  50.00 5385.64 hd

Editing an Invoice Template

If you are still in the invoice preview window; click the Back to Edit button...

10



Sign Out - R. Taylor

View Sheets Import / Export Reports Process Management Billing/Invaicing System Configuration 17}

@

2 Tempiates [8} Contacts iy Rate Setiings

= [ =n L (. 20 Update Entry Rates =
3 =i = — = 7

i : =
Invaicas Payments  Adjusiments  History  Statements Billing Rates Setup

Invoices Contacts Billing Rates Config
Time &And Expense template

Client [Peleion Hoidings. Inc. v
Project |{AI} v
Phase |{No selection}

From | omizone | 5
To | owmarznie | Y

Preview

Back fo Edit
4 < ol » Bl E . Find | Next

Customer Invoice

Or; if you have returned to the Invoice Template list, simply highlight the template name and click the
Edit button...

In this example, we wish to remove the default Lookout Software logo and add our own company logo.
To do this we'll scroll down the Invoice Template Designer screen to the Invoice Elements area; highlight
the Logo element in the Available Elements list; click the Choose File button under the Properties Logo
section; select the company logo image you wish to use; and click the Upload button; then click the Save
and Preview button...

Invoice Elemenis

Available Elements Properties Logo
Loge : Show ¥
ustomar invoice Location (Row/Column)
From Top |1
L]
Imvoice Mumber Left |1
Invoice Date Size (Row/Column)
Billing From \Width |5
Bifing Ta Height [1
CompanyMame -
CompanySireet 2 :lc:aﬁ;onlal Left v
Vertical Top v
Padding
Lefit ]
Right [0
Top a
Eoftom |0
Border color
Left
riont
oo
Bottom -
Border style
Left Mone ¥
Right [Mone ¥
Top Mone ¥
Boitom |Mone ¥

Border width
Lefit 1
Right |1
Top 1
Bottom |1
Logo
Choose File | No file chosen

Upload

11



Next, select a Client, Project and/or Phase in which to preview on the invoice along with a date range of
entries you wish to view within the invoice template; and click the Preview button...

) Sign Out ~ R Taylor

ViewSheets  Impori/Export  Reporls  Process

System C:

Wz Templates. [3] contaets g Rate

3 =]
Q
Payments  Adjustments

er
5 Upd

= 1=
Invoices History  Statements Biling Rates

Invoices, Gontacts. Biling Rate:

Time And Expense template
Client [ Peleton Hoidings. Inc hd
Project [{AT} v
Phase
From | oaio1201e |39
To | owosz0i2 |

{No selection} v

Preview
Back fo Edit

4 < af 1

> Bl

Find | Next

"\eknix

Customer Invoice

From

Lookout Software, LLC.

1201 Eim Strest
Suite 4080

Dallas, TX 75270

Invoice Number
Invoice Date

Billing From

1085
03/18/2018

03/01/2018

UNITED STATES OF AMERICA Billing To 03/08/2018
To Peleton Holdings, Inc.

3100 Park Avenue
Suite 2100-A

New York, NY 01110
UNITED STATES OF AMERICA

In reference to: 235-900-AMT
Professional Services

Entry Date
Note
03/01/2019 C. Anderson Electrical Design 225 §285.00 §52.90

Lorem ipsum dolor sit amet, consectetur acipiscing elt. Maecenas imperdist. Iectus nec
volutpat malesuada, augue nibh congue dui, nec rhoncus quam odio id erat. Vestibulum
i b rsinin mmn AL S SmrAnine ms On et i vbumnr 16 i

Employee Task Details Hours Rate  Tax1 Tax 2 Amount

£0.00 56094 15

sl fiurstm

To see how your invoice template will appear when printed or opened as an email attachment click on
the disk dropdown icon and choose the PDF option...your invoice preview will be saved to PDF file.

= (m] x
[ Office Timesheets X [4 legin X |+
&« C @ localhost/OTS/Pages/Setup/Billing/BillingPrev o px?Ribbonindex=7&ID=.. @ Y @& !
t' » Sign Out ~ R. Taylor
View Sheets  Import/Export  Reporls  Process Management Billing/Invoicing System Configuration @ o
T Tempiates [3] contacts % Rate Sattings
@ E‘ 25 Update Entry Rates E}I
Invoioes Payments  Adjusiments  History  Statements Billing Rates. Setp
Invoices Contacts Siling Rates Config
Time And Expense template
Client [Pelton Hoidings. Inc. v
Project [{AI} v
Phase [ (Mo seiciion v
From | caoii2012 |
To | oasizote |
Preview
Back fo Edit
14 < g of1 > Pl B . Find | Next
[ S k f Excel
el Customer Invoice
From  Lookout Software, LLC. Word Invoice Number 1085
1201 Elm Street Invoice Date 03/18/2019
Suite 4020
Dallas, TX 75270 Billing From 03/01/2019
UNITED STATES OF AMERICA Billing To 03/08/2019
To Peleton Holdings, Inc.

12



Uploading a Custom Invoice Template

Many Office Timesheets customers require highly unique and very specific invoice templates that meet
the contractual requirements between them and their customers. Most of these types of invoices can’t
be created in commercially available time billing and/or accounting applications. However, the Office
Timesheets team provides an affordable service with quick turnaround for creating custom invoices
designed to each customer’s exact specification using a special invoice code editor.

When your order for one or more custom invoice templates is complete, you’ll receive one or more
invoice template files to upload into your invoice template list. To upload your custom invoice template,
simply save the file to your computer; log into Office Timesheets and click on the Billing/Invoicing tab
and then click on the Templates icon. Them, from the Invoice Template List and click the Upload
Template button...the Upload Template dialog will appear...

~ Name
’ [My Customer Invoice Tempiate]

TeknixCustomTemplate

Give your template an appropriate name; click on the Choose File button; select the template file
supplied to you from the Office Timesheets team; and click Save & Close.

Formatting your custom invoice’s email summary

Office Timesheets allows two types of delivery options for your invoice: mail or email. When you email
your invoices to one or more customer contacts, they will receive a pre-formatted email (Invoice Email
Summary) and a copy of the email attached in Adobe Acrobat PDF file format. To format your custom

invoice’s email summary simply select your custom invoice in the Invoice Template List and click Edit...

13



"W Tempistes

Invoicas Fayments Adjustments History Statements

Invoices
Invoice Template

—— Invoice Template List

FlatFes And Expense template Add
FlatFee template

My Customn Invoice Template: Edit
Tima And Expense template Delete
Time template
Copy
Preview

Upload Template

The Invoice Template Designer window for your custom invoice template will open...

t""" sign oot

View Sheets Import [ Export Reports Process Management Billing/Invoicing
"I'*{f; Templates E} Contacts
=) T L |
E 3 R
= / = = =
Inwoices Payments Adjusiments History Statements B
Imvoices Contacts

Invoice Template Designer

MName |My Custom Invoice Template

—— Format Your Invoice Email Summary

Email Subject | Teknix Invoice [Invaice Mumbei Add Subject Token

Dear Customer,

Please find attached Teknix Inwoice Mumber [Invoice Number] for the billing penod
starting on [Start Date] and ending on [End Date]. The total for the attached
invoice is [Amount] and payment for the attached email is due on [Due Date].

If you have any questions about your invoice please contact your client
representative at 1-B00-B55-TEKX.

Token | Due Date v Add Message Token

—— Chooze Regional Preference Settings for your Invoice Template ——
Date Format MMddlyyyy ¥

Save

Construct your Email Subject and Email Body using a combination of text and Token variables; then
select the Date Format you wish to appear on this selected invoice’s output; and click Save.

14



Adding a new invoice template

To add a new invoice template, click on the Billing/Invoicing tab; and then click on the Templates icon.
From the Invoice Template List screen click the Add button...the Invoice Template Designer will appear...

Start by naming your invoice template — type a name in the Name field...

B B B B

Payments. Adjusiments History Statements

1;-1:::. Tempiates

Invoices

Invoices

Inwoice Template Designer

MName | My Mew Invoice Template

Farmat Your Inveice Email Summary

Next, format your invoice template’s Invoice Email Summary...

Format Your Invoice Email Summary

Email Subject |Invoice [Invoice Number] is noy | Add Subject Token

|
Dear Valued Customer,

-

A new invoice for the project [Project] has been issue. The total for the invoice
is [Amouni]. To review the tima and expense detzils for the invoice pleass
review the attached invoica.

e request that payment for the invoice is made no |ater than [Dus Date]. -

Token | Due Date. ¥ | Add Message Token |

Next, format your invoice’s regional preferences...

Choose Regional Preference Seffings for your Invoice Template

Page Format
us in
A4 * cm

Left margin 1.5000

Right margin 1.0000

Top margin 1.5000
Botiom margin 1.0000

Date Format MMiddiyyyy ¥

Finally, format your invoice and optional invoice cover sheet...

15



Date Format Miiadlyyyy ¥

Format Your Invoice and Cover Shest
Part of Invoice Template
#| Display Header

) | Header
#| Display Header on Fir|

Size of Part Cover Sheet
Count of Rows. 18
Count of Columns |5

Row Size Size Proportional
17 Fogter 15

3
2
5

Sm Mm@,

=

-

Invoice Elements
Available Elements Properties Logo
Logo Show ¥
g’_":_[_cwer nugice Location {Row/Column])
= Top |1
Invoice Mumber Lel |1
Invoice Date Size (Row/Column)
Billing From Width |5
Billing To Height |1
CompanyMarme 3
CompanySireat M alclggonlal Leit ¥
Vertical Top ¥
Padding
Left i}
Right [1]
Top 0
Eoftom |0
Border color
Left

riort [
o
Eottom -

Border style
Left None
Right [Tone
Top None
Bottom | None
Border width
Left 1
Right |1
Top 1
Bottom |1
Logo

Choose File | No file chosen

LR NENE]

Upload

Save Save and Preview

Finally, click Save or Save and Preview to save your new invoice template settings.
Creating and Managing Invoices

From the Billing/Invoicing tab in Office Timesheets’ Time Billing Edition you can create one-off invoices
or invoice batches; view and mange invoices; enter and manage invoice payments and adjustments;
view invoice history; and generate statements. Each of these areas/functions are covered in the sub-
topics below.

Creating an Invoice

To create a single invoice, click on the Add Invoice icon in Invoices area. Next, choose the appropriate
Invoice Info, Filter, and Discount Options.

e (Client, Project (if needed) and/or Phase (if needed) — the client, project and/or phase for which
you are generating and invoice.
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e Invoice Date —the date in which you issue the invoice. This date triggers the payment terms. For
example, if your invoice date is March 1, 2019 and your payment terms are NET 15, then the
invoice due date will be March 16, 2019 (15 days from March 1%%).

e Payment Terms — number of days, from the selected Invoice Date, when the payment is
expected.

e Template — the invoice template you wish to use to create the invoice.

e From and To Date —the start and end date for time and expense entries used to create the
invoice.

o Filters —filters allow you to exclude specified time and expense entries from your invoices using
entry and task-based status fields in Office Timesheets.

e Discount - this allows you to include a discount on your invoice. You can specify what the
discount will apply to on the invoice (Time Entries, Expense Entries or Flat Fee items); and you
can specify how you wish to apply the discount (as a fixed amount or as a percentage).

Next, make a notation about the invoice in the Notes field; and then click Save.

View Sheets  Import/Export  Reporis  Process Management Billing/Invoicing System Configuration

< Wy

Payments

invoices Contacts Biling Rates
Billing Invoice Details
Invoice Info

Invoice # 1000
Ciient Feieton Holdings, Inc
Project
Phase

Expense Entries
Invoice Date S
Payment Type N

Template

Billable lgnore.
Overtime lgnore ¥
Approval status ignore.

Save Cancel

Invoice Batches

Office Timesheets includes a batch invoice creation functions to allow Billing Administrators the ability
to create two (2) or more invoices at a time.

Creating a Batch of Invoices

To generate a batch of invoices, navigate to the Billing/Invoice tab, and click on the Add Batch icon ...
the Billing Invoice Batches screen will appear. Complete the Batch Invoice Info form and then click the
Search Batches button ... Office Timesheets will search for all possible invoices based on the Batch
Invoice Info details you’ve entered.
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NOTE: Each isolation level requires a separate batch of invoices (they can’t be combined into a single
batch).

Select the invoices you wish to create in your batch using each invoice row’s checkbox (in the first
column); and click on the Create Batches button.

-@-smr.' imin
View Sheets Import ! Export Reports Process L System G ic

[Ey Add invaice [3 Gontacts [ i Rate Sattings Payment Terms
ot B 5 Ee 5 Update Enty Rates
= 3| 0 =
Invoces G Templates Payments  Agusiments  Hislory  Siataments Billing Rates. Salup
Invoices Contacts Billng Rates | Configuration

—— Batch Invoice Info

Isolation: | Cient - B RE=)
Apply to: Fedruary Time and Expense Batch #1
* One Invoice per Client
Invoice Type _
" One Invaice per Praject @ s Ev T
| Expense Entries
Batch Name [FEB-TE-BATCH-03222019 [ Flat Fee
Invoice Date 0312212019 [ Percempge v
Payment Type | NET 45 v 0o
Template | Time And Expense lemplate -
From | ozorz0s [
T | ozzezo1s [
Batch actions: Create Batches ‘ Search Balches
Me groups for the current isolation.

e L e — L e—— —0 L E
[ | Titan Industries Corp. 450-100-EDGE {MNone} £5,861.74
[} Peleten Holdings, Inc. 235-000-AMT {None} $5,553.23
| Peleton Holdings, Inc. (il {None} $5.553.23
[l | Titan Industries Corp. {All} {None} $5,861.74

Records per page: |25 2] Show Filter - Records: 1 -4 of d - Pages: i | < |1 | 2

Finalizing a Batch of Invoices

Once your invoice batch is created, return to the Invoices Grid by clicking on the Invoices icon. You'll
notice that each invoice that is created from your batch will display the batch’s name in the BATCH
column ...

b admin
@ View Sheets Import / Export Reports Process Management  Billing/invoicing | System Configuration

Add Invoice [3] contacts % Rale Settings
35 [85 AddBatch o o T 5 Update Entry Rates
=]
Invoices i Templates Payments Adjustments. History  Statements Billing Rates Setup
Invoices Contacts Billing Rates

Drag a column header here to group by that column.

(W] %F 1002 FEB-TE-BATCH-03222019 Pre-Bill Not Sent 03/22/2019 05/06/2019 Titan Industr
(] %F 1001 FEB-TE-BATCH-03222019 Pre-Bill Not Sent 03/22/2019 05/06/2019 Peleton Holdi
@ @ 1000 Billed Due (Partial) 41«  03/18/2019 05/02/2019 Peleton Holdi

S S S S S S A S

Records per page: |25 ¥

Batch actions: Finalize __ UnFinalize | Send SetasExported |  Setas Unexported

Select the invoices from the batch that you wish to Finalize using each invoice row’s checkbox (in the
first column); and click on the Finalize button.



Emailing a Batch of Invoices

To email an entire batch of invoices or selection of invoices simply select the invoices from the Invoices
Grid that you wish to email using each invoice row’s checkbox (in the first column); and click on the Send
button.

ac

E View Sheets Import / Export Reports Process Management Billing/Invoicing I System Configuration

Add Invoice % Rate Settings
by = B b i B
Add Balch & 55 Update Entry Rates
Invoices % Payment: Adijt its History  Statements Billing Rates

Billing Rates

Drag a column header here to group by that column.

Billed Due (Partial) 41 « 03/18/2019 05/02/2019 Pe

| Records per page: |25 B

Batchactions: _ Finalize | [[UnFinalize | | setasExported |  Setas Unexported |

Deleting an Invoice Batch

To delete an entire batch of invoices, select one invoice from the specified batch; click the Action icon;
and then click the Delete Invoice Batch option from the Invoice Actions dialog as shown below ...

Invoice Actions x

Invoice #: 1001
Template: Time And Expense template

@&
View Invoice

% Preview Invoice
i

x Delete Invoice

x

The Invoice Grid

The invoice grid is the primary area in which you’ll be managing your invoices. The invoice grid is highly
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inter-active and provides several easy-to-use tools that allow you to view invoice and invoice data
practically any way you wish. By default, twenty-five (25) invoice records are visible on each page of the
invoice grid. However, you can view up to five hundred (500) invoices on single page within the grid
control using the Records per page drop down list...

Drag a column header here to group by that column.
ACTION  REF 2 0, BaTCH & STAGE | =ar]
Y‘:_' 1000 Billed Dus

Records per page: |23 E

latch actions: 10 J _ Send |

The invoice grid also allows you to sort and/or group your invoice grid by column. Simply click on the
ascending/descending sorting arrow next to the column heading name to sort a specified column. To
group the invoice grid by one or more column, simply drag the column header to the blue bar just above
the column header row.

Invoice Actions

Once you generate an invoice there are several actions available such as editing, previewing, finalizing,
unfinalizing and more. Below we’ll discuss the two (2) stages of invoices and each available action
allowed for invoices you’ve created.

Invoicing Stages

Once you create a single invoice or a batch of invoices the invoice will be in the “Pre-Bill” stage. The Pre-
Bill stage allows your organization to review an invoice before it is sent to appropriate customer
contacts. Once your internal review of an invoice is completed, you'll use the Finalize action to finalize
the invoice, which moves it to the “Billed” stage.
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@ \iew Sheets Import / Export Reports Process Management Billing/Invoicing System Configuration

Add Invoice [3} contacts £ Rate Settings
g S o F——m
Invoices | % T Payme s History semars Billing Rates
Invoices § Contacts § Billing Rates

R == R pre-gill ot Sent 03/18/2019 | 05/02/2019 | Pe

Records per page: |25 k3

Batch actions: Finalize | | UnFinalize | send |  SetasExported |  Setas Unexported

Finalizing and Unfinalizing Invoices

To finalize one or more invoices in the Pre-Bill Stage simply check the box in the first column of invoice
row, and then click the green Finalize button. You’ll now notice that the STAGE of the invoice is changed
to “Billed”.

‘:’ View Sheets Import / Export Reports Process B il System Ci
’ 3 z [s] contzets %4 Rate Sattings [Z] Payment Terms
by x L
BEs— B B B @ ==
invgics | Ak Templates Adjustments  History  Stztements Billing Rates Setup

Invoicas. | Contacts || Biling Rates ! Configuration

Eil Billed Due 42 day(-s) 03/18/2019 | 05/02/2019 | Peleton Holdings [All} {Man=} £54,016.24
Records per page: |25 [E3) Show Filter - Records: 1-1

Batch actions: Finalize _ Send SetasExported |  Setas Unexported

If you’ve finalized an invoice, but later notice a mistake and need to edit the invoice, you’ll need to
Unfinalize the invoice. To Unfinalize the invoice simply check the box in the first column of the
appropriate invoice row, and then click the red UnFinalize button. You’ll now notice that the STAGE of
the invoice is changed to “Pre-Bill”.

Editing an Invoice

To edit an invoice, click on the Action icon in the row of the invoice you wish to edit; and click Edit
Invoice.
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Invoice Actions
Invoice #: 1000
\Qplate: Time And Expense template

E|:Iil Invoice

[

|% Preview Invoice

Einalize
==

@ Set as Exported
=7
=7

Send Invoice
Email History.

x Delete Invoice

Make the changes/modifications you desire for the selected invoice in the Billing Invoice Details screen;
and click Save to complete your changes to the selected invoice.

—— Invoice Info
i — Discount Motes

Inveice # =
Client [ Peleton Holdings. Inc. v || Apply to: nter notes sbout the invaice hare.
Project [T v |/ Time Entries
Phase [{No selecton) v ! Expense Entries
T I rtree
Payment Type | NET 45 v [0.00 ]
Template [Time And Expense template v
Fem CEEIETC
% =g
— Filters

Billable

Overtime

Approval salus

[ save I cancel |

Previewing an Invoice

To preview an invoice, click on the Action icon in the row of the invoice you wish to edit; and click
Preview Invoice. The invoice will appear in the Preview window, which also allows you save the invoice
to Excel, PDF and/or Word file formats.

Setting an Invoice as Exported or Unexported

Office Timesheets’ Time Billing Edition includes a special flag for each invoice to indicate if the invoice
has been exported or not. The Exported flag is both visible and actionable from the Invoices Grid. To
change the Exported flag of a specified invoice to Exported or Unexported check the box in the first
column of the invoice row, and then click the Set as Exported or Set as Unexported button.
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1000 Bill=d Dus 42 day(-s) 03/18/2019 05/02/2019 Peleton Holdings, ©| {All}

et |25 Rl

Finalize | _ Send Set as Exported Set as Unexported

Sending an Invoice

There are two ways to send invoices to your specified client contacts: traditional mail and/or email.

The traditional mail approach requires that you preview the invoice (as described above); save the
invoice to Excel, Word, or PDF (recommended for best print results) file format; print the invoice; and
then enclose the invoice in an addressed envelope.

The other option is to email your invoice to the customer’s linked contacts. Invoices can be emailed one
at a time or in multi-selected batches (sending two or more invoices at a time). Keep in mind, while your
invoice template can contain a cover page, each invoice template can also contain an Invoice Email
Summary mail template, personalized with variables specific to the client and/or the client’s specified
projects and more. Thus, while not as feature rich, the invoice template’s Invoice Email Summary acts in
a similar manner to the invoice’s cover sheet. To edit an invoice, click on the Action icon in the row of
the invoice you wish to edit; and click Send Invoice. Once this action is completed, Office Timesheets
will send an email to each of the linked contacts for the customer, with the invoice attached in PDF file
format.

* + b Teknix Invoice 1000 - Message (Plain Text)

Help Adobe PDF Q Tell me what you want to do

x — i Reply . % > Jo A q
ol «

Reply All
@ _ Delete Archive #repy W Quick Move Tags Editing | Speech Zoom
JForward  © Steps - . : : )
Delete Respond Quick Steps T Zoom ~
administrator@officetimesheets.net 1 11:16 AM
Teknix Invoice 1000 -

@ Time And Expense template1000pdf _
pdf 16 KB

Dear Customer,

Please find attached Teknix Invoice Number 1000 for the billing period starting on 03/01/2019 and ending on
03/31/2019. The total for the attached invoice is $64,016.34 and payment for the attached email is due on
05/02/2019.

If you have any questions about your invoice please contact your client representative at 1-800-855-TEKX.
With kind regards,
John Anderson

President
Teknix, Inc.
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Viewing an Invoice’s Email History

Each invoice that is emailed from Office Timesheets’ Time Billing Edition is logged, contains a status,
and, if appropriate, error message details. To view an invoice’s email history, click on the Action icon in
the appropriate row of the invoice; and click Email History.

Invoice Email History

Mailed on (UTC) Status Error Message
fh : 03/21/2019 04:15 PM__ Sent

Deleting an Invoice

Sometimes you may wish to completely delete an invoice and start all over again. To delete an invoice or
invoice batch, click on the Action icon in the row of the invoice; and click Delete Invoice.

Payments

Payments are viewed and managed from the Payments grid. To access the Payments grid click on the
Payments icon in the Invoices ribbon group. You can perform similar functions in the Payment grid as in
the Invoices grid like column sorting, column grouping, settings the number of payment records visible
in a single grid page, and filter by column.

Adding Payments

To add a payment, click on the Invoices icon, and then click on the Add Payment icon (only visible when
the Payments icon is selected) ...
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R Taylor

J) Sinow
View Sheets  Import /Export  Reporls  Process Management Billing/nvoicing System Configuration
[ — Fy s Payment [3] contmets S — [2) Payment Terms
] = = Er L 2 Update Entry Rates =
E‘ @ E D B - ! 4]
Inveices Payments. Adjusiments History  Statements Setup
Invoices. Contacts Biling Rates Configuration

Billing Customer Payment

Payment Info
Payment Date oa1aiz019 [
Client Holdings, Inc.
Project A
Phase No s
Payment Method Chack v
Humber 78854
Bank BOA
Date otz [
Payment Amount (S} 5401634
Payment Notes Notes sbout the payment ga here

Save Cancel
Outstanding Invoices/Adjustments
Select which invoice/adjustment fo include in payment Remaining unallocated amount ($): 0.00
DATE od TPYRE Ad | REF2 d CLIENT PROJECT PHASE AMOUNT PAID BALANCE AMOUNT TO pAY
03/18/2019 Y 1000 Peletan Haldings, Tne. | {All} {Non=} $54,016.34 $0.00 $64,016.34 54018.34
$64,016.24 $0.00 $64,016.24

Payment Refunds:
DATE REF# NOTES

REFUNDED

TOTAL: $0.00

Managing Adjustments
There are two types of adjustments that can be made from the Adjustments area: balance adjustments
and refunds.

Balance adjustments are credit and/or debit adjustments applied to a customer, customer project
and/or customer phase. A refund is a refund that can be applied to any payments that have not been
applied to a specified invoice.

Entering Balance Adjustments

To enter a balance adjustment, click on the Adjustments icons, and then click on the Add Credit/Debit
icon (only visible from the Adjustments grid); enter the appropriate Adjustment Info; and click Save.
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o

Entering Refunds

To enter a refund, click on the Adjustments icons, and then click on the Add Refund icon (only visible
from the Adjustments grid); enter the appropriate Refund Info; and click Save.

e e ) e 0w wers e | ow
R

History
The History Grid contains all invoice transactions that justify the balance for a given range of invoices. It
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helps you to quickly identify and review a detailed list of all activities pertaining to one or more invoices
including all payments, credit/debit memos, and refunds.

w R. Taylor
View Sheets  Import/Export  Reporls  Process i System C i

U Tempiates — [ contacts 95 Rate Settings [B] Payment Terms
s P T L L
G Eomemr |
Invmioes Payments  Adustments | History  Statements Biling Rates Setap
Invoices | Contacts || Biling Rates Configuration
¥l Finalized .
Invaices ¢ Payments ¢ Adjustments 4 Refunds

Drag a column header here to group by that column.

EF 03/18/2019 RE 150001 Peleton Holdings, Inc, | {All} {None} £1,000.00 Refunded

EF 03/18/2019 BMT 150000 Pelzron Holdings, Inc, {ay {MNon=} -564,016.34  Fully Applied

EF 03/18/2019 my 1000 Pelaton Holdings, Inc. LAy {Nan=} $64,016.34 | Due (Partial) 45 day(-s)
Records per page: |25 [E] Show Filter - Records: 1 -3 of 3 - Pages: | K< || & | 1 | || »i

From the History Grid you can perform the following actions:

e View Invoice

e Preview Invoice

e Delete Invoice

e Edit Payment

e Delete Payment

e Edit Adjustment

e Delete Adjustment
e Edit Refund

o Delete Refund

Statements

The Statements Grid list each isolated Client, Project and Phase and their associated balance.

w R Taylor
\View Sheets  Import /Expot  Repords  Process i i

System C:

%z Tempistes ' @4 Rate Settings [Z] Payment Terms
B s T o Ftes L
e | 5
Inveioes Payments  Adjusiments  History  Stafements Billing Rates Setup
Invoices Contacts, Biling Rates Gonfiguration
Isolation: | Cien:

¥/ Do not show elements without billing history
No groug Client

$1.000.00

Records perpage: (25 %) Show Fiter - Records: 1-10f 1 - Pages: |i¢ || | L | 3 || 3
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You can generate a statement for each isolated Client, Project and/or Phase by clicking on the Action
icon for the specified Client’s/Project’s/Phase’s grid row, and clicking View Client/View Project or View
Phase. The statement will appear in the Billing Statement Preview window.

Actions

Isolation: Client

Client: Peleton Holdings, Inc.

% View Client

Billing/Invoicing Reports

Office Timesheets Time Billing Edition contains several useful Billing/Invoicing Detail Report templates.
To access the Billing/Invoicing Detail Report templates navigate to the Reports tab; click the Detail
Reports icon; and select Billing/Invoicing from the Category dropdown list ...
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t"‘) Sign Out =

View Sheets Import / Export Reports Process Management Billing/Invoicing System Configuration
b3 sl =y
hﬁE E=5S =
New Detail Reports New

Summary Report Detail Report Transaction Detail Reports
Detail Report List

—— Report list

If this is your first time using Detail Reports you will need to add the pre-
defined detail report templates to your Office Timesheets Detail Report List.
To do this, click the “Add Defaults” button below; select all check boxes in
the “Add Default Reports" dialog box; and click OK.

Category  Billing/Invoicing v

Employee&CommissionByPayment(Labor+Exp)_All a | Add Defaults
Employee&CommissionByPayment(Labor+Exp) Billed

Employee&CommissionByPayment(LaborOnly) All Rename

Employee&CommissionByPayment(LaborOnly) Billed Delete
EmployeeBillingByInvoice(Labor+Exp) All

EmployeeBillingBylnvoice(Labor+Exp)_Billed Run
EmployeeBillingBylnvoice(LaborOnly)_All
EmployeeBillingBylnvoice(LaborOnly)_Billed \&/
EmployeeBillingBylnvoicePayment(Labor+Exp)_All Copy...
EmployeeBillingByInvoicePayment(Labor+Exp)_Billed
EmployeeBillingByInvoicePayment(LaborOnly)_All Add Report
EmployeeBillingBylnvoicePayment(LaborOnly)_Billed

Invoice Aging

Invoice Summary

Tax Report

Select the report you wish to view; and click the Load button. Next, click on the View Criteria icon and
enter the From and To date for the report, and click OK ...

Billing/Invoicing Reports View Criteria %

v X
OK Cancel

Actions

Fromdate = 03/01/2019 03012019 7
Todate = 03/19/2019  03/19/2019 7

Next, click the Recalculate icon to generate the report with your specified criteria ...
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Recalculate

From the Report Viewer you can Print the report or Save the report to Excel, Word and/or PDF file

format.
t' N Sign Out ~ admin
View Sheets Import / Export Reports Process System C«
- 731 3 ;| "
el 220N -5
Print Active View Recalculate  View Criteria New Detail Reports New
Print Report Options Summary Report  Detail Report || Transaction Detail Reports
Tax Report
N < 1 of1 > Dl & . Find | Next
Tax Report
for Lookout Software, LLC.
03/01/2019 to 03/19/2019
Invoice # Invoice Date Time Total Flat Fee Total Expense Total Invoice Total Time Tax 1 Time Tax 2 Flat Fee Tax 1 Flat Fee Tax2 Expense Tax1  Expense Tax 2 Time Tax To
1000 03/18/2019 64,016.34 0.00 0.00 64,016.34 4,878.84 0.00 0.00 0.00 0.00 0.00

4,878,

***¥NOTES ABOUT EMPLOYEE COMMISSION REPORTS***

You must create an Employee Custom field, in the #10 field, and then enter each employee’s
commission value (example: 10 = 10%).

7)) %
‘ ' View Sheets Import / Export Reports
;, Employee
% % Element ltems. _’z—’_flj
VIQV; ‘8 Expense Holidays
M Timesheet Templates
Administration Edit
Custom Field Definitions for Employee
Use field Name
Field 1 Text
Field 2 Text
Field 3 Text
Field 4 Text
Field 5 Text
Field 6 Text
Field 7 Text
Field 8 Text
Field 9 Text
¥ Field 10 Commission Text

Exporting Invoices

Process Management Billing/Invoicing System Configuratic

% Task Rules
a Approval Process

J Reporting Periods

j Custom Fields

Gy &, TaskRate Fields
Wi

Define Elements %221 Customize Task Status |

= Customize Entry Status

Process
Type

v Clear...
Y; Clear...
v Clear...
v Clear...
v Clear...
v Clear...
v Clear...
v Clear...

Y] Clear...
v Clear...

Save

You can export invoice data from Office Timesheets Import/Export tab. To learn more about basic
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Import/Export functions please refer to the main Office Timesheets User’s Guide. To access the (Export)
Invoice Mapping Template Editor click on the Template button in the Generic Text Import / Export
screen ...

Section [ [{Export] Inusice:
Available Fields
CREATION_DATE
BILLING_TYPE

BILLING_TYPE
ITIMEENTRY_AMOUNT

I TIMEENTRY_AMOUNT_TAX1

I TIMEENTRY_AMOUNT_TAX2

¥ ITIMEENTRY_AMOUNT_WITHTAX
FLATFEE_AMOUNT_TAX1 EXPENSEENTRY_AMOUNT
FLATFEE_AMOUNT_T&x2 EXPENSEENTRY_AMOUNT_TAX1
FLATFEE_AMOUNT WITHTAX EXPENSEENTRY_AMOUNT_TAXZ
DISCOUNT EXPENSEENTRY_AMOUNT_WITH
NOTE FLATFEE_AMOUNT

TERM_NAME FLATFEE_AMOUNT_TAX1 i

**¥IMPORTANT NOTE ABOUT EXPORTING INVOICES***

When you export invoices out of Office Timesheets Time Billing Edition, the invoice records for all
invoices contained in the export file will be updated to “Exported”. Also, if an invoice’s record contains
the “Exported” flag, it will be excluded from any subsequent invoice exports. If you wish to export an
invoice that has already been exported, you’ll need to navigate to the Invoice Grid, select the specified
invoice, and mark it “Unexported”.

Available Invoice Export Fields

e  SKIP —this field will add a blank column to your export file.

e NUMBER - the invoice number.

o BATCH_NAME - if the invoice was created as part of a batch, this field contains the batch’s name.
e STAGE — the billing stage in which the invoice is in at the time of the export.

e CLIENT_EX_ID — the external ID number for the client.

e CLIENT_NAME — the name of the client.
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CLIENT_ABBR — the abbreviation of the client.

PROJECT_EX_ID - the external ID number for the project.

PROJECT_NAME - the external ID number for the project.

PROJECT_ABBR - the external ID number for the project.

PROJECT_ALL —this is flag to indicate if the invoice was created for all of the client’s projects or only
1 project or no projects. If the invoice was created for all projects then the value will be 1; if the
invoice was created for 1 project or no projects then the value will be 0.

PHASE_ENABLED - this is a flag to indicate if the Phase/Milestone billing is enabled for the invoice.
If it is enabled, the value will be 1; if not, the value will be 0.

PHASE_EX_ID - the external ID number for the phase.

PHASE_NAME - the name of the phase.

PHASE_ABBR — the abbreviation of the phase.

PHASE_ALL - this is flag to indicate if the invoice was created for all of the client’s
phases/milestones or only 1 phase/milestone or no phases/milestones. If the invoice was created
for all phases then the value will be 1; if the invoice was created for 1 phase or no phase then the
value will be 0.

DATE - the date of the invoice.

START_DATE — the date in which time and expense entries start for the creation of the invoice.
END_DATE - the date in which time and expense entries end for the creation of the invoice.
CREATION_DATE — the creation date of the invoice.

BILLING_TYPE — indicates the billing type for the invoice (Time = 1, Time & Expenses = 2, Flat Fee =
3, and Flat Fee + Expenses = 4).

TIMEENTRY_AMOUNT - the time entry value amount, excluding taxes and discounts.
TIMEENTRY_AMOUNT_TAX1 — the amount of taxes for tax type 1 for the time entries on the
invoice.

TIMEENTRY_AMOUNT_TAX2 - the amount of taxes for tax type 2 for the time entries on the
invoice.

TIMEENTRY_AMOUNT_WITHTAX - the time entry value amount, including taxes, but excluding
discounts.

EXPENSEENTRY_AMOUNT - the expense entry value amount, excluding taxes and discounts.
EXPENSEENTRY _AMOUNT_TAX1 - the amount of taxes for tax type 1 for the expense entries on the
invoice.

EXPENSEENTRY _AMOUNT_TAX2 - the amount of taxes for tax type 2 for the expense entries on the
invoice.

EXPENSEENTRY _AMOUNT_WITHTAX - the expense entry value amount, including taxes, but
excluding discounts.

FLATFEE_AMOUNT - the flat fee value amount, excluding taxes and discounts.

FLATFEE _AMOUNT_TAX1 - the amount of taxes for tax type 1 for the flat fee value on the invoice.
FLATFEE _AMOUNT_TAX2 - the amount of taxes for tax type 2 for the flat fee value on the invoice.
FLATFEE _AMOUNT_WITHTAX - the flat fee value amount, including taxes, but excluding discounts.
DISCOUNT - the discount amount on the invoice.

AMOUNT - the grand total amount of the invoice, inclusive of all taxes and discounts.
TERM_NAME - the name of the invoice terms for the invoice (example: NET 30).
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