
CUSTOMIZE YOUR INVOICE
Hover Your Pointer

HERE for a Useful Tip!

Type Company Information Here...

Company Name  COMPANY NAME Phone  Phone Number
Address  Company Address Fax  Fax Number

City  City
State  State

ZIP Code  ZIP Code

Specify Default Invoice Information Here...

Credit Cards Accepted
1st Tax Name  GST Credit Card #1

Rate  10.00% Credit Card #2
FALSE Apply tax on local purchases only. Credit Card #3

2nd Tax Name  
Rate  Shipping Charge  $50.00 

FALSE Apply tax on local purchases only.

Share invoice numbers on network. Counter Location  

Template Wizard Database  c:\program files\microsoft office\office\library\invdb.xls

Formatted Information

COMPANY NAME
Company Address
City, State  ZIP Code
Phone Number fax Fax Number

Insert
Logo
Here

Lock/Save Sheet

Select Logo Change Plate Font

D4
CUSTOMIZING YOUR INVOICE Use this sheet to enter all of your company information to be used by subsequent worksheets in this template. The template will format this information for you and place it on the Invoice sheet. You can lock this sheet when you are finished with your customizations and save the template for future use.

E7
LOCK/UNLOCK THIS SHEET Click this button to prevent accidental changes to your customized information. It will change to an Unlock This Sheet button, which you can click should you wish to change this information at a later time.  When you lock the sheet, you can simply lock the sheet or you can choose to save your own version of this template with your customized information.

G8
TIPS AND COMMENTS Tips and comments are useful features in Microsoft Excel. ToolTips tell you about toolbars, and Comments tell you about actual cells on your sheet.  You can even create your own personalized Comments with the Document Cell button on your Toolbar.

D10
ENTERING COMPANY INFORMATION Entering information in these cells will update the Invoice lettertype boilerplate. Note that you are not required to fill in all the cells. Any cells that you leave blank will simply not show up on the lettertype.

D19
ENTERING DEFAULT INVOICE INFORMATION Entering information in these cells will update the Invoice form automatically. You can change the information in these cells by deleting the old information and typing the new.  

E24
Check this option if your sales tax only applies to customers located in the same state in which you are located. 

E30
Invoice numbering is normally for your computer only. If you would like to generate sequential invoices from more than one computer on a network, check this box and specify a server location in the Counter Location box. For more  information about automatic numbering, click Template Help on the Invoice toolbar.

D35
ENTERING FORMATTED INFORMATION Use this area to customize the look of your invoices. Click on Select Logo to choose a graphic for your company logo. Click on Change Plate Font to change the font in the lettertype boilerplate.  The boilerplate changes will be automatically adjusted on all appropriate sheets.



Invoice No. 25874653

Name Pro-Video Date 23/09/2005
Address Order No. 5672
City Dickson State ACT ZIP 2602 Rep Samuel G-S
Phone (02) 6258 1221 FOB

Qty Description Unit Price TOTAL
1 Computer, including peripherals, ex. Monitor $800.00 $800.00 
1 17" LCD Monitor $350.00 $350.00 
1 Windows XP Professional $200.00 $200.00 
1 File Maker Pro $400.00 $400.00 
1 $50.00 $50.00 
1 $400.00 $400.00 
1 $800.00 $800.00 
1 External Confidential Beta Testing $200.00 $200.00 
1 24 Months Ongoing Technical Support $300.00 $300.00 

$3,500.00 
Shipping & Handling  $50.00 

  Cash Taxes  GST $350.00 
  Check
  Credit Card TOTAL  $3,900.00 

Name
CC # Office Use Only

Expires

Dickson Shopping Centre, Antill St

Barcode Scanner
Printer (Including barcode printing)
Labour Costs

SubTotal  

All computer systems are covered under a 12 month warranty underwritten 
by our suppliers. Databases designed by DMF are covered by a DMF 12 

month warranty and any support purchased

Printed by Samuel Gordon-Stewart CGO on behalf of DMF System Design 
Specialists

INVOICE

Payment Details

Customer

Customize...

C3
If you have not entered a logo on the Customize Your Invoice sheet, this logo box will not appear on your printed invoices. 

K4
This is the location for the unique identifier for each invoice. If you would like to add a unique number to this invoice, click the Add a Number button on the Invoice toolbar. Remember, if you want to generate sequential invoices  from more than one computer on a network, go to the Customize Your Invoice sheet and choose that option.

K5
Click this button to go back to the Customize Your Invoice sheet to change your customized information. 

K15
FOB stands for Freight On Board. It is the location from which freight is being charged. For example, if you ordered from a company in Indiana but the product was being shipped from Boston, you would enter Boston here. 

D35
ENTERING PAYMENT DETAILS Check off a payment method. If you choose Credit Card, select the type of credit card and enter the relevant information. 
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