This video talks about how to set the format on your customer invoices, including different ways to customize invoices if you choose to do so.
To set the invoice format, whether it be the default invoice produced by The Customer Factor, or whether it be a customized invoice, we need to click on this “Format” dropdown under this “Invoices” tab.  
You’ll notice that there are 2 options-the Default option and the Customize Invoice option. When you first join The Customer Factor, or if this is your first time on the “Format” screen, this is the option that will be checked.  Just your good ‘ole basic default invoice.

The default invoice consists of company information, customer information, invoice number, invoice date, job information, and some wording towards the bottom of invoice that says “Thank you for your Business!”.  You don’t have to remember what I just said because you can read what a default invoice is all about by running your mouse over this question mark image here and by clicking the “Sample” link here.  You’ll be able to open up a separate screen so you can see what the default invoice actually looks like.

That’s pretty much it.  

Now if you want to “pretty up” your invoices, then you can do that by clicking on this “Customize Invoice” radio button.  You can read more information by running your mouse over this question mark and clicking on the “Sample” link here to see an actual customized invoice.

You will notice that when the “Customize Invoice” radio button is checked, this area below here opens up so you can do other things. Let’s talk about those other things.  

Well…for starters you can upload a logo.  So if you have a company logo, great. I’ve written here what a good size logo would be. Keep in mind that an invoice is only so wide and so long, so the logo size can’t be really, really large.  I’ve earmarked a spot on the invoice for your logo to fit.  And it needs to fit in that spot or it causes all kinds of invoice stretching problems.  

But here’s the good news.  Even though I recommend a size no more than 350 pixels wide as it says here, if your logo larger, that’s ok.  You can still upload it.  The Customer Factor will reduce the size automatically to the recommended size.  The problem though just so you’re aware is that if you rely on The Customer Factor to resize your logo, it might not look the best simply due to the fact that the program isn’t designed to make your logo proportional with both the height and width properly adjusted.  So the moral of the story is to try and upload a logo that fits within the size parameters of 350 pixels by 350 pixels.
If you have no idea how to do this, any graphic designer can do it very easily.  Just give them the size requirements the logo needs to be and they can adjust it accordingly so it looks good once it’s uploaded. I also found some free software that’ll resize images. So if you download the written transcript for this video, the web address will be posted in the transcript.  (Here it is:   http://www.bluechillies.com/details/9575.html)
By the way, here is the spot we earmarked for your logo. (click on “Sample” link).

Ok…let’s go ahead and upload a logo, so we need to browse for it.  Let’s click on this “Browse” button.  Here’s my logo so let’s highlight it and click “Open”.  You’ll notice the logo is now filled in within this box.  If we want to, we can come down here now and click “Update” to save our logo or “Update/Preview” if we want to save and preview at the same time.  But I’m not going to do this yet.  I want to show you some other ways you can customize your invoices.  
Here is where you can set what company information you want on your invoices. Now keep in mind that all of this information here is on the “My Account” screen in the “Company Information” section, so make sure this is filled out.  Otherwise regardless what you check here, it won’t display on invoices if the information is not on the “My Account” screen.  

So choose your information.  You may want only company name, address, and office phone.  Or you may want company name, your name, address, and phone numbers. Or you may just want to display it all include your website address and email address.  Keep in mind that the default invoice only displays company name, address, and office phone.

Moving on…down here we have different ways for you to add some text to the bottom of your invoices. You can read more about it by running your mouse over the question mark here.  
Actually though, you can elect to have no message text on customer invoices if you want to, so that’s one option. Another option is to have this wording “Thank you for your Business!” on invoices.  This wording is what is on the default invoice by the way.  Or you can choose to write whatever text you want to in your own preferred font size, font style, etc. etc.  
If you want to insert your own text, all you do is click the radio button “Personalized Text”.  These editor windows as you see will open up and you can choose which editor window you want to work in.  Since we haven’t added any text yet or saved a customized invoice with our own personalized wording, this first editor window is checked by default.
These two editor windows are exactly the same.  I offered 2 different areas just in case you insert some text into one editor window, save it, and use that text on your invoices initially.  Later on though you decide you want to use some different text, but you don’t want to lose what you wrote previously.  So you can use text area #2 to write another block of text, save it, and have that block of text appear on invoices.  And again, you wouldn’t lose what you wrote previously in case you want to go back to it and use it at some point in the future.      

As it says here, this 3rd editor window is a “Coupon”.  It actually appears on invoices, if you choose this text option, as a coupon.  So basically it’s wording with dashed lines around it displaying on your invoices.  Just like what a coupon usually looks like.  This option is offered to you in case you might want to offer a certain amount off the customer’s next service.  If you don’t use coupons in your business, and have no interest in offering coupons, no problem.  Use one of these two editor windows up here instead.  This is assuming of course that you want to insert your own text.  Don’t forget about these two options up here which are available to you.
Ok…so let’s go back to editor window #1 since that is what is checked. We’ll work in this to add some text to our invoices. To save time I wrote my text in notepad earlier, so I’m just going to place my cursor in editor window #1 and paste it in.  If you don’t know how to do this, hitting control v on your keyboard will paste what you previously copied.
And here it is.  Now we can dress it up if we want to. So we can bold this part for example.  And I’ll increase the font size.  Maybe we’ll stick some bullets here.  I think I’ll bold the whole thing. If you have a color printer, you can use whatever color text you want, so let’s make this red.  There are all kinds of things you can do with the text.  But this should be good.      

Now down here we have 3 choices.  We can simply update or save what we just did on this “Format” screen.  Once it’s updated, then all customer invoices will display and print based on what we just did on this screen.  

Or we can click the “Update/Preview” button if we want to save what we did in addition to previewing what a finished invoice might look like.  

The 3rd option is to not save anything yet and only preview it.  I do want to mention one thing though if you click this “Preview” button.  If you have not previously saved your logo that you insert up here, then when previewing the invoice, you won’t see your logo displayed.  You’ll see everything else displayed that you did like company info and text wording.   But the logo needs to be updated and saved first in order to preview it.  Let’s click on this “Preview” button and I’ll show you what I mean.  Here’s where the logo would be if in fact the logo has already been saved.
Ok…to continue on.  

Here’s another point about the preview process in general.  When you preview an invoice, the most recent customer invoice you created in The Customer Factor is what the “Preview” screens pulls the data from. So what does this mean? Well…it means that if you are a brand new member and have not created any customer invoices yet, then on your “Preview” screen, you won’t see any customer info.  So just keep this in mind
And last but not least about previewing, this is just a reminder to make sure you have all your company information filled out on the “My Account” screen otherwise if you preview the invoice, you won’t see any of your company info. on it.    
So that’s about it.  Anytime you want to make changes, just remember to click the “Update” or “Update/Preview” button to save those changes.  
Oh…one final note if you click the Update/Preview Button.  If you have your popup blockers turned on, then you won’t be able to view the “Preview” screen.  Here’s the reason.  When you click the “Preview” button by itself, all you’re doing is opening up a window.  But when you click the “Update/Preview” button, The Customer Factor is doing multiple actions at once like updating and opening up a “Preview” screen.  These multiple actions cause your internet browser to now recognize the “Preview” screen as a pop up window, so you will need to turn your popup blockers off.

It’s easy though…in firefox, you simply come up here and click on “Tools” and then “Options”. Make sure the “Content” tab is clicked on.  Uncheck this box here.   
If you have internet explorer, all you do is come up here to “Tools” and then scroll down to “Popup Blocker”.  And then scroll to “Turn off pop blocker” and click it. 

So here I am in firefox and my popup blockers are off.  I’ll click the update/preview button which is going to save my additions, changes, and/or edits that I made on this “Format” screen, and a “Preview” screen will open so I can see what my customer invoices will look like.  

Looks cool.  Ok…I’ll close this preview window and we’re done.

By the way let me show you what you would see if your pop-up blockers are on. A rectangular box will open up telling you that the “Preview” screen has been blocked and letting you know that you need to disable your pop-up blockers.  
I would like to point out that now above here you will see that your logo is saved.  See how you can’t browse or work in this field box anymore?  So that’s one indication your logo has been saved.  Another is the fact that you’ll be able to see “View” and “Delete” links here.  So here you can view your logo. Here you can delete it.  It will ask you to confirm whether you’re sure you want to delete it. Just click Ok and bingo…the logo field box opens back up again for you to browse for another logo or you can just go with no logo.  It’s up to you.

And finally, if you want to go back to the default invoice provided by The Customer Factor, just check the default invoice radio button and click the “update” button. 
And that is how to set the “Invoice Format” for your customer invoices.   
