Welcome to another video in The Customer Factor training series.  In this video we’re going to talk about how to work with invoices.
Okay…log yourself in and from the monthly schedule screen, we’ll go to the Daily schedule screen.  

“Daily Schedule”

So let’s click on August 9th.  I showed you in an earlier video about the ability of printing invoices from the daily schedule screen, but since this video is about invoices, I figured I’d show you again.  

When it comes to printing invoices, this is probably the easiest and fastest way to do it.  You just click on this print invoice link which takes you to the print invoice screen and just click the Print button.  Once we do that, we then go back to the Daily schedule screen so we can print invoice #2 and so on.  

I did want to point something out to you though.  On the print invoice screen, you don’t have the ability to edit the invoice in anyway.  So if you need to edit an invoice or perhaps recalculate your tax percentage, then you’ll need to do that somewhere else.  I’m going to show you where in a second.  

“Customer Profile”

Now let’s search for a customer so we can get into a customer profile screen.  So let’s go to the search/follow up link under “Customers”.  We’ll search for all customers by leaving this blank.  And we’ll click on Kelly since that’s the first one that popped up.  Let’s scroll down here and click on the “save/create invoice” button under the job we’ll soon be doing for her. 
“Create Invoice”
As you see, all of the pertinent information has pre-filled within the invoice like your company name, customer info. invoice date and number, job details, etc. .  There’s really nothing to do here except click “Save”, but I do want to point out one thing to you before we do.  
The default tax rate is set at 0% because most States don’t require service businesses to collect tax, but there are a few that do.  So if your State does not charge tax, then there’s absolutely nothing for you to do except click “Save”.
If your State does charge tax and you see the tax rate is currently set at 0, then the only way you can edit the tax percentage is from this “Create Invoice” screen.  As a reminder, you can only come to this screen by clicking the “Save/Create Invoice” button under the “Current Jobs” section on the “Customer Profile” screen I just showed you.  You can’t access this “Create Invoice” screen by clicking on the “print invoice” links on the Daily Schedule.
Once you have made a tax rate change, if necessary, that rate does stay the same for all future invoices, so it’s not necessary to come to this “Create Invoice” screen anymore if you don’t want to.  You can go back to printing invoices from the Daily schedule screen.  If the tax rate needs to change again for whatever reason, just come back to the “Create Invoice” screen through the “save/create invoice” button on the Customer profile screen so you can make the changes. 
Oh…if you do change the tax rate, don’t forget to click the word “Tax” here.  A small box will pop up that says “Recalculate Tax”.  This is just a reminder for you to click it if you did edit the tax rate.  Once you do click it, the tax will be recalculated and the total amount of the job will change as you can see.  Okay…let’s go back to 0.  

Again though…if your State doesn’t require service businesses to collect tax, then you can forget everything I just said about taxes because the tax percentage is already set at 0%, so you’re good to go.
After clicking “Save” here, we end up on the Print invoice screen where we can now print the invoice.
“Print Invoice”
This is the exact same screen we are taken to when we print invoices from the “Daily Schedule” screen.  It’s now just a matter of clicking the “Print” button.  The finished invoice will say “Invoice” at the top neatly centered.  There are no images like this header here that will print on the finished invoice, so your customers will get a nice clean invoice.

“Create Invoice”
Now I’d like to point out something real quick to you concerning an invoice that has already been created.  Let’s go back to Kelly’s customer profile screen.  Let’s click on the “save/create invoice button”.  You’ll notice that it looks different.  Before when we created her invoice, there was extra wording down here like subtotal, tax rate, total, and a “save” button.  Once an invoice has been created though, all of that goes away.  If you need to print the invoice again for whatever reason, put your mouse on this icon and click it.  It’ll take you to the “print invoice’ screen so you can print the invoice.  

As a quick explanation as to why we did this…you can’t create an invoice with the same information on it over and over and over again.  If you did, then your sales reports would show multiple invoice amounts for one job.  So invoices can only be created one time, but you can print them as many times as you need.  That doesn’t mean your invoice is carved in stone either though.  I’ll show you in just a bit how you can edit invoices that you’ve already created. 
“Search/Mark as paid”
Now let’s take a look at the “Search/mark as paid” screen by clicking on the “Search/mark as paid” link under the Invoices tab.  There are a number of different ways to search for invoices.  In normal situations, you do a job, present the invoice, get paid, and come back to this screen to mark the invoice as paid by doing either a last name or company search or by just searching for all unpaid invoices.  But let’s look at all invoice search situations.

Invoice number search

Searching by invoice number could come in handy if let’s say you already created and printed an invoice, but the customer calls you back prior to you doing the job saying that they’d like you to do an additional service also.  Or visa versa, you have 2 jobs listed on the invoice, but they call you back prior to the job and tell you they decided only to have you do the one job.

Let’s try it.  I have invoice number 450 in front of me so I type in 450 and click the “Search” button.  Invoice number 450 pulls up on a separate “Invoice Search Results” screen.  
“Invoice Search Results”
Now in addition to wanting her windows cleaned, Marie wants me to clean her ceiling fans, so I need to go in and edit the invoice.  I do that by clicking on the invoice number.  
“Edit Invoice”
This sends me to the “Edit invoice” screen.  I quoted her $5 a fan, so at 7 fans, that’s $35.  Do these Add and Delete links look familiar?  If ceiling fans aren’t in the dropdowns, I can click the “Add” link and add it to The Customer Factor.  But in this case, ceiling fans are in the dropdowns, so I just insert the information, plug in $35, and click “Update”.  That’s all there is to it.  My invoice now reflects both jobs and shows a new total amount.  After clicking “update”, I’m sent to the “Print Invoice” screen that I’m on now, so I can print a new invoice if I need to.
“Search/Mark as paid”
Let’s go back to the “Search/Mark as paid” screen and finish up talking about the search categories.  Still on this first search category, if you just left it blank and clicked search, you’ll pull up every single invoice you’ve ever created, whether it’s paid or not.
Here’s where you can do a name search for their invoice.  You may not know their invoice number because you gave it to ‘em already, so search for their invoice by their name.  Let’s type in “hood” and there they are.

(Back to Search/Mark as Paid)
Here you can do a search for Paid invoices if you just would like to look at who paid in a particular time period.

Here is where you look for invoices that might have a balance due in the off chance that someone doesn’t pay you the full amount of your invoice.

And finally down here you can search for “all unpaid invoices”.  So if you do 4 jobs today and received 4 checks from customers, then you can search for all unpaid invoices, have them pull up on the “invoice search results” screen, and take care of them all at once.  
So let’s do it.  Let’s click the “Search” button looking for all unpaid invoices.   
“Invoice Search Results”
You’ll see 4 invoices pull up that are unpaid.  Assuming that we have 4 checks in our hand from customers, let’s proceed to mark the invoices as paid.
So we click on the “view/edit” link to open up the first customer’s payment box.  We’ll check this box that says “Change to Paid”.  All this info. will now appear, so we’ll fill it in.  She paid us in full on August 20th and the check number was 512.  Click “Save” and you’ll notice how she has disappeared from the unpaid invoice screen since we just marked her as having paid.

Let’s open up another box. Now Brian made a mistake and only paid us $120 of the $148 he owes us.  So we check the “Change to Paid” box, but we’ll check this box “No” since he didn’t pay in full.  This area will open up allowing us to insert the amount he did pay, so we’ll type in $120.  We’ll fill out the rest, so he paid us this on August 21st and the check number was 798.  Let’s click save.  You’ll notice how Brian has disappeared from this “unpaid” invoices screen since he did pay us something. 

(Back to Search/Mark as paid screen)

If we were to search for him using the “invoices with a balance due” search criteria, then he would pull up on the search results screen. 

(Back to Search/Mark as paid screen)   

I’m a big fan of trying to capture more business from customers in addition to what I was originally scheduled to do for them.  So many times I’d come back with bigger checks than the initial invoice was for.  If that’s the case, then the first thing that needs to be done is that the invoice needs to be edited as I showed you earlier.  

Simply search for the customer you did more work for.  So we’ll search for Hood.  My invoice was originally for $190, but they had me clean their ceiling fans for $50 extra.  I’ll click on their invoice number, add ceiling fans, and type in 50 dollars.    

Before clicking “Update”, I wanted to mention that if you ever need to delete an invoice, like in the case of a customer canceling the job, you simply access the customer’s “edit invoice” screen like where are now, and click the “delete” button here.  Now let’s click “Update” and once again we’re taken to the print invoice screen to print the invoice if we need to.  In this case I don’t need to though since I already gave her an invoice.
(Back to search/mark as paid)  

When searching for “Hood”, you’ll notice the amount registers $240 instead of $190 like it was originally.  I can mark ‘em as paid here by opening up the payment box or I can go back and search for all unpaid invoices like I did before and I’ll get all unpaid invoices on the screen so I can take care of marking them all as paid at one time. 

Going back to the “Search/Mark as Paid” screen one more time, if we do a search for all invoices, you’ll notice that you can easily see under their “payment status” who is unpaid, paid, or who might have a balance due.

And that’s it for another video.  I will see you in the next one.  
