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FAQ

1. How do | create my first invoice?
Click on Invoicing in the left-hand side bar and then click the button ‘Create New Invoice’

2. How do I create a new customer?
On the Create Invoice page, select the drop-down arrow under ‘Customer’and click‘Add New Custom-
er’. Enter the customer details and hit‘Save Customer".

3. Where can | update my business information?
Click the ‘Business Settings’ link under Invoicing in the left-hand side bar. Update your business
information and hit ‘Save Business' to save the updates.

4. How do | add/update my company logo?

On the Create New Invoice page, click on the box which has‘Add Company Logo’and select a file from
your computer/mobile device to upload. If you already have a company logo on your invoice, simply
click on the logo and double click the image you wish to upload.

5. How do I add, update or delete a tax?

Click the ‘Business Tax Settings' link under ‘Invoicing’ on the left-hand side bar. To add a new tax, click
the’+Add New Tax’link, enter the details and click the check mark to save. To edit a tax, click the pencil
icon next to the tax you wish to update- click the check mark to save the updates. To delete a tax, click
the garbage bin icon next to the tax you wish to delete. You can also add taxes directly to an invoice
when creating a new invoice- when you add a line item, select the tax drop-down and click ‘Add Tax+,
enter the details and click’Add New Tax’to save.

6. Why do | not see any taxes in the drop-down list on my invoice?

You will need to create your taxes in order to see them. You can create taxes in the following way: Click
the ‘Business Tax Settings’ link under ‘Invoicing’ on the left-hand side bar. To add a new tax, click the
‘+Add New Tax'link, enter the details and click the check mark to save. To edit a tax, click the pencil
icon next to the tax you wish to update- click the check mark to save the updates. To delete a tax, click
the garbage bin icon next to the tax you wish to delete.

You can also add taxes directly to an invoice when creating a new invoice- when you add a line item,
select the tax drop-down and click‘Add Tax+, enter the details and click‘Add New Tax’ to save.

7. What happens if | update a tax that is already in use on an invoice?

If the invoice has been sent, the tax on the invoice will not be affected and will remain the same as
when you sent the invoice. If the tax you are updating is in use on a draft invoice, this tax will be affect-
ed. You will see a pop up warning you that once you save this updated tax, the tax will also be updated
on Draft invoices.
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8. How do | undo an applied match?

You can unmatch an invoice from a deposit immediately after you have matched it by clicking

on the ‘Unmatch’ link on the confirmation bubble

You can also unmatch an invoice from a deposit on the Recent Invoices tab - click on the Actions drop-
down box next to an invoice which has a status of ‘PAID;, click Unmatch to unmatch this invoice from
all deposits, the invoice status will update from Paid to Sent.

9. I don’t see the invoice | want to reconcile in the matches tab, how do | search
for it?

While on the MATCHES tab, click on the invoice you wish to reconcile. Click ‘Advanced Search’link, you
can filter by deposit amount, date range and deposit type in order to search for a specific deposit.

10. Will invoices be automatically emailed to me when | send them to a customer?
Yes, you will automatically receive a PDF copy of an invoice you have emailed to your customer. The
email will be sent to the email address specified in your business profile.

11. How do I de-register from invoicing?
Click the Account Settings’ link under‘Invoicing; click the ‘Deregister’ link and confirm the de- registra-
tion. Please note that you will need to download your invoicing information prior to de- registering.

12. How do I re-register for invoicing?
Click on Invoicing on the left-hand side bar, click on the Account Settings link, click the ‘Register’
link in order to re-register for Invoicing

13. Where can | download my invoicing information?

Navigate to your invoicing dashboard by clicking on Invoicing on the left-hand side bar, click the Excel
icon to download to Excel or click on the printer icon to download to PDF. These icons are located to
the right of the Recent Invoices/Matches tabs on the dashboard.

14. How do | set my fiscal year?
You can set your fiscal year in your business settings. Click on the ‘business settings’ link under ‘Invoic-
ing’on the left-hand side bar, update your fiscal year and click ‘Save Business’to save the updates

15. Can | delete a sent Invoice?

No, you cannot delete a sent invoice, you can only delete an invoice which has a status of DRAFT. You
can CANCEL a sent invoice by clicking on the actions drop-down next to the invoice and selecting
‘Cancel Invoice’. Canceling an invoice does not send any notification to the customer.

16. Will my customer be notified if | cancel an invoice?
Your customer will not be notified if you cancel an invoice.

17. How do | apply a manual payment?

You can apply a manual payment to an invoice which has a status of SENT or OVERDUE.

Click on the Actions drop-down on the invoice you wish to make the payment, select ‘Apply Payment.
Enter the payment details and select ‘Apply Payment’ The invoice status will automatically update to
PAID status.

- MDSB Invoicing FAQ
F lTS t Page 2

CREDIT UNION




18. Do | need to enter an invoice number every time I create a new invoice?

You do not need to enter an invoice number every time you create a new invoice, this number will be auto-
matically generated and will auto increment for each invoice. Users can manually update the invoice num-
ber and they can edit the automatically generated invoice number.

19. What happens when my free trial is up?

When you click on the Invoicing link after your free trial is up and if you have not registered for paid invoic-
ing - the ‘Sign Up for Invoicing’ modal will pop up and the user can follow the instructions to complete the
registration process for paid invoicing.

20. Can | see how many days | have left in my free trial?
Yes, if you click on Account Settings under Invoicing you will see how many days are left in your free trial in
the table on this page.

21. Will I have access to my invoices after | deregister?
No, you will not have access to your invoices if you de-register from Invoicing. You can download your in-
voicing information from the dashboard prior to deregistering.

22. What happens if | am in the middle of a billing cycle and I decide to deregister?
If you have paid for invoicing for a particular month (30 days), and you decide to deregister before that
month is up — you will still be able to access Invoicing until the end of that paid month.

23. | would like to change the issue date of my invoice to a date in the future, why are
all future dates greyed out?

At this point, you cannot future date an invoice. Invoices can only have today’s date or a date in

the past.

24. | created an invoice but did not complete all the fields, 1 navigated to another page
and now | can no longer see it, and it is not in the dashboard as a draft invoice

In order to save an invoice as a draft, you have to click the ‘Save as Draft’ link on the Create Invoice page,
otherwise your invoice will not be saved as draft
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