Create a Custom Invoice Template

This tutorial will show you how to set up your invoice template to generate invoices looking like this
example.

()

Demd Hotel

Invoice Nr.

Name Clara Kroger

Date 4 Nov 2013

Roomnumber

Booking Reference 87268

Check-in Thursday 7 November 2013

Check-out Saturday 9 November 2013

Number of Nights 2

Room Double Room

Price €295.80

Description Quantity Price Total
Double from 7 Nov 2013 to 9 Nov 2013 (2 Nights) 1 €240.00 €240.00
Day Trip €50.00 each 1 €50.00 €50.00
Bed Tax 2.00% 1 €5.80 €5.80
Grand Total €295.80

Balance due: Saturday 7 December 2013
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Enter Logo
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Save Template

Settings > Guest Management > Invoicing

Demo Hotel

Invoice No. [REFERENCE]

Booking Information

Name [GUESTFULLNAME] \e{

Date [CURRENTDATE]

Booking Reference [REFERENCENUMBER]
Check-in [FIRSTNIGHT]
Check-out [LEAVINGDAY]
Number of Nights [NUMNIGHT]
Roomtype [ROOMNAME]
Price [PRICE]
[INVOICETABLE]

Balance due [FIRSTNIGHT:+30days]

Thank you for choosing Demo Hotel.
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Click on "Template Variables" (1)
All information from the booking can be inserted via "Template Variables" (2), all
other texts can be typed in

If you are using multiple languages copy everything, chat
paste. Then change the text you entered manually. The template variables will

the language tab and

automatically use the correct language

body.
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Generate Invoice

The template will be applied to all bookings. To generate an invoice open a booking in
BOOKINGS.

Booking 87575 open in new window

Summary | Detail | Invoice Mail Log

Message ?

Custom Question 1 7

Custormn Question 2 7

Custom Question 3 7
Custom Question 4 7

Reference ?
API Message 7

Cancellable ? Use Property Booking Rule =)
Flag ?

Card Type ?
Card Holder 7
Card Number |7

Card Expiry ?
Card CCV 7

Original Referrer ? agency

Referrer 7
Time Entered ? 15:40 - 01 Nov 2013
IP Address ? 91.66.247.104
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Add Extras

Booking 86832 open in new window m
Summary Detail Invoice ‘ Mail Log
Price |7

|1500.00 |
Rate Description |7 |

Invoice

Description Qty  Price Tota Status

|Accommodation ‘1 |[1500.00/ 1,500.01 remove

Yoga Class 2 |[25.00 | s0.00 remove

| o g
B4

Balance 1,400.01

Recalculate || Printable Invoice (e.
&4

Update | Save as Copy

The "Invoice" tab will automatically show all items booked online
The field "Rate Description" will not show on the invoice. It can be used for any comments
Items booked separately can be added manually (1)

Press "Update" to save changes
Click on "Printable Invoice" to print the invoice or to add extra information manually (2)
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Preview Invoice

Balance due: Saturday 7 December 2013

Bl English
e““o
- A
Demo Hotel

Invoice Nr.

Name Clara Kroger

Date 4 Nov 2013

Roomnumber

Booking Reference 87268

Check-in Thursday 7 November 2013

Check-out Saturday 9 November 2013

Number of Nights 2

Room Double Room

Price £295.80

Description Quantity Price Total

Double from 7 Nov 2013 to 9 Nov 2013 (2 Nights) 1 £240.00 €240.00

Day Trip €50.00 each 1 £€50.00 €50.00

Bed Tax 2.00% 1 €5.80 €5.80

Grand Total £295.80

If your invoice is ready click on the "print® icon (1) to save to your computer or print

If you want to add custom information just for this invoice click on the "edit" icon (2)
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Manually Add Custom Information

Big English ® %
L3

BB R|XxDERGE « Qb =y
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s UV (SIS IU (Al L I - 115151 G S

Booking ltems

Check-in Sunday 3 November 2013

Check-out Monday 18 November 2013

Number of Nights 15

Roomtype Double Room

Price €1,500.00

pedy, 4

If required enter information in the editor and click on the "Close" icon.

Information you enter here will not be stored in the system.
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Store Added Custom Information

Booking 86832 open in new window m
Summary Detail | Invoice | Mail Log
Price |7 [1500.00
Rate Description |7 _ ! - ! ] !

The field "Rate Description” will not show on the invoice.
TAAEE It can be used to store manually entered information
Description Qty  Price Total Status
|Accommodation 't |[1500.00/ 1,500.01 remove
Yoga Class 2 |[25.00 | 50.00 | remove
| [t o |Casa] [ ]
Balance 1,400.01

| Recalculate || Printable Invoice
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