

    
      
          
            
  
Invoice Ninja V4.x User Guide.


For Version 5.x documentation, please go to invoiceninja.github.io [https://invoiceninja.github.io/]

Want to find out everything there is to know about how to use your Invoice Ninja account? Look no further than our User Guide, where you’ll learn all about creating and sending invoices, receiving payments, creating tasks, converting quotes to invoices, recurring invoices, entering credits and much, much more.
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Introduction


For Version 5.x documentation, please go to invoiceninja.github.io [https://invoiceninja.github.io/]

Let’s get acquainted with a basic overview of the structure of the Invoice Ninja website. Once you’ve wrapped your mind around a few central concepts, it’s as easy as ABC to effectively manage your freelance business accounts.

The Invoice Ninja system is based on two main pillars:


	List pages are summary pages of the various activities in your account. These include the Clients list page, Tasks list page, Invoices list page, Payments list page and more. List pages are located in the main sidebar of the Invoice Ninja site. The list pages provide a centralized overview and management station for the particular component of your account. For example, the Clients list page is a list of all your clients, with accompanying information and handy links, so you can manage all your clients on one page.


	Action pages are pages dedicated to a specific action you can take in your Invoice Ninja account. Examples include Create New Client, Enter Credit, Create New Invoice, Create Recurring Invoice, Enter Credit, Enter Payment and Create New Task. All actions you take will be recorded in the List pages, updated in real time to reflect your invoicing activity from minute to minute.




So remember the ninja rule: list pages provide a summary overview, and action pages facilitate your invoicing activity.

You’re invited to browse the user guide for more detailed information. We’re always looking to take Invoice Ninja one step ahead, so if you have any comments, queries or suggestions, we’d love to hear from you.



Dashboard

Welcome to the Dashboard page of your Invoice Ninja account. This is the first page you’ll see when you login. It provides a general overview of the invoicing status of your freelance business. It is easy on the eye, and easy to digest. When you arrive at the Dashboard page, you’ll glimpse a comprehensive and user-friendly snapshot of what’s going on right now in your invoicing world.

So let’s jump right in and take a look at the different elements that make up your invoicing dashboard.

When you login to your Invoice Ninja account, you’ll automatically arrive on the Dashboard page. To go to the Dashboard page from anywhere in the site, click the Dashboard tab on the main sidebar at the left of your screen.


Sidebar – Navigating Your Invoice Ninja Account

The Sidebar, at the left of your screen, is always visible, no matter where you are in your Invoice Ninja account. Use the sidebar to get where you want to go, quickly and easily.
When you click on a specific tab, you’ll go to the list page. So, if you click on Invoices, you’ll navigate to the Invoices list page. Same for Quotes, Payments, Products, Recurring, Credits and many others.

Want to create a new invoice, quote, task, list, payment, or any other new item? Hover on the relevant tab, and click the blue plus sign that appears on the right hand side of the tab. You’ll be automatically redirected to the “Create New…” page.

The last two tabs on the list are Reports and Settings. Click on Reports to navigate to the reporting page of your account. Here you can create all types of reports about your invoicing.

To manage any of your account settings, click on the Settings tab. Then you can work on the full range of account settings via the taskbar of the Settings page.



Data Boxes – Your Instant Invoicing Overview

One of the first things you’ll notice about the Dashboard page is the three large data boxes at the top of the screen. These are designed to offer a simple yet powerful overview of your total business accounts:


	Total Revenue: The total amount that your business has brought in to date.


	Average Invoice: The amount of the current average invoice. Note this will change over time, depending upon your income.


	Outstanding: The total amount of all unpaid invoices.





Tip

If you are being paid in a range of currencies, the three data boxes on your dashboard will display the relevant amounts in all currencies.


  
    

    Clients
    

    
 
  

    
      
          
            
  
Clients
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They come in all shapes and sizes. They’re the reason you go to work in the morning. There are new ones coming up, and old ones coming back. What you need is a well-maintained, up-to-date, comprehensive client list to keep your invoicing in order.

Your clients are the core of your freelance business, and your Clients page is the core of your activity on Invoice Ninja.


List Clients

The Clients page is a list page that presents a summary of all your clients in a user-friendly table. Think of your Clients page as the “central station” of your client activity. Most of your day-to-day invoicing actions can be taken from the various links and buttons that appear on the Clients list page. And you can use the Clients list page as your starting point to explore more in-depth client information, edit client information, view current client statements, and more. Now, we’ll take a closer look at the setup of the Clients page, and the range of actions available to you on the Clients page.

To view your client list page, go to the main sidebar and click the Clients tab.




Overview

The Clients page presents a list summary of all your current clients in a table format. The main elements of the table include:


	Client: The name of the client


	Contact: The name of the primary contact person


	Email: The client email address


	Date Created: The date the client was created


	Last Login: The date the client last logged in to the system


	Balance: The client’s payment balance


	Action: A range of actions you can take to manage activity relating to the selected client






Actions

To select an action for a particular client, hover with your mouse anywhere in the row entry of the client. A gray Select button will appear. Click on the Select arrow and a drop-down list will open.

When you click on an action, you will be automatically redirected to the relevant action page for the selected client. Here are the available actions in the drop-down list of the Action button, and the corresponding action pages that will open:


	Edit Client Edit the client’s details on the Clients / Edit page


	New Task Enter a new task on the Tasks / Create page


	New Invoice Enter a new invoice on the Invoices / Create page


	New Quote Enter a new quote on the Quotes / Create page


	Enter Payment Enter a new payment on the Payments / Create page


	Enter Credit Enter a new credit on the Credits / Create page


	Enter Expense Enter a new expense on the Expenses / Create page


	Archive Client Click to archive the client


	Delete Client Click to delete the client




Sorting & Filtering Clients

The sort and filter functions make it easy for you to manage and view your client information.

Sort the clients table via any of the following data columns: Client, Contact, Email, Date Created, Last Login, or Balance. To sort, click on the tab of your choice. A small arrow will appear. If the arrow is pointing up, data is sorted from lowest to highest value. If the arrow is pointing down, data is sorted from highest to lowest value. Click to change the arrow direction. (If you click on the Client, Contact or Email arrow, the data will be displayed in alphabetical or reverse alphabetical order.)

Filter the clients list by completing the Filter field, situated at the top right of the page, to the left of the gray Credits button. Clients can be filtered according to the client name, contact person name, or elements of the client name or contact person name. Here’s an example: Let’s filter the table for a client named “Joe Smith” of “Best Ninja” company. You can type “best ninja”, or “best” or “ninja”, or even “bes”, or “nin”, or “ja”, or “Joe”, “Smith”, “Jo” “oe”, “th” or any other grouping of letters in the client name or contact person name. The filter function will automatically locate and present all the relevant entries. This function makes it easy to find clients with even minimal input of information.



Archiving/Deleting

To archive or delete a specific client, hover over the client entry row, and open the Action drop-down list. Select Archive client or Delete client from the list. The Clients table will automatically refresh.


	Deleted clients are displayed with a strike through and a red Deleted label in the Action column.


	Archived clients are displayed with an orange Archived label in the Action column.




Note: You can also archive or delete one or more clients via the gray Archive button that appears at the top left side of the Clients table. To archive or delete clients, check the relevant clients in the check boxes that appear in the far left column next to the client name. Then click on the Archive button, open the drop-down list and select the desired action.

Want to view archived or deleted clients?
Click on the tag field located on the left top side of the screen, to the right of the gray Archive button. When you click on the field, a drop down menu will open, displaying all the filter tags: Active, Archived and Deleted. Select the tags you want, and the table will update automatically to display the filtered client list.

You can choose to restore or delete the archived client. To restore an archived client, hover with your mouse over the Action area for the relevant archived client. A gray Select button will appear. Click on the Select arrow, and choose Restore client from the drop-down list. To delete an archived client, select Delete client from the drop-down list of the Select button.

To restore a deleted client, hover with your mouse over the Action area for the relevant deleted client. A gray Select button will appear. Click on the Select arrow, and choose Restore client from the drop-down list.


Create Client

So, you’ve taken on a new client? Congratulations!

Your Clients list is at the heart of your invoicing activity, so it’s really important to maintain current information on all your clients. When you start working with a new client, the first thing you’ll need to do is to add the new client by entering their contact information and business details.

When creating and saving a new client to your Clients list, make sure to have the relevant, up-to-date information at hand. You are only required to enter the information one time. Invoice Ninja automatically tracks all invoicing activity for each client.

Let’s Begin

To enter a new client, go to the Clients tab on the main sidebar, and click the + sign on the tab. This will open the Create Client page. Or, you can go to the Clients list page and click the blue New Client button at the top right side of the page.

The Create Client page is divided into four sections. Enter the information in the relevant fields.

Let’s take a closer look at each section:


	Organization: Enter details about your client’s business/company/organization, including the company name, ID number, VAT number, website address and telephone number.


	Contacts: Enter the name, email address and phone number of your contact person for this client. You can enter as many contact people as you like. To add more contact people, click +Add Contact.


	Address: Enter the street address of your client. This will be of particular importance if you need to send hard-copy invoices or payment receipts.


	Additional Info: Enter the payment currency, language, payment terms, company size (no. of employees), the relevant industry sector, public notes (these will appear on the invoice by default) and private notes (don’t worry - no one can see them but you.)




TIP: Understanding the Payment terms field – You may have different payment terms and agreements for various clients. Here, you can select the default due date for the specific client via the drop-down menu of the Payment terms field. The default due date is calculated according to the date on the invoice. For example, Net 0 means the payment is due on the date of the invoice; Net 7 means the payment is due 7 days after the date of the invoice, and so on. Note: Even if you choose default payment terms, you can always manually adjust an invoice payment due date for a specific invoice, via the Edit Invoice page.

Once you have filled in the page, click Save to save the new client information. From now on, when you click the Client field, the client’s name will appear in the drop down menu. Simply select the client you need and let the invoicing begin!



Client Overview Page

Each client has its own Client Overview page. The overview page provides a complete summary of all your client details and activity in one page. From here, you can access everything you need about the specific client, including the client’s general contact information, total standing payments and balance, and a detailed list of the client Activity, Invoices, Payments and Credits. You can also Edit, Archive or Delete the client, view the Client Statement and view the Client Portal, all directly from the Client Overview page. Let’s explore:




How to view the Client Overview page

To view the Client Overview page of a specific client, click on the client name in the Clients list page.



Understanding the Client Overview page

The top section of the Client Overview page displays general business and contact information that you entered when creating the client, including contact name, street address, payment terms, email address, as well as standing payment and balance data. You can also view the client portal from here, by clicking on the View client portal link that appears below the client’s email address.


Tip

If you entered the client’s street address, a Google map appears below the information box displaying the client’s location.
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Well, it’s time to bill, and the Invoices function of Invoice Ninja lets you get the job done fast and with perfect accuracy.

With a bustling freelance business, you’re going to be sending out a lot of invoices. Creating an invoice is simple with the New Invoice page. Once you’ve entered the client, job and rates information, you’ll see a live PDF preview of your invoice, and you’ll have a range of actions at your fingertips – from saving a draft, to sending the invoice to the client via email, to printing a PDF hard copy.


Invoices List page

With numerous invoices to keep track of, the Invoices list page is your go-to guide for the entire history and status of all your invoices – including those that have been paid, those sent but unpaid, and those still in the drafting and editing stage.




Overview

The life of an invoice in the Invoice Ninja system is made up of a number of stages:


	Draft: When you’ve created an invoice, but have not yet sent it. You may still need to edit.


	Sent: You’ve sent the invoice, but the client has not yet paid.


	Viewed: The client has opened the invoice email and viewed the invoice.


	Partial: The invoice has been partially paid.


	Paid: Congratulations! The client has paid the full invoice amount.


	Unpaid: The invoice remains unpaid.


	Overdue: The invoice has passed its due date.




In order to understand exactly how the Invoices list page works, we’ll take you through it step by step.

To view your Invoices list page, click the Invoices tab on the main sidebar. This will open the Invoices list page.

The Invoices list page displays a table of all your active invoices, at every stage, from the moment you create a new invoice, to the moment you archive or delete an invoice.

Let’s explore the invoices list according to the tabs on the main header bar of the table from left to right:


	Invoice #: The number of the invoice


	Client Name: The name of the client


	Date: The date the invoice was issued


	Amount: The total amount of the invoice


	Balance: The amount owed by the client (after credits and other adjustments are calculated)


	Due Date: The date the payment is due


	Status: The current status of the invoice (Draft, Sent,  Viewed, Partial, Paid, Unpaid, Overdue)


	Action: The Action button provides a range of possible actions, depending upon the status of the invoice.




To view the actions, hover your mouse over the Action area of the relevant invoice entry and a gray Select button will appear. Click on the arrow at the right side of the button to open a drop-down list. For invoices with “Draft” status, the drop-down list presents the following action items:


	Edit Invoice: Edit the invoice information on the Edit Invoice page.


	Clone Invoice: Duplicate the invoice. Then you can make minor adjustments. This is a fast way to create a new invoice that is identical or similar to this invoice.


	View History: You’ll be redirected to the Invoices / History page, where you can view a history of all the actions taken from the time the invoice was created. The Invoices / History page displays a copy of the latest version of the invoice and a drop-down list of all actions and the corresponding version of the invoice. Select the version you wish to view. Click on the blue Edit Invoice button at the top right of the page to edit the invoice.


	Mark Sent: When you mark an invoice as sent, only then is the invoice viewable to the client in the client portal, and the client balance is updated to reflect the invoice amount.


	Mark Paid: Manually mark the invoice as paid. You may want to do this if you are not entering the payment directly into the system.


	Enter Payment: Enter the payment relevant to this invoice. You’ll be redirected to the Payments / Create page.


	Archive Invoice: Click here to archive the invoice. It will be archived and removed from the Invoices list page.


	Delete Invoice: Click here to delete the invoice. It will be deleted and removed from the Invoices list page.





Tip

For invoices with a status other than “Draft”, only the relevant and applicable options from the above list will show in the Action drop-down list.
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The Invoice Ninja system handles your entire invoicing process – from sending a quote (Pro Plan only), to invoicing your client, to receiving payment. What’s more, you can receive payments directly and automatically via Invoice Ninja’s 45+ payment partners, enabling totally smooth management of your customer accounts using your choice of payment provider. To learn more about Invoice Ninja’s payment partners, click here [https://www.invoiceninja.com/partners].


List Payments

In the meantime, we’re going to take you through the Payments list page to give you an idea of the complete payment picture.

To view the Payments list page, click on the Payments tab on the main sidebar. This will open the Payments list page.

Understanding the Payments List Page




Overview

The Payments list page displays a summary of all payments once they have been received. Payments are recorded in two ways:


	Automatic payment: If your client has paid you via any of Invoice Ninja’s 45+ payment partners, the payment will be automatically recorded in the Payments list. You will be notified by Invoice Ninja on your Dashboard page in the Payments table, and also via email (if you have chosen the relevant notification setting on the Settings / Notifications page).


	Manual payment: If your client has paid you via cash, check, bank transfer, credit card or any other payment system not linked to Invoice Ninja, you will need to enter the payment manually on the Payments / Create page.




Whether automatic or manual entry, the Payments list page presents an overview of all payments received in a user-friendly table format. Now, we’ll take you through the various columns in the Payments table from left to right:


	Invoice: The invoice number for the payment


	Client Name: The client’s name


	Transaction Reference: If you have been paid automatically via one of the payment partners, the payment reference number generated by the payment system will be automatically recorded here. If you have entered a manual payment, the Transaction Reference will display the information you entered in the Transaction Reference field when entering the payment. If you left the Transaction Reference field blank when entering the payment, the system will automatically display “Manual entry” as the Transaction Reference on the Payments list.


	Method: The method of payment used, ie. PayPal, Bank Transfer, Visa, etc


	Source: Additional information displayed for online payments


	Amount: The payment amount that was received


	Date: The date the payment was received


	Status: The payment status (ie. Overdue, Partial Completed, etc)




The final column to the right is the Action column. To view the actions, hover your mouse over the Action area of the relevant payment entry and a gray Select button will appear. Click on the arrow at the right side of the button to open a drop-down list. These are the action options:


	Edit Payment: Edit the payment information on the Edit Payment page.


	Email Payment: Send the payment receipt to the client by email.


	Refund Payment: Refund the payment (or part of the payment) to the client.


	Archive Payment: Click here to archive the payment. It will be archived and removed from the Payments list page.


	Delete Payment: Click here to delete the payment. It will be archived and removed from the Payments list page.




Refunding a Payment

If you need to refund a payment, or part of a payment, go to the relevant payment in the Payments list, click on the Action column at the far right, and choose Refund Payment from the drop down menu. The Refund Payment dialog box will open. Enter the amount you wish to refund, and click Refund. If you want to send an email notifying the client of the refund, make sure to check ‘Send email to client’.



Archiving/Deleting

To archive or delete a payment, hover over the payment entry row, and open the Action drop-down list. Select Archive Payment or Delete Payment from the list. The Payments table will automatically refresh, and archived or deleted payments will no longer appear in the list.

You can also archive or delete one or more payment via the gray Archive button that appears at the top left side of the Payments list page. To archive or delete payments, check the relevant payments in the check boxes that appear in the far left column next to the invoice number. The number of payments selected for archiving/deleting will automatically update and show on the Archive button. Then click on the Archive button, open the drop-down list and select the desired action.

Want to view archived or deleted payments? Click on heck tthe field to the right of the gray Archive button at the top left of the page. Select the ‘Archived’ or ‘Deleted’ filter from the drop down menu. The table will automatically refresh, and will now feature the payments according to the filters you selected. full list of payments, including current, archived and deleted payments. The status of the archived and deleted payments will be displayed in the far right column.


	Deleted payments are displayed with a red Deleted button. To restore deleted payments, hover on the red Deleted button. A gray Select button will appear. Click on the Select arrow, and select Restore payment in the drop-down list.


	Archived payments are displayed with an orange Archived button. To restore the archived payment, hover on the orange Archived button. A gray Select button will appear. Click on the Select arrow, and choose Restore payment from the drop-down list. To delete an archived payment, select Delete payment from the drop-down list of the Select button.






Filter

To filter the Payments list, enter the filter data in the Filter field, situated at the top right of the page, to the left of the blue Enter Payment + button. Payments can be filtered according to Client name. Enter the name or parts of the name, and the filter function will automatically locate and present the relevant entries.

You can enter a new payment directly from the Payments list page by clicking on the blue Enter Payment + button located at the top right side of the page. The Payments / Create page will open.



Filter

To filter the Payments list, enter the filter data in the Filter field, situated at the top right of the page, to the left of the blue Enter Payment + button. Payments can be filtered according to Client name. Enter the name or parts of the name, and the filter function will automatically locate and present the relevant entries.


Enter Payment

Once you’ve received payment, you’ll need to enter the payment toon the Invoice Ninja system. If your client paid via one of Invoice Ninja’s 45+ payment partners, the system will automatically record the payment and send a downloadable PDF receipt to the client’s email address. If you were paid via cash, check, bank transfer, credit card, credit or any other payment method not automatically linked to the Invoice Ninja system, you will be required to manually enter the payment. The procedure of entering a payment manually is simple and lightning fast. Now, we’ll take you through the payment entry process, step by step.

Let’s Begin

You can enter a new payment directly from the Payments list page by clicking on the blue Enter Payment + button located at the top right side of the page. The Payments / Create page will open.




Manually Creating a New Payment

The Payments / Create page features a number of fields that you’ll need to complete.


	Client: Click on the arrow on the right side of the Client field and select the client from the drop-down list.


	Invoice: Enter the invoice corresponding to the received payment. Click on the arrow on the right side of the Invoice field and select the invoice number from the drop-down list.


	Amount: The invoice amount will appear automatically by default. However, if the payment amount does not correspond to the default invoice amount, you can manually Eenter the amount of payment received.


	Payment Type: Select the payment method that was used. Click on the arrow on the right side of the Payment Type field, and a drop-down list featuring a range of payment methods will open. Select the appropriate method from the list. Options include Bank Transfer, Cash, Debit, all credit cards, Google Wallet, PayPal, check and more.


	Payment Date: The date the payment was received. Click on the calendar icon to the right side of the Payment Date field and select the appropriate date.


	Transaction Reference: Enter any information you wish for your future reference. This information can be useful when managing your accounts.


	Private Notes: Here, you can add any comments, notes or reminders. These are for your eyes only – the client cannot see them.






Email payment receipt

If you wish to send a receipt to your client for the payment received, check the ‘“Email payment receipt to the client’ box. A downloadable PDF receipt will be generated and automatically sent to the client’s email address when you save the payment entry.



Saving the Payment

Once you’ve completed all the payment details, click Save and the payment will be saved to the Payments list. To cancel the payment entry, click Cancel.
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As a busy freelancer, you work for a variety of clients. Some jobs are one-off, but others are ongoing, whether on a weekly, monthly or other basis. Invoice Ninja’s Recurring Invoice feature automatically creates invoices for ongoing jobs, and sends the current invoice to the client on a regular, pre-defined basis. For each recurring job, you only need to set up the procedure once. Here’s how it works.


List Recurring Invoices

To view the Recurring Invoices list page, go to the Invoices tab on the main sidebar and click to open the Invoices list page. To open the list page for Recurring Invoices, click the gray Recurring button located above the top right side of the invoices table.




Overview

The recurring invoices list provides a display of all active recurring invoices.

Here is a description of the columns in the recurring invoices list table, from left to right:


	Frequency: How often the client is billed with this invoice, ie. Weekly, monthly, etc.


	Client name: The client’s name


	Start Date: The date the recurring invoice series started


	Last sent: The date the last invoice was sent for this recurring invoice series


	Amount: The amount due


	Private notes: Comments and notes that you added when creating the recurring invoice. Only you can see them.


	Status: The status of the recurring invoice (ie. Draft, Sent, Viewed, Paid, Overdue)


	Action: Hover your mouse over the Action area of the relevant recurring invoice entry and a gray Select button will appear. Click on the arrow at the right side of the button to open a drop-down list. The drop-down list presents a range of possible actions for you to choose from:






	Edit Invoice: Edit the recurring invoice information on the Edit Invoice page.


	Clone to Invoice: Duplicate the recurring invoice as a new recurring invoice.


	Clone to Quote: Create a quote containing data duplicated from the recurring invoice.


	Archive Recurring Invoice: Click here to archive the recurring invoice. It will be archived and removed from the Recurring Invoices list page.


	Delete Recurring Invoice: Click here to delete the recurring invoice. It will be deleted and removed from the Recurring Invoices list page.









Filter

To filter the Recurring Invoices list, enter the filter data in the Filter field, situated at the top right of the page, to the left of the blue New Recurring Invoice + button. Recurring invoices can be filtered according to Frequency or Client name.  Enter the data or parts of the data, and the filter function will automatically locate and present the relevant entries.



Archiving/Deleting

To archive or delete a recurring invoice, hover over the Action area of the recurring invoice entry row, and open the Action drop-down list. Select Archive recurring invoice or Delete recurring invoice from the list. The Recurring Invoices table will automatically refresh, and archived or deleted recurring invoices will no longer appear in the list.
You can also archive or delete one or more recurring invoice via the gray Archive button that appears at the top left side of the Recurring Invoices list page. To archive or delete recurring invoices, check the relevant recurring invoices in the check boxes that appear in the far left column next to the Frequency field. The number of recurring invoices selected for archiving/deleting will automatically update and show on the Archive button. Then click on the Archive button, open the drop-down list and select the desired action.

Want to view archived or deleted recurring invoices? Locate the field just to the right of the Archive button at the top left of the recurring invoices table. The field has a default setting of “Active”, which means that the table is displaying only Active recurring invoices. Click inside the field, and a drop-down list will open. Select Archived and/or Deleted to view the desired invoices. The table will automatically refresh, and will now feature the full list of recurring invoices, including active, archived and deleted recurring invoices. The status of archived or deleted recurring invoices is displayed in the Action column.


	Deleted recurring invoices are displayed with a red Deleted button. To restore deleted recurring invoices, hover on the red Deleted button. A gray Select button will appear. Click on the Select arrow, and select Restore recurring invoice in the drop-down list.


	Archived recurring invoices are displayed with an orange Archived button. To restore or delete the archived recurring invoice, hover on the orange Archived button. A gray Select button will appear. Click on the Select arrow, and choose Restore recurring invoice from the drop-down list. To delete an archived recurring invoice, select Delete recurring invoice from the drop-down list of the Select button.





Create Recurring Invoice

When you create a recurring invoice, you are creating a pre-defined frequency for invoicing a particular job and client. The recurring invoice entry as featured in the Recurring Invoices list is not the actual invoice sent. Once an invoice of a recurring invoice series is created, it will appear as a numbered invoice in the Invoices list page.

Recurring invoices are numbered with a prefix before the invoice number. This enables you to identify and keep track of your recurring invoices with ease.

To define your recurring invoices number prefix, go to Advanced Settings > Invoice Settings. In the first box, click on the Options tab. Then, specify your prefix in the Recurring prefix field. Make sure to click the green Save button at the bottom of the page to save your prefix setting.

Now, we’ll explore how to set up a recurring invoice.

Let’s Begin

To create a new recurring invoice, you’ll need to go to the Invoices list page. Then, click on the arrow at the right side of the gray Recurring button, located at the top right above the Invoices list table. Select New Recurring Invoice from the drop down menu.

Next, you’ll need to complete the invoice details. Let’s go over the fields to get a better understanding:


	Client: Click on the arrow at the right end of the Client field. Select the relevant client from the client list. TIP: You can create a new client while creating a new recurring invoice. Simply click on the Create new client link, situated below the Client field on the Recurring Invoices / Create page. A pop-up window will open, enabling you to complete the new client’s details. Then continue creating the recurring invoice for this new client.


	Frequency: Select the frequency the invoice will be sent to the client. Click on the arrow at the right end of the Frequency field to open the drop-down list of frequency options.





Tip

You can create dynamic date variables to include in your invoice emails. Use :MONTH, :QUARTER or :YEAR for date variables, and basic math to modify them. For example, if you enter “:YEAR+1 yearly subscription”, the date will appear as the current year + one, denoting subscription for next year.
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List Credits

Your workload and fee structure vary from client to client. What’s more, your work schedule may change from one month to the next, or even from week to week – and often for the same client.

At times, payments can get really tricky. Perhaps you’ve been paid in advance for work that has been delayed, or maybe the scope of work changed and you were overpaid. Whatever the reason, there will come a time when you will need to issue a credit to your client’s account. This is where the Credits function comes in handy.




Overview

The Credits list page is a summary of all credits issued to all clients.

To open the Credits page, click on the Clients tab, open the drop-down menu, and click on Credits.
On the Credits page, credit information is presented in a simple, user-friendly table. Let’s take a closer look at the table elements:


	Client: The client’s name


	Credit: Amount The amount of the individual credit


	Credit Balance: The balance of the individual credit


	Date of Issue: The date the individual credit was issued


	Private Notes: Comments or reminders that you included FYI


	Action: Option to archive or delete the credit






Archiving/Deleting

To archive or delete a credit, hover over the credit entry row, and open the Action drop-down list. Select Archive credit or Delete credit from the list. The Credits table will automatically refresh, and archived or deleted credits will no longer appear in the list.

You can also archive or delete one or more credit via the gray Archive button that appears at the top left side of the Credits list page. To archive or delete credits, check the relevant credits in the check boxes that appear in the far left column next to the client field. The number of credits selected for archiving/deleting will automatically update and show on the Archive button. Then click on the Archive button, open the drop-down list and select the desired action.

Want to view archived or deleted credits? Check the box marked Show archived/deleted credits, situated to the right of the Archive button. The table will automatically refresh, and will now feature the full list of credits, including current, archived and deleted credits. The status of the archived or deleted credits will appear in the column at the far right of the table.


	Deleted credits are displayed with a red Deleted button. To restore deleted credits, hover on the red Deleted button. A gray Select button will appear. Click on the Select arrow, and select Restore credit in the drop-down list.


	Archived credits are displayed with an orange Archived button. To restore or delete the archived credit, hover on the orange Archived button. A gray Select button will appear. Click on the Select arrow, and choose Restore credit from the drop-down list. To delete an archived credit, select Delete credit from the drop-down list of the Select button.






Sorting & Filtering

The sort and filter functions make it easy for you to manage and analyze your credits.


	Sort the credits table via any of the following data columns: Client, Credit Amount, Credit Balance, Credit Date and Private Notes. To sort, click on the tab of your choice. A small arrow will appear. If the arrow is pointing up, data is sorted from lowest to highest value. If the arrow is pointing down, data is sorted from highest to lowest value. Click to change the arrow direction. (If you click on the Client or Private Notes arrow, the data will be displayed in alphabetical or /reverse alphabetical order.)


	Filter the credits table by completing the Filter field, situated on the top right of the page, to the left of the blue Enter Credit button. Credits can be filtered according to the client name, or elements of the client name. Here’s an example: Let’s filter the table for credits issued to “Best Ninja”. You can type “best ninja”, or “best” or “ninja”, or even “bes”, or “nin”, or “ja”, or any other grouping of letters in the client name. The filter function will automatically locate and present all the relevant entries. This function makes it easy to find credit entries with even minimal input of information.





Tip

Need to search for a specific client in your Credits list? Start typing the first letters of the client’s name and the filter will automatically present the relevant listings.
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For Pro Plan users, the Quotes function streamlines your invoicing activity, from the moment you create and send a price quote for a particular job, until the quote is accepted, you invoice the job, receive payment and provide a receipt. With the Quotes function, you can automatically convert accepted quotes into invoices in a swift one-click action. Keeping track of your projected work schedule and potential income, the Quotes feature gives you even greater control of your freelance activity.


List Quotes


Note

The Quotes feature is only available for Pro Plan users.
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When submitting a regular quote is not enough, the advanced Proposals feature comes to the rescue.

Proposals are a powerful sales and marketing tool to present your offer for a gig. Whether you’re competing against other providers, or you want to make a fantastic impression, the proposal function is a great way to custom-create a personalized proposal containing all the information you need to convey.

The proposals feature is based on grapesjs.com, which enables HTML and CSS management. This advanced tool gives experienced programmers the freedom to create customized, professional proposals with ease, directly within Invoice Ninja, integrating your quote information with one click.

There are three key parts to creating proposals: Proposals, Templates and Snippets. Let’s explore them one by one.


Proposals

Each proposal is based on a quote. In order to create a proposal, you’ll first need to create a quote.

To create a quote, click on New Quote on the Quotes list page, or click the + sign on the Quotes tab in the main sidebar. Once you’ve created the quote, go to the Proposals list page by clicking on the Proposals tab in the main sidebar.




Proposals List Page

The Proposals list page features a table of all active proposals and corresponding information.

The table consists of the following data columns:


	Quote: Every proposal is based on a quote. This is the quote number of the corresponding quote.


	Client: The client’s name.


	Template: The template assigned to the proposal.


	Date created: The date the proposal was created.


	Content: A short preview of the content/topic of the proposal.


	Private notes: Any notes to yourself included in the proposal (these are hidden from the client; only you can see them).


	Action column: The action column has a drop-down menu with the option to Edit, Archive or Delete the proposal. To select an action, hover in the action column and click to open the drop-down menu.






Archive / Delete Proposal

If you wish to archive or delete a proposal, select the action in the column corresponding to the relevant quote. Once you select Archive or Delete, the proposal will be removed from the table.


Tip

You can also archive a proposal by checking the box to the left of the quote number of the relevant proposal. Then click the Archive button at the top left of the Proposals table.
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Got lots of tasks running at the same time? Projects to invoice? Returning to work on that particular job from last month? The Tasks feature keeps all of these details in order, so you can best manage your time, your projects and your clients’ needs.


List Tasks

The Tasks list page not only displays a summary of all your tasks, for all clients, in an easy-to-follow table format. It also tells you exactly what stage each task is at.  From the moment you create a task, till you decide to archive or delete, the task will go through three stages:


	Running: A task that is currently in process.


	Logged: A task that has been completed, recorded, but not yet invoiced.


	Invoiced:  A task that has been completed and the invoice sent to the client.




To view your Tasks list page, click the Tasks tab on the main taskbar. This will open the Tasks list page.




Overview

The Tasks list page provides a range of opportunities to carry out actions relating to each specific task. Now, we’ll explore the Tasks list and show you all the features and actions that make managing tasks so easy.

The Tasks list page displays a table of all your tasks, at every stage, from Running to Logged to Invoiced, together with handy accompanying information about each task.

Let’s explore the tasks list according to the tabs on the main header bar of the table from left to right:


	Client: The client name


	Date: The date the task was started, followed by the time it was started


	Duration: The total time logged for the task


	Description: Information about the task that you entered when you created the task


	Status: The current status of the task (Blue = Running, Gray = Logged, Green = Invoiced)


	Action: The Action button provides a range of possible actions, depending upon the status of the task.




To view the actions, hover your mouse over the Action area of the relevant task entry and a gray Select button will appear. Click on the arrow at the right side of the button to open a drop-down list. For tasks with “Running” status, the drop-down list presents the following action items:


	Edit Task: Edit the task information on the Tasks/ Edit page.


	Stop Task: Stop the task from running. It will then change status to “Logged”.


	Invoice Task: Send an invoice for this task. An invoice will be automatically generated for this task, featuring all relevant information, including invoice number, client name, task duration, description, etc. You can continue creating the invoice and then Save or Send as desired.


	Archive Task: Click here to archive the task. It will be archived and removed from the Tasks list page.


	Delete Task: Click here to delete the task. It will be deleted and removed from the Tasks list page.





Note

For tasks with “Logged” or “Invoiced” status, only the relevant and applicable options from the above list will show in the Action drop-down list.  However, for tasks with “Invoiced” status, the Action drop-down list will also display “View Invoice”. Select this option to view and/or edit the invoice of the specific task on the Invoices / Edit page.
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Running a freelance business isn’t just about the money that’s coming in. You also need to take care of the money going out. With Invoice Ninja, all your earnings, expenses, clients and vendors are stored and managed in one, smart system designed to keep you on top of things. What’s more, the Expenses part of your Invoice Ninja account streamlines with your invoicing via a click of the mouse, across multiples currencies, so you get the complete bigger picture of your business expenses - with simplicity and ease.


List Expenses

To view the Expenses list page, click on the Expenses tab on the main taskbar.




Overview

The Expenses list page displays a summary of all business expenses that you choose to enter. Apart from giving an overview of all your recorded expenses in a table format, you can also carry out a number of important actions from the Expenses page. First, let’s take a look at the various columns in the Expenses table from left to right:


	Vendor: The name of the vendor


	Client: The name of the client for whom the expense is relevant


	Expense: Date The date the expense occurred


	Amount: The expense amount


	Category: The assigned category of the expense


	Public Notes: The notes entered when creating the expense (this becomes the item description if the expense is converted to an invoice)


	Status: The current status of the expense: Logged (blue), Pe