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Welcome to Invoices
Invoices

Invoices is a macOS native Cocoa application to create, manage and print invoices 
for your business.
 
It was created with the small company in mind to have a simple tool responding the 
need many small companies have to manage their invoices creation.

A special attention is put to create a tool that can work in the correct way in any 
country, adapting to the different country needs and rules.
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Using it you can realize invoices for one or more company with automatic creation 
and data insertion, with a free format or a tabular one, and print or save in pdf 
format invoices with your custom logo, header and footer.

Final invoices are totally customized with labels in your own language, using your 
currency and sales tax calculation as requested in your country. 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Getting Started with 
Invoices
Start Using Invoices

Invoices is a document based application.
Usually a single company, to use Invoices, needs just one document only, where it 
can store all the data relative to all customers, products and invoices of many years 
of work.
It is also useful to have Invoices automatically launch at startup the document you 
use to store all your invoices for your company.

If you need to manage more then one company, you can use more then one 
document, one for any company you manage and makes invoices

After launching it for the first time, you can start inserting your data in a new 
document.
The window associated with the document has four parts:

Upper-Left 
it is the 'Focus Pane' and let you select which content you can edit (as an example 
customers or items)

Bottom-Left
It is the 'Search Pane' and let you restrict your view searching for particular content 
(as an example customers in Canada)
It works also as a statistic panel with additional data displayed (total of selected 
invoices) 
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Upper-Right
It is a Table Pane with list of elements. You can select only one element at time

Bottom-Right
It is a Detail Pane of what is selected in the Upper-Right part
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if you select the preview icon

 

inside the bottom-right view you can see a preview of the invoice

Master and Details
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Invoices uses a master and Details interface (similar to the Mail.app Apple software 
to read your email).
The upper-right is the master and the bottom-right is the details
The left part can changes the focus of what is displayed in the right part.
Example:

• If in the left you select ‘Customers’, in the right part you will have a list of all 
customers and details of the selected customer

• If in the left you select ‘Invoices’, in the right part you will have a list of all the 
invoices  and details of the selected invoice

Customers

Select 'Customers' in the Selection Pane of the window
Click the '+' button under the Table Pane (or in the toolbar) and a new customer will 
be created
Edit the customer data.

The Label Inside Your Invoices

You noticed inserting the customer data that two fields <Tax ID 1#> and <Tax ID 2#> 
are not with the labels you need, they just use a generic label.
You can go in the preferences under the 'Invoices' menu and in the 'Label' section 
changing it according with the name assigned to tax in your country/state.
You can also change all the other labels according with your needs and language. 
This labels will be used also to print your invoices in your own language.
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You can adapt also the label of the tabled items

Adapting to your country rules
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If in your country there are not sales tax, or you just need one sales tax only, you 
can customize it in the document settings pressing the settings button in the toolbar 
or from ‘Settings’ command in the menu 

 to reflect your needs, and invoices will have only the sales tax you need for your 
country/state with automatic calculation of totals

Items to Sell

At later time, when you will create invoices, in any invoice you will be able to choose 
between two type of content:
• an invoice with ‘Tabled Items’ , prices per items, discount and quantity, all in a 

table format
• an invoice with a single ‘Plain Item’ with a descriptive content, as plain text, 

without items inside a table

We can now create same 'Plain items', descriptive text to put inside your invoice, as 
an example description of services of standard work you made for your customer, 
not suitable to be inserted in a invoice organized with rows of items.

Insert some 'Plain items':
- Select now 'Plain Items' from the upper-left pane.
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- Press the '+' buttons and insert some items
- Edit it with a title and a content (the content will go inside selected invoices when 

you will request that)

and now we can create a some 'Tabled Items'
- Select 'Tabled Items' from the upper-left pane.
- Press the '+' buttons and insert some items
- Edit them with a name description prices and all your data
These items are the goods or services you sell.
You can insert how many items you like.

After that, at later time, when you will create and edit invoices, you will be able to 
insert these items in your invoices, selecting at insert time only quantity and if you 
like a discount to apply in the invoice, all other value will be copied from the item list 
and the total in the invoice will be calculated by the software, tax included.

Bottom Notes

Bottom notes are text ready to be inserted inside the bottom of your invoices.
You can insert payment method, bank coordinate and other data you need to print in 
your invoices as reference for your customers.
Use of the bottom notes are infinite.
When you will see in details where they go inside a final invoice, you will fully 
understand how to use it and how to trim it for your use.
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• Select 'Bottom Notes' from the Upper-Left pane.
• Press the '+' buttons and insert some notes
• Edit them with a name and content

Private Notes

Private Notes are, as the name suggests, private notes, for your own use. 
Customers won’t see them in printed invoices.
You can insert inside an invoice a private note, selecting from all the available, and 
your customer won't see it, because it doesn't go inside the printed invoice.
It is a note only for you, to remember as an example to watch for payment of this 
customer via different channel or to remember something you need.
You will discover yourself the right use of private note applied to your business.

• Select 'Private Notes' from the upper-left pane.
• Press the '+' buttons and insert some notes
• Edit them with a name and content

Create an invoice

You created all the elements to put inside invoices, now we are at the central core 
function  of Invoices: creating and editing a new invoice.
Select from the Selection Pane the 'Invoices' item
Using the '+' button in the toolbar add a new invoice
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You can also use the ‘+’ button at the foot of the invoices table

The window, in the Detail Pane will show the invoice. In the Detail Pane at any time 
you can switch between the 'Input' and the 'Form' view, using the button between 
the right-top and the right-bottom pane when focusing on invoices.

The new invoice is created with the current date, the current year specification and 
numbered starting from 1
At any year change the numeration will restart to 1 (from the Document Setting you 
can choose the number used to numerate the next invoice at any time, if you need 
it)
The 'Number and Date' section for now doesn't need any modifications, Invoices 
created and filled it for you.

Insert a Customer in a Invoice

Still with 'Invoices' selected in the Selection Pane, and our new invoice selected  in 
the Table pane, we will insert a customer inside the invoice
• Scroll the invoice Detail Pane and see there are different areas in it.
Inside the  invoice Detail pane (in Input view) , in the 'Customer' area (scroll if you 
don't see it) press the '+' button. A panel will slide out. The panel has different tabs, 
it is already with the Customer tab selected because you invoked it from the 
customer section.
• Inside the panel  select the different customer and select one, pressing 'Insert 

Customer' will insert these data inside the invoice.
• Press now the 'Close' button.
The invoice now has inside the data of the chosen customer
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Insert Items in a Invoice

• Inside the invoice Detail pane scroll down now to the items area, you can see 
there is a popup with 'Plain Item' and 'Tabled Item', select the 'Tabled Item' option

• You can see the area below will mutate in a table. Pressing the '+' under the table 
will slide out the panel, this time already selected on 'item' 
It will show all the items we previously inserted in our 'items' area, ready to be 
inserted.

• Select the item and quantity for any item and press the 'Insert Item' button for any 
item you need inside your invoice.

• When you have finished press 'Close'
Note that the application has upgraded as you insert new items  the total inside the 
invoice, tax included if you insert a % value for the tax
If you don't need one or both two Tax rows (according with your local regulation) you 
can select from the 'Settings' area to use or not the Tax 1 and Tax 2. 
All your invoices will be made according with this settings and tax calculation will 
consider also this in performing the total of the invoice.
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Bottom Notes

• The final touch to your invoice is to add a Bottom Note and if you need it a private 
note simply pressing the '+' button and selecting from the list.

• After that you can select above the invoice the tab to switch  from the 'Input' area 
to the 'Form' area to see how your invoice will be printed
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Standard Header and Footer

The upper part of the invoice in the 'Form' area can be customized with a text 
header and a picture.
Another text can be added as footer
All will be common to all your invoices form

They are usually used for company data and logo.

• Press 'Settings' and using the tabs insert a header, a company info and a bottom 
for your invoice.

• Close the Settings dialog
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Now the form will show your company data for any invoice in the document.
If you need to manage more than one company, simply use a separate document for 
any company you run with customized settings for any document.
In any document you can manage an unlimited number of customers, items, 
invoices and years of activity.
It is common to use one single document to manage all the invoices of a company 
for many years of invoicing. It is also useful if you use just one document, to have it 
automatically opened at startup

Experimenting with a demo document

Using a demo document with already data and various invoice inside already can 
help you to better understand how to work with Invoices

You can download it from our site.

To visit our site you can simply select ‘Web Site’ from inside Invoices, under the 
Help menu or also opening the Invoices About Box under the application menu.

When inside our site please visit the ‘Download’ section and look inside the 
download section for ‘Examples for Invoices’

Invoices User Guide  © 2007-2022 Ecleti - Roberto Panetta page 17



Invoices Reference
Introduction to Invoices

Invoices is a Cocoa native application for macOS designed to create, manage and 
print the invoice of your company
Invoices has a simple interface, is powerful and uses the last Apple technologies, as 
an example to manage the archive on disk it uses Apple Core Data based on the 
native SQL engine included with any Mac with MacOS.
You can trust Invoices and you can adopt it because is based on a rock solid and 
here to stay technology
Any data is stored on disk using the SQL technology inside MacOS.
Invoices manages all the data from the SQL file internally, you don't need to know 
SQL to use Invoices.
Invoices is easy and simple to use. it was realized with the final user in mind, all the 
complexity is managed internally, Invoices stores its internal data using the best 
technology available for data, thank to the incredible Core Data technology available 
in MacOS which brings SQL internally in the core of any Cocoa Mac software

Interface

Invoices is a document based application
You can manage and create as many documents as you like, also if you need often 
just one.
In any document Invoices let you manage an unlimited number of customers, 
invoices, items and data for an unlimited number of years of invoicing activity.

As in any other common Mac application, a document is associated with a file on 
disk. Inside this file are stored all the database tables Invoices uses to manage the 
data. 
In a document window there are four panes:
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The [upper-left] 'Focus Pane' let you select which content you can edit (as an 
example customers)
The [bottom-left] 'Filter Pane' let you restrict your view searching for particular 
content (as an example customers in Canada) or see statistical data.
The [upper-right] 'Table Pane' show a table with the content as specified in the 
previous two panes (as an example the list of all the customers in Canada)
The [bottom-right] 'Detail Pane' show the single element selected in the (upper-right) 
above area (one specific customer of in Canada) in details

The  [upper-right] 'Table Pane' and [bottom-right] 'Detail pane' are part of what is 
usually referred as a 'master and detail' interface (similar to the Mail.app Apple 
software to read your email).
If the [right] part is a master and details interface, the [left] part changes what the 
[right] master and details interface displays.

You can select from the [left] part what to focus on:

Invoices All the invoices inside your document
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Settings

Settings allows you to set:
Head  image for printed invoices

Customers All the customers data, used to insert a customer as the receiver 
of a new created invoice.
 
You need to create customers in advance, then you can create 
invoices using one of this customer

Plain items The text description of the good/service sold to the customer, 
ready to be inserted in a new created invoice
(for an invoice with single Plain Item)

You need to create plain items in advance, then you can create 
invoices using one of these plain items
You can also edit the description of goods and services directly 
inside a new created invoice

Tabled items Goods/services to be inserted in a new created invoice presenting 
a table data of items sold
(for an invoice with Tabled Items)

You need to create tabled items in advance, then you can create 
invoices using these tabled items with prices and total calculation

Bottom Notes Notes to be inserted in the bottom of the invoice, usually with 
payment method and other info you like to have in a invoice

You need to create plain items in advance, then you can create 
invoices using one of these plain items
You can also edit the description of goods and services directly 
inside a new created invoice

Private Notes Notes not visible inside the printed invoice, useful only for you and 
not for the customer receiving the invoice
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Header company data or common text:

Footer company data or common text:
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Invoices custom data:

Use or not the Tax ID # 1
Use or not the Tax ID # 2
Use Tax 1 in calculation of total
Use Tax 1 in calculation of total
The next invoice number
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Customer default data:

Item default value plus other data:

Position of object in the printed invoice (Form View )

The default invoice type (with plain or tabled items ) when a new invoice 
is created

Invoices User Guide  © 2007-2022 Ecleti - Roberto Panetta page 23



Useful to have labels in the correct position for invoice shipment via traditional mail 
services.

Type of invoice

Invoices application  let you create two different type of invoices. The difference is 
on how the good/services are inserted and listed inside the invoice and in how there 
are visualized inside the printed invoice.
You don't have to decide the type of the invoice before you create it, you can 
change an invoice from one type to the other as long as you delete the previous 
goods description inside that invoice.

The two type of invoice (regarding how goods are managed) are:

• Tabled Item Invoice (an item per row inside the invoice)
• Plain Item Invoice (a single long text description of goods and service)

These two type are alternative.
For any invoice you can choose which one to use.

You can have inside a document invoices using different methods.
You just can’t have both method for the same single invoice 

If goods/service  are inserted using one type inside an invoice, the invoice 
type can be switched to the other one if you don’t remove goods/services 
listed inside the invoice.
This is a feature, not a limitation, to prevent you changing type of invoice in 
an invoice with previous goods/services disappearing because you switched  
type and visualization!
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In the list of the invoices you have inside your document the invoices are 
listed together regardless of their type (Plain Item or Tabled Items)

In the invoice table an icon visualize the kind of goods inserted (Plain Item or 
Tabled Items)

The tabled item invoice type

An invoice with tabled items has a table containing many items presented row by 
row.
The items are inserted from the tabled Items database, total amount of the invoice is 
calculated by the software

To revert to a 'Plain Item Invoice' you need to delete all the items previously inserted 
in the invoice and select the popup to change from 'Tabled Items' to 'Plain Item’

When the table is not empty the popup to change invoice type will be grayed out.
Deleting all the entries will enable the popup menu
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When in ‘invoice form mode’ , or printed, the invoice will show the items in a tabular 
format

The plain item invoice type

An invoice with a plain item description has simply unique text field where you can 
type the text you like describing the goods and services sold (you can also insert it 
from the Plain Items already available)
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Total of the invoice is inserted manually
To revert to a 'Tabled Item Invoice' you need to delete all the text inside the related 
field and select the popup to change from 'Plain Item' to 'Tabled Items'

When printed the invoice will show the invoice with a textual description of goods 
and services in the invoice

As when in tabular mode, also when in plain text mode, to change type of invoice to 
tabular one to insert tabled items, it is not possible to change invoice type if the text 
area contains text.

When the text area for goods/services is not empty the popup to change invoice 
type will be grayed out.
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Deleting all the text inside the area will enable the popup menu

Invoice with Plain Item will display when in Invoice form view or when printed it’s 
Goods/Services inside a text area as inserted

 

Customer View

To work with the customer list inside your document select 'Customers' from the 
[upper-left] Selection Pane
To add a new customer use the toolbar command or the '+' button below the 
customer Table Pane in the [top] [left] area
To edit a customer simply modify its data in the fields in the Details Pane
After that  all the customers in the document will be ready to be inserted as receiver 
of any new created invoice
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Customers Import

Customers can be imported inside Invoices from other sources using standard 
formats.
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Selecting ‘Import Customers’  you will select which file to import in the successive 
dialog and where to import  each field using a popup menu associated to each file to 
import.

Pressing import will import the data inside the internal Customers records ready to 
be used.

File to import can be in TSV (tab separated values) or CSV (comma separated 
values)

Invoices can manage in an automatic way different encoding, also from Microsoft 
Windows.

Customers Export

Customers can be also exported using standard format.

Select Export from the popup button then you just need to specify which fields to 
export and the format to use.
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You have many formats available.

• Tab Separated Value
• Comma Separated value with Quotes
• Comma Separated value no Quotes
• HTML table
• HTML Page with Table 

It is even available a custom format to use where you can specify almost all 
regarding the format layout to use to export

Exported customers can be used in any application able to handle and import data 
in these standard formats
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Plain items view

To work with the plain items inside your document select 'Plain Items' from the 
[upper-left] Focus Pane
To add a plain item use the toolbar command or the '+' button below the Table Pane
To edit a plain item simply modify its data in the fields in the Details Pane
After that  all the plain items in the document will be ready to be inserted as the 
good/service  of any new created invoice with just a click.
Note that the the item is  copied inside an invoice, not linked.
This feature allow to maintain an invoice at the state it was also if you change the 
item description at later inside the items section of the document.
This is correct because an invoice it’s a static item, not subject to change, after you 
created it, printed it and sent it to your customer.

Tabled items view

To work with the tabled items inside your document select 'Tabled Items' from the 
[upper-left] pane
To add a tabled item use the toolbar command or the '+' button below the  table area
To edit a plain item simply modify its data in the fields
After that  all the plain items in the document will be ready to be inserted as the 
good/service  of any new created invoice
Note that the the item is  copied inside an invoice, not linked.
This feature maintains an invoice at the state it was also if you change the tabled 
item description and price at later inside the tabled items section of the document.
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Tabled item import

Tabled items can be imported inside Invoices from other sources using standard 
formats.

Selecting ‘Import’  from the popup button at the bottom of the tabled items list , then 
you will select which file to import in the successive dialog and where to import  
each field using a popup menu associated to each file to import.

Pressing import will import the data inside the internal tabled Items records ready to 
be used.

File to import can be in TSV (tab separated values) or CSV (comma separated 
values)

Invoices can manage in an automatic way different encoding, also from Microsoft 
Windows.
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Tabled Item Export

Tabled Items can be also exported using standard format.

Selecting ‘Export’  from the popup button at the bottom of the tabled items list , then 
you just need to specify which fields to export and the format to use.

You have many formats available.
It is even available a custom format to use where you can specify almost all 
regarding the format layout to use to export
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Exported tabled items can be used in any application able to handle and import data 
in these standard formats

Bottom notes and private notes view

Select it from the [upper-left] pane
Add using '+' from the toolbar or below the table end further edit them if you need.
Also these are copied when inserted inside an invoice
This feature maintains an invoice at the state it was also if you change the used 
note at later inside the notes section of the document. 

Invoices User Guide  © 2007-2022 Ecleti - Roberto Panetta page 35



Creating and editing invoice

Select 'Invoice' from the [upper-left] Selection Pane
To add a new invoice use the toolbar command or the '+' button below the  Table 
Pane [upper-right]

Editing invoice content

Any invoice is edited form the Invoice input section
To access the Invoice input section select Invoice form the upper left list

then select the input view from the ‘Input View/Form View’ switch buttons located on 
the bottom right part of the invoice list.

When in the Input View area, you can edit a new created invoice

Note that if an invoice is locked you need to click back the lock to unlock it to edit it 
again

The lock will change it’s state
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The Invoice Input Area is divided in sections

In an invoice section you can insert content:

- editing it directly in place 
or 
- using the data you inserted in other 'sections' of the document

When you select 'Invoices' from the [upper-left] Focus Pane in the [upper-right] table 
you see all the the invoices in your document (or a restricted set if you used a 
search set in the bottom-left).
The selected one in the table is displayed in the [bottom-right] Detail Pane
The Invoice can be visualized in two ways:

- Input
- Form

In the 'Input' method you can edit the invoice, 
in the ‘Form’ you see the invoice as it will be printed

You can switch from  the two mode pressing the buttons at any time

When in ‘Input Mode’ pressing the '+' button in the various sections
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will open a panel that let you insert content inside the invoice from pre-realized 
content inside the various list of the documents
• Customers
• Plain Items
• Tabled Items
• Bottom Notes
• Private Notes

The insertion is realized via a Panel sheet with different tabs
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Note that when you select a different tab in the dialog panel, the input area in the 
below main window will scroll to show the relative ara that will receive the input if 
you press ‘Insert’
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Invoice Input Sections 

We now examine the various sections of the invoice and how to fill them with 
required data when after creating a new invoice.

Num and Date section

In the invoice input area we find the Num and Date section to insert a unique 
number identifying your invoice and it’s date

When you create a new invoice it is set with the current date. You can change it 
after creation
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It gets also a sequential number. Any time an invoice is created the sequential 
number is incremented.
You can change the current sequential number (used to create the next new invoice 
adding +1) in the document settings.

At any year change the sequential number is rested to one.

Invoices manages to create in that way uniques year/serial number series as many 
country states requires to univocally identify invoices over time.

You can also manually insert an order number and a track number to be indicated in 
the invoice for you and your customer convenience.

Customer Section

The customer section contains the date of the customer receiving your invoice.
You can’t edit it directly inside the customer section.
You can only insert a customer you already have inserted inside your Customer list

Inserting a pre-made customer inside the customer section of an 
invoice

To insert a customer already in the list simply press the ‘+’ button at the bottom of 
the Customer section.
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Inside the customers dialog you can search for a particular customer using the 
upper search field inside the dialog
The content of the list will be filtered out according to the search field.
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To insert a customer inside the current invoice select it and press ‘Insert Customer’

Customer data are copied inside an invoice, not linked.
Further changes in the customer are to this customer are not mirrored inside the 
invoice using this customer. So the invoice maintains it’s state over time also if you 
update the database used to input its values

Goods and Services section

Goods and Services section is probably the more complex section.
It contains the description of the goods and service you sell
In this section the first step is to select the type of representation for this invoice of 
goods/services you sell (via a popup button inside the section)

You can have a plain description or a tabular description
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In case of the plain description you will have a text area where you can click your 
cursor and insert the description of the invoice manually 
or 
insert it from pre-created from the list of the ‘Plain Items’ you have inside your 
document (see below Insert a Plain Item)

If you select from the popup button Tabled Items, you can only insert from a list of 
pre-created Tabled Items

In the case of tabled items you can add and remove elements using the buttons at 
the bottom of the table.
If you use tabled Items to insert goods/services total amount will be updated 
according to the price and quantity of the items inserted.

In case of Plain Items, the total amount of the invoice is left untouched and you have 
to insert it manually.
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If you want to change the invoice form tabled Items to plain item, you have to cancel 
the previous inserted items or text.

Inserting a pre-made plain item inside the goods and service 
section of an invoice

To insert a plain item inside the goods and service section you need to press the ‘+’ 
button at the bottom of that section

You can insert a plain item only according with your selection in the 'Invoice Type' 
popup (inside the 'Invoice Input View')
To change the selection in the 'Invoice Type' popup you need to empty the items 
already inserted in the invoice if any.

Plain item  data are copied inside an invoice, not linked.
Further changes in the item are not mirrored inside the invoice using this item. So 
the invoice maintains it’s state over time also if you update the database used to 
input its values
You can change the plain note of an invoice editing it directly inside the invoice

You can use the upper search field to filter in the list the content of the plain items to 
insert
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Inserting a pre-made tabled Item inside the goods and service 
section of an invoice

You can insert tabled items in an invoice of ‘Tabled Items’ type.
You can insert tabled items pressing the ‘+’ button at the bottom of the section table

Tabled items  data are copied inside an invoice, not linked.
Further changes in the items are not mirrored inside the invoice using these items. 
So the invoice maintains it’s state over time also if you update the database used to 
input its values

Note that the input dialog as a bottom area where you can change values on the fly 
before inserting them
Invoices will display the default values.
You can adjust Sell price, Quantity and discount for any item before inserting it.

You can use the filter area to filter the content inside the item list to better search 
items to insert.
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After insertion of tabled item they can be modified inside the item table of the invoice

You can modify the values double clicking them directly inside the table in the 
invoice input area

This to give you the needed flexibility to manipulate your input

The Amount section

The amount section is probably the probably most important section because there 
are specified the money involved with the invoice, and after all this is what an 
invoice is about.
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In case of goods and services specified as plain text you have to manually insert the 
total, even if you inserted the item from the pre-available text item list.

In case of tabled items the total amount is automatically calculated by Invoices in 
accordance of price and quantity of any item inserted in the invoice table.

The Amount section has also 2 optionally available rows for taxes (it depends of 
your country/state rules if you need to use it or not)  You can enable or disable them 
in the ‘Document Settings’
If you use them a percentage over the Partial Amount will be calculated and added 
to the total

You can insert that percentage manually for every invoices.

or you can use to have a default percentage automatically inserted for any new 
invoices

or you can also associate a percentage to insert for any invoice for any customer 
(inserting a customer will automatically set the percentage in the invoice)
This last feature is useful when you have different tax applied to customer in your 
country or outside (almost always for business customer in Europe as example if 
they are in your country or not and you need to apply in the latest case 0% VAT)

The Bottom Note section

The bottom note will be displayed at the bottom of the printed invoice.
It is typically used for instruction of payment or other note you may like to add to 
your invoices
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Inserting a pre-made bottom note in the bottom note section of an 
invoice

You can insert it directly editing it or inserting a pre-created one from the list 
pressing the ‘+’ button at the bottom of the area

To insert a bottom note select it and press the ‘Insert Bottom Note’ button

You can use the filter area to filter the content inside the item list to better search 
bottom notes to insert.
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Notes data are copied inside an invoice, not linked.
If a note is changed in the list, the content of notes previously inserted inside the 
invoices will not change.

You can change the note area of an invoice editing it directly inside the invoice also 
after having it inserted via pre-made values

The Payment section

The payment section shows the effective payment date.
You can set and change it at any time and specify an invoice as paid.
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The Private Note section

The private note will not be displayed inside the printed invoice.
It is a private note the customer receiving the invoice will never see

You can insert it directly editing it or inserting a pre-created one from the list 
pressing the ‘+’ button at the bottom of the area

All very similar to the Bottom Notes
The difference is private note are not visualized inside the invoice in the Invoice 
Form and they will never be printed inside the invoice you prepare for your 
customers.

Inserting a pre-made private note inside the private note section 
of an invoice

Inserting a private Note is similar to inserting a Bottom Note

Private notes data are copied inside an invoice, not linked.
If a note is changed in the list, the content of private notes previously inserted inside 
the invoices will not change.

You can change the private  note of an invoice editing it directly inside the invoice 
also after having it inserted via pre-made values
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Recap of values you can edit directly inside the Invoice

Directly inside the invoice 'Input' pane you can also edit or change after insertion:

An invoice can be Locked clicking the Lock symbol.
This to prevent unwanted modification in invoice already printed and sent to the 
customer

If you need to modify an invoice you need to unlock it if it is locked.

Maximum effect with minimum effort in inserting data inside a 
newly created  invoice

To insert and fill all the section of an invoice you don’t need to click in any invoice 
section ‘+’ button and insert content from the dialog then close then click again ‘+’ in 
another section and reopen.

You can open one time only the insert dialog and then change tab

The number and the date of the invoice
Order N. and Track N.

Add and modify a Plain Item (goods and services in the invoice if of 'Plain Item' 
type)
Modify a tabled Item inserted in the invoice (Quantity and discount in the invoice if 
of 'Tabled Item' type)
Switch the invoice type from ‘Plain Item’ to ‘Tabled Items’ and vice-versa selecting 
the popup button.
If any content is already inserted in the ‘Items’ area you need to empty it before 
switching type.
Currency indicator
Total of the invoice ( if of 'Plain Item' type)
Tax applied to the invoice
Add and modify Bottom Note
Add and modify Private note
Edit the payed status and the 'Payment Date'
Due payment date
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When you change tab the view of the invoice input scrolls to show you the area that 
will receive the input in case you press ‘Insert’
So you can add Customer, Items, Bottom Note and Private Note in a single 
operation with just 4+4 clicks inside the same dialog and see in the window in the 
background the data entering the fields, as you click.

Toolbar

Invoices uses a standard Toolbar in the upper part of the window. It acts as any 
standard toolbar in a Cocoa modern Mac application. You can customize the toolbar 
in the standard way. Right Click or Control-Click on the toolbar and select 
"Customize Toolbar…"

Filtering content in the various views

When a view is selected in the [upper left] Selection Pane, using the controls below, 
in the [bottom left] Filter Pane the user can filter the elements that will be displayed 
in the Table Pane [upper-right]

For the invoices view you will also see total of the filtered invoices.
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Visualizing the Invoice in ‘Preview’ mode

The Preview mode shows the invoice in it’s final state as it will be printed to be sent 
to your customers

To select the form mode:
Select the invoice View on the left
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then select the preview mode in the bottom right part of the invoice list

The form mode will be visualized:
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You can zoom in or out using the two buttons at the right bottom of the invoice list 
near the ‘Form mode’ button (or from the toolbar)

As you can see all the data inserted in input mode is visualized inside the invoice 
form

Printing an invoice

Remember, that you need to select from the ‘Page Setup’ command under the File 
menu the page size you need.
Currently are supported the following format:

• A4
• USA Letter
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To print an invoice simply select the invoice you like to print from the invoice list then 
select Print from the File menu.

Exporting an invoice as PDF on disk

To export an invoice as PDF on disk select
‘Export to PDF’ under the file menu

a save dialog will open proposing a custom name deviated from the name of the 
document and the invoice used to export
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The way the proposed name is builded can be changed in the preferences under 
the ‘Advanced’ tab:

Predefined tag are available to use various values:

#N : Number of invoices (with or without leading zeroes) - example 003
#YY : Long Year - example: 2018
#Y : Short  Year (last 2 digits) - example: 18
#M : Month - example: 06
#D : Day of month - example : 15
#T : Name of the document (without extension)

plus some pre-made composited file name  already built

In the lower part you get an example of the result you get with the title you built.

You can also create PDF file form the print dialog as in any application with print 
available.
In that case pre-built title will not be available.

Dark Appearance Mode

This application is also fully compatible with Light and Dark Appearance Mode.
You can switch at any time from one mode to another
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Preferences

General

Specify the action to do at startup
• Standard Behavior to use auto-resume and all the latest features of MacOS
• ‘Open Dialog if No Resume’ to have the Open dialog opened if there are no files 

to auto-resume
• Open Dialog Always to have the open dialog opened at startup in any case
• Open Selected Document to have the selected document opened in any case
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At any successive relaunch Invoices will execute the option selected.
The additional 3 buttons at the foot of the edit field let you:
• Show in the finder the selected file
• Test open the selected file as it will be done at the next application launch
• Clear the selection

Label

Specify the label to be used inside the invoices in the ‘Input’ area and in the ‘Form’ 
area
This let you create, print and send to your customers invoices containing only text 
written in your own language (all the written text inside your invoices is customizable 
with the labels you like in the way and language you like)

This area in the preferences is divided in two zones (using a tab control)
The ‘Generic’ labels and the ‘Tabled Items’ label, used in the invoice using the 
‘Tabled Items’ format for the goods an services description inside the invoice
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Format

This area let you specify the default currency used in your invoices, number format 
with decimal precision for currency values, decimal precision for percentage, date 
format and format used for invoices ID (year-number) to identify in a unique way any 
invoice.

Format

In the advanced tab  you can specify how the suggested title for PDF to create 
exporting invoices is built
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Please see above the ‘Export an Invoice as PDF to Disk’ section  for more details

Update

If you get it from the Apple App Store:

Update section is not available in the App Store Release (if you purchased via the 
App Store, to obtain an update use the App Store Update function) 

If you downloaded it from our site:

The download release of Invoices can inform you if an update is available.
The application will check no more then once a day.

If you download the upgrade, you need to install it.
A common error is to download an upgrade and install it maintaining the old 
application somewhere on the hard disk.
Then using to open the documents sometime the old application and sometime the 
new one. This cause some problems*. To avoid it simply install your application in 
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the place dedicated to it, the Application folder. When you install an update on the 
standard Application folder, the system will ask if you want to replace the old one 
with the new, answering yes will install the new one replacing the old.

*If the application says the document you are trying to open was created with a newer 
version of the application, probably you have two different release of the application on your 
Hard Disk and you are trying to open a document with the older version after having 
modified the document with the new one. When you receive a similar message open the 
about box inside the application and see if you are running the last release. In case 
download it, install it and USE it!

Help

Invoices provides under the Help menu this User Guide in PDF format. It is enough 
to select the command to open it.
Under the help menu use the ‘Web Site’ command to access our site and download 
the very last version of Invoices and, if you like, other software for Mac we make.

Support
 
You can also obtain support using the ‘Support Email...’ command.
An email will be prepared using your email client with the correct address to send to.
Yes, we answer to your emails.

Invoices is a commercial application

If you get it from the Apple App Store:
In case of the App Store release a license is already included with your App Store 
purchase and you don’t need to buy a license 

If you downloaded it from our site:
You can use our software for a test period of 10 days
After that you are required to buy a license to be legally authorized to continue to 
use our software

Licensing Invoices

If you get it from the Apple App Store:
In case of the App Store release a license If you purchased the App Store release, a 
license is already included with your App Store purchase and you don’t need to buy 
another license 

If you downloaded it from our site:
If you are using the download version from our site, you can buy a license to use our 
software using the ‘Buy License’ command under the Help menu.
You will open in your browser our license web page on our web site 
From there you can buy a license to use the application using one of the payment 
service we provide. It easy, fast, and secure and all most important form of payment 
are accepted.
We carefully selected or international reseller to be sure the buying experience for 
our customer will be as best as possible and without any problems.
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After purchase you will receive from Tension Software a license email containing 
your full license code
Open the License dialog with the command ‘license’ under the ‘Invoices’ menu and 
insert your license code. The software will become fully licensed and fully enabled 
for future use.

Name and license code are remembered by the program and don’t need to be re-
inserted at successive launches.
In case you move on a new Mac you need to re-insert your name and license
The license is valid for a single Macintosh. You can purchase for two Mac as long as 
they are not used at the same time, as example a desktop and a laptop used by the 
same user.

App Store Feedback
 
If you like this application please put a feedback on the App Store. It is very 
important to us. Thank you.

About Tension Software and Ecleti

All the software asset by Tension Software is now under Ecleti 
New company name but still the same owner and main developer (Roberto Panetta)
So for the users nothing changes. We provide the same software and the services. 
All the user licenses are valid and assistance is provided as before to all our users.
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