' oQ t Getting started with Invoice Ninja v5

Getting Started with

Presented by Infiniroot
Guide version 1.7 / January 2025
This guide covers Invoice Ninja v5.

What is Invoice Ninja?
What are the costs for Invoice Ninja?
Where can | get Invoice Ninja?
Account Login
Before starting: Adjust Settings
Settings: Enter Company details
Settings: Localization
Settings: Tax Rates
Advanced Settings: Invoice Numbering/Counter
Advanced Settings: Custom Fields
Advanced Settings: Email Settings
Advanced Settings: Additional Users
Invoice Design
Select a Design
Invoice Fields
Swiss QR-Bill design
Working with Invoice Ninja
Creating a Customer (Client)
Creating an invoice
Creating a recurring invoice
Enter a payment
Using Products
Creating a quote
Working with Projects and Tasks
Working with the React Web App
Special topics: How can | solve this... ?
Mark an invoice as unpaid
Reminders are not sent
Enable passwords for clients
Enable elnvoicing
Entering a “pre-payment”
Enable “Dark Mode”

O ©W o NOO S~ WDNDND


https://www.infiniroot.com

' oQ t Getting started with Invoice Ninja v5

What is Invoice Ninja?

Invoice Ninja is an application for creating and managing your own invoices. If you run
a company, you send invoices for your goods or services. This is where Invoice Ninja helps
you: Creating invoices, managing customers, tracking time with tasks, etc.

As it runs on a (web) server, the application is launched in your web-browser, such as
Firefox, Chrome, Edge, Safari or any other browser.

What are the costs for Invoice Ninja?

Invoice Ninja is a so-called Open Source application. The code itself is free. However
infrastructure (server) costs are invoiced by the hosting provider. There is also a so-called
“Whitelabel” license fee. This license removes the Invoice Ninja logo from the created
invoices - your invoices look more professional this way.

The Whitelabel license is an annual fee of $30 (as of writing this guide). In the Infiniroot
managed Invoice Ninja offer, this license is already included in the infrastructure costs.

Where can | get Invoice Ninja?
There are a couple of different options.
You can download (www.invoiceninja.org) and install Invoice Ninja on your own web-server if

you have one. This “self-hosted” way of running Invoice Ninja requires technical knowledge
and understanding how to (securely) run a web server.

You can also use the existing “Invoice Ninja as a service” from www.invoiceninja.com. Or
you can combine the application with a dedicated managed server for more performance,
additional security, data privacy (Server location Switzerland) and your own domain (e.g.

invoice.mydomain.com) on www.infiniroot.com.



http://www.invoiceninja.org
http://www.invoiceninja.com
http://www.infiniroot.com
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Account Login

Once you have received your login credentials, open your web-browser and enter the URL
(web address) mentioned in the login information.

| @ Invoice Ninja x| + v

<« @ @ httpsyfinvoice.infiniroot.com/#/ ' & O @

@InvoiceNinJa

Email
Password
2FA - One Time Password (Optional)

Secret (Optional)

Login with email

& Recover Password & Linux App

Enter the email address and the password. These access credentials are part of the e-mail,
once your server is ready.

Note: For security reasons you should change the password after your first login.

After successfully logged in, you are seeing the “Dashboard”. This is an overview of all
invoices and payments over the last period (by default the last 30 days).

Infiniroot GmbH ~ ~ Overview  Activity  System Logs Search Company Q o) Invoices  Payments  Quotes  Tasks  Expenses X

Dashboard

Q < > Feb25-Mar27 ~ Gross ~ Upcoming Invoices (1)

A% Clients @
@  Products @ Invoices 2
B Invoices @
Recurring Invoices ® Active Outstanding

396.34 CHF 396.34 CHF
@  Payments @
B Quotes @
B Credits @ = Current = Previous
@ Pojects @ 400
© Tesks @

200
B2 Vendors @
B Expenses @ N Past Due Invoices

Feb28 Mar 6 1 15 1 4
Recurring Expenses  (®
[~  Reports Average: 396.34 CHF
% Settings
Payments

On the left side you see the “navigation”, in which you can change into a certain section.
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Before starting: Adjust Settings

Settings: Enter Company details

Before you can start creating invoices, you first need to enter some basic information about
your own company and your company logo. This information will be shown on the invoices.

In the Navigation, select Settings, then under “Company Details” enter the relevant
information about your own company.

Infiniroot GmbH ~ ~ - Search Settings Q Company Details Cancel Save

e— o [ Details  Address  Logo  Defaults  Documents

2% Clients ® B Company Details

@ Products @ o User Details \\‘;(V\V;wooi GmbH *
B Invoices ® @  Localization 1D Number

Recurring Invoices ® & Online Payments /AT Number

& Payments ® % TaxSettings ez :
B Quotes ® @  Product Settings hitps /wwwinfiniroot com <
B Credits (€] ©  TaskSettings (mmng@mﬁmmot com *
@ Pojecs @ B Expense Settings Phone

© Tsks ® £ Workflow Settings

B Vendors @ 1, Import| Export E
B Expenses ® O Device Settings

Recuring Expenses @) O Account Management size

< s Advanced Settings

o s Industry

o Invoice Design

Make sure you don’t forget to enter the address information, which can be found in the tab
“Address” next to “Details.

Company Details

Details Address Logo Defaults Documents

Street

Im Loo 9 X
Apt/Suite

City

Bettwiesen X
State/Province

Postal Code %
9553

Country %

Switzerland

Your company logo can be uploaded in the “Logo” tab. The logo size will automatically be
adjusted on the final invoice.

Unter the “Defaults” tab, you can define the defaults for invoices:
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Company Details Cancel Save

Details Address Logo Defaults Documents

ALto B
off o

Payment Type
Bank Transfer

voice Payment Terms
Net 30 -

Net 14 -

Auto Bill: Automatically charge your customers from their selected payment method. For
example if you accept payments with a Credit Card, the customer’s credit card will be
automatically charged. By default, Auto Bill setting is disabled (off).

Payment Type: The way you prefer your invoices to be paid. If you don’t intend to use
online payments (such as Credit Cards or Online Payment Services such as Google Pay or
Apple Pay), select Bank Transfer.

Invoice Payment Terms: The default time after which you expect a payment of an invoice.
Widely used options are “Net 10” or “Net 30”.

Quote Valid Until: The default time how long a quote is deemed valid.
Note that all these settings can be adjusted and overwritten for each client.

Further down on this page you can add texts, which should appear by default on invoices
and quotes (unless overwritten in an invoice or quote):

Invoice Terms: Define the default terms of an invoice.

Invoice Footer: Default text to appear at the bottom of an invoice page.
Quote Terms: Define the default terms of a quote.

Quote: Footer: Default text to appear at the bottom of a quote page.

The terms and footers appear below any Public Notes attached to your documents.

These make great places to set stock disclaimers or clauses, to clarify policies about liability
and responsibility up front and in print on every document.
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Settings: Localization

Invoice Ninja’s default setting is set to be using US Dollar as currency. To adjust the default
settings to your own country, click on “Settings” in the Navigation, then on “Localization”.

This allows you to change the currency, the language of Invoice Ninja and other date and
time related settings:

Localization

Settings Custom Labels

Currency
Swiss Franc X

Currency Format

(O Symbol: 1'000.00 CHF (@) Code: 1'000.00 CHF

Language
o X

English Help Translate
Timezone
Europe/Berlin X
Date Format
31/Jan/2000 .
Military Time
o 24 Hour Display .
€)  Decimal Comma ]

Use comma as decimal place in forms

First Month of the Year
January -
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Settings: Tax Rates

Most countries use tax rates on products and services (VAT - Value Added Tax), invoiced to
customers. If your company is also subject to VAT, you can add a tax rate in the settings.
In the navigation, click on “Settings”, then on “Tax Rates”.

The default settings define how many invoice rates you might need to add to your invoice
(Invoice Tax Rates). You might need to use multiple rates for different kinds of goods (e.g.
food), depending on your country’s laws.

You also have the possibility to display a tax rate for each product/item in the invoice by
enabling Item Tax Rates.

You need to decide what type of Tax Rates you want to manage:

Exclusive (default): All the products of your invoice are calculated together to a sum. To
this sum, the tax rate is added. Typically the calculation would be: Total = Product(s) +
Taxes. This option applies to most countries and companies.

Inclusive: All the prices of your invoice already contain the tax rate. Invoice Ninja will
then subtract the tax rate from the total sum of the invoice, to specifically show the amount of
taxes applied to the invoice.

Tax Settings Cancel Save

voice Tax Rates

One Tax Rate -

tem Tax Rates

Disabled -

Inclusive Taxes

Exclusive: 100 + 10% =100 + 10

Inclusive: 100 + 10% =90.91 + 9.09

Default Tax Rate

a CONFIGURE RATES

To add a tax rate, click on the blue “Configure Rates” button, then click on the Plus (+) Icon.
Enter the name of the tax rate (here: VAT) and enter the percent amount (here: 7.7):

New Tax Rate Back Save

Mame
VAT

Rate

77

Then click on Save.
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Advanced Settings: Invoice Numbering/Counter

By default, the invoice numbers are created by a counter. The first invoice would be “Invoice
#0001”, the second “#0002” and so on. This might suit a lot of companies, but others might
want to create a specific invoice number.

Generated Numbers

Settings Clients Invoices Recurring Invoices Payments Quotes Credits Projects Tasks Vendors Expenses

Number Padding

0001 -

Generate Number

When Saved -

Recurring Prefix

FD Shared Invoice/Quote Counter )

FD Shared Invoice/Credit Counter ]
Reset Counter
Never v

To change the invoice numbering, click on “Settings” in the navigation, then click on
“Generated Numbers”. This section defines how invoice numbers (and numbers for quotes
and clients) are created.

By using the “Number Pattern” field, specific information, such as customer number or date
information can be added into the invoice number:

Generated Numbers

Settings Clients Invoices Recurring Invoices Payments Quotes Credits Projects Tasks Vendors Expenses

Mumber Pattern %
{Syear}-{Sclient_number}-{$client_counter}

Number Counter
X

With this example ({$year}-{$client_number}-{$client_counter}), the invoice number would
be: “2022-0001-0001” where 2022 is the current year, “0001” the customer ID (with the
“‘Number Padding” settings) , and the final “0001” the invoice ID (per customer), also
formatted with the “Number Padding” settings.

The same or different counter settings can also be used for other types of fields, e.g. for
Quotes.
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Advanced Settings: Custom Fields

Invoice Ninja allows to create four custom fields in different categories:

- Company

- Clients (Customers)
- Products

- Invoices

- Payments

- Projects

- Tasks

- Vendors

- Expenses

- Users

Under most circumstances, custom fields are not necessary. However they can be helpful to
add specific information into an invoice, which is not part of the default information.

To create custom fields, select “Settings” in the navigation, then click on “Custom Fields”.
As a practical example, a customer of yours might have been acquired by a specific

employee or has a specific employee as reference person. A custom field can be created for
this purpose:

Custom Fields

Company Clients Products Invoices Payments Projects Tasks Vendors Expenses Users

Client Field Field Type

Reference / Contact X Single-line text v
Client Field FS|r|1|g_lepllne text M
Client Field FS|r|1|g_lepllne text M
Client Field FS|r|1|g_lepllne text M

After a click on “Save”, this custom client field “Reference / Contact.” can then be selected to
be shown in the Invoice Design under Invoice Fields.
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Advanced Settings: Email Settings

You might want to define a specific sender e-mail address for e-mails sent from Invoice
Ninja. You can configure this under the “Email Settings”.

Email Settings Cancel Save

From MName %
nfiniroot Invoice Ninja

Reply-To Name e
invoicing@infiniroot.com

Reply-To Email

BCC Email

Send Time -
Email Design

Light -

Email Signature

&  Attach PDF
5  Attach Documents

<[> Attach UBL

Besides setting the sender name, the e-mail settings also allow to enable “Attach PDF” and
“Attach Documents”. With this setting enabled, invoices or quotes are directly attached to the
e-mail (besides the link to view the PDF in Invoice Ninja’s customer portal).

Update August 2024: Since Invoice Ninja v5.8.26 (released in Q1 2024), the SMTP settings
(SMTP Hostname, Username, efc) can be edited in the Ul again.
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Advanced Settings: Additional Users

If your company has a decent size, you might have multiple employees working for you and
handling invoices. For this purpose multiple users can be created.

To create a new user, click on “Settings” in the navigation, then click on “User Management”.
With a click on the Plus-lcon, a new user can be created:

The first tab contains general information about the additional user, including the e-mail
address. This will be used as login username.

New User Back

Motifications Permissions

First Mame

Sandra X
Last Name

Meier X
Emnail X
sandra@example.com|

Phone

Besides the basic information used for login, the new user can be granted specific
notifications and permission inside Invoice Ninja. For example if the additional user should
only receive notifications concerning invoices and quotes created from this user, change “All
records” to “Owned by user”:

New User Back Save

Details Motifications Permissions

Email

All Events @ Owned by user -

The permissions allow to fine-tune what a user can do in which category.

For example if the additional user is only able to view and edit existing information but
cannot create new invoices or customers, only select the view and edit columns.

If the additional user should have full administrative rights, toggle the “Administrator” button.
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New User Back

Details Motifications Permissions

Administrator »
Allow user to manage users, change settings and modify all records

Create View Edit
Al O
Client
Product
Invoice
Payment

<
<

Recurring Inveoice

O O0o0o0o0o0o0o0ooaoad
<]
<]

Quote

Credit
Project
Task
Vendor
Expense
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Invoice Design

Select a Design

Invoice Ninja offers a couple of pre-defined designs. By default, the “Clean” invoice design is
selected. Each design can be customized and own designs can be added using HTML and
CSS coding.

The “General Settings” tab contains the default Invoice and Quote Design (which can also
be overwritten in each invoice or quote). Compared to Invoice Ninja v4, Invoice Ninja v5 now
also supports both Portrait and Landscape page layouts. The page size defaults to the
common A4 format, but can easily be adjusted here.

Invoice Design

General Settings Client Details Company Details Company Address Invoice Details Quote Details Credit Details Product Colt

¢ CUSTOMIZE & PREVIEW

nvoice Design

Modern -

Quote Design

Clean -

Credit Design
Clean -

Page Layout

Portrait -

Page Size
Ad -

Font Size

6 -

Default font colors and sizes can be defined just below:

Primary Fant

Roboto x Learn More
Roboto X
S _—
—
Empty Columns

@ Show O Hide

To preview and customize a design, click on the “Customize & Preview” button.

¢ CUSTOMIZE & PREVIEW

Then click on the “Plus”-Icon and select a design (here “Bold”) to see a preview.
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New Design
= © v
Settings Body Header Footer Includes o Q 1 [foig +  Automatic Zoom &0 h»
Name
Desigr
Bold -
HTML Mode
Preview updates faster but is less accurate
FAKTURA
[ view pocs o CHF 107
ACME Inc Uc lob CHF 107.70
Fake Tunnel Street 3
- - N Toon Town 2900
Invoice Client Contact Company
Schweiz
Samount
Beskrivelse Enhedspris Stk. Sum

In the Body / Header / Footer / Includes tabs the selected design can be adjusted to specific
needs. For example to add the invoice number ($number) behind the “FAKTURA” title:

New Design Back Save

| Q 1| 0of1 — |+ AutomaticZoom v SN »

Settings ~ Body  Header  Footer Includes

<div id="body">
<table id="spacer-table” cellspacing="0">
<thead>
<tr>
<tdx
<div id="header-spacer"></div>
</td>
</tr>
</thead>
<thody>
<tr>
<td>
<div class="client-entity-wrapper">
divcl aecliant. laftcida:

FAKTURA 2022-0001-0001

I <h4 class="entity-label">$entity_label Snumberk/h4> I
T

= e e eTas  CeS e O oo dh Fake Tunnel Street 3

</div> ‘Toon Town 2300
Schweiz

<div class="entity-details-wrapper-right-side">
<div class="entity-details-wrapper">
<table id="entity-details" dir="$dir’></table>

</div>
</div> Beskrivelse Enhedspris stk. Sum
</div=
<table id="product-table’ cellspacing="0" data-ref="table"></table> Test CHF 100.00 1 CHF 100.00

The most common variables are listed under the “Settings” tab. A larger list of available
variables can be found on https://invoiceninja.github.io/docs/custom-fields/.

Do not forget to save your changes of the design with a new design name. You can then use
the new design name as default design for invoices or quotes.


https://invoiceninja.github.io/docs/custom-fields/
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Invoice Fields

To change what kind of information should appear in an invoice, click on “Settings” in the
navigation, then click on “Invoice Design”. The tabs behind “General Settings” contain the
fields which should be shown in each section.

Fields can be removed (black cross icon), changed in position (pull the horizontal lines) or
new fields added (Add Field).

Invoice Design

General Settings Client Details Company Details Company Address Invoice Details Quote Details Credit Details Product Cof

Add Field -
X Name =
X Street =
X Apt/Suite =

X City/State/Postal =

X Country =

Invoice Design Cancel Save

General Settings Client Details Company Details Company Address Invoice Details Quote Details Credit Details Product Col

Add Field -
X Name =
X Street =
X City/State/Postal =
X Country =

Invoice Design

hs Client Details Company Details Company Address Invoice Details Quote Details Credit Details Product Columns Task

Add Field

Number =

PO Number =

Date =

Due Date =

Total =

Balance Due =
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Remember the custom field you created before (Reference / Contact)? These custom fields
can now be used to appear in the invoice:

Invoice Design Cancel

General Settings Client Details Company Details Company Address Invoice Details Quote Details Credit Details

Add Field

Name =
Street =
Apt/Suite —
City/State/Postal =

Country =

XX X X X X

Reference / Contact =
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Swiss QR-Bill design

Starting in 2022, invoices in Switzerland will replace the red and orange payment slips with a
QR-Code. This QR-Code includes the SPC (Swiss Payment Code) which contains all
relevant information about an invoice (Debitor, Creditor, Amount, Currency, etc). The new
payment slip design, including the QR-Code, is called “Swiss QR-BIll”.

Note: A detailed documentation of the Swiss QR-Bill standard can be found on

nupsS/www.payvimen anaarag [/Qarm/aownioaa g-qr=0lii- 019-en.pdf.

As mentioned before, the invoice designs are using HTML and CSS code. This also allows
you to implement JavaScript code into a custom design. The “SwissQRBiIll” project on Github
(https://github.com/schoero/SwissQRBIll) is a JavaScript based implementation of the Swiss
QR-Bill standard and allows a quick integration of the Swiss QR-Bill payment slip into a
custom design.

Edit Design Back Save
v o
Settings  Body  Header Footer  Includes o Q 1 of1 SR »
swiss-qr-bill x '
- INFINIROOT
swiss-qr-bill RECHNUNG
2022-0001-0004  ACME Ine
HTML Mode 28302022 Fake Tunnel Streat 3
Preview updates faster but is less aceurate Fallgheitsdatum  27/Api2002 Toon Town 2900
Rechnungsbetiag  CHF232.00 Schwoiz
Offerergaag  CHF23200 e Sales
& viEwpocs )
Beschreibung Einzelpreis Menge Summe
Invoice Ninja Server cHF 23200 1 CHE 23200
Invoice  Client  Contact  Company
Zwischensumme cHE22200
@ nvoiceniinja Sosams )
Samount $assigned_to_user Berelis gezahlt CHF 000
Offener Betrag CHF 23200
Sbalance Screated_by_user
Zahiteil ribar s
CH24 0025 6256 1042 2101 T
Seustom1 Sdate o o
Sdiscount Sdue_date
$exchange_rate $footer
Sinvoices Snumber anang ey
et e
$payment_button $payment_url P—

You can contact us on www.infiniroot.com if you want us to implement the Swiss QR-Bill
payment slip into your Invoice Ninja setup.

On our blog we have published an article where we describe our successful Swiss QR-Bill
integration into Invoice Ninja:
https://www.infiniroot.com/blog/97 3/implementing-swiss-payments-code-spc-qr-code-invoice-

invoiceninja



https://www.paymentstandards.ch/dam/downloads/ig-qr-bill-2019-en.pdf
https://github.com/schoero/SwissQRBill
http://www.infiniroot.com
https://www.infiniroot.com/blog/973/implementing-swiss-payments-code-spc-qr-code-invoice-invoiceninja
https://www.infiniroot.com/blog/973/implementing-swiss-payments-code-spc-qr-code-invoice-invoiceninja
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Working with Invoice Ninja

Now let’s start to use Invoice Ninja, shall we?

Creating a Customer (Client)

Before an invoice (or quote) can be created, you need to create a customer first. A customer
is called “Client” in Invoice Ninja. Click on “Clients” in the navigation and click on the
“Plus”-Icon to create a new client:

A lot of information can now be added when creating a client. As a client can be a small or a
large company, you may have multiple contacts of the same company. They can all be
added as contacts. You can also overwrite the Invoice Ninja default settings by using a
different currency or payment terms for this specific client.

Edit Client Back Save
Name X First Name % Billing Street X
ACME Inc Duffy Fake Tunnel Street 3
Number Last Name e
0001 X Duck X Apt/Suite

. Ema x City x
User - duffy@example.com Toon Town
1D Number Phene State/Province
Postal Code X
VAT Number 2900
Country
Website Switzerland X
Phone Currency
Swiss Franc X
Reference / Contact I Shipping Street
Jeff Sales X bar‘]‘\;?‘ﬁ « hipping Stre
Apt/Suite

nvoire Pavment Terms

The Client ID (ID Number) can be set manually or if left blank, Invoice Ninja will create a new
ID by using a counter (see Invoice Numbering).

You may also notice additionally created custom fields you have created (see Reference /
Contact field).

Once the new client is saved (top right), you can see the client in the list under “Clients”.

+ Search 3 Clients Q

Numbe Name A Balance Paid to Date Contact Name Contact Ema Last Login &t
@ : 0001 AGME Inc 396.34 CHF 0.00 GHF Duffy Duck duffy@example com
@ 0002 Claudio Kuenzler 0.00 CHF 0.00 CHF Claudio Kuenzler

@ : 0003 Micrasoft Inc 0.00 CHF 0.00 GHF
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Creating an invoice

Now that a client was created, we can create an invoice. To create a new invoice, click on
“Invoices” in the navigation, then click on the “Plus”-Icon.

Select the client you want to create the invoice for. In our case this is the ACME Inc
company we just created before. Once you select the client, all the client contacts are
shown. You may select or deselect certain contacts for this invoice.

New Invoice

Client X Invoice Date
ACME Inc 28/Mar/2022

Bugs Bunny Due Date - Net 30
bugs(@example.com
Partial/Deposit

Duffy Duck

duffy@example.com

Title

The “create invoice form” is split into three different parts:

- Top part: Contains meta information of the invoice, such as client, invoice
number, invoice date, due date, discount and any custom fields for invoices.

- Products: The “content” of the invoice, which will show the items for goods or
services, their quantity and rate or product price.

- Notes and terms: Additional notes and terms which can be added to the invoice.
You may also upload additional files under the “Documents” tab.

Note: Invoice Number will be added automatically (according to the settings made in Invoice
Numbering) as soon as the invoice is saved.

Besides the notes and terms part you can find the invoice calculation, where you can also
select or change a tax rate (see Tax Rates).

Below the invoice calculation you also have the possibility to change the design of this
particular invoice. Otherwise the default invoice design will be used.
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New Invoice Back Save
Client Invoice Date
ACME Ing| X 28/Mar/2022 ] Invoice Number
Bugs Bunny Due Date * Net 30 ) PO Number
bugs@example.com
Partial/Deposit Top part: Discount Percent ~
Dty Dk o = Client and contacts
Title - Invoice meta information (invoice number, due dates, invoice custom fields)

Description Unit Cost Quantity Line Total
Product part (enter products/items which make up the invoice) 1 0.00 CHF
Terms Footer Public Notes Private Notes Settings 0.00 CHE
Tax
Bottom part: Select tax rate here -
Invoice Terms - Terms and notes : 000 GHE
- Footer

- Additional settings

pesign Select design here (to overwrite default) |

Now we enter the products we have sold this client:

Item field: Can be any input, usually a product number or simply an item counter. If you
have already created product items (under “Products”), the product description will
automatically be loaded into the Description field. This depends on the “Fill Products” setting
(see Settings -> Product Settings).

Description field: Can be any input, usually describes the ordered product or service.

Unit Cost: The price for a single product, or rate for services invoiced by the hour.
Quantity: The number of products or number of hours of service.

Description Unit Cost Quantity Line Total t‘
1 Installation Invoice Ninja 150.00 1 150.00 CHF
2 Writing documentation 150.00 8 1'200.00 CHF
Whitelabel License 30 1 30.00 CHF
1 0.00 CHF
Terms Footer Public Notes Private Notes Settings 1'380.00 CHF
Public Notes T
Thank you for choosing a dedicated Inveice Ninja server from Infiniroot. 7.7% VAT -
s - 1'486.26 CHF

Design -

Invoice Ninja automatically calculates the sum of all products and applies the Tax Rate, if
selected.

At the bottom of the invoice form, the integrated preview window shows how the invoice will
look.
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New Invoice

~ . 1486.26 CHF

Design
Bold v

FAKTURA

ACME Inc.
Fake Tunnel Street 3

Beskrivelse Enhedspris

s> Invoice Total: 1'486.26 CHF

After finishing and saving the invoice (“Save” in the top right corner) you can send the
invoice to the client by clicking on the “Three Buttons” Icon:

Save

Then click on “Email Invoice”

> Email Invoice

This sends an e-mail to all selected contacts of the client containing a link to the “Customer
Portal” of Invoice Ninja, where every contact is able to view current and past invoices.

Note: If you prefer to send the invoice physically by post, you can print the invoice, send the
invoice in a letter to the client and then use the “Mark Sent” button.
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Creating a recurring invoice

One of the features Invoice Ninja is well known for, is the possibility to create recurring
invoices. A recurring invoice is an invoice, which automatically is re-created in a specific
interval (for example annually).

To create a new recurring invoice, click on “Recurring Invoices” in the navigation, then click
on the “Plus”-icon.

You will find the familiar “new invoice form” from above once again. The biggest difference in
the form is the “Frequency” field, which determines the invoice interval:

New Recurring Invoice
Client

Starree
Bugs Bunny 28}Marf2022 E
bugs@example.com
Remaining Cycles
Duffy Duck Endless e
e
& duffy@example.com
Due Date
Use Payment Terms v

Another difference is that the “Invoice Date” is changed to “Start Date” in this form. This
allows you to set a date in the future when the invoice should be created automatically.

Once you have saved the invoice, click on the “Three Dot” Icon

Back Save :

Then select and click on Start

b Start

This enables and starts the recurring invoice.
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Enter a payment

Now that you have sent your first invoices to your clients, the invoices need to be paid.

If your payment method is online payment (by using a Payment Gateway in the Settings),
Invoice Ninja automatically marks the invoice as paid.

If your clients are using bank/wire transfers for paying invoices, you need to enter a payment
manually. Once you see in your bank account that a client has paid an invoice, click on
‘Payments” in the navigation, then click on the “Plus” Icon to enter a payment. In the form
you can select the client followed by the invoice of this client and the amount received:

Enter Payment

Client

ACME Inc

Claudio Kuenzler

Microsoft Inc a
Payment Type
Bank Transfer X

Transaction Reference

Private Notes

Send Email
Email payment receipt to the client .

Convert Currency

Another method to enter a payment is to list the invoices (“Invoices” in the navigation), click
on the “Three Dot” Icon, then click on “Enter Payment” in the appearing menu.
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+ Search 11 Invoices (6@ Active

Number 4 Client Amount Balance Date

@ 34234234.234 ACME Inc 1.50 CHF 1.50 CHF 13/Mar/2022
IZE  View PDF
C{) 2022-0001-0002 ACME Inc 1'486.26 CHF 1'486.26 CHF 28/Mar/2022
¥  Download
@ ) , 2022-0001-0001 ACME Inc 107.70 CHF 107.70 CHF 27/Mar/2022
> Email Invoice
@ 0008 Claudio Kuenzler 0.00 CHF 0.00 CHF 23/Mar/2022
@ Mark Sent
@ , 0007 Microsoft Inc 142.00 CHF 143.00 CHF 23/Mar/2022
0006 Claudio Kuenzler 21.54 CHF 21.54 CHF 23/Mar/2022
Enter Payment
0005 ACME Inc 20.00 CHF 20.00 CHF 13/Mar/2022
Q) 0004 ACME Inc 0.00 CHF 0.00 CHF 13/Mar/2022
(® Cloneto Invoice
“ 0003 ACME Inc 10'040.00 CHF 10'040.00 CHF 13/Mar/2022

Note: An invoice can also just be marked as paid (“Mark Paid”) but you cannot add
additional information such as transaction reference or other notes to the payment.

You can see an overview of all payments when you click on “Payments” in the navigation.

You will also notice that the “Dashboard” now contains blue and green graphs. Blue stands
for the amount of the sent invoices, green for the amount of paid invoices.
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Using Products

If you are selling goods or recurring services, you can create products and use them in the
invoices. This helps you to create invoices faster as you don’t need to type the product
description anymore.

To create a product, click on “Products” in the navigation, then on the “Plus”-lcon.

Enter a unique product identifier (here AM123) and a product description (Notes). If this is a
product, enter the price of a single piece. If this is a service you offer at a daily or hourly rate,
enter the rate.

New Product Back Save

Product
AM123 X

Description

Engineering tasks for Invoice Ninja

X
Frice
150.00 X
Default Quantity %

1

Then click on Save.

The “AM123” product now appears in the list of products and can now be used when you
create a new invoice.

Create a new invoice, select a client and in the product section of the invoice, simply enter
the product identifier (AM123 in this example) from your product.

With a click on the product, you can see that the invoice’s product description and unit cost
fields are automatically filled:
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New Invoice Back Save
Client Invoice Date
ACME Inc X 28/Mar/2022 B8 Invoice Number
Bugs Bunny Due Date  Net 30 = PO Number
bugs@example.com
Partial/Deposit Discount Percent ~
Duffy Duck
v
] duffy@example.com Tite
ltem Description Unit Cost Quantity Line Total
AM123 Engineering tasks for Invoice Ninja 150.00 1 150.00 CHF

1 0.00 CHF

You just need to verify or set the Quantity field in this case - and you're all set.

Hint: Instead of manually creating products one by one, you can also import a list of products
by using different input possibilities (for example CSV), containing all the relevant
information. To import products, click on “Settings” in the navigation, then click on “Import |
Export’.
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Creating a quote

Sometimes you might need a customer to accept your services prior to starting your work.
This is what a quote is about. It is basically a contract, describing the goods or services and
their prices, the customer needs to approve.

In Invoice Ninja, creating a quote is just like creating an Invoice. The input form looks the
same:

New Quote Back Save H
Client Quote Date
ACME Inc = 28/Mar/2022 o Quote Number
V. .
Bugs B Valid Until - Net 14 ) PO Number
bugs@example.com
Partial/Deposit Discount Percent v
Duffy Duck
V]
. duffy@example.com
Title
Item Description Unit Cost Quantity Line Total
AM123 Engineering tasks for Invoice Ninja 150.00 1 150.00 CHF
1 0.00 CHF
Terms Footer Public Notes Private Notes Settings 150.00 CHF
7.7% VAT v
Quote Terms 161,55 CHF
Design

> Quote Total: 161.55 CHF '

Just create the quote the same way you would create an invoice. You might add contract
specific terms to the quote or add documents which further describe the nature of the quote.

After saving and sending the quote to the client (“Email Quote”), the client can view and
accept the quote directly in the customer portal:

hod o
LRl Angebor #0002 2, oo

® rechnungen

[y Wederietrende Angebot annehmen
Rechnungen llent/quote2WTDedyes73tcdzrazCifdnboivxl B
3 zZahlungen
= angebote @ QL e — |+ Auomaticzoom ~. B0 on|»
B cuthaben
Infiniroot GmbH CHE-360.322.733
O zahlungsarten w ImLoo9 https://www.infiniroot.com
Bettwiesen 9553 invoicing@infiniroot.com
& Dokumente Schweis
A Bericht
ANGEBOT
B Abonnement s
Angebotsnummer 0002 ACME Inc:
Angebotsdatum  28/Mar/2022  Fake Tunnel Street 3
Gesamt CHF161.55  Toon Town 2900

Schweiz
Jeff Sales

By clicking on the “Accept Quote” button, an optional setting (Settings -> Client Portal ->
Authorization -> Quote Signature) asks the customer to sign the quote:
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A Bitte unterschreiben Sie hier:

Tk

Schlielien Machster -

Note: The customer can see the customer portal and quote in the language defined in the
client settings. In this example, the client “ACME, Inc” was created with German language.

Once the quote was approved by the client, it is automatically converted into an invoice. This
automatic conversion can be disabled (Settings -> Workflow Settings -> Quotes -> Auto

Convert).

If “Auto Convert” is disabled, an accepted quote can manually be converted into an invoice:

+ Search 1 Quote Q

Number « Client Amount Date Valid Unt

0001 ACME Inc 43.00 CHF 14/Mar/2022 31/Mar/2022

[ZE  View PDF
¥ Download

> Email Quote
© Approve
|_|:| Convert to Invoice

© Client Portal
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Working with Projects and Tasks

Invoice Ninja allows you to report your work times in tasks, which are part of a project. Once
a project is finalized, an invoice can be created from the project. In this example we want to
report work for a specific customer, separated into different tasks.

To create a new project, select “Projects” in the navigation, then click on the blue “Plus”-Icon.

New Project Back Save

Project Name W
Consulting Services April 2022

Client

ACME Inc X
User

Due Date EI
Budgeted Hours

Task Rate

50.00 X
Public Notes

Private Notes

The project requires two fields: The “Project Name” and the “Client” to which this project is
assigned to. Additional fields also allow to already set a due date, define the number of
budgeted hours for the project and set a default task rate (here 50.00).

The project now shows up in the project list and new tasks can be created inside this project.
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+ Search 1 Project (oW Active 10} Consulting Services April 2022

Overview Documents

Name Client Task Rate Due Date Public Notes Private Notes
Total Budgeted

0:00:00 0:00:00

@ Consulting Services April 2022 ACME Inc 50.00 CHF

2. ACME Inc

Tasks
4 None

Expenses
B None

Invoices
None

Task Rate
50.00 CHF

= Columns New Task Invoice Project

With a click on the “New Task” button, the task can be added to the project. Most important

here are the fields “Description” and at the bottom the Start and End Times of the task. This

automatically calculates the task duration. The “Rate” above uses the default rate from the
project, but can be overwritten for a specific task.

New Task Back
Client . Description
ACME Inc S Task Number Writing documentation
Project L5
Consulting Services April 2022 Rate + 50,00 CHF
Status
User - In progress e
Start Date Start Time End Time Duration
13/Apr/2022 n 8:00:00 @ 9:00:00 @ 1:00:00 -

The “Status” field also allows you to declare the task status (Backlog, To do, In Progress,
Done). Once finished, click on the “Save” button on the top right corner.
The created Task now shows up in the list of Tasks (click on “Tasks” in the navigation):

BE Consulting Services April ... Tasks  Expenses Invoices

+ m Search 1 Tasks Q Active Al
Status Nurriber Client Project Description Duration Entity State
@ H 0001 ACME Inc Consulting Services April 2022 Writing documentation 1:00:00 Active

Once the tasks of the project are done, you can invoice the whole project. Click on the
“three-dot” button in the Project overview, then click on “Invoice Project”.

Save

»

»

»
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Dashboard
Clients Name Client Task Rate Due Date
Products & 22 ACME Inc 50.00 CHF

® New Task

Invoices

) i @ New Expense
Recurring Invoices

(® Invoice Project

Payments

Quotes (® Clone
Credits

— B Archive
Tasks B Delete

Vendors

CHCHCMONCRCIOCRONO OIS

You will notice that a new invoice form is showing up. The tasks of this project are
automatically listed in the invoice, with the corresponding rate.

New Invoice Back Save
Client Invoice Date oice Nur
AGME Inc X 13/Apr/2022 B8 Invoice Number
Bugs Bunny Due Date + Net 30 =] PO Number
bugs@example.com
Partial/Deposit Discount Percent +
Duffy Duck
V]
& duffy@example.com
Title
@ Products © Tasks (1)
Item Description Rate Hours Line Total
## Consulting Services April 2022
Writing documentation 50.00 1 50.00 CHF
1 0.00 CHF
Footel ublic va otes Settings
Terms ooter Public Note: Private Note: etting 50.00 CHF
Tax

Invoice Terms

50.00 CHF
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Working with the React Web App

“ Ul

Since Invoice Ninja v5.11 React has become the new official and supported Ul. The old
“Flutter” Ul is now deprecated. This means the “Flutter” Ul, although still available, will
eventually be removed completely in a future version.

The React Ul can be opened by clicking on the React “Flower” icon, which is shown in the
Dashboard.

System Logs

@ Example Corp  ~ Overview  Activity Search Company

Dashboard

<

> Jan21-Feb20 ~

Clients
Active Invoices Outstanding Invoices Completed Payments

0.00 CHF 0.00 CHF 0.00 CHF

Products

Invoices ,

Recurring Invoices

The React Web App offers quicker navigation and feels more like a “traditional” website. It
also allows to open a new tab (e.g. Right-click on Invoices in the navigation -> Open in new
tab), which is not supported in the Flutter Ul.

Example Corp . "

Infinirook Support Dashboard + Search... Purchase White Label <
@ Dashboard

CHF v | Day  Week 5 | This Month v @
2% clients @
@ Products C] Welcome! Glad to see you.
[% Invoices @
,’j Recurring Invoices @ InﬂnerOt SUppOI’t
Here are your [ompany‘s most recent transactions:

B payments ®

uotes
e ® Invoices CHF 0.00
E] Credits @
© Tasks © Expenses CHF 0.00
& vendors ®

Qutstanding CHF 0.00

B Ppurchase orders @
B Expenses ® Total Invoices Outstanding 0
z Recurring Expenses @
(B Reports
& settings Overview

CHF 5.00

CHF 4.00

Since v5.11, once switched to the newer React Ul, you can not switch back to the now
deprecated Flutter Ul anymore (this was previously possible with a click on the Flutter icon
on the Dashboard).
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Special topics: How can | solve this... ?

In this section we present answers to frequently asked questions or solutions to a specific
problem.

Mark an invoice as unpaid

Question: | sent two invoices with the same amount to a customer. But in the customer
payment, the invoice number was not mentioned. Now | entered the payment to the wrong
invoice. The invoice is now marked as paid. How can | mark the invoice as unpaid again?

Answer: The invoice status (paid) is showing because a payment is assigned to that invoice.

@ Paid 2022-0002-0001 Claudio Kuenzler 161.55 CHF

Select “Payments” in the navigation and find the payment for the wrong invoice.

Murnber Client Amount woice Mumbe
@ Completed 0001 Claudio Kuenzler 161.55 CHF 2022-0002-0001

Click on the “3 dot icon” and click on “Delete”.

Number T Client Amount
@ e Refund Payment 0001 Claudio Kuenzler 161.55 CHF
»> Email Payment
B Archive
B Delete

This deletes the payment from the system and the invoice is now marked as unpaid again.

@ 2022-0002-0001 Claudio Kuenzler 161.55 CHF
]

Now you can enter the payment for the correct invoice.
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Reminders are not sent

Question: Why are reminders not sent to clients?

Answer: Reminders are sent by an automated task in the background, the same task which
also takes care of recurring invoices. If recurring invoices are correctly sent, the reason
could be that the clients don’t have the necessary setting (Send Reminders) enabled.

Edit the client in question, locate the “Send Reminders” option.

Edit Client Back Save
Duffy Duck N
Name uffy@example.com Billng Street
ACME Inc X Fake Tunnel Street 3 X
Number Bugs Bunny N Apt/Suit
0001 * bugs@example.com Aprsute
o city
Group . Toon Town X
User . State/Province
ey Postal Code X
ID Number Swiss Franc X 2900
Language Cauntry
VAT Number German X Switzerland X
Website nvoice Payment Terms .
Shipping Stree
Phone Quote Valid Until . Shipping Street
Reference / Contact Apt/Suite
Jeff Sales X Task Rate
City
Send Reminders -
State/Province
Public Notes b | Code
ostal
Country
Private Notes

Make sure this setting is set to “Enabled”. Then save your changes.

Also make sure that Reminders are enabled in the Settings. Click on “Settings” in the
Navigation, then click on “Templates & Reminders”. Select the schedule for the reminder and
enable “Send Email”:

£t |nfiniroot GmbH ~ ~ - Search Settings Q Templates & Reminders Cancel Save
Ed

Dashboard

it Preview
2 User Details

@  Localization

®® 6 »

& Online Payments. First Reminder e

% TaxSettings Subject

[o ' I S H

@  Product Settings

©  TaskSettings

[ Expense Settings Body
5 Workflow Settings

1, Import| Export

& Device Settings

O Account Management oy
4 X

@O0 6 0

=
B
]
L]
©
3]
-]

Advanced Settings -

Recurring Expenses After the due date s

o Invoice Design
Reports

I Custom Fields
Settings Send Email [}

& R

Generated Numbers

@&  ClientPortal Late Fee Amount

2ail S2iting Late Fee Percent %
&  Templates & Reminders

[&]  Group Settings

&  Subscriptions

Invoice  Client  Contact  Company

You need to verify this for each template (First Reminder, Second Reminder, ...).

Important note: Reminders are only enabled for invoices created after the reminder
templates have been enabled in the settings. Reminders are not applied to existing
invoices created prior to enabling reminders.

By saving such an invoice again after reminders were enabled will enable reminders for such
an affected invoice (Invoice Ninja 5.3.89 and newer).



https://github.com/invoiceninja/invoiceninja/issues/7437
https://github.com/invoiceninja/invoiceninja/issues/7437
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Enable passwords for clients

Question: | want to protect the client invoices with a password. How can | enable this?

Answer: When a client receives an invoice email with the link to the customer portal, the
invoice can be seen immediately after clicking on the link. There is (by default) no additional
check whether or not the link was opened by the client or by someone else (forwarded email
for example).

Invoice Ninja can protect the customer portal, and therefore the client’s invoices, with a

password protection. To enable this click on “Settings” in the Navigation, then click on “Client
Portal”. Select the “Authorization” tab and enable the “Password Protect Invoices” option:

Client Portal

Settings Registration Authorization Messages Customize

. Password Protect Invoices .

If enabled the contact will be able to set a password when viewing their first invoice

Then click on Save.

The password protection also needs to be enabled per client. Click on “Clients” in the
navigation. In the client overview, click on the “three-dot menu” of a client, then select
“Settings”.

The settings for this specific client are now showing up. Click on “Client Portal” in the
Advanced Settings and on the right-hand side click on the Authorization tab. Set “Password
Protect Invoices” to Enabled:

Search Settings

Password Protect Invoices
Enabled

% TaxSettings
Quote Terms Checkbox

B

@

&  Payment Settings Invoice Terms Checkbox
“

©  TaskSettings

14

Workflow Settings
Advanced Settings Invoice Signature
Invoice Design

Quote Signature
Generated Numbers

Client Portal Show on PDF

P i N

4]

Email Settings

[

Templates & Reminders

The next time this client click on a “view invoice” link, the client must set a password and
from then on enter this password whenever accessing the customer portal.
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Enable elnvoicing
Question: How can | enable elnvoicing or e-invoice?
Background: Starting in January 2025, a new law in the European Union (EU) makes it

mandatory to send a so-called “elnvoice” with any invoice - a single PDF won’t be enough
anymore.

Invoice Ninja v5 is already prepared for this future requirement. elnvoice can be enabled
under Settings -> Email Settings -> Enable E-Invoice.

ors
Vendor: Generated Numbers B Attach Documents

Purchase Orders

&  Client Portal <[> Attach UBL
Expenses Email Settings
Recurring Expenses % Templates & Reminders = Enable E-nvoice ®
Transactions 7T Bank Accounts E pe
Documents [@]  Group Settings —— -
Reports & Payment Links UPLOAD CERTIFICATE Certificate not set
Settings (O Schedules Certificate Passphrase Passphrase not

set

Once enabled, different E-Invoice types are possible to select. By choosing the XInvoice 3.0
type, no certificate needs to be uploaded.

After enabling E-Invoice, Invoice Ninja attaches a XML file to an invoice e-mail.

One attachment - Scanned by Gmail @O

B invoice_2024-00.. y

This XML file contains the digital information about the invoice.

<=?xml version="1.8" encoding="UTF-8"7>

<rsm:CrossIndustryInvoice xmlns:rsm="urn:un:unece:uncefact:data:standard:CrossInd
xmlns:qdt="urn:un:unece:uncefact:data:standard:QualifiedDataType:18" xmlns:ram="u
xmlns:xs="http://www.w3.org/2001/¥MLSchema" xmlns:udt="urn:un:unece:uncefact:data
<rsm:ExchangedDocumentContext>
<ram:BusinessProcessSpecifiedDocumentContextParameter>
<ram:ID>urn:fdc:peppol.eu:2017:poacc:billing:01:1.8</ram:I1D>
</ram:BusinessProcessSpecifiedDocumentContextParameters>
=ram:GuidelineSpecifiedDocumentContextParameter=
<ram:ID=urn:cen.eu:enl6931:2017#compliant#urn:xeinkauf.de:kosit:xrechnung_3
</ram:GuidelineSpecifiedDocumentContextParameter>
</rsm:ExchangedDocumentContext>
<rsm: ExchangedDocument>
<ram:ID>2024-0002-0639%9</ram: ID>

I B Y s T T S S


https://single-market-economy.ec.europa.eu/single-market/public-procurement/digital-procurement/einvoicing_en
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Entering a “pre-payment”

Question: A customer accidentally paid an invoice twice and | wanted to book this as a
payment without invoice, however there is no amount field when no invoice is selected.

In the default settings, a payment can only be entered for an existing invoice. Without
selecting an invoice, the “amount” field is not shown in the Ul:

Enter Payment ® cancel €% Save

Client

Invoice

Payment Date

30/Aug/2024 B
Payment Type %

Bank Transfer

Transaction Reference

Private Notes

nd Email

Se
Email payment receipt to the client

Convert Currency

The Payment Setting (Settings -> Payment Settings) “Admin Initiated Payments” allows you
to change the default behavior and allow manually added payments without selecting an
invoice.

Admin Initiated Payments .

Support entering a payment in the admin portal without an inveice

After saving this setting, the “Amount” field is now shown when entering a payment.

Enter Payment ) Cancel @ Sae

Client
Amount

Invoice
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Enable “Dark Mode”

Question: | would like to use Invoice Ninja in “Dark Mode”. Where can | enable this?

Invoice Ninja can be used in the default “light” and in the alternative “dark” mode, depending
on your personal preference.

To enable the “Dark Mode”, navigate to Settings -> User Details -> Preferences. Here you
will find a toggle to enable the “Dark Mode”:

(@ Dashboard

o BASIC SETTINGS (® > Settings > UserDetails
& Clients

Company Details

@ Products

Details ~ Password ~ OAuth/Mail  Two-Factor Authentication ~ AccentColor  Noifications ~ Custom Fields ~ Preferences
User Details
B Invoices
Localization
2 Recurring Invoices pref
- Payment Settings references
Payments
Tax Settings
O Qquotes Show PDF Preview [ @)
8 Product Settings
Credits
e Show Document Preview
@ Projects
Expense Settings React Notification Links
© Tasks z 3 A ool il onan s t e eactppicaton «©
Workflow Settings
& Vendors Number precisior Number precision
- Account Management Controls the number of decimals supported in the interface . ”
Purchase Orders
Backup | Restore Dark Mode
B Expenses
Import | Export Show table footer

= Rec s
& PR EEED Displays the totals In the footer of the table

(B Reports
ducstablerotes

ft Transactions

Invoice Design

Once enabled, you will immediately notice the color change in the UL.

&

Dashboard

BASIC SETTINGS @ > Settings > UserDetails
Clients 0
Company Details

Products Details Password OAuth / Mail Two-Factor Authentication Accent Color Notifications Custom Fields

User Details
Invoices
Localization
Recurring Invoices

Payment Settings Preferences

Tax Settings
(i Show PDF Preview
Product Settings

Credits Shon orei
Task Settings ow Document Preview
Projects
Expense Settings
Tasks
Workflow Settings
Vendors
Account Management
Purchase Orders

Backup | Restore

Import | Export

NO0OP HBEeHBBEIDW® S X
® 60 0606060606006 e 6

Recurring Expenses

Reports i
D SETTINGS P*C

(©]

Do not forget to click on the “Save” button at the top right.

Note that the Preferences settings are only applied to your own user login. Other users have
their own Ul preferences in Invoice Ninja.
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