How to customize invoice template?

Objectives

® Customize invoice template (Add template/ upload your logo/ manage template details...)

Steps

Invoice Templates could be configured from the Invoices settings. Therefore, Click on Billing Advanced Settings from the main menu.
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The admin will be guided to a page where he will be able to set up billing settings including the Invoices.

From the Invoices section, click on the Invoice Templates hyperlink. Invoice templates are used in the exported form of the Invoice.
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From the List of Templates Per Entity page, you can add templates from Add New Template hyperlink, customize, clone, rename, or delete the

existing templates.

1 Adefault Invoice Template will be generated automatically upon sign-up or creation of a new entity.
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Once you click "Add New Template", a small window will appear. Enter the template name, select the entity, and choose the Standard layout.

Add New Template

Name* | Template Name

Entity*  Appdlegal

Layout*  Standard

Save Cancel

First, from the Properties tab, you can customize your template's layout and font.
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Then, from the Header tab, you will be able to upload your logo by simply clicking on "Upload Logo " and selecting the logo of your company.

You have the Firm's Description section also where you can add all the company information such as the registration number, address, email, and phone

number.
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From the Body tab, you can customize the styles, choose the invoice Title, and select the information that you want to show on the invoice such as the

matter name, invoice number, dates, and so on.
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Invoice # INV-201
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Discount Tax  Amount(USD)

0% 0% 1800.00
0% 0% 900.00

HN

COMPANY NAME

Matter D: 110001 Invoice # INV-201
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Matter D: 10001
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London, United Kingdom
Tax Number: 125595545
Expenses
Date lem  Descripon Quanfiy Unit Price
20231207 ExpertFees | 20231207 2 25
Time Logs
Date  Attomey Activity Time  Rate
20231207 dC Fiing request s a0
20231207 dC Respond 1 offce action 1 e

AN

COMPANY NAME

Invaice # INV-201
Ref: REF-201

From: 2023-12.07
To: 20231207
Terms: Du on Date
P.0#: 5001

Discount Tax  Amount ! (USD)
0% 0% 450.00

Total (USD): 45000

Discount Tax  Amount (USD)
0% 0% 1800.00
0% 0% 00.00
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You can also select the invoice information, append matter and invoice custom fields, and manage the line items order for expenses, time logs, bill items,

and services.
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Matter ID: 10001

INVOICE

Matter Name: Child Adoption
Internal Ref Number. REF 2018/4386
Client: INFO - SAL

Aftention to: Mr.James

London, United Kingdom

Tax Number: 125505545
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Invoice #: INV-201
Ref: REF-201

From: 2023-12.07
To: 2023-12-07
Terms: Due on Date
P.0%: 5001

Amount i (USD)

Additionally, you can manage here the appearance of time logs settings, Invoice summary, and upload signatures as well.
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Finally, from the Footer tab, you can show the page number and add a footer to your template.
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For more information about LEXZUR, kindly reach out to us at help@lexzur.com.

Thank you!

10pt

20231207 JC Respond to office action 1 90 0% 0% 900.00
20231207 T8 Consultation with client 2 o 0% 0% 540.00
Total (USD): 3,20000

ltems.
Date Service Description Quantity  Unit  Discount Tax  Amount
Price (usD)
2023 Communication Gallthe company and get 2 500 0% 0% 1000.00

1207 some information

Total (USD):  1,000.00

Bil ems
Date Htem Descripon  Quantity  UnitPrice  Discount Tax  Amount(USD)
20231207 IT Expenses 1T Expenses 1 200 0% 0% 200.00
Total (USD): 200.00
Sub Total: 439000
Total Discount 000
Total Tax 000
Total (USD): 489000

Thank you for your business.
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