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Send your first invoice

Ensure your company administrator has enabled your user ID for Autobooks, then follow the
instructions below.

1 Log in to Online Banking

2 Hover over Account Services and click Send Invoices and Accept Payments.

C) BANC OF Welcome Reports Money Movement Account Services  Administration

CALIFORNIA

Stop Payment

{G Display Options
Full Account Reconciliation

Transfers & Payments Approval Partial Account Reconciliation :count Balances

My App . Edit Accounts Displayed
OR Deposit Reconciliation o

ACH Payments and Collections I d for display in this inf . |
» Remote Deposit Proftstars accounts selected for display in this information panel.

SMALL BUSINESS CHECKING - T
7670 04/01/2024 Integrated Payables
Wires
Send Invoices and Accept Payments
]
@ {5} Edit accounts and dates displayed
Test 12345 - *2345 Ryan 07/12/2024 $1.00

You do not have accounts selected for display in this information panel.
Loan Payments

There are no requests waiting for your approval.

3 Click Create first invoice.

g =

Invoice Payment Form

Do you need to send an itemized bill to a customer?

(Cont’d on next page)
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(cont’d) Send your first invoice

4 Fill in your customer’s information and click Add billable items.

. 4 Add billatle items >

Step 1/3: Add your customer's info

® hdividua O compay

Customer's first name =

Customer's last name

5 Add the product(s) or service(s) info for which you’re billing - including quantity, price per unit and
a description of the product(s) or service(s). Follow steps 6 through 10 to add sales tax. Follow
steps 11 and 12 to add line items to your invoice. To skip these steps and proceed to invoice re-

view, proceed to step 13.
6 OPTIONAL.: Click Turn on sales tax to automatically compute sales tax and add to the invoice.

Step: 2/3 Add the products or services you're billing for

Title of your product or se

®

Description of your product or service

6 4 Turn on sales tax @ Aca another

(Cont’d on next page)
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(cont’d) Send your first invoice

7 OPTIONAL: Toggle Sales tax is turned off to on.

Sales tax

While sales tax is turned on, you can decide which invoice line items have
sales tax applied

I sales tax is turned off

8 OPTIONAL: Enter the desired sales tax rate and click Save changes.

Sales tax

While sales tax is turned on, you can decide which invoice line items have
sales tax applied

‘ Sales tax is turned on

Sales tax rate

9 OPTIONAL: Check the box for Apply Sales Tax.

Step: 2/3 Add the products or services you're billing for
Now, tell us what youre invoicing for
Thde of yourproductor service*
TEST Product TEST
1 $100.00

Description of your product of servi
Still just a TEST

@ sosysaes E

/' Editsales tax @® Add another

(Cont’d on next page)
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(cont’d) Send your first invoice

10

1"

12

13

14

15

OPTIONAL: Repeat step 9 as needed to add sales tax to additional line items.

OPTIONAL: Click Add another to add line items to this invoice.

Step: 2/3 Add the products or services you're billing for

¥ apply Sales Tax

Title of your product or service

O apply Sales Tax

OPTIONAL: Repeat step 5 as needed for each additional line item.

OPTIONAL: Once you've filled in all required information and included any needed sales tax and/
or additional line items, click Review invoice (top right corner of screen).

Scroll down as needed to review your entire invoice.

OPTIONAL: To update your business information or add your logo to the invoice, click EDIT
BUSINESS INFORMATION. To skip editing and send your invoice, proceed to step 17.

Need 10 update your business info or
add your logo? Click below

EDIT BUSINESS INFORMATION

01/31/2023

Abc Test Account Cont’d on next page
561-398-3372 ( p g )
5
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16 OPTIONAL: Update your business information as needed and/or add your logo. Click Save

changes.

Edit business information to be displayed

Abc Test Account =
561-398-3372
jmosa@pacweat.com

If you'd like to upload your logo, drag and drop

it here, or
click to select a file from your computer

[

17 Repeat step 14 - if all information is correct, click Looks good, send invoice.

# N BANC OF
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Autobooks - Banc TS
3 Preview invoice

of California

H Dashboard

E] Invoicing
B {Paymentlink Autobooks - Banc of California

866-617-3122

® endors implementationteam@autobooks.co

(i) Accounting

— Reports Amanda PacWest 08/01/2024
i Settings

@ Need Help? Plant Watering 1
5] Logout

Watering Plants

08/02/2024

$1.01

Total:

18 Congratulations! You’ve sent your first invoice.

Congrats! Your first invoice is on its way to
your customer.

-
Invoice

Exit preview

Save to list

Invoice saved as a draft at 03:31 PM.

s1.01

s1.01

(Cont’d on next page)
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