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1. Home page
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1.1. The calendar displays:

The received payments in green

The overdue invoices in red

The paid and overdue invoices in orange
And the next deadline in blue

1.2. The summary table shows:

= «Number of invoices»: today’s number of invoices/ last week’s, last month’s and this year
in total.

= «Total invoice»: the amount charged today / last week, last month and this year in total.

= «Cashing»: Today’s collected money / last week’s, last month’s and this year in total.

=  «Unpaid»: today’s missing payments / last week’s, last month’s and this year in total.

1.3. Main navigation menu:

=  «Quotes/D.N/Pf.1 Tab» Quotes, delivery notes and pro forma invoices management
interfaces (search, create, modify, send)

= «lInvoices/ Refund Invoices Tab» Invoices, recurring invoices and refund invoices
management interfaces (search, create, modify, send, collect)

=  «Products tab» Products management interfaces (search, create, modify)

= «Clients tab» Clients management interfaces (search, create, modify)

= «Reports tab» Reports interface (statistics)

= «Configuration tab» Configuration and setting of your TOOLS4COM OIS account interfaces

= «Logout» Leave the application

@Author : TOOLS4COM Team 3732
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1.4. Click on quicklinks to:

» « New guote » - create a new quote

= « New delivery note » - create a new delivery note

= « New pro forma invoice » - create a new pro forma invoice
= « New invoice » - create a new invoice

= « New refund invoice » - create a new refund invoice

= « New product » - create a new product

= « New client » - create a new client

2. Quotes/D.N/Pf.1 + Invoices /Refund invoices Tab

The files interfaces (quotes, delivery notes, pro forma invoices, invoices, refund invoices) that are
related to search, creation, editing and transmission are all the same.

In the following explanation, we will use the term file to present the features that TOOLS4COM OIS
offers in this part Quotes/D.N/Pf.1 + Invoices /Refund invoices Tab
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2.1. Files search :
The List of files, Pending files and Files sent interfaces allow you to search for generated files and to
implement necessary actions for the daily monitoring.
2.1.1. Search engine:

Client : Date début = Date fin : Mot clé:
-~ Choisir un client- - j « Trouver

» «client»: Select a client to view the files that have already been created

= «Open date»: Enter the files that have been created starting from this date
» «Close datex»: Enter the files that have been created before this date

= «Key word»: look for a key word in a file (number, reference, product...)

= «Find» : Click to start the search

@Author : TOOLS4COM Team 4/ 32
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2.1.2. List of files:

It is a summary table that lists all the files that have already been generated. Each line represents a
clear file that we can:

= [9]view in HTML

. View in PDF

»=  Modify by clicking on its number

= Modify the client information by clicking on the name

= Search the date of creation “Open date”

» [ know if the file is not already sent

= Ll know if the file is already sent

= Total: know the total amount.

= «Actions/Options»: perform actions on the file. (Actions menu)

= Mark as sent: the user can use this option when he sends the file to the client by fax or
mail and he wants to update the status of the file from pending to in progress.

2.1.3. Actions menu:

When you click on the link Options that is related to a line of the list, a menu of actions will be
displayed and the user can apply one of them or more:

El_=' =3 %
mlodifier
Crupliquer
Supprimer
iRk age
HThL
FLF
Impression
Mcfions
Envoyer par E-mail

Ajouter paiement

Modify: File's edit
Duplicate:
Delete: Delete a
the Recycle Bin

Consulter client
[Franshaner

En awvair

mode

Duplicate a file
file and send it to
(reactivation is

possible)
= HTML: View the file in HTML
= PDE: View the file in PDF
» Print: Print the file
» Send by E-mail: send the file by e-mail
= Add payment: In the case of a pro forma invoice, the user can add a payment method
= The user can convert a file to another one with another phase by a simple click

For example:

Quote to delivery note, quote to pro forma invoice, quote to invoice
Delivery note to pro forma invoice, delivery note to invoice
Pro forma invoice to invoice

@Author : TOOLS4COM Team 5732
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2.1.4. Send the file by email:

(Madies / Nonsimues) I ==,

Hous avant regu le soncant de SE—
référencéd au réglesent de wotre facture n® ETUNSS en
date du IS2i L

Veaslles ageéer, (Madams / Nomsieuc), L'expeession
de pos salutations discinguédes.

o

Frvoyer par §omail Factures 40 FOT8048

To send the file to your client you must click on 4 or@, fill in the mandatory fields and click on
Send

The text of the message can be predefined through «Configuration Tab» / «E-mails
Configuration » / «File Notification» =» insert the standard text — the message will be
automatically recovered when the file is sent.

@Author : TOOLS4COM Team 6732
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2.2. Files creation:
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2.2.1. General information:

» «Client» : Search for a client with the field auto-complete

=  «Open date» : Select in the « calendar » your date of opening the file

= «Deadline» : Select in the « calendar » your deadline or fix the deadline when receiving
the file

» «Reference» : Numbering is automatic based on the history of the files already generated

= The configuration of the automatic numbering is done on the interface «Configuration
Tab» / «Configuration» / «File» =» automatic generation of numbers

» «Currency»: the user can specify the currency and the exchange rate he wants to apply to
the file. The file’s currency is by default that of the account.

@Author : TOOLS4COM Team 7732
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2.2.2. File details (Part 1):

| Détails de la facture [Ajout produii]
Produl Description Quantité Prizc Bemise Touee: Todsl HT
0 0.00 EUR
(] 0 B % 0.00 ELR
[ 0 B 3 0.00 EUR
TOTAL HT 3 .00 EUR
TOTAL TVA : 0,00 EUR:
TOTAL TTEC 2 0.00 EUR

=  «Add product» : Add another product line

= «Product»: Search for the product with the field auto-complete.

= «Description»: You can keep the description or modify it.

=  «Quantity»: set the quantity

= «Price»: you can keep the price or modify it.

= «Tax»: you can keep the tax or modify it. To add a new tax : go to «Configuration Tab»
/ «Taxes & Dates» / = Taxes Configuration» / insert the new tax

= «Total Duty-free» - total amount duty-free calculated automatically

=« Other taxes /accruals»: You must check to activate. To change or add a new tax (after
VAT) go to: «Configuration Tab» / «Taxes & Dates» =» Taxes configuration: insert the
new tax “tax label” and the amount. Example: stamp duty

NB: TOOLS4COM OIS calculates automatically the total amount of the file as well as the
applied tax.

@Author : TOOLS4COM Team 8732
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2.2.3. Files details (Part 2):

| Remarques, Termes & Condition

Rermag ques :

[Mote persennelle

" Walider

= «Comments»: the text can be predefined through «Configuration Tab» /
«Configuration» / «File» = Comments: insert the standard text — the text could also be
customized for each file.

= «Terms & Conditions»: the text can be predefined through «Configuration Tab» /
«Configuration» / «File» =» Terms & Conditions: insert the standard text — the text
could also be customized for each file.

= «Personal notex»: the note will not be displayed on the file.

= « Validate »: click on validate to confirm the data.

When the file is validated TOOLS4COM OIS will save your work and will redirect you to
the file’s edit interface.

@Author : TOOLS4COM Team 9/ 32
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2.3. Edit files:

Fin de sesston dans 01:35:59
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2.3.1. Actions bar:

= HTML: View the file in HTML

= Print: Print the file

= Display: View the file in PDF

» Send: Send the file by e-malil

= Add a payment: In the case of a pro forma invoice or an invoice, the user can add a
payment method (see below add payment category)

» Mark as sent: The user can use this option when he has sent the file to the client by fax
or mail and when he wants to update the status of the file from pending into in progress.

2.3.2. Actions menu:
This menu can be activated by a simple right click on the edit page of the file.

*» Modify : File’s edit mode

= Duplicate : Duplicate the file

= Delete : Delete a file and send it to the Recycle bin (reactivation is possible)

= HTML : View the file in HTML

= PDEF : View the file in PDF

= Print: Print the file

= Send by E-mail : send the file by e-mail

= Add payment : In the case of a pro forma invoice or an invoice, the user can add a
payment method (see below add payment category)

=  With a simple click the user can convert a file to another with another phase

For example:

Quote to delivery note, quote to pro forma invoice, quote to invoice
Delivery note to pro forma invoice, delivery note to invoice
Pro forma invoice to invoice

@Author : TOOLS4COM Team 107 32
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2.3.3. General information:
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= «Client» : Search for a client with the field auto-complete

= «Open date» : select in the calendar your open date of the file

= «Deadline» : Select in the « calendar » your deadline or fix the deadline when receiving
the file

= «Reference» : Numbering is automatic based on the history of the files already generated

= The configuration of the automatic numbering is done on the interface «Configuration
Tab» / «Configuration» / «File» =» automatic generation of numbers

= «Currency»: the user can specify the currency and the exchange rate he wants to apply to
the file. The file currency is by default that of the account.

@Author : TOOLS4COM Team 11/ 32
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2.3.4. Eile details (Part 1):
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=  «Add product» : Add another product line

= «Product»: Search for the product with the field auto-complete.

= «Description»: You can keep the description or modify it.

=  «Quantity»: set the quantity

= «Price»: you can keep the price or modify it.

= «Tax»: you can keep the tax or modify it. To add a new tax : go to «Configuration Tab»
/ «Taxes & Dates» / = Taxes Configuration» / insert the new tax

= «Total Duty-free» - total amount duty-free calculated automatically

= « Other taxes /accruals»: You must check to activate. To change or add a new tax (after
VAT) go to: «Configuration Tab» / «Taxes & Dates» =» Taxes configuration: insert the
new tax “tax label” and the amount. Example: stamp duty

NB: TOOLS4COM OIS calculates automatically the total amount of the file as well as the
applied tax.

@Author : TOOLS4COM Team 12 /7 32
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2.3.5. FEile details (Part 2):

Fema quees 1

Remarques1

- Juantité [Jfour/Homme) : B0 EifR par Jourc/ Bomme
- bevis valide jusgu'au’ 0170372003

- 0% de remise : Rewise de Lin &' année.

Teiimas & corvlflions 3

Tegmes & condivions !

= Le développement COmMENCEra aprés validaclon de la specification j
fonctionnelle.

- TOOLEICON o'engege 4 fourmir un résultat conforme & la apéoificacion
fonctionnelle validée,
= TOOLSACON est le seul titulaire des deoits intellectuels et le seul =l

«Comments»: the text can be predefined through «Configuration Tab» /
«Configuration» / «File» = Comments: insert the standard text — the text could also be
customized for each file.

«Terms & Conditions»: the text can be predefined through «Configuration Tab» /
«Configuration» / «File» =» Terms & Conditions: insert the standard text — the text
could also be customized for each file.

«Personal notex»: the note will not be displayed on the file.

2.3.6. File details: Pro forma invoice and invoice (Part 3) :

Payments history

In the case of a pro forma invoice or an invoice, a payment history category will be added to the file
edit interface.

In this part, the user can view or modify the payment data that has already been received.

[Historique des patemens

lhate Bladbe de patement Wbt ant Hate Bt bry

o

w0 00 LR |Patemant par chéque ruméns 219‘0!]
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2.3.7. Add payment interface
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Hoda da palsinent :

Word et 12405 20

Mot :

Apouler palement Factures 5% Fodesa il

= «Reception date» : Select in the calendar the reception date

=  «Payment method»: Select the payment method (cash, cheque, transfer, etc).

»  «Amount»: The payment amount. In the case of an invoice that is in a currency that is
different from that of your account, you can enter the current exchange rate.

=  «Note»: If you need to note further information for the payment (cheque number, Bank
account number etc..) please use the field note.

@Author : TOOLS4COM Team 14 7 32
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2.4. Recurring invoices

A recurring invoice is an invoice that is applied repeatedly in time for a determined or undetermined
period according to the application contract.

For example; garden maintenance, machinery rental or the regular updates of a website can be the
object of a recurring invoice.

In the case of the implementation of contracts, a recurring invoice can be defined and can correspond
to the recurring elements of the contract.

The TOOLS4COM OIS system generates automatically the invoices in the planned dates and sends

alerts by electronic messages to the account’s admin so that he could monitor and send the invoice to
the client. This saves considerable time.

2.4.1. New profile for a recurring invoice

Fin deé session dans 01:48:28
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T

=
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General information:
= «Client» : Search for a client with the field auto-complete
= The configuration and the numbering are done through «Configuration Tab» /
«Configuration» / «File» =» automatic generation of numbers
= «Currency»: The user can specify the currency and the exchange rate he wants to apply
to the file. The file’s currency is by default that of the account.

TOOLS4COM OIS generates automatically the open date, the deadline and the invoice
numbering according to the planned data.

Recurring profile details:
In this part the user should enter the planned data (application contract time)

= «Profile label»: a profile ID (contract)

= «Open date»: Select the open date of the application contract.

= «Close date»: Select the close date of the application contract.

= «Frequency»: Select the invoicing frequency during the application contract period.

= «Repeat all»: If the user selects the days number as a frequency, he should enter this
number in the field Repeat all (superior to 0).

@Author : TOOLS4COM Team 157 32
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= «Add product» : Add another product line

= «Product»: Search for the product with the field auto-complete.

= «Description»: You can keep the description or modify it.

=  «Quantity»: set the quantity

= «Price»: you can keep the price or modify it.

= «Discount»: you can keep the discount or modify it.

= «Tax»: you can keep the tax or modify it. To add a new tax : go to «Configuration Tab»
/ «Taxes & Dates» / = Taxes Configuration» / insert the new tax

=  «Total Duty-free» - total amount duty-free calculated automatically

=« Other taxes /accruals»: You must check to activate. To change or add a new tax (after
VAT) go to: «Configuration Tab» / «Taxes & Dates» =» Taxes configuration: insert the
new tax “tax label” and the amount. Example: stamp duty

NB: TOOLS4COM OIS calculates automatically the total amount of the file as well as the
tax to be applied.

Profile details (Part 2):

Remarques, Teimes & Condition

R s |

Remargues?

- Ouantité [four/Momme) : B0 EUR par Jouc/Homme
- Pevis valide jasgu'au’ 01/03/2009

= 0% de remise : Pemise de Iin &' annde.

Ter
Tegme TioRS & -
- L& SAVELOPPEMEEL CORRERCECS APEES VALLAALLON df 18 SPECIZICATION :|
fonccionnslls.

- TOOLE4CON ='engege & fournic un résultat conforms & la spécification
fonctionnells valides,

= TOOLZACON eat le seul titulaice des droits intellectuels et le ®eul ﬂ

=  «Comments»: the text can be predefined through «Configuration Tab» /
«Configuration» / «File» = Comments: insert the standard text — the text could also be
customized for each file.

=  «Terms & Conditions»: the text can be predefined through «Configuration Tab» /
«Configuration» / «File» =» Terms & Conditions: insert the standard text — the text
could also be customized for each file.

= «Personal note»: the note will not be displayed on the file.

TOOLS4COM OIS allows you also to modify any recurring profile

@Author : TOOLS4COM Team 16 /7 32
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2.4.2. List of recurring invoice profile

TOOLS4COM OIS manages three statuses for the recurring invoices profiles:

Active: an active profile that generates close date contract invoices when not already reached.
Hanging: a profile that is suspended by the user.

Expired: an expired profile that does not generate invoices anymore; i.e.: the contract close date is
reached.

The user can search for the statuses by clicking on the relative links in the recurring invoices
category.

Search engine:

Client : Date debut : Date fin : Mot clé:
-~ Choisir un client - - j + Trouver

= «client»: Select a client to view the files that have already been created

= «Open date»: Enter the profiles that start from this date

= «Close date»: Enter the profiles that finish before this date

=  «Key word»: look for a key word in a profile (number, reference, product...)
= «Find» : Click to start the search

List of files:

It is a summary table that lists all the profiles that have already been created. Each line represents a
clear file that we can:

[€] view in HTML

« & view in PoF

»=  Modify by clicking on its number

= Modify the client information by clicking on the name

= Search the date of creation “Open date”

» [ know if the file is not already sent

« gl know if the file is already sent

= Total: know the total amount.

=  «Actions/Options»: perform actions on the file. (Actions menu)

= Mark as sent: the user can use this option when he sends the file to the client by fax or
mail and he wants to update the status of the file from pending to in progress.
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3. Products Tab

ADMIMISTRATION . Blon comple Blog Besoin d'alde 7

Fin de& session dans 01:41:41
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Before adding a product and for a better organization, the user should define the products categories.

Example: A web agency: category: Development, Webhosting, Domain name etc...

Fin de session dans 00:47:44

[ accuen || oevnnnror || Faconesimvons . |[IRSt |  couins || Rappoarts— | connpuation |

At s slésotbe b{@&
L

Labwl : Dasuigion 63@.
P
.‘p(\
vl o bipie b B i o %ﬁ.
Cphons *}Eﬁa
Duirewloppamaent ¢

3.1. List of categories interface

3.1.1. Add a category

= «lLabel»: Enter the name of the category.

= «Description»: Enter a description if necessary.

= «Active»: Mark the category as active otherwise it will remain disabled.
L] : Validate the added category
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3.1.2. List of categories and updates

= «Category label»: enter the category’s name.

» «Description»: enter a description if necessary.

= «Active»: Mark the category as active otherwise it will remain disabled.
= : Validate the added category

3.2. Management of products

3.2.1. Add a new product

[ meena || oevamirp || Fochimes iavons | cuams || Ragpens || conowation— | @ pécomaxion

[ Gostion des produts

Ratarenc -
¥ R i Sl

Py gechuit

Exiguis o

Options
Diévaloppament 1 Cof leeile

* Profuits suppimés

1| —Aucurs TV A— j

= «Reference»: enter the product’s reference.

=  «Product»: enter the product’'s name.

= «Category»: Select the appropriate category.

= «Description»: enter a product description (This is the description that will be displayed by
default in the file)

= «Unit price»: enter the unit price of the product in the currency of the account.

= «lInventory»: enter the initial product’s inventory.

= «Units»: enter the unit type (L, kg, m, m2, package, etc.)

= «V.A.T»: Select the VAT of this product (will be displayed on quotes/ invoices etc.)
-- to manage taxes click on «Configuration Tab» / «Taxes & Dates» / «Taxes
Configuration»

= «Discount»: enter a standardized discount for this product (will be displayed on the quote
/ invoice etc)

= «Notes»: enter notes that will not be displayed

=  «Activate»: click on it to activate a product

= «validate»: click on it to confirm data and save the product

When the product data are saved the user will be redirected to the edit interface so that
he could check and monitor the information.
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3.2.2. List of products

Fim de session dans 003220

TOOLS (i) com
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Search engine:

= «Category»: apply on the list of products a filter by category.
=  «Key word»: enter an instance of a product.
»  «Find»: Apply the filter.

Products table:

= «Status»: the status of a product (Activated, Disabled).
= «Reference»: displays the product’s reference.

=  «Product»: displays the product’s name.

= «Unit price»: displays the product’s unit price

= «product’s inventory»: displays the remaining inventory
= «sold products» : displays the number of sold units

= «Price»: you can keep the price or modify it.

= : Modify the product’s data.

: Create an invoice with the product.

: Delete a product and send it to the Recycle Bin.

: Reactivate the product if it has already been sent to the Recycle Bin.

BECIN
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4. Clients Tab

4.1. List of clients
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4.1.1. Clients table:

= «Client»: the ID, the company label, the client’s name.

= «Name of the contact»: Displays the name of the main contact of the client.
= «E-mail»: displays the electronic address of the client.

= «Phone»: displays the client’s phone number

" E : Modify the client’s data.

" E : Create an invoice with the client.

" ﬂ : Delete a client and send it to the Recycle Bin.

. : Reactivate the client if it has already been sent to the Recycle Bin.

4.1.2. Search engine:

-
Mot clés Adresse: 1 ¢ Gestion des clients
« Trouver
} Mouwveau client

2 T b Liste des clients
igue 2021 1]

= «Type»: apply on the list of clients a filter by type: (Individual or corporation).
= «Key word»: enter an instance of the client name to be searched.

=  «Address»: enter an instance of the client address to be searched.

= «Find»: Apply the filter.
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4.2.

New client

TOOLS4COM OIS manages two types of clients: Individuals and corporate.
When it comes to the creation of new clients interfaces, there is little difference between the two
types so that the user will not get lost when using them on a daily basis.

[ Accueil

—

Rapports |Ir Configuration | @ Déconnesxion

[ pevisBirar [ Factures avoirs | Produits )

‘ Informations générales | . Gestion des clents
¥ Houveau client
Socigté Personne physique

Forme juridique

5

Personne morale

M Corbeille

TV imtracommunautaire

E-mail

Site web

Devise

¥ Clients supgrimés

¢ |-Choidevise— j

‘ Détails contacts | Houveau contact |

Tire

Hom Prenom Puoste E-mai Téléghone

Aucun

|
B Aucun j
|

B Aucun

‘ Détails coordonnées

4.2.1. Individual:

«Client label»: Enter the name of the client that will be displayed on the file.
«E-mail»: Enter the e-mail address of the client that will be displayed on the file.
«Website»: Enter the website of the client that will be displayed on the file.

4.2.2. Corporate:

«Client label»: enter the name of the company that will be displayed on the file.

«Legal form»: enter the status of the company (LLC, LP, SP etc.)

«Intercommunity VAT»: enter the intercommunity VAT code that will be displayed on the
file.

«E-mail»: enter the e-mail address of the client that will be displayed on the file.
«Website»: enter the website of the client that will be displayed on the file.

«Phone»: enter the phone number of the client that will be displayed on the file.

«Fax»: enter the fax number of the client that will be displayed on the file.

4.2.3. Contact details — New contact

«New contact» - click to add a new contact

«Title»: Select the client’s title (Mr, Mrs, Miss, Dr etc)
«Last name»: Enter the last name of the client’s contact
«Name»: Enter the name of the client

«Position»: Enter the position of the client

«E-mail»: Enter the e-mail address of the client
«Phone»: Enter the phone number of the client
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4.2.4. Contact details:

= «Address» - enter the address of the client that will be displayed on the file.

= «Address 2» optional (Address that will be displayed on the second line on the file)
= «City»: enter the name of the client’s city

»  «Zip codex»: enter the client’s zip code

= «Country»: select the client's country

= «Phonex»: enter the client’s phone number

» «Fax»: enter the client's fax number

= «Notes & Comments»: Add comments concerning the client

= «Validate»: click on validate to confirm data or edit them.

When the product’s data are saved, the user will be redirected to the edit interface so
that he checks and monitors the data.
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5. Reports Tab

The report tab offers various animated graphs representing the company’s activity, we have:

= Sales report by date

= Sales report by client

= |Invoices report by status

» Invoices report by client

= Invoices report by product
= Payment methods report
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(Sales report by product)
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Graphique des paiements par mode
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(Payment methods report)
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6. Configuration Tab

The configuration tab interfaces allow you to set up and customize your TOOLS4COM OIS account.

6.1. Profile

Won comple og  Besoin d'aide 7

Fin de seszion dans 01:54:40
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6.1.1. General information

=  «Company»: Enter the name of the company that will be displayed on the files.

» «Legal form»: Enter the status of the company (LLC, LP, SP etc.)

= «Share capital»: Enter the amount of your company’s share capital.

=  «Intercommunity VAT»: Enter the intercommunity VAT code that will be displayed on the
files.

= «Customs code»: Enter your company’s customs code.

= «Bank code»: Enter your company'’s bank code.

=  «E-mail»: Enter your company’s e-mail address; this electronic address will be displayed
on the files for sending messages.

= «Website»: Enter the client’s website that will be displayed on the file.

= «Currency»: Select the account currency.

»  «Number of decimals for prices»: example 1=1.9, 2=1.99, 3=1.999

6.1.2. Contact details:

=  «Address» - enter the name of your company that will be displayed on the files.

= «Address 2» optional (Address that will be displayed on the second line on the file)
»  «City»: Enter the name of your company’s city..

= «Zip code»: Enter your company’s zip code.

=  «Country»: Select your company’s country

= «Phone»: Enter the client’'s phone number

= «Fax»: Enter the client’s fax number

- The information not specified in the profile interface will not be displayed on your files.
- When the profile interface is validated the data will be saved.
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6.2. Logo Configuration
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Through this interface the user will be able to customize the logos to be displayed on the files (PDF
header) as well as the TOOLS4COM OIS platform.

= APPLICATION LOGO: select the logo that will be displayed on the TOOLS4COM OIS
application pages.

= File logo : select the logo that will be displayed on quotes, delivery notes, pro forma
invoices, invoices or refund invoices
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6.3. Taxes & Dates
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6.3.1. Taxes Configuration

You can set up to five VAT rates per account and configure up to three amounts of accruals to be
added to the files.

Adding taxes in the configuration page could make the process of adding a product/ service much
easier.

The added taxes are presented in a dropdown menu or a multiple choice list. When you add a

product/ service all you need to do is select the tax that will be applied to that product/service.
This will avoid going into tax details each time for each product

6.3.2. Date configuration

This feature allows the user to specify the time zone.

@Author : TOOLS4COM Team 28/ 32



TOOLS (&) com

INTERMNET SOLUTIONS

6.4. Files configuration

The files configuration interfaces are similar for quotes, delivery notes, pro forma invoices, invoices or
refund invoices. The user should follow the same steps to configure this part.

| tecwmat || pessmisg | fesioes ) peas iy cuerts || Nappins @ Déeonexn I

mld“mnmuuqutmumimmhmu | Prafi

¥ Proe
Fidtier :
P ger 3
ot bt ¥ T & Dt

Lo
A o el B

Cunﬂgurlilnn Rumumu ﬂ.(and‘ﬁlq
Maempies pat déta 1 pp——

¥ Fasbures profomsa

¥

¥ Trebme

* Paigrmisnd e g
Formmes & poi o o dtma

Vot ety gy -l
¥ Valider e
¥ Signahe
T it g
b Mt i e

= «Prefix»: Enter the prefix of your document. example :
0 Quo : for quote
o Inv: for invoice
o PFI : for pro forma invoice

= «starts at»: specify the beginning of the nhumbering

When the two fields Prefix and starts at are specified, the system will take into consideration this
information to manage the automatic numbering.

Example of an invoice:

Prefix: Inv-
Starts at: 506

Invoice number: if there are not already any generated invoices, the system will display
Inv-000506 for the first invoice.

=  «Default comment»: Specify the text of the default comment that you wish to include into
your files.

= «Default Terms & conditions»: specify the text of the default Terms & conditions you wish
to include into your files.
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6.5. Themes
| hecws || Do e focumesibwown || Promes || Cweis || Rapeons O Do
Thime de Fagplicatian = prom
(" sk s [
7] — H=ﬁ
e - &
3 I arvebty snes
™ Boge T Byange i '. ;
= - Faki
[T
o Walisar = P amiirage ©mais

TOOLS4COM OIS allows users to customize the theme of the application in order to offer them a
pleasant experience.
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6.6. Online payment

To make the online payment easier for your clients, TOOLS4COM OIS can add a payment link via
PAYPAL on your invoices. You only need to add the e-mail address of your PAYPAL account.

PayPal AleriPay

| Paramétragre du paiement avec PayPal

le paiener

= Afin e raciier b &n igne par vos chsnds, On peut ajouter un ien de paisment via paypal dans vos
Paypal Fadrésse o-mal Bee
vsa B 2

factures, et juste ajouter
ée avec volre comple paypal

Pavypeal E-rmsd ID

Maotification par e-maill

r'-i"’;l‘l"i-r‘.'l un messape da notiticaton kors dun palement &n igne

r Ernnoer un mes2age de remerciment au client

* Paypal € a2 une mangue dépotée par Paypal

[ PayPal | v EEF=m m::,:mw]]

" Walider

» «Paypal E-mail ID» : - the e-mail address linked to your PAYPAL account

To make the online payment easier for your clients, TOOLS4COM OIS can add a payment link via
ALERTPAY on your invoices. You only need to add the e-mail address of your ALERTPAY account.

ol oyl AlerPay

| Paramétragre du paiement avec PayPal

= Afin de facifer | paiement &n igne par vos cisnts, On peut ajouter un ien de paiament via paypal dans vos
PayPal

factures, et juste ajouter
Fadresse -mad Bée avec wolre comple paypal
visa ) o2

Pavypeal E-rmsd ID
Maotification par e-maill

r'-i";l'l"i-r‘!l un messape da notiticaton kors dun palement &n igne
r Ernnoer un mes2age de remerciment au client

* Paypal € a2 une mangue dépotée par Paypal

[ PayPal | v EEF=m m::,:mw]]

" Walider

= «AlertPay E-mail ID» : - the e-mail address linked to your ALERTPAY account

TOOLS4COM OIS allows users also to:
- Receive a notification message when an invoice is paid online.
- Send an automatic acknowledgement message when an invoice is paid online.
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6.7. E-mails configuration:

TOOLS4COM OIS makes the communication with your clients much easier by offering you templates
for the majority of the messages to send. You can change and customize these default templates
according to your preferences.
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TOOLS4COM OIS offers you also fictitious spaces included in these templates. These placeholders will
be automatically replaced by the value during the real time communication.

Message template Used for

Quote notification This template is used when you send a new quote or offer to your client.

Delivery note notification This template is used when you send a new delivery note to your client.

Pro forma invoice This template is used when you send a new pro forma invoice to your client.

notification

Invoice notification This template is used when you send a new invoice to your client.

Refund invoice notification | This template is used when you send a new refund invoice to your client.

Overdue notification This template is used to send payment reminders to the clients concerning
the invoices that exceeded the deadline.

Acknowledgement This template is used to send an acknowledgement after the receipt of an
invoice payment.

Signature Customization of the signature that will be sent by TOOLS4COM OIS
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