
Job Invoice Setup

Introduction

This guide helps you to configure default invoice templates, default invoice by (job company bank

account), and default invoice edit mode for invoices in your organization.

Below are the settings you can configure for the job invoices in Invoice Configuration.

● Default Invoice By

● Invoice Edit Mode

● Default End of Month Invoice Template

● Default Prepaid Invoice Template

Set Default Invoice By

A job company bank account name set in the Default Invoice By will be auto-populated in the Invoice By

field of the invoice while creating a new invoice. Follow the below steps to set the Default Invoice By.

1. Navigate to the Neilon Project Management application from the App Launcher.

2. Go to the Neilon Jobs Administration tab.

3. Click on Invoice Configuration.

4. Put the job company bank account name in the Default Invoice By field which you want to use as

as default job company bank account for the invoice while creating a new invoice.

Note: If you have not created the job company bank account, then create it by following the

Neilon Project Management Invoice Company Bank Accounts Setup guide.



5. Click on the Save button to save the configuration.

Set Invoice Edit Mode

Set the Invoice Edit Mode as per your requirement. Invoice Edit Mode will be used to decide which edit

mode you want to open when the user edits the invoice from the invoice record details page using the

standard invoice edit action.

There are two invoice edit modes you can set.

● Full - If you want to edit full invoice details with invoice line items in a custom Neilon

component.

● Details Only - If you want to edit invoice details only in standard edit mode.

● Empty or Blank value - If you want to use both options and decide the edit mode after clicking

edit action, then leave this field value as empty or blank.

Follow the below steps to set the Invoice Edit Mode.

1. Navigate to the Neilon Project Management application from the App Launcher.

2. Go to the Neilon Jobs Administration tab. Click on Invoice Configuration.

3. Set “Full” in the invoice edit mode and click on the Save button to save the configuration.

Now, when you edit the invoice from its record detail page standard edit action, It will show the

invoice edit custom component in which you can edit all invoice fields and add or update invoice

line items as well.



4. Set “Details Only” in the invoice edit mode and click on the Save button to save the configuration.

Now, when you edit the invoice from its record detail page standard edit action, It will show the



standard invoice edit form in which you can edit invoice details only.

5. Set “ ” blank or empty value in the invoice edit mode and click on the Save button to save the

configuration.



Now, when you edit the invoice from its record detail page standard edit action, It will show both

options and you can decide the edit mode.

● Click on Edit Invoice Details, it will show the standard invoice edit form in which you can

edit invoice details only.

● Click on Edit Full Invoice Details, it will show the invoice edit custom component in which

you can edit all invoice fields and add or update invoice line items as well.

Set Default End of Month Invoice Template

The invoice email template will be used while sending invoices to the payee.

Follow the below steps to set the Default End of Month Invoice Template.

1. Navigate to the Neilon Project Management application from the App Launcher.

2. Go to the Neilon Jobs Administration tab. Click on Invoice Configuration.

6. Set the invoice template name in the Default End of Month Invoice Template field which you want

to use as a default End Of Month invoice template.



7. Click on the Save button to save the configuration.

Default Prepaid Invoice Template

The invoice email template will be used while sending invoices to the payee.

Follow the below steps to set the Default Prepaid Invoice Template.

1. Navigate to the Neilon Project Management application from the App Launcher.

2. Go to the Neilon Jobs Administration tab. Click on Invoice Configuration.

3. Here in the Default Prepaid Invoice Template field put the value of the invoice name

4. Set the invoice template name in the Default Prepaid Invoice Template field which you want to

use as a default prepaid invoice template.

5. Click on the Save button to save the configuration.


