The Invoice Template

Editing the template

To access the template, go to the System Config menu and click on Email Templates.

The screen will refresh with a list of possible templates to edit. In our case, we want to click on the
Edit button for Permit Invoice to access the template.

Email Templates

Title Type Language Subject Notes

Appeal Appeal English Appeal Submitted Appeal submitted by user

Submitted by Submitted

User

Incident Incident Enalish Incident Report Mot used at this time.

Report Report [INCIDENTNO]

Lost Password Lost English Your Password The lost my password email
Password

Permit English Invoice is ready: [invoice Send emailed invoices to companies that have outstanding permits.
Invoice account="name"]
User Receipt User Receipt English Payment Request The receipt the user receives after a payment has been submitted.
Received
Waitlist [ ] Selected English Your Permit Is Ready The notification to the user that the admin has either selected them from the waitlist to recsive a
Selected From Waiting [waitlist permit, or extended the time they have to pay for a permit before picking someone else.
List show="fullname"]

The screen will refresh with the complete Template form as seen below.
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Return to Template List

Edit Email Template

Send emailed invoices to companies that have outstanding permits.

Label
Type
Language
Layout
Subject

HTML Content

This email uses special tokens that are replaced
when sent. The tokens available for this email
template include:

[invoice account="number™] QIR dal0 111

for the company.

the company.

[invoice account="fulladdress"] RUERIIENGIEH
for the company.

[invoice account="invoice_comments™] RG]
invoice comment value that is editable for companies
only. Any line breaks will be preserved.

[invoice show="invoiceno"] BUI <Ryl

[ e L =i Ll ) Invoice due date.

[invoice show="billdate™] JUIIIY.IK. 1IN
[ R i e i Subtotal of all items

before tax.

[ DAV e va i v i ) Total amount of tax.

[invoice show="amounttotal"] RULR e RN

amount for all outstanding permits for this invoice.

[ L e = M The total number of

permits for the selected sales window.

[ e e = e B The list of permits, cost

and who has the permit.

Text Content

Permit Invoice

Permit Invoice

English Francais

Default Layout

Invoice is ready: [invoice account="name"]

File= Edit~ Insert~ View~ Format= Table~
N # 4~ Fomas B 7 A~ A
L & & @

e

Home of the OPS-COM demo
Tomahawk University Parking
8ill To: [invoice écbﬁunt:"fu\\address"]
Account Number: [invoice
account="number"]

[invoice show="details"]

Subtotal
Taxes,
Total

Tools =

]
i
4
i
4

Il

lil

92 Bridge Street
Carleton Place, Ontario

Invoice

Invoice No.:
Date:
Due Date:

[invoice show'="invoicen0"]
[invoice show="billdate"]
[invoice show="duedate"]

$[invoice show:'isubtotal"]
$[invoice show="taxtotal"]
$[invoice show="amounttotal"]

Balance Due

$[invoice show="amounttotal"]

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

4

table » thody » tr» td » p

Save Email Template

Powered by TinuMCE

Words: 86
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The form contains 4 areas:

At the top, Meta Data for this specific template.

On the left, a list of possible Short Codes that can be used on this template form.

On the right, the actual Template.

At the bottom, a Text Content field (This field can be configured for a plain text version of the

Meta Data

Label - Enter a name for this Template.

Type - This field auto fills.

Language - Choose the language of the template.

Layout - Choose default layout.

Subject - This text will appear as the Email Subject. Note that the use of short code is permitted in
this field. In this case, we are calling up the account name for the company being invoiced.

Short Code List

The template allows the use of special tokens, or short codes, to pull information from the database
to appear on the invoice when sent.
These include:

[invoice account="number"] The account number for the company.

[invoice account="name"] The account name for the company.

[invoice account="fulladdress"] The full address for the company.

[invoice account="invoice_comments"] The invoice comment value that is editable for
companies only. Any line breaks will be preserved.

[invoice show="invoiceno"] Invoice Number.

[invoice show="duedate"] Invoice due date.

[invoice show="billdate"] Invoice bill date.

[invoice show="subtotal"] Subtotal of all items before tax.

[invoice show="taxtotal"] Total amount of tax.

[invoice show="amounttotal"] The total sum amount for all outstanding permits for this invoice.
[invoice show="counttotal"] The total number of permits for the selected sales window.
[invoice show="details"] The list of permits, cost and who has the permit.



HTML Content File~ Edit~ Inset~ View~ Format= Table~ Tools~—

This email uses special tokens that are replaced s -
Formats = A~ H ~
when sent. The tokens available for this email 9 + B I et | |

template include: L M G @

M
]
1]
1]
i
4
i
a4
lil
il

92 Bridge Street|
[invoice account="number"] BRIl 0=d Carleton Place, Ontario
for the company.

the company. ’

[invoice account="fulladdress"™] RLER{IELGIE

[invoice account="invoice_comments"] B Heme of the OPS-COM deme InVO Ice
invoice comment value that is editable for companies Tomahawk University Parking
only. &ny line breaks will be preserved. s
yeny 4 Bill To: [invoice account="fulladdress"] Invoice No.: [invoice show="invoicenc"]
Invoice Number. Account Number: [invoice Date: [invoice show="billdate"]
[ e ) Invoice due date. account="number"] Due Date: [invoice show="duedate"]
[invoice show="billdate™] BulilaRll K=1/:N
[invoice show="subtotal™] R0 [invoice show="details"]
before tax.
[invoice show="taxtotal"] Rr={EnblildE 0 S : . ;.
Subtotal $[invoice show="subtotal"]
["“me sw a“ntmta f T'::.tcftal s.'um Taxes, $[invoice show="taxtotal"]
amount for all outstanding permits for this invoice. il R s

I e D T i ) The total number of

permits for the selected sales window.

VL e vy = L= 11 il ) The list of permits, cost

and whao has the permit.

Balance Due $[invoice show="amounttotal"]

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

These tokens can be placed anywhere on the template and will pull data from the system, similar
to a mail merge functionality.

For example, in the Bill To: area, the system will retrieve the Full Address of the Company as
well as the Company Account Number using these two short code tokens:

[invoice account="fulladdress"] The full address for the company.

[invoice account="number"] The account number for the company.
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HTML Content File~ Edit~ Inset~ View~ Format= Table~ Tools~—

This email uses special tokens that are replaced s - = = = = 1 ]

Formats ~ A~ A~ = &= = E =¥ = v £ =
when sent. The tokens available for this email s + B2 A - - - - = * - =
template include: 09 | {} @

92 Bridge Street|
[invoice account="number"] BRIl 0=d Carleton Place, Ontario
for the company.

the company.

[invoice account="fulladdress"™] RLER{IELGIE

for the company. m"ﬂ

KAUNIVERSITY" i
[invoice account="invoice_comments"] B Heme of the OPS-COM deme InVO Ice
invoice comment value that is editable for companies — Tomahawk Universitv Parking
only. &ny line breaks will be preserved. ; - ]
yeny 4 Bill To: [invoice account="fulladdress"] Invoice No.: [invoice show="invoicenc"]
Invoice Number. Account Number: [invoice Date: [invoice show="billdate"]
[ e ) Invoice due date. account="number"] Due Date: [invoice show="duedate"]
[invoice show="billdate™] BulilaRll K=1/:N -
[invoice show="subtotal™] R0 [invoice show="details"]
before tax.
[invoice show="taxtotal"] Rr={EnblildE 0 S .
Subtotal $[invoice show="subtotal"]
[mvoe sw aunttota f T:I:_ttrtal Sl-um Taxes $[invoice show="taxtotal"]
amount for all outstanding permits for this invoice. il R s

I e D T i ) The total number of

permits for the selected sales window.

VL e vy = L= 11 il ) The list of permits, cost

and whao has the permit.

Balance Due $[invoice show="amounttotal"]

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

The Template

There are a number of areas on the template that can be edited by the admin. To add branding to
the template there are two areas that will be of concern.

The Company Logo Field:
This is where you would place your company logo. Using a .JPEG or .PNG file format is
recommended.
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HTML Content File~ Edit~ Inset~ View~ Format= Table~ Tools~—

This email uses special tokens that are replaced s - = = 1= ]

Formats ~ A~ A~ = = v = v = =
when sent. The tokens available for this email Y + B2 A - - - == - =
template include: cg) | {} @

92 Bridge Street|
[invoice account="number"] BRIl 0=d Carleton Place, Ontario
for the company. T

the company.

[invoice account="fulladdress"™] RLER{IELGIE

[invoice account="invoice_comments"] B Heme of the OPS-COM deme InVO Ice
invoice comment value that is editable for companies Tomahawk University Parking
only. Any line breaks will be preserved. £ = . 3 2 " "
X : = i Invoice No.: [invoice show="invoicenc"]
Invoice Number. Account Number: [invoice Date: [invoice show="billdate"]
[ e ) Invoice due date. ] | account="number"] Due Date: [invoice show="duedate"]
[invoice show="billdate™] BulilaRll K=1/:N
[invoice show="subtotal™] R0 [invoice show="details"]
before tax.
[invoice show="taxtotal"] Rr={EnblildE 0 S : . 2 - = x
Subtotal $[invoice show="subtotal"]
["“me sw a“ntmta f T'::.tcftal s.'um Taxes, $[invoice show="taxtotal"]
amount for all outstanding permits for this invoice. il R s

I e D T i ) The total number of

permits for the selected sales window.

VL e vy = L= 11 il ) The list of permits, cost

and whao has the permit.

Balance Due $[invoice show="amounttotal"]

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

Your Company Address:
Enter your company address here.

HTML Content Filev Editv Insettv View~v Formatv Tablev Tools~
This email uses special tokens that are replaced - F = = = = = 1= = =
= ormats ~ A~ B~ E E E E =~ iz E =
when sent. The tokens available for this email b + B A = =T G = - =
template include: g) =] {z} @

92 Bridge Street
(L e T T e Tl B The account number Carleton Place, Ontario
for the company.

the company.

I VLTCEnGT  {TET T ) The full address

Invoice
[invoice account="invoice comments™] JLT] Hehe Sf tha ORS.COM durd
invoice comment value that is editable for companies ] Tomahawk University Parking
only. Any line breaks will be preserved. 5 = ) 3 2
Bill To: [invoice account="fulladdress"] Invoice No.: [invoice show="invoiceno"]
s S O S Irvoice Humber. Account Number: [invoice Date: [invoice show="billdate"]
L e o) Invoice due date. account="number"] Due Date: [invoice show="duedate"]
[invoice show="hilldate™] FUV{I«-RllI NN
[ T e P Subtotal of all items [invoice show="details"]
before tax.
IVt T e ry e ) Total amount of tax. : = . ? . :
Subtotal $[invoice show="subtotal"]
[imme sw:“aounttotﬂl"] Th; total sum 3 2 Taxes 3 : ; s[invoice show="taxtotal"]
. rerandl P S e : 2 : SRR . : ot E
amount for all outstanding permits for this invoice Total e e e T

VLS TR i =1 ) The total number of

permits for the selected sales window.

IO - T [ w1 S ) The list of permits, cost

and who has the permit.

Balance Due $[invoice show="amounttotal"]

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

Invoice Identification:
In this section use short code to pull in the Invoice Number, Billing Date, and Due Date.
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HTML Content

This email uses special tokens that are replaced
when sent. The tokens available for this email
template include:

(AL T T el T 1 Tl ) The account number
for the company.

the company.

[invoice account="fulladdress"™] RLER{IELGIE
for the company.

[invoice account="invoice_comments™] R

invoice comment value that is editable for companies
only. Any line breaks will be preserved.

Invoice Number.
Invoice due date.
Invoice bill date.
Subtotal of all items

before tax.

[invoice show="taxtotal"] Rr={EnblildE 0 S
[invoice show="amounttotal"] RURG RNy

amount for all outstanding permits for this invoice.

I e D T i ) The total number of

permits for the selected sales window.

VL e vy = L= 11 il ) The list of permits, cost

and whao has the permit.

Invoice Details:

File- Edit~ Insett~ View~ Format~ Table~ Tools~
& o+ &~ Formasr B J A~ A -

M 6 @

—~

Heme of the OPS-COM deme
Tomahawk University Parking

(]
i
L]
i
4

lil

lil

92 Bridge Street|
Carleton Place, Ontario

Invoice

il

Bill To: [invoice account="fulladdress" ~ Invoice No.:
Account Number: [invoife Date:
account="numbeif’ Due Date:

—

' [invoice show.z"\nuowce.no"]
[invoice show="billdate"]
[invoice show="duedate"]

[invoice show="details"]

: SuthotaI '
Taxes
Total

$[invoice show="subtotal"]
$[invoice show="taxtotal"]
$[invoice show="amounttotal"]

Balance Due $[invoice show="amounttotal"]

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

The short code [invoice show="details"] pulls in the list of permits that will appear on the
Invoice. (See a sample of the Invoice below)

These include:

Parker's Name

Iltem type being Paid for (Permit, Access card, etc.)

Item number (Permit Number)
Sales Window

Lot Name

Quantity

Cost
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HTML Content File= Edit~ Inset~ View= Format= Table= Tools~=

This email uses special tokens that are replaced e E i = = = = = = =

- ormats = A~ A ~ E = = E =+ = iE E
when sent. The tokens available for this email b + Bl B = = 0 o il 2 - =
template include: P ME 6 3

92 Bﬁdge Street

[invoice account="number™] Rl iayl- Carleton Place, Ontario

for the company.

the company.

[invoice account="fulladdress™] RUER{IIELGIE-

for the company. H‘H

Invoice
[invoice account="invoice_comments™] RLL} H e f the O EOM Hxne f
invoice comment value that is editable for companies Tomahawk University Parking
anly. Any line breaks will be preserved. 3 = - : S5 - =i : = = < % -
Bill To: [invoice account="fulladdress"] Invoice No.: [invoice show="invoiceno"]
i E sl S Tl 0l () Invoice Humber. Account Number: [invoice Date: [invoice show="billdate"]
e o e Invoice due date. account="number"] Due Date: [invoice show="duedate"]
[ e ety Invoice bill date.
[ LR e B Subtotal of all items I[I'n\-h:)'h:e show="details"]
before tax. T
I D r i r Ll ) Total amount of tax. . .
subtotal o $[invoice show="subtotal"]
[mvoe 5w= almttotal f Th;_t[.'tal S Taxes _ s[invoice show="taxtotal"]
amount for all outstanding permits for this invoice. Total $[invoice show="amounttotal"]

[invoice show="countiotal™] RUERCIEIRITLE g

permits for the selected sales window.

(L= T [ 1 ol ) The list of permits, cost

and who has the permit.

Balance Due $[invoice show="amounttotal"]

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

Payment Information (Billing Cost):
In this section use short code to pull in the billing information such as Subtotal, Calculated
Taxes, and Total Billing Amount.
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HTML Content

This email uses special tokens that are replaced
when sent. The tokens available for this email
template include:

(AL T T el T 1 Tl ) The account number
for the company.

(VLR ol e BT - ) The account name for

the company.

[invoice account="fulladdress"™] RLER{IELGIE
for the company.

[invoice account="invoice_comments™] R
invoice comment value that is editable for companies
only. Any line breaks will be preserved.

[invoice show="invoiceno"] JUII<- 1114

File~ Edit~ Insett~ View~ Format~

S ol s
L B B O

B 7 A~

Formats ~

Heme of the OPS-COM deme
Tomahawk University Parking

Bill To: [invoice acéo'untz'"fulléd&ress"]

Account Number: [invoice

Table =

-

Invoice No.:

Tools ~

1]
Il
lil
-
il

92 Bridge Street
Carleton Place, Ontario

Invoice

[invoice show="invoicena"]

Date: [invoice show="billdate"]

account="number"] Due Date: [invoice show="duedate"]

[ e L Invoice due date.

[invoice show="billdate™] BulilaRll K=1/:N
[invoice show="subtotal™] R0

before tax.

[invoice show="details"]

[invoice show="taxtotal"] Rr={EnblildE 0 S

' subt:cﬁt'al' ' ' ] $[ir'1\:=0i'cv:.=._ shZo{N%"stjbﬁ_ofal"]
[mvoe sw= anunttotal f Th:-tcrtal Sl-le Taxes ) s[m\:o\'c_e show?"ta?(total"]
amount for all outstanding permits for this invoice. Total $[invoice show="amounttotal"]

I e D T i ) The total number of

permits for the selected sales window.

Thelist of permits, cost Bala nce Due

$[invoice show="amounttotal"]

and whao has the permit.

This is a test of the text block at the bottom of the page:

[invoice account="invoice_comments"]

You may also wish to add comments to the invoice. Comments can be added in the company
configuration.

Company Edit 3

3 Users associated to this company. View Users

Account Number 197102

Account Name Jones Windows

+ Receives Invoice

Invoice Emails joneswindows@jw.com

Invoice Comments Sample Invoice Comment

Address 123 Clearview Lane
Line 2
Line 3
City Perth

The Email with PDF attached:
Here is a sample of what the resulting email would look like. There is also a .PDF version of this
invoice attached to the email.
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(@)

e ——
< TOMAHAWKIUNIVERSITY "
Hoeme of the OFS-COM demo
Tomahawk University Parking

Bill To: Shannen Jones
123 Clearview Lane

Perth, ON

K7H 3C8

Account Number: 197102

Name Item Item Details
Jason Barnes Permit 109 Window: Test Annual  Lot: RED-S5TU
Julie Parsons Permit 108 Window: Test Annual  Lot: RED-S5TU

This is a test of the text block at the bottom of the page:

This is a test of the comment feature.

Revision #2
Created 15 May 2024 08:40:50
Updated 11 September 2024 13:40:49

Invoice No.:
Date:
Due Date:

Quantity Rate
1 $525.00
1 $525.00
Subtotal
Taxes
Total

92 Bridge Street
Carleton Place, Ontario

Invoice

1024
10/22/2019
11/21/2019

Amount Tax
$525.00 Tax
$525.00 Tax

$1,050.00
$136.50
$1,186.50

Balance Due $1,186.50
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