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      How to Fill Out an Invoice Step-by-Step

      If you faced the need to fill out an invoice for the first time, you might wonder how to do it correctly. Different templates are suitable for each particular case. Moreover, you can even create your own invoice. Therefore, you have to know all the details about how to write up an invoice, and our guide is here to help you.
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      What Is an Invoice?
An invoice is a type of document used in business to sell some products. An invoice includes information about the product amount, its characteristics, and delivery features. It also shows how much the customer has to pay. When you complete an invoice, you put it together with your products when packing them. It means that the clients first get their purchase and then pay for it.
Printable Invoice Form
How to Get an Invoice Form?
There are diverse invoice forms available for free on the Internet. Here are two easy options to get an invoice:
	You can find some templates on PDFLiner. After you choose a suitable one, fill it out in the PDFLiner editor. Here you can add text and various fields to the offered template.
	Another way to get an invoice form is to create it by yourself. This option is also available on PDFLiner. When you register on the site, you can create a new invoice. Click on your profile, and choose ‘Create new document’ in ‘My documents.’ Then you may use diverse instruments while working with your invoice.


Tips for Filling Out an Invoice
The legal invoice must contain all information about the purchase. If you don’t want to miss anything, check out this step-by-step guide. It describes all details about what to include on an invoice.
Step 1: List business contact information
The head of the document usually contains information about your company, organization, shop, etc. Being a seller, you should indicate the name of the company, your phone number, and your address. Customers might have some questions about the goods, or they might want to purchase another shipment. Therefore, you should provide them with your contacts.
Step 2: Write the client’s contact details
Any invoice requires you to fill out the contact details of both parties. The client’s data in this document is aimed to make the cooperation better. If the company has some questions, you just open an invoice and contact the customer. Also, the data is required to indicate that a particular person or organization is responsible for paying for a purchase.
Step 3: Generate a unique invoice number
When an invoice has a unique number, it’s much easier to store the documentation. It would be beneficial to provide order numbers for invoice management. An invoice number can include any required information. You can write the names of the client’s company, project, etc.
Step 4: Clearly display the dates
In most cases, an invoice should include two dates: the date when you sent an order to the customer, and the deadline they have to pay for it. You may also indicate the date you send an invoice separately. It’s essential to set the dates clearly so that the customer knows the deadline of the payment.
Step 5: Enter your itemized list of goods and services
After you fill out the contact information, you may go to the main part of the invoice. Write a list of all products in this order. Include their names, the number of a particular item, and other data if required. If you provide any services, you can also fill out an invoice and send it to the client. However, creating trucking invoice templates, for example, may differ slightly from the standard process due to service specifics. Read more about it in out article on how to make invoice for trucking.

Step 6: Display pricing
You should indicate the price of one item and the cost of the total number of goods separately. One column is for the products’ prices, and the second one is for how much the customer should pay. For example, if they order five items, you have to include the price for five products. At the end of the list, there should be the total sum stated.
Step 7: Add sales tax
Add sales tax to the total price of each invoice. Without the sales tax, this document is not legal, and you can’t send it to the customer. Remember that each state sets different sales taxes. You should check them occasionally as they might change with time.
Step 8: Payment terms
Finish your invoice with the payment terms, which include the deadline and other essential information. Usually, the company sets the payment method. Include your banking information if a client can make an online transaction. Alternatively, you can write where to find it (for example, on your website).
How to Fill Out an Invoice with PDFLiner?
PDFLiner allows you to fill out any invoice online. It’s convenient because you can create one or choose a fillable invoice template you require. PDFLiner offers a high-level editor for PDFs. Besides, you can send the document to your customer online, so it’s handy to fill out an invoice with our service. There are three steps you should take to do this. Let’s consider them all.
Step 1: Find a ready template or create a new one
You can choose one of the invoice templates on our website. If they are not suitable for you, open the editor and create an invoice by yourself. It doesn’t take a lot of time because there are all the needed instruments provided.
Step 2: Fill out the form in the editor
It doesn’t matter whether you choose a ready-to-use template or write your own; you can fill out both of them on PDFLiner. Follow the steps described above for a straightforward procedure. Moreover, you can add text, images, signature, and the date field in the PDFLiner editor.
Step 3: Sign a document
The final step is to sign your document. There are four methods to do it on PDFLiner. You may save the signature in your account so that you do not have to write it every time.
How to Send an Invoice?
A standard way of sending an invoice is to print and deliver it to the customer with the products. With PDFLiner, you can also share the document online. Just click on the ‘Done’ button, and the ‘Send document’ window will open. You can choose an email there. Then fill out the client’s email so that they can get the invoice online. Both variants are convenient in diverse cases, so you should select one according to your preferences. You can also share the public link to your document. The one who opens it will be able to print the document and leave their signature there.
Blank Invoice Form


    

  

  
  
  
  
    
      FAQs About Filling Out an Invoice
Check out the most common questions about preparing an invoice. If something is still unclear, you can always contact the PDFLiner support team to get extra tips.


    

  

  
    
      
        
          
            
                
                
              

          

          What is the purpose of an invoice?

          
            
                
              

          

        

        
          Invoices are used in the business field to inform the clients how much they should pay for a particular purchase. First, you send the products and set the payment deadline further. It is not used in all cases. When you cooperate with another company or receive a large order, an invoice is required.


        

      

      
        
          
            
                
                
              

          

          What is an invoice ID?

          
            
                
              

          

        

        
          Each invoice has an ID, a number that businesses generate for easier storing and managing documents. It can contain both numbers and letters. There are no particular rules for creating this number. The company decides which format is more suitable for it.


        

      

      
        
          
            
                
                
              

          

          What is the difference between an invoice and a receipt?

          
            
                
              

          

        

        
          The person or organization gets a receipt when they have already paid for the products or services. It confirms that the payment was successful. An invoice does the opposite thing. It informs that recipients got products or services, but they should pay for them.


        

      

      
        
          
            
                
                
              

          

          How to make a fillable invoice?

          
            
                
              

          

        

        
          You can check out the invoice checklist above and create it in the PDFLiner editor. You should include contact details, the list of purchased items, their price, total sum, and sales taxes. Any additional information can be also written in the invoice.


        

      

      
        
          
            
                
                
              

          

          Can I write an invoice online?

          
            
                
              

          

        

        
          If the standard invoice template suits you, you may choose one on PDFLiner and fill it out online. You can add images and text. When the invoice is ready, send it to the customer online or print it out. PDFLiner also allows you to create an e-signature.


        

      

      
      
      
    

  

  
    
      Fill Out Tax Forms At No Time with PDFLiner
Start filing your taxes electronically today and save loads of time!
Fillable Invoice Template
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