
How to Add Payment Terms and a Remittance to your Invoice. 

 

 

 

Click to open the invoice you want to print, and then select the preview button at the bottom of the 

invoice. 

 

 

 

 

 

This brings up an invoice box and on the left hand side giving you options that can be included on 

your invoice. 

To add Terms of payment click the Show Terms box and type in your payment terms in the box 

underneath. 

To include your bank account details please see the” How to add bank account details to your 

invoice” which can be found in our support section. 

 

 



To include a remittance advice at the bottom of your invoice, click the Remittance box. 

Once you have select all that you require click the save button. 

 

 

 

 

 


