How to Send & Print Invoices from Freshbooks

More Actions ‘
First you will login to your Freshbooks portal "
Now go to the customer whom you want to receivea  °"| & Edit Client

paper invoice and Click on Edit

&9 Generate Statement

4 Invoice Attachments YES »
Attach PDF copy to emails

Now Click on Invoice Attachments and Checkmark the
option to automatically Attach PDF copy to emails Invoice Attachments

<

D Add the option to attach a PDF

copy when sending invoices by
email.

Now Add a Contact Person to your client with the First Name being Postal and Last
Name being Methods. Then give this contact the following email address:
send@secure.postalmethods.com
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O Postal Methods send@secure.postalmethods.com

Make sure the email address that is used on your Freshbooks profile matches the
email address that is used on your Postal Methods profile

Account Profile

Accounts Setting
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Upload Photo

Emails

First Name Last Name

Rosas

I Derrick I

Email Address

derrick.rosas@gmail.com

i derrick rosasg@gmail com

These should match



Now Click on the Invoice, if you do not have an invoice, then you will need to create
an invoice. Now Click on Edit, then under Settings, Click on Customize Invoice Style

More Actions ‘9 Edit % Customize Invoice Style >

Change Template, Color, and Font

Choose a Font

Classic

Modern

Now Click on Classic and then Click on Done, . |¢
[=22]

then Click on Save at the top of the screen

Cancel
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Now go back to Invoice, but now Click on More
$  Adda Payment

Actions, then Click on Send by Email 52 sendtby e

Now make sure that both the Clients email address is in place, as well
as the send@secure.postalmethods.com email address. You should
only have to add it in the To: box one time, and then that should be the

default option moving forward.

To: jdtesterd6@gmail.com »

send@secure.postalmethods.com =

After you have verified that the Attach a PDF copy of this invoice has a Checkmark,
then Click on Send Invoice

Personalize and automate emails to clients by creating email templates
with dynamic fields. Find out more or Upgdrade Mow

Attach a PDF copy of this invoice

Or share via link Cancel Send Invoice




Processed Documents

Now that the invoice or invoices have been sent to Postal Methods, you can then see them on
the Processed Documents page, after you have refreshed your screen.

Jobs Refresh as Neoded ¥

ETTER - 1934785 $L17

EMAIL &

New payment request from Smar

t Co Choice - invoice 1002

This will not show completed until after
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