
 
 
 
Welcome to the BillStore Help Center. 
Here you will find all the guides you need to get started quickly and easily. 

 
Creating invoices (including duplicating invoices) 
 
In the	“Invoices”	section, you can create, edit, and send new invoices. 
 
 

Create a new invoice 

Follow these steps to create a new invoice. 

1. Open the invoice section 

Click	“Invoices”	in the top navigation menu. 

There you will find an overview of all created invoices. 

 

2. Open the invoice section 

Click	“Invoices”	in the top navigation menu. 

There you will find an overview of all created invoices. 

 
3. Enter invoice information 

Enter the basic invoice information: 



• Select or create a customer 
• Choose document type 
• Select invoice date 
• Optionally add a reference number 

 
 
Additionally, you can: 

• Change payment terms 
• Change invoice language 
• Add or modify additional notes 
• Enter service date or service period 

4. Add a message (optional) 

The message fields (greeting, closing, additional notes) are prefilled with standard system 
texts. 
These texts can be adjusted individually for each invoice or centrally in the settings. 
You can find the settings under: 
My Profile → Invoice Settings 
 
More information can be found in the chapter: 
“General Invoice Settings” 



 

5. Add invoice items 

Add the required products or services. 

Each item can either be entered manually or selected if previously created in the product 
management section (→ see tutorial: Product Management). 

For each item you can specify: 

• Description 
• Quantity 
• Unit 
• Tax rate 
• Net price 

Additional items can be added via	“Add Product”. 

 



6. Add additional texts (optional) 

You can add or modify additional text blocks, e.g.: 

• Payment instructions 
• Discounts or cash discounts 
• Legal notices 

 
 

7. Save draft or preview invoice 

You can save invoices as drafts at any time: 

• “Save Draft”	→ continue editing later 
• “Preview”	→ review finished invoice 

8. Review invoice 

In the preview, you can check all information. 

• Use	“Edit”	to make adjustments 
• Use	“Delete”	to remove the invoice 



 

9. Approve invoice for sending 

Click	“Ready to Send”	to start the sending process. 

10. Send or download invoice 

Choose how the invoice should be delivered: 

• Send via E-Mail 
• Download as file 

 

For E-Mail delivery, enter: 

• Recipient 
• Subject 
• Message 



The invoice will be sent as a	PDF	and additionally as an	e-invoice (XML). 

 

11. Select e-invoice format 

BillStore can generate e-invoices in two formats. 

Before sending, select the desired format: 

• XML – CII format	→ standard for electronic invoices 
• XML – UBL format	→ international standard 

 

 

12. View invoice status 

After sending, you can view the invoice status: 

• Invoice number 



• Current status 
• Outstanding amount 

Assigned payments are documented in the invoice history. 

More information can be found in the chapter: 

“Payment Reconciliation”  

 

13. Additional invoice actions 

Using	“Add Payment”, incoming payments can be recorded manually. 

Invoices can be downloaded anytime as PDF or XML. 

Under	“More Actions”, the following functions are available: 

• Resend invoice 
• Duplicate invoice 
• Create reminder 
• Create credit note 
• Cancel invoice 



 
 

Resend invoices 

1. Open additional actions 

Select	“More Actions”	for the desired invoice. 

 

2. Select “Send again” 

Click	“Send again”	to send the invoice again. 

3. Send invoice 

The invoice can be: 

• Sent by email 
• Downloaded as a file 



The invoice will automatically be provided as PDF and additionally as an XML file. 

The desired XML format can be selected before sending. 

 
 

 
Duplicate invoice 
 
This function can be used as a template for creating identical or similar invoices. 
The new invoice will be prefilled with the content of the original invoice. 
Simply change the necessary details and your new invoice is ready. 

1. Select invoice 

Choose the invoice you want to duplicate. 

2. Select “Duplicate Invoice” 

Click	“More Actions”	and choose	“Duplicate Invoice.” 



 

3. Edit invoice 

A new invoice will be created based on the original invoice. 

• All contents are copied 
• The invoice receives its own invoice number 

4. Make adjustments 

Modify the data if necessary, save the invoice, and send it afterwards. 

The duplicated invoice is treated like a regular invoice and can be reviewed, approved, and 
sent as usual. 
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