Step-by-step guide

How can I choose another format for the
invoices?



Step 1: Click ‘Settings’ in the menu bar at the top of

the Business Dashboard
Step 2: Click the ‘Communication’ tile
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Step 3: Click the link ‘Process your invoices
automatically’ at the bottom of the tile 'Invoice
Preferences’
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Step 4: Select the company
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Invoice preferences

Process your invoices automatically in your accounting package

If you want to process invoices automatically, adjust your preference below for each company. Soluz.io gives you two ways
of doing that;

« With PEPPOL (UBL invoices)*
¢ By e-mail (with a PDF and UBL file in attachment)

In both cases, you will always find your invoices in PDF format in Touch and the Business Dashboard.
*PEPPOL enables you to send e-invoices in a secure way to companies and governments all over Europe.
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Step 5: Indicate the desired format and confirm

b4 Invoice processing

Choose another file format below to process your invoices automatically.

Indicate your preference

@ E-mail with a UBL and PDF file

At which e-mail address do you want to

receive your files? [ ﬁff@kbc'bd ]

(_ ) PEPPOL with UBL format

With PEPPOL. you can send e-invoices in a
way to companies and governments
r Europe.
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