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This Special Report does NOT come with Resell Rights! 

 

Limits of Liability / Disclaimer of Warranty: 
The author and publisher of this special report and the accompanying materials have used their 
best efforts in preparing the material.  The author and publisher make no representation or 
warranties with respect to the accuracy, applicability, fitness or completeness of the contents of 
this program.  They disclaim any warranties (expressed or implied), merchantability or fitness for 
any particular purpose.  The author and publisher shall in no event be held liable for any loss or 
other damages, including but not limited to special, incidental, consequential or other damages.  
As always, the advice of a competent legal, tax, accounting or other professional should be 
sought.  The author and publisher do not warrant the performance, effectiveness or applicability 
of any sites listed in this book.  All links are for information purposes only and are not warranted 
for content, accuracy or any other implied or explicit purpose. 

This report contains material protected under International and Federal Copyright Laws and 
Treaties.  Any unauthorized reprint or use of this material is prohibited. 

 

Giveaway Rights 
You DO NOT have giveaway rights to this report.  This means you cannot share it with 
ANYONE.  Please send them to the website to enable them to purchase their own product. 
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Using Manual Invoices 

The easiest way to bill your clients is to use a manual invoice that you prepare and send or 
leave with them on the day of the appointment.  All you need is a digital invoice template that 
you can use on your computer to fill out each time you service a client.  You can order invoices 
online, order through your local print/office store, or make an original invoice template yourself. 

A business invoice contains: 

− Your business information 

− Your customer information 

− Date of service 

− Current amount due 

− Prior amount(s) due 

− Total due 

− Due date 

− Memo Area which can be used to record the date you received payment 

Once you filled out the information on your invoice, save it as a unique document for your client 
by date in their own folder.  This way you can keep track of the invoices you have issued and 
when payment was received. 

You can now send the invoice via email, snail mail, or print it and leave it with your client on the 
day of service. 

http://www.housecleaningpro.net/
http://housecleaningpro.net/house-cleaning-business-forms.html
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Using PayPal to Invoice Your Clients 

Using PayPal for invoicing is one of the easiest and most user-friendly ways to bill clients.  It’s 
simple to use, yet it is a robust and powerful platform for your basic client billing needs. 

PayPal is ultra-secure, using the latest anti-fraud technology.  Unless you upgrade to Website 
Payments Pro and process payments on your own website, all transactions are processed on 
PayPal’s secure hosted pages. 

Before you rush off to set up invoicing, however, consider whether or not you need PayPal’s 
Website Payments Pro or your basic, free account. 

• Your free PayPal account  is all you need if you want to do simple client invoicing , 
and even offer a few products for sale (and accept credit cards ).   

For your products or service packages, you can install a PayPal button on your website.  
Your customer is taken to PayPal to log in and pay, and you can even brand your 
PayPal payment page with your logo and brand colors. 

• Website Payments Pro  is what you’ll need if you don’t want customers to leave your 
website/merchant account.  

 

Note that you can accept credit card payments with both types of PayPal account – 
Website Payments Standard and Website Payments Pro.   

http://www.housecleaningpro.net/
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Step 1.  How PayPal Invoicing Works 
You have most likely used PayPal to purchase products.  Now it’s time to make it work for you, 
allowing you to make money by billing your clients.  All you need is a verified PayPal account, 
so you can move money to your business bank account.   

To verify your PayPal account: 

To verify, link your bank account and credit card to your PayPal account.  (PayPal calls for 
“either…or” bank account or credit card, but if you want to move client payments to your 
business bank account, you can choose both.) 

1. Log into your PayPal account. 

2. Look to see whether or not your account is verified (if you don’t remember setting this 
up). 

 

3. If the anchor text reads “Unverified”, click on that link to be walked through the simple 
verification process. 

Once your account is verified, you are ready to invoice your clients.   

You can customize your Invoice Templates with your logo and  business colors .   

You can also copy invoices, if you want to bill for recurring jobs:  E.g. billing Client “A” for her 
monthly $150.00 research package. 

How much will billing through PayPal cost me? 

There may or may not be fees, depending on certain conditions (e.g. whether or not payment is 
passing “cross border” or currency conversion is involved), but PayPal fees are generally 
negligible, and any disadvantage is dwarfed by the enormous benefit of being able to accept 
payments into your bank account – even if you never leave your room.  (Clients love being able 
to pay easily through PayPal too – particularly within marketing niches, where PayPal accounts 
are often a “given”.) 

Fees usually range between .30-50 cents or 1.9%-2.9% per transaction.  But before you get too 
confused reading PayPal’s help sections detailing payment conditions, here’s how it works out 
in reality  for a single service provider accepting both cross-border and at-home payments. 

http://www.housecleaningpro.net/
https://www.paypal.com/ca/cgi-bin/webscr?cmd=_home&country_lang.x=true
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The cost of invoicing via PayPal seems to work out at a rough ballpark of about $3.00 (U.S. or 
CAD) per $100 of payment , per invoice , give or take .50 cents depending on variable factors 
such as the exchange rate. 

The other fact you need to know: 

If you withdraw amounts smaller than $150.00 from y our bank account, you will be 
charged an extra 50 cents “withdrawal fee” .  So it’s better to wait until you can withdraw 
$150.00 or more, if saving pennies is important to you. 

All this can affect whether or not you choose to invoice monthly or per project . 

(For more information on fees, check out PayPal’s page, Simple pricing. No surprises. 

If you earn more than $3,000 CAD per month, you are eligible to apply for PayPal's Merchant 
Rate – “which lowers your fees as your sales volume increases”.) 

 

Step 2.  PayPal Pro or Standard? 
If you combine a service business with selling products at all, Website Payments Standard is 
still a solid option. 

Your customers don’t need a PayPal account to pay you, so be sure to let them know this, right 
on your website.  (All they need is a valid major credit card.) 

With Standard, you can: 

• Accept major credit card payments 

• Brand your PayPal Page with your Logo and brand colors 

Its benefits to you: 

• No monthly fee 

• No storage of sensitive payment data – customers pay on secure PayPal hosted pages 

• You can easily add a payment button to your website 

If you want more sophisticated features however, you may have to upgrade to Website 
Payments Pro.  Be aware, however, that you will have to file a credit application.   

http://www.housecleaningpro.net/
https://www.paypal.com/ca/webapps/mpp/home/webapps/mpp/paypal-fees
https://www.paypal.com/ca/cgi-bin/webscr?cmd=_fees-rate-about
https://www.paypal.com/ca/cgi-bin/webscr?cmd=_fees-rate-about
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The advantages of Pro: 

• Customers never have to leave your site when purchasing 

• Integrates with Shopping Carts. 

 
Step 3.  Setting Up Your Invoicing 
With your simple, verified PayPal account… 

4. Log into your PayPal account. 

5. Click on the blue Request Money  tab. 

 

6. Click on the anchor text, “Invoice Settings”. 

 

Since this is your first time client-billing through PayPal, we are going to set up your 
billing information .  Once this is done, the next time you log on, you will select the big 
“Create Invoice” button instead. 

http://www.housecleaningpro.net/
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As you can see, setting up your billing information is straightforward – your Business name, first 
and last name, address, telephone number, FAX, email, website and “additional information”. 

Two drop-down buttons give you the option to display or hide your address and telephone 
number.  

And then you “Save”. 

 

Step 4.  Sending Your Invoice 
Once you have created your basic invoice settings (complete with logo), you can go ahead and 
send your first invoice. 

1. Click Create Invoice 

2. Fill in the client’s payment email address 

http://www.housecleaningpro.net/
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Your “Invoice Information” will be filled in automatically – though you can change the 
payment terms by clicking on the drop-down arrow. 

3.  Fill in the project details , including number of units and price per unit  (PayPal will 
automatically multiply the total for multiple units). 
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Press the Preview button before sending. 

4. Preview  your invoice in a new page. 

 

5. If it is correct, press Send . 
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One last point:  If you are creating service packages for clients , you can make it easy for them 
to buy automatically by placing a PayPal button on your website. 

PayPal makes it easy to professionally invoice, do business – and get paid – with virtually no 
learning curves or complicated systems. 

http://www.housecleaningpro.net/
https://www.paypal.com/ca/cgi-bin/webscr?cmd=_singleitem-intro-outside
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Using FreshBooks to Invoice Your Clients 

Who should use FreshBooks for client invoicing?  There’s a surprisingly easy answer:  Anyone 
who has multiple clients and wants to do some serious tracking of expenses and income – and 
anyone who likes a really easy system with strong support during business hours. 

 

FreshBooks is available on the iPhone App store.  In fact, it’s available across all your devices.  
You can access and manage your data, or invoice your clients, from anywhere.  And your data 
is always backed up, with top-level security.  Another great advantage in using FreshBooks:  If 
you need more than one person to access your accounts, they can easily do so.  On top of that, 
you can accept payment through twelve different payment gateways (including PayPal and 
major credit cards). 

FreshBooks was designed especially for small business owners, its mission being to make 
accounting as simple as possible:  And expense and time tracking stops being a chore.  (You 
can even import data from your bank account or credit card). 

http://www.housecleaningpro.net/
http://www.freshbooks.com/iphone/
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You can also take advantage of multiple add-ons.  Granted, these are not free, but they perform 
functions such as: 

• Allowing you to integrate FreshBooks directly with Basecamp, Zen Cart and other 
popular project management and sales cart software and systems 

• Allowing you to use it via your Android, Windows Mobile or Blackberry – in addition to 
iPhones 

• Tracking your team members’ time remotely 

• Lead generation 

• Sending out emails related to sales campaigns 

Most of all, if you have multiple clients, FreshBooks can save you hours of billable time. 

FreshBooks Pricing: 

Pricing is set to suit your business budget, starting with a limited free account that allows you to 
manage one client (although you don’t have access to automatic expense import or team 
timesheets or expense reporting). 

Many small business owners find the “Seedling” plan at $19.95 per month more than adequate 
to all their needs, but if you need timesheets and expense reporting, you will want to sign up for 
their “Evergreen” at $29.95 per month.  If you need to have more than one person use the 
account, you will need the “Mighty Oak” plan at $39.95 per month for up to five people (with $10 
per additional staff member accessing your account). 

There’s a free, 14-day trial and “no credit card is required” – so let’s give FreshBooks a whirl… 
 

Step 1.  Setting Up your Free FreshBooks Account 
Register from any of the green “Try it free” buttons on any page you’ve been exploring.  When 
you click, you’ll instantly be taken to a set-up and registration page. 

http://www.housecleaningpro.net/
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Once you’ve entered your company name (or your name, if you’re a sole proprietor) and 
business email, you’ll be taken to a page and asked to enter information to create your account. 

 

Since you are creating an account with sensitive information, be sure to use a password that is 
more than ten characters and contains a combination of letters, numbers, and special 
characters.  The next page they display is optional; click on “skip this.” 
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Scroll down and click on “Create an Invoice.” 

 

 

You will be sent an email with your account details.  Check your email inbox and make a note of 
these. 

 

Press the green “Get Started” button. 

 

Step 2.  Create an Invoice and Add a Client 
You can bill three ways:  For… 

• Time (hourly billing) 

• Items (products, service packages, payment per project) 

• Both of the above 

You can also add taxes – to the entire invoice or to individual qualifying items. 

When you create your very first invoice, you will automatically be prompted to add your client, 
so don’t worry about inputting all your clients first unless that works better for you. 

1. From your Overview section, click on “Create an Invoice”. 

http://www.housecleaningpro.net/
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2. FreshBooks needs to know how you will be invoicing your clients; select Time  if you bill 
by the hour; select Items  if you bill a flat fee; select Both  if you use both methods.  Click 
on “Continue on to your invoice!” when you have made your selection. 

 

3. Since this is a first invoice, you will be prompted to set up your client’s profile.  Enter all 
the information you want to add for the client you are about to bill – but note this can be 
as little as an organization name  and email address . 

Be sure to Save Client . 

http://www.housecleaningpro.net/
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(Note:  If your client is a sole proprietor or individual, simply enter his or her full name in 
the “Organization Name” field.) 

Later on, you can easily add new clients by pressing the drop-down menu in your 
invoice, whenever you create a new one. 

 

4. Enter your billing details, such as the type of item billed for.  And notice that your first 
invoice automatically starts at 0000001:  You can manually change it, and even add a P. 
O. number. 

http://www.housecleaningpro.net/
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5. Once you have input your entries… 

 

…You can add your payment terms  and notes for your client . 

 

6. Finally, decide what you want to do with your invoice. 

http://www.housecleaningpro.net/
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You can: 

• Save it as a draft while you set up payment gateways or make other client profile 
edits 

• Send it immediately by email (you’ll see an exact preview of what your client will 
receive) 

• Send it as a snail mail invoice.  Note that you can “buy stamps” so that 
FreshBooks sends the snail invoice directly, without you having to print it out and 
manually process it. 

 

http://www.housecleaningpro.net/
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Invoicing with Zoho invoice 

Zoho is a full office suite that synchronizes with both Google and Yahoo. Part of this suite is its 
invoicing service, but it is difficult to find from the main Zoho address. 

Zoho Invoice  is a separate service, so do sign up using the correct link.  This is what you 
should see, when you CTRL+C the link just given… 

 

Zoho’s benefits include: 

• Tracking 

• Customization with your Logo 

• Accepting online payments 

• Sending snail mail payments 

• The ability to automatically generate thank-you emails on payment 

• The ability to automate payment reminders 

• Android and iPhone app versions 

• PayPal and Google Apps integration 

• Bad debt accounting 

• Bulk printing 

In addition, Zoho recently added Braintree, 2Checkout and Stripe to its payment integration 
options. 

 

http://www.housecleaningpro.net/
https://www.zoho.com/invoice/
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Step 1.  Signing Up with Zoho 
To register an account with Zoho, click on the “Try Forever Free Plan” button and enter: 

 

When you have done so, click on the green Sign Up button. 

You will be reminded to verify your email address  while your account is populating. 

 

Zoho now requires you to select a name for your invoice portal – this will allow your clients to 
view their transactions at any time, saving you from client inquiries.  Use all lower-case letters: 

http://www.housecleaningpro.net/
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Optional - Once you have entered your portal name, click on the red button, “Create your own 
Portal.” 

You will need to setup preliminary information before you create an invoice, so click on “Quick 
Setup.” 

 

 

You don’t have to enter all the information, but you should enter your business name and your 
accounting currency: 

http://www.housecleaningpro.net/
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Click “Save” when you’re done…. Or you can click on “Skip setup” if you change your mind. 

You can continue with the setup of your tax information, invoice settings, selection of an invoice 
template, and your payment gate. 

When completed, click the “back” button: 

http://www.housecleaningpro.net/
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Zoho Pricing: 

So what have you signed yourself up for?  Relax – a basic, one-user Zoho account is free. 

 

 

Your pricing alternatives range from $15 per month for three users and 500 customers to $30 
per month for unlimited customers and users.   

http://www.housecleaningpro.net/
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With both paid plans, you can save “2 months cost” by paying annually.  And with all plans 
(including the free version) you are allowed unlimited invoices, estimate and projects, meaning 
that Zoho has many of the advantages offered by Freshbooks. 

 

Step 2.  Getting Around Zoho Invoice 
Zoho’s navigation menu is on the left-side of your page, making it easy to see where you are. 

 

At the top of the page, a ticker-tape style pop-up will either tell you which function you have just 
completed or display reminders of any actions Zoho needs you to take. 

 

 

Step 3.  Creating a Zoho Invoice 

Creating your first invoice is easy.  Simply click on Invoices , then the “Create new Invoice” link. 

http://www.housecleaningpro.net/
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Your invoice template will open up. 

1. Click the drop-down arrow on “Select customer to invoice .” Click on the blue “+ New 
Customer ” link.  A pop-up will appear.  Fill in your customer or client information, and 
click the blue Save button. 
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2. Your customer has been accepted and an invoice number is assigned, which you can 
change.  Input your terms, late fee and your first line item.   
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3. Your new “Item” now appears in your invoice – and this type of item will be available as 
a drop-down from now on. 

 

4. Underneath your items, you will be given the opportunity to enter customer notes , 
configure your online payment options by pressing the link, if you want to give your 
client the opportunity to pay online, and enter terms & conditions .  Click Save as Draft  
or click Save and Send . 

 

When you click Save and Send , you have a chance to view your eMail before it’s sent.  
Be sure to customize the message so that it: 

• Sounds like your voice 

• Feels personal to the recipient 

http://www.housecleaningpro.net/
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You have more options for the invoice: 
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Online Invoicing Comparison Chart 

NOTE: Comparison chart was created based on available information and features are subject to change.  
 PayPal  

paypal.com 
 

FreshBooks  
freshbooks.com 

Zoho  
zoho.com 

Price Free 

Website Payments 
Standard 

Fees per item up to 
2.9%+.30 cents 

 

Website Payments Pro 
$35.00 per month 

Free to $39.95 per month 

(4 Packages) 

Free to $30.00 per month 

(3 packages) 

Ease of Use 
   

Customizable Invoice 
Template Creation    

Custom Logo Upload  
Support    

Add Custom Fields No 
  

Add Item Fields 
   

Snail Mail option No 
  

PDF Invoices 6 inches 
  

HTML Invoices 5.98 ounces 
  

Can bulk mail 
invoices 

Unclear  

(used to be able to, but 
option not currently 

available) 

  

Send Payment 
Reminders  

One click 
 

 

Optional and Multiple 
Tax Creation    

http://www.housecleaningpro.net/
https://www.paypal.com/
http://www.freshbooks.com/
https://www.zoho.com/invoice/


Invoicing Clients Using Free and Paid Methods 

 

 

Build Your House Cleaning Business for Maximum Profits at www.HouseCleaningPro.net 
Copyright HouseCleaningPro.net – All rights reserved   

32 

 PayPal  
paypal.com 

 

FreshBooks  
freshbooks.com 

Zoho  
zoho.com 

Tax Calculation 
   

Creates Estimates or 
Quotes 

Only if you integrate with 
third party apps or 

services 

  

Tracks Expenses You can manually track 
them, using filters   

Tracking options  Only manually 
  

Custom Payment 
Terms    

Handle Third Party 
Payment Gateways    

Integrates with 
PayPal 

N/A 
  

# of Customers per 
month with Free 
account 

Unlimited 1 5 

# of Invoices per 
month with Free 
account 

Unlimited Unlimited Unlimited 

Extra Costs Extra fees depending on 
billed amounts 

Add extra users Time Billing costs extra 

Notes to customers 
   

Priv ate note to self 
on individual 
invoices 

 
No No 

Support 
 

Help section not always 
available 

 

Fast response, multiple 
options 

 

Timely response, 
multiple options 

Most Payment 
Gateways 

Multiple integration 
 

Multiple integration 

Client portals No 
  

Billing Summaries Manual, by using filters 
  

http://www.housecleaningpro.net/
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 PayPal  
paypal.com 

 

FreshBooks  
freshbooks.com 

Zoho  
zoho.com 

Attachments allowed No No 
 

Quote to invoice 
conversion 

No 
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Invoicing Clients – Full Report 

Discover what else these services have to offer and how they can help you grow your business 
faster and reduce your workload. 

 

CLICK HERE and scroll down for access to the full report.   

 

 

http://www.housecleaningpro.net/
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