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    PDF Templates
  

PDF templates are design layouts that are used to display expense reports. Zoho Expense comes with three predefined templates. You can also create new templates or you can select one of the predefined templates and customize it. Also, you can mark a template as a default template. The Approvers and Submitters will be able to download the PDF reports in the default template only.


  
    Create a New Template
  

While creating a new template, you can choose one of the predefined templates and make the required changes. To create a new template:

	
Click Admin View.


	
Go to Settings on the left sidebar.


	
Go to PDF Templates under Customization.


	
Click + New Template.




  



	
Hover over one of the predefined templates and click Use This to choose the template.




  




  
Pro Tip: If you would like to view the design of the predefined templates beforehand, go to the previous page and click the name of the template. A preview of the template will open.





	
Your Report Template Customization page will open and you can make the necessary changes.


	
Under Template Properties, you can set up the general properties.

	
Enter the following details:

	Fields	Description
	Template Name	Enter a name for your template.
	Margins (in inches)	The margins of the template determines how much distance there is between the template’s content and the edges of the medium on which it’s printed.
	PDF Font	This is the font that will be used to display content on this template. A note will appear under the selected font detailing the languages it’s best suited for.





  





	
Under Header Properties, you can set up the header of the PDF report.

	
In the Fields tab, enable the fields that have to be displayed in the header of the PDF:

	Fields	Description
	Organization Logo	Enable this option to display your organization’s logo.
	Organization Name	Enable this option to display your organization’s name in the header.
	Organization Address	Choose whether you want to display your organization’s address on the header.
	Document Title	Enter a title for your PDF Report.
	Report Number	Mark this checkbox if you want the report number to be displayed.
	Amount to be Reimbursed	Enable this option to display the amount to be reimbursed.
	Total Amount	Enable this option to display the total amount in the header.





  


	
Navigate to the Formatting tab to format the fields you’ve enabled.


	
Document Title: Configure the font size and the color of your document title.


	
Organization Name: If you’ve chosen to display the organization name, you can set up its font size and color.




  






	
Under Report Fields, you can choose the report details that have to be displayed in the PDF.

	
In the Fields tab, enable the report fields that have to be displayed and enter the names with which each field has to be displayed in the PDF:

	Fields	Description
	Report Name	Enable this option to display the report’s name.
	Submitted by	Enable this option to display the name of the user who has submitted the report. Enter another name for the field under Display Name if you want to display the field with a different name.
	Report To	Choose whether you want to display the user to whom the report was submitted. Change the Display Name “Report To”, if required.
	Submitted on	Mark this checkbox if you want to display the date of submission on the PDF. Enter a different Display Name, if required.
	Report Duration	Mark this checkbox if you want the report duration to be displayed. Enter another name for the field under Display Name if you want to display the field with a different name.
	Customer	Enable this option to display the customer for whom the expense was incurred. Change the Display Name of the field, if required.
	Project	Enable this option to display the project for which the expense was incurred. Change the Display Name of the field, if required.
	Custom Fields	Mark this checkbox if you want to display the custom fields you had created.





  


	
Navigate to the Formatting tab to format the fields you’ve enabled.

	Report Name: Configure the font size and color of the report name on the PDF .
	Report Fields: You can set up the size and color for all the labels and values of the report fields you’ve enabled.




  







	
Under Summary, you can choose to display details such as trip summary, policy violations and more.

	
In the Fields tab, enable the sections that have to be displayed in the PDF:

	Fields	Description
	Trip Summary	Enable this option to display the associated trip’s details such as the trip number, destination, and description.
	Policy Violations	Mark this checkbox if you want to display the policy violations in the report.
	Report Summary	Enable this option to display the amount summary of the report.
	Attach Receipts	Enable this option to display the receipts attached to the expenses in the report. You can also configure the number of receipts that can be attached in a page.





  


	
Navigate to the Formatting tab to format the header and item rows of the expense summary in the template.

	Table Header: You can set up the font size and color of your table header. You can also choose to change the background color of the header.
	Item Row: You can configure the font size, font color, and background color of the item rows in the table.




  







	
Under Footer, you can you can set up the footer of the PDF report.

	Fields	Description
	Page Number	Enable this option to display the page number of the PDF at the footer.
	Submitter Signature	Mark this checkbox if you want the name of the submitter to be displayed.
	Approver Signature	Choose whether you want to display the name of the user who has approved the report.
	Approval History	You can choose to display the details of the approvers and the dates on which the report was approved.





  







  
    Mark a Template as Default
  

When you mark a template as default, all users except the admins, will be able to download the reports only in the default template. This way all the reports downloaded from your organization will have the same template ensuring regulated reporting format. However, the admins can choose to select another template while downloading a PDF report.

To mark a template as default:

	Click Admin View.
	Go to Settings on the left sidebar.
	Go to PDF Templates under Customization.
	You can view the list of templates that are available.
	Click Mark as default in the template you want to mark as default.




  



The selected template will be set as default.




  
    Edit Template
  

You can customize the properties of the template by editing it. To edit a template:

	Click Admin View.
	Go to Settings on the left sidebar.
	Go to PDF Templates under Customization.
	Click the 




  
    
  

More icon at the bottom right corner of the template you want to edit.
	Click Edit.




  

	Make the necessary changes.
	Click Refresh to preview the changes.
	Click Save.





  
    Clone Template
  

You can clone a template to duplicate the format of the template and customize it based on your business needs. To clone:

	Click Admin View.
	Go to Settings on the left sidebar.
	Go to PDF Templates under Customization.
	Click the 




  
    
  

More icon at the bottom right corner of the template you want to clone.
	Click Clone. Make the necessary changes.




  

	Click Refresh to preview the changes.
	Click Save.





  
    Delete Template
  

If you no longer use a template, you can delete it. To delete a template:

	Click Admin View.
	Go to Settings on the left sidebar.
	Go to PDF Templates under Customization.
	Click the 




  
    
  

More icon at the bottom right corner of the template you want to clone.
	Click Delete.




  

	In the popup that opens, click Delete again to delete the template.
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      No. of Employees*
Less than 50 Employees
50-100 Employees
100-500 Employees
500-1000 Employees
1000-5000 Employees
More than 5000 Employees


    

    This field is mandatory.

  


  
    
      Country*
Afghanistan
Aland Islands
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Aruba
Ascension
Australia
Austria
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bosnia and Herzegovina
Botswana
Brazil
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Colombia
Comoros
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curacao
Cyprus
Czech Republic
Democratic Republic of the Congo
Denmark
Diego Garcia
Djibouti
Dominica
Dominican Republic
East Timor
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guinea
Guinea-Bissau
Guyana
Haiti
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Israel
Italy
Jamaica
Japan
Jordan
Kazakhstan
Kenya
Kiribati
Kosovo
Kuwait
Kyrgyzstan
Laos
Latvia
Lebanon
Lesotho
Liberia
Libya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mexico
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
North Korea
Northern Mariana Islands
Norway
Oman
Pakistan
Palau
Palestine
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russia
Rwanda
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Pierre and Miquelon
Saint Vincent and Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Slovakia
Slovenia
Solomon Islands
Somalia
South Africa
South Korea
South Sudan
Spain
Sri Lanka
Sudan
Suriname
Swaziland
Sweden
Switzerland
Syria
Taiwan
Tajikistan
Tanzania
Thailand
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
US Virgin Islands
Uzbekistan
Vanuatu
Vatican City
Venezuela
Vietnam
Wallis and Futuna
Yemen
Zambia
Zimbabwe


    

    This field is mandatory.

  


  
  
    
      Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia
Hawaii
Idaho
Illinois
Indiana
Iowa
Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada
New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Rhode Island
South Carolina
South Dakota
Tennessee
Texas
Utah
Vermont
Virginia
Washington
West Virginia
Wisconsin
Wyoming
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  By clicking Submit, you agree to our Privacy Policy.












  




















  









  

  
    


    
      Liked this video? Help us spread the word by sharing it with your friends.
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