Tool Guide 5.1: Automated Invoicing System: Airtable 932 Google
Sheets
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STEP 1: Airtable g SR &5 (ofd I

1. Airtable 4 foic3 9= Base ¢ ¥ (4% 1: Orders / Customer Orders)
2. ¥ ¢ofi 3% (Form View) b3 sicet e e

Full Name (Single line text)

Email (Email)

Phone Number (Phone)

Shipping Address (Long text)

Product Name (Single select or linked record)
Quantity (Number)

Order Date (Created time 3t Date field)

Preferred Delivery Date (Date)

Payment Method (Single select: bKash/Nagad/COD)

93 T S $RAIE5, Facebook ¢ofer, Whats App—a ¢ S|

STEP 2: Google Sheets-a Airtable (b1 S[CHI-F1% w6+

Airtable ¢S5t Google Sheets-9 S 75 Ti:

Option A: Use Airtable's "Sync" + CSV export (manual)
Option B (Best): Use an automation tool like Make (Integromat) / Zapier

Zapier Method (Easy):

Go to zapier.com, create a Zap

Trigger: Airtable — New Record in View

Action: Google Sheets — Create Spreadsheet Row
Connect your Airtable & Google accounts
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5.

Map fields: Name, Product, Quantity, etc.
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STEP 3: 3erm (53020 ok 3% (Google Docs)

[Google Drive-4 I — New — Google Docs — Blank Document

9 57 TSCIA (GICEAT (O Fb:

Example:

Invoice

Invoice #: {{Invoice ID}}

Date: {{Order Date}}

Name: {{Customer Name}}

Product: {{Product}}

Quantity: {{Quantity}}

Unit Price: {{Price}}

Total: {{Total}}

Payment Method: {{Payment Method}}
Shipping Address: {{Address}}

93 (57250 Google Docs-9 Save S 1L

STEP 4: 3xei Sb1-e=ieat w6 (Using Google Apps Script or Google Docs add-on)

Option A: Use Google Apps Script (Code required)
Option B (No Code): Use Google Sheets Add-on — Autocrat

Autocrat Add-on Setup:

1.

Sk w

Google Sheets-a T — Extensions — Add-ons — Get Add-ons — Search "Autocrat" —
Install

Sheets-@ 3 T f*© s+ (Name, Product, Quantity etc.)

Autocrat Add-on 25 — New Merge Job TS S

BFSCT (BACHG F1CTE T3

Field Mapping ¥% (e.g., { {Customer Name}} «—— Column A)

Output format: PDF, Save to Google Drive

(Optional: Auto email send)

Trigger setup F: on form submit / manual run
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STEP 5: Bonus (Optional) — 3STRT 3330 AT

Autocrat Mtd Google Drive-d 3Tt T 2831 #F1 S1#if 513CT:

o TPOICH 3TN (12 2SI PDF ASICS Mtz
e Email body: Thank you for your order. Your invoice is attached.
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o Airtable (Free plan (33 s7&R)
e Google Sheets
e Google Docs
e Zapier I Make.com (Free plan sufficient for small scale)

e Autocrat Add-on (Free)
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