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Common uses cases for Payments and Invoices

Payments are used to pay for goods or services. They can be made by credit card,
debit card, bank transfer, cheque, cash, or any other method of payment.
Invoices are used to record the amount that has been paid for a product or
service. The invoice is usually sent with the payment so that it can be tracked as
part of the accounting process.

In this article we will go over some common or popular use cases for using
payments and invoices:

Charging a card while on the phone with a
customer without sending an invoice

Step 1: Create an invoice by selecting the contact. If
the contact does not exist, add the contact on the fly.

Step 2: Add the product that is being sold, if the
product is not listed in the dropdown, choose "Add
New Item"

Step 3: On the invoice builder page, instead of sending
the invoice, click on the three dots at the top bar. Click
on "Record Payment"”
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New Invoice

Preview
INVOICE

Nasa Customer Service
+15037081210

272 Elan view Lane
San Jose , CA

950356

United States v

https:f/change2.com

Billed to Remove Invoice No Issue Date
inv_ 0000005155 08/22/2022 Pay $483.00

Test Mctesterson Due Date
09/04/2022

United States v

ITEM NAME PRICE qQry SUBTOTAL
§ 483 1 $483.00 X

AD&AD Iron Shot Put 2 kg

Add Tax

+ Add an item

Subtotal 483.00

1 Add discount

Amount Due (USD) $483.00

Step 4: On the next modal window, choose "Charge a
card" and on the next screen, choose "New Card" if
this is a first-time customer.




Common uses cases for Payments and Invoices

Record a payment

Charge a card

Process your customer's
credit/debit card directly

Record manually

Record a payment you've
already received in cash,
cheque or other modes

Step 5: If this customer has already purchased, then
the saved cards section will have the card used before.
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Charge a Card

Amount to be paid

$  483.00

O Saved cards @New card

Card Number

Expiry Date
MM / YY

Cancel Confirm & Charge

Please Note:

Customers being charged will not recieve any automated email/text
confirmation.

Using invoices for recording manual
payments without Stripe Connect

You can use invoicing solution without stripe connect as well. However, to receive
any payments done via credit/debit cards, Stripe Connect is needed.
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Please Note:

If you opt to use invoicing without Stripe Connect you will are required to manually record and collect payments.
For now, recording

manual payments without Stripe Connect works only for one-time invoices.

Step 3: Proceed to create the new invoice via the "New"
button and choose "New Invoice”.

Step 4: On the invoice builder page, add the customer
details, add the products/services sold, tax info, and
discounts if any. Once you are ready click on the three
dots and choose the "Record Payment" option
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New Invoice

© Preview

Get a preview

e Stripe Connect is not available and payments are failing. Resolve the
P8 problem immediately! Record Payment

payment for this

INVOICE

Nasa Customer Service
+15037081210

272 Elan view Lane
San Jose , CA

95035

United States v

https:ffchange2.com

Billed to Invoice No Issue Date
Nasa Inv Testing inv_ 0000005157 August 24, 2022 Pay $22,610.00

Due Date

United States v
September 6, 2022

ITEM NAME PRICE ary SUBTOTAL

GT Sticks $20,000.00 X

Price includes the price of one stick only.

Step 5: Choose "Record Manually”

New Invoice

Record a payment

Charge a card Record manually

e

Bacacd "

Process your customer’s
credit/debit card directly already received in cash,

cheque or other modes
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Step 6: The next screen will show options like - Cash,
Card, Check, Bank Transfer, and Other. Choose the
option that applies and click "Submit" on the next
screen

New Invoice

Step 7: Now the invoice will be recorded for that
customer

Please Note:

Customers being charged will not recieve any automated email/text
confirmation.
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New Invoice

Record Manually

Mode of payment

[ Cash

Amount paid
$  22610.00

Notes (Optional)

y
0/2000

If you don't have the services or products created in the products area of
HighLevel, and you still want to add it to the invoice, you can do so by following

the steps given below.
Step 1

Create an invoice and Click"Add an Item"
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MNew Invoice

INVOICE

EBilled to Invoice Mo Issue Date
v 0000005075 Marchd, 2023
Due Date

+ Addaclient
March 23, 2023

ITEM MAKE FRICE oTY SUDTOTAL

+ Add an item

Subtotal 0.00
Amount Due {USD} 50.00

Add Motes | Terms

These are my default terms test

Step 2

Choose "New Item" to add an item that is not present in your "Products”
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MNew Invoice

INVOICE

Masa Customer Servics
+12035 /081210
272 Elan

EBilled to
+ Addaclient Seloct a product
Select a product
Select a price
Selecl a price
ITEM MAKE SUDTOTAL
Subtotal 0.00
Amount Due {USD} 50.00

Add Motes | Terms

These are my default terms test

Step 3

* On the next screen enter the product name and the price name.

* If you want to save this for later use, you can select the option "Save for later use”.
This will save this product/service in your products area.

¢ Click on "Add new item" button to add it to the invoice
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Add Mew Item
Frodust information
Product name
By sd-hoe procus | or senice
Producl type

Digilal gaacs

Biirna
Price name Amount in {LUSD)

350 for one unit 50

Caneel m

This new item will be added to your invoice and ready to be sent!
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MNew Invoice

INVOICE

Masa Customer Service

Elledto Invoice Mo Issua Date
ir_ OO0ONCECTS March &, 2023
. Due Date
+ Adelaclient
March 23, 2023
ITEM MAKE FRICE oTY SUDTOTAL
350 for one unit & 50 1 $50.00 X
+ Add anitem
Sublotal 50,00
Ameun L Due {USD} $50.00

Add Notes [ Terms

These are my default terms test

How to add the card processing fee to my
invoices

Go to Payments > Tax Settings and add a card processing fee that you would like

to add charge as a "tax"
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0Goe
Paymenls  imoices Onders  Submoiplions  Treactions  Poducts  Coupans  TomSattegs it grutians SR
Tax Settings A T
T e ———— o
| — %
L Card Processing Surchargs Y |I
——— |

nnnnnnn

Tewuas State Use Tax

Create a new invoice and add the item that you want to charge for.

Click on Add Tax and select the card processing fee that you configured in the tax
settings and click "Save"
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INVOICE

March By $0E0.00
; D Diat

uuuuuuu PR or maTaL

-

N e

Add an ibem
Sutetal
Amouns Dus [USD) $650.00
Acld Notes | Tarms
Tharsis v rey el il bisrenys b

INVOICE

Eillad to ard Processng
o ——
i 850410
Jishee G5 )
}
uuuuuuu mraTa
o
+ Add ari item
Suitotal
Ampunt Dus (USD) $650.00
Achd Notes: | Terms
Theess e my chemlt tistms et

Once the card processing charge is added, it will show up in the invoice builder
like this
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INVOICE

Issue Date
ey By $489.50
' Due Data
....... .
it
T

Subiatol .
 ———
Amaunt Dua (USD) $666.50

Ald Notes | Terms

Here is what the payer would see in the invoice

INVOICE

@ Masa Customer Service

Bilncd 10 Invaice Mo Issue Date
Valdaz and Mcscr L u_DO0ODGITS March 10, 2023

Due Date
March 24, 2023

ITEM RAME PRICE ary BUBTOTAL
Crickel Goaching Lessors Par 1 I —
)
|
Subtatal
T -
ot Proceaning SroTE
Amount Due [USD) $669.50
Tarms & Mates:
.......... - iy

10 domrioad pat




