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TOPICS:
Prepay

• Orders & Line items
• Require Prepay on Order Approval

Surcharges
• Configuring
• Prepay

Discounts and Fees
• Named Discounts you can track
• Adding Fee’s to Invoices

Tips and Tricks



PrePay
Client Prepay-Full Order
When a client authorizes you to charge their account or send you a check ahead of your invoicing cycle, 
you can deposit that payment into the customer’s Cash Account and tag the order.



Prepay – Multiple Orders
Client Prepay-Multiple Orders
When a client authorizes you to charge their account or send you a check ahead of your invoicing cycle, 
you can deposit that payment into the customer’s Cash Account, then create a Cash Account Prepaid 
record and attach that payment across multiple orders by tagging specific line items. Next, deposit the 
funds into the customers cash account. Go to Billing > Prepaid Line Items, click the link on the upper right 
“Add Cash Account Prepaid."





Require Line Item Pre-Payment upon Client Approval
Require Prepay on one item or all items on an order
You can require a customer to pay for any line item(s) when approving an order. To do this, you must have a 
contract template with an invoice template associated and have a payment processor set up.

When the client approves 
the order, the system will 
generate an invoice for 
the line items that require 
pre-payment, and the 
payment will be 
processed.



Company Prepay/COD Payment Term
Company Prepay Payment  Terms
In the Billing section of the company details page, there is a payment term “Prepay Only”, or COD. Once you select 
one of these two options another option appears “Payment Required on Order Approval."

• If set to Yes, when the company approves an order, they will be required to pre-pay for the entire order. The 
order will be approved, and an invoice and payment record will be automatically created, all in one step.

• If set to No, when the company approves an order, they will be required to enter a payment method.

NOTE:
If Client Approving 
the order on behalf 
of the client within 
the system, a 
notification will pop 
up that the order has 
not received pre-
payment, and you 
will need to confirm 
that you wish to 
override the 
requirement.



Invoice Discounts
Company Payment Term discount
The Company Payment Term Discount allows for a customer to receive a discount on their invoice if they 
pay the invoice in full within a set number of days after the invoice date. The discount settings are applied 
on each company record, which means the discounts can vary based on customer. Every invoice for that 
customer will have the discount applied, as long as it fits the discount’s setting.



Invoice Discounts-continued
Company Payment Term discount
For the Company Payment Term Discount to appear on the Invoice, you MUST have the Payment History 
element on your invoice template.



Credit Card Surcharges
You can charge your clients a fee for paying with a credit card
Create surcharge fees that will be automatically applied to any order invoice paid by Credit Card. To take 
advantage of this feature, you need to have a payment processor enabled. Choose if you want the fee to be either 
a percent of the invoice’s total amount due or a fixed dollar amount. The surcharge works in all areas of the site 
where order invoice payments are processed, including manually applied payments within the system, the Client 
Center, and automated invoice payments. It is not applicable for subscription or e-commerce payments.



Credit Card Surcharges-continued
Show the fee on your invoices

To ensure the surcharge fees are visible on your invoices, you MUST place the Payment History Element on your 
invoice template. The payment screen will show the amount of the fee when the client chooses to pay with a 
Credit Card. And after payment, the paid invoice copy will show the amount of any fees incurred.
To see how much in Fees you’ve collected, use the Invoice Charges and Fees Applied Report



Surcharges-continued
Exempt a client from paying surcharge

Only applicable if Surcharges are 
enabled, this permission allows a 
user to turn on or off surcharge 
fees for specific companies 
within the system. With the 
permission, users will see the 
‘Exempt from Card Surcharge 
Fees’ setting when editing a 
company’s Billing Info.



Surcharges-continued
Surcharges on a Prepay

If you process a prepayment using a credit card and deposit that 
money into the Cash Account, the surcharge will still be paid, In this 
case, the amount of the actual payment will go into the Cash 
Account, and the Surcharge fee will automatically create a Special 
Invoice.



Tips & Tricks



Importance of team collaboration while using the Ad 
Orbit system. As you know, Ad Orbit is a powerful tool with 
numerous functions, and it's crucial to ensure all 
departments and team members are aware of any 
changes made to the system.  For instance, when 
creating new products, it is essential to inform the 
Finance department. This allows them to map the new 
products accurately and ensure they are correctly 
exported to your financial software.

For troublesome clients who don’t pay on time – make 
them prepay when they approve their order(s) with the 
Payment Term Prepay Only or COD has two options for 
“Payment Required on Order Approval”:

1. Yes: will require the client to input their credit 
card or ACH information and their account will be 
charged when they approve the order. 

2. No: will require the client to input their electronic 
payment method and store it on their record to 
be used when you collect payments.

attached. 



Aging Report – recent changes to the aging report 
make it more time-consuming to run – click the show 
advanced options and add values in the Invoice Date 
range to help speed up the processing or use the 
BATCH Report button to make the report run in the 
background to completion and will send you an email 
with a pdf of the report  attached 

Save time processing client payments by attaching 
credit cards and ACH payment methods to orders, this 
allows you to bulk charge client cards/ACH accounts 
when you are scheduled to collect payments.

Check the Consolidated Sales, Consolidated Snapshot, 
and/or the Billing Report to ensure you’ve not missed 
invoicing any line items.

The dreaded “hanging penny”. When you split invoices 
sometimes you run into an instance where you cannot 
pay off a penny or a few pennies on the invoice. This is 
because they system cannot split pennies and will 
sometimes leave a few hanging out on an invoice. You 
need to submit a support ticket for this and the team 
will take care of it



FreeForm Installments
September release gave us a few new features for 
Free-form installments.

• Free-form installments can now be automatically 
generated. To turn on this new feature, set the 
new Free Form Installment Invoice Generation 
Method configuration to 'Automatically on Schedule 
Invoice Date’.

• You can now choose whether notes should be 
required for your free-form installment invoices. 
Using the new Require Notes on Free-Form 
Invoices system configuration, you can choose if 
notes should be a required or optional field for your 
free form installments.

• Line items can now be added to fully approved 
orders that are on free-form installment schedules, 
as long as there is one schedule that has yet to be 
invoiced. The line item's total amount will be split 
evenly among the remaining open schedules.



Q & A • What are some of your best practices?
• Any Tips or Tricks to share?
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