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Overview

Managing how and when your customers pay is a crucial part of running a smooth operation in
serviceminder. This article provides an overview of the different tools available to help you streamline
payments, including Payment Methods, Payment Plans (installments), and Recurring Billing. You'll learn
how to configure each option, when to use them, and how they differ - all from one central location in
your account settings. Whether you're looking to offer flexible payment schedules, automate recurring
charges, or simply record payments more accurately, this guide will walk you through everything you
need to know.

This article will review:
e Settings and Navigation
e Adding Payment Methods
e Setting Up Payment Plans
e Recurring Billing
e Payment Reporting
e FAQs

What's the difference between Payment Plans and Payment Methods and Recurring Billing?
e Payment Methods are the ways you accept money from your customers.
¢ Payment Plans allow you to give your customers option to pay over time. Installments are
specifically about the amount of payments made towards the balance of a service.
¢ Recurring Billing is also a pay over time method, but attached more specifically to subscription
services. Subscription-style services are used for cases where you want to schedule a (typically)
fixed length service offering where the appointments are distributed over a series of visits.

Settings and Navigation
You can create bothPayment Plans and Payment Methods on the same page within serviceminder.
Go to Control Panel > Payment Options.

Payment Options

’ Set up payment plans and additional
ﬂL payment methods for your customers.
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Payment Meﬂaods

Payment Plans

Auto Include?

Adding Payment Methods

ServiceMinder provides two payment methods by default: cash and check.Credit Card processing is set
up separately.

If you use ServiceMinder Pay for credit card processing, your customers can also use
supported digital wallets, including Apple Pay and Google Pay, when paying on eligible
customer-facing payment pages.

Learn more >>

If you accept other forms of payment like Venmo, PayPal, or Zelle, you can set those up on thePayment
Options page by clicking Add under the Payment Plans section.

First, you need to give this payment method a nhame and description. This description will display to the
customer if you choose to offer it as an option upon proposal acceptance.

Add a New Payment Method

Name*

\ Venmo \
N )

Public Description

1 Select this option if you will be paying your deposit using Venmo.
2 Please Venmo the requested amount within 24 hours, or the proposal acceptance will be rescinded.|

At the bottom of the page, there are two checkboxes that give you the option topublish the payment to
QuickBooks and offer this payment method for customers paying a deposit on their proposal* .

[=] publish this payment method?
If enabled, payments made using this method can be published fo external sources such as QuickBooks Online

[=] Display on Proposal?
Allow this payment option to be used by contacts when accepting their proposals online

*These alternate payment methods are just for recording payments you have already

received on an invoice. "l got paid, now | need the invoice to show | got paid". If you offer an

alternate payment method on the proposal, it will be recorded, but not be collected, in
serviceminder. The customer will still have to pay you with their chosen method outside of our


http://serviceminder.knowledgeowl.com/help/setting-up-changing-merchant-processing-account
http://serviceminder.knowledgeowl.com/help/whats-new-digital-wallets-scan-to-pay-for-sm-pay-customers

system.

If you choose to offer one or more alternate payment methods on proposals, customers will see
each option next to eCheck and Credit Card.

By clicking "Submit" below, you are accepting this proposal and agreeing to its terms and
conditions.

Your Name Bella Notte

T\ D

Clear

[®] I acknowledge that | have reviewed the rescission terms

Your IP address is 172.68.3.131.

A payment of $93.00 is optional. You may enter your payment information below or send us payment.

OeCheck OCredit Card JOVenmo ® PayPal | OFinancing

Select this option if you will be paying your deposit
using PayPal. Please send the requested amount
within 24 hours, or the proposal acceptance will be
rescinded.

Payment Plans (Instaliment Plans)

Payment Plans allow you to split a customer's total into equal, automated payments over a defined
schedule. Once created, a payment plan can be:

e Offered during the proposal acceptance process

e Applied to an existinginvoice

When a payment plan is attached to a contact,installment payments will run automatically based on the
plan's schedule.

Creating a Payment Plan:

To create a simple two-payment plan (50% up front, 50% in one month):

1.

Go to Control Panel > Payment Options.

Under the Payment Plans section, click Add.

. Enter a name for the payment plan.

(Optional) Check Auto Include on Proposals if you want this plan to appear automatically on
customer proposals.

. Choose to set a required deposit amount

o First Payment Amount: Collect the first installment payment up front as a deposit.



o Percentage of Total: Collect a deposit based on the percentage of the total cost of the
proposal.

o Flat Amount: Collect the same dollar value on every deposit using this payment plan.

o Months: Collect a deposit that is calculated based off of how many months of the year the
customer will be receiving services (for seasonal recurring services).
Payment

Required Deposit Amount

ONone O First Payment Amount ® Percentage of Total ‘ 25 ‘ O Flat Amount ‘ $ ‘ O Months ‘ months‘

6. Set the payments to run based on equally spaced installments or based on appointments.

Pay Balance Using
® Installments OAppoin‘rmems

7. You can also choose to restrict this plan to specific service types if needed.

8. If you don't want the credit card on file to be automatically charged, you can check the box tcSkip
Payment. This will result in an invoice being automatically emailed on the date of payment instead.

Skip Charge
(1]

Enable to skip charging contacts with no payment information on file. Invoice will be emailed directly instead.

Adding Installment Plan

On a proposal, you can Edit and have the option to add one or multiple plans, don't forget to click Save.

Payment Plans

Wy Day After Appt - Pay $500.00 upfront followed by 1 payments of $500.00.

[110 Payments - Pay $200.00 upfront followed by 1 payments of $800.00.

[=]q2 Monthly Payments - Pay $100.00 upfront followed by 12 payments of $75.00 monthly.
2 Paymenis - Installment - 2 payments of $500.00 weekly.

To add to an invoice, open the selected invoice. In the top right corner click thelnstallment Plan button.
Select option best for the account, select payment method, enter date payment should begin, then enter
card information, and Save.

Payments l Pay I l Installment Plan I l Write Off l

Actions Date Amount Type Ref By

Internal Notes

No data to paginate

On an invoice, you can even Change the plan once its been added.



Payments Pay | | Write Off

Actions Date Amount Type Ref By

Installments | 2 Payments - Installment [&&| | Change Plan

Action Date: Amount  Balance Due Status (0/2 complete)
Run | Edit | Cancel &6/2/2025 $50.00  $50.00 Mot yet paid
Run | Edit | Cancel &/9/2025  $50.00  $50.00 Mot yet paid

Notice in the image above showing the Payment Failed (?) allows you to click the question
|:| mark to learn details about why the payment failed.

Installments | 4 Equal Payments i
Action Date Amount  Balance Due Status (144 complete)
Send Receipt BAS2019  $94525  $0.00 Paid

Bun | Edit | Cancel 4132018 $0.00 £0.00 Payment Failed (2)

Run | Edit | Cancel 5M13/2018  $0.00 £0.00 Payment Failed (2)

Run | Edit | Cancel 613/2018  $0.00 $0.00 Payment Failed (2)

Clicking on the Balancing Scale icon will allow you to update the balance to show new invoices with a
balance due.

Rebalance Payments

This will rebalance any open installment payments to match the invoice's current balance due. The
payments will be evenly divided based on the open balance. Are you sure you want to continue?

o]

Payment Plans for Seasonal Recurring Services

The Months field for the Required Deposit Amount is used to tell the payment plan to calculate the
deposit based on a time window of appointments, instead of a fixed dollar deposit. In this recurring
setup, the system is using the service season and appointment count to figure out the payment amount.

Pre-Pay for the Entire Season

If you would like to collect the amount due for the entire season up front, select the following
configuration options:
¢ Required Deposit Amount: For an entire season, enter a number of months that fully covers the
period from when the customer accepts through Season Expiration.
e Pay Balance Using: Select Appointments

The system will then determine how much of the season to include in the initial deposit. It looks at the
service’s seasonal dates within the range of months you have set, counts the appointments that fall



inside that window, then calculates the total deposit/prepay amount from those appointments.

Payment

Required Deposit Amount

OnNone O First Payment Amount O Percentage of Total | % | O Flat Amount ‘ $ ‘ ® Months ‘ 12 ‘

Pay Balance Using

O Installments @Appointments ORecurring Billing
Pay in Monthly Installments

In this scenario, the system divides the proposal total evenly across the number of installments, charging
on the interval cadence independent of when each appointment actually happens.

Under Required Deposit Amount pick None, or First Payment Amount if you want the first installment
treated as a deposit.

Under Pay Balance Using select Installments.
¢ Interval Type = Months
e Interval = 1 for monthly, 2 for every other month, etc.
e Number of Payments = the number of months you want to spread payments over — typically the
length of the season, e.g., 8 for Mar-Oct billing.
e Optional Set the First Payment Date if you want the schedule pinned to a specific day (say, the 1st
of the month of Season Start) instead of starting on accept date.

Payment
Required Deposit Amount
®None OFirst Payment Amount @) Percentage of Total = % ‘ O Flat Amount ‘ $ ‘ O Months ‘ month:‘
Pay Balance Using
® Installments OAppoimments (@] Recurring Billing
Interval Type*
[ Monthly ¥ \
Interval

o

Number of Payments*

e J

First Payment Date

L J

Used to force the first payment fo a specific date.
The system divides the proposal evenly across the number of installments, charging on the interval
cadence independent of when each appointment actually happens.

If you'd rather have installments charged around each appointment instead of on calendar
D months, pick Appointments instead of Installments for Pay Balance Using and use Date
Offset to charge N days before each visit.



Payment

Required Deposit Amount

®None OFirst Payment Amount O Percentage of Total [ % ‘ O Flat Amount I $ ‘ O Months I month

J

Pay Balance Using
O Installments ® Appointments O Recurring Billing

Initial Appt Price

First ‘ ‘ appointments at \ \
\ ) \ )

Use this to specify the first x appointments to be a specific price, or to be free. Leave empty to evenly divide payments across appointments.
Appointment Limit

appointment(s)

Limits the number of recurring appointments for recurring services when this plan is applied.

Date Offset
2 ‘ day(s) before

Used to charge payments a number of days before the appointment. You can also use a negative number to charge after the appointment instead.

Leave the Recurring Appointment Limit empty unless you want to cap how many appointments the
plan applies to.

Recurring Billing

Recurring Billing lets you automatically create invoices for ongoing or subscription-based services —
separate from job completion or Auto-Pay. It's ideal for memberships, seasonal plans, or service bundles
billed on a schedule.

Use Recurring Billing when:
e You want predictable revenue cycles (e.g., “bill every 1st of the month”).
e Services aren't tied to individual job completions.
e You need to pre-bill or post-bill customers regularly.

Create a Recurring Billing Template

In Control Panel > Recurring Billing, you can create templates that define billing schedules for one or
more services. Templates let you manage billing frequency, invoice type, and charge behavior in one
place.

Recurring Billing Templates

Skip Send
Charge Invoice

Created Updated Active  Frequency End After  Type Amount Quantity ~ Taxable Service

Monthly
Edit | Delete Recurring 6/26/2024  1/3/2025 Yes Every 12 Invoices  $100.00 Yes Monthly

-~ N:46a 1:19p Month Months Maintenance No Yes
Billing Plan

Important Settings

Frequency The interval at which this billing plan runs (e.g., monthly, quarterly, annually).



Defines how the payment appears on the contact’s record:
¢ Invoice — Generates an invoice for each billing occurrence.

Type o Deposit — Creates a $0 invoice and applies a payment to it, which becomes a
credit for future invoices.

Amount The dollar amount charged on each occurrence of the plan.
Quantit Used only when your Invoice Mode for this service is set toAccumulate (for

v subscription-style credit tracking). Leave blank otherwise.
Skip If checked, the system willnot automatically charge the card on file. Instead, an invoice
Charge will be sent to the contact.
Send Works only if Skip Charge is ON. If both Skip Chargeand Send Invoice are checked, the
Invoice system automatically emails the invoice to the customer for manual payment.

Add New Recurring Billing Template

Name*
P N Taxable
| Monthly Billing Plan | Ol
Active? Service*
(= L Monthly Maintenance v |
Frequency*
—_—— Remind Days Before
Every ‘ 1 ‘ \ Month(s) ¥ \ (72 \‘
End After
— Ad Hoc Template
‘ 12 ‘ ‘M‘ \/ --Select one-- v |
Type*
ypi\ Skip Charge
(lnvoices v O
Prevent automatically charging the contact's saved payment information when the invoice is created.

Amount
— Send Invoice

200 Ol

3 Send the invoice after it's generated?

Quantity

)

L J

Add or Review Recurring Billing Plans on a Contact

To see active or historical billing plans for a customer:

1. Open the Contact Details page.
2. In the Additional Details section, go to thelnvoices tab.

3. Select Recurring to view all current and past billing plans.



Additional Details

Notes (10) Map Proposals (16) Tasks (3/13) Appointments Pictures (10) Documents (1) Emails (113) Checklists

Feeds Custom Fields Videos (3)

Referrals
Include Managed? Statement (4 View Statement PDF (Test)

S e e e e R e T Ty

Tarrant
di One Time No Invoices Every Month 0 $0.00 County-Fort 6/18/2024 2/M/2025 Yes
Worth-TX

Invoices (68)

Zhaged Contacts (I

O Invoices O Payments

Page 10of 1(1 items)

¥ Create Filter

4. Click Add if you want to add a billing plan directly to this customer's account.
e Use the Template dropdown menu to choose a template that you've previously created.
e Fill in the information manually to create a custom billing plan.

You can also review all active Recurring Billing plans via theRecurring Billings tab in the
Snapshots section of the navigation menu.

Recurring Billings I

Page 1 of 1 (10 items) 1 of1
-m
(Al v Q test 100 @ Q o Qa o @y
Edit [=] Test Test 3 Invoices Every Month  Estimate  Five Times* $100.00 Kitsap County-Bremerfon-WA 10/27/2025 4/30/2025
Edit [=] Test Test 2 Invoices Every Month Estimate  Five Times* $100.00 Kitsap County-Bremerton-WA 10/27/2025 4/30/2025
Edit [=] Test Test 1 Invoices Every Month Estimate  Five Times* $100.00 Kitsap County-Bremerton-WA 10/27/2025 4/30/2025

End a Recurring Billing Plan

You can end a plan from either the contact’s record or the Recurring Billings grid.

1. Click Edit next to the plan you want to end.

2. Choose one of the following:

o Uncheck Active to end the plan immediately, or

o Enter an End Date to let the plan run until that date.

Once inactive, no new invoices will be generated for that plan.



Edit a Recurring Billing Plan

Name*
- N

L Monthly Billing \

J

Active? —=End the plan immediately
Type*

(Invoices V|

Frequency*

Every L 1 ”Monfh(s)v\l End the plan
End Date A/ on a set date

11/13/2025 |

Common Uses

e Maintenance Plans: Offer annual or semi-annual service contracts billed monthly to make payments
more manageable.

e Subscription Credits: Use “Deposit” type billing to prepay for a set number of future visits or
service credits.

¢ Prepaid Packages: Bill clients upfront and apply credits automatically as jobs are completed.

Payment Reporting

Automated pay options also include Installment Payments. Thelnstallment Payments Report tabulates
data regarding customers' payments made as part of a plan. Each month containing payments is
displayed and expandable to reveal all payments on each invoice by customer.

From ‘ 4/1/2024 \JThrough ‘ 5/1/2025 \‘DCompleted Payments Only

Installment Payments Report

Due Date Contact CC Expiration Invoice Number Invoice Date Amount  Status

41/2024 David Cole 10/31/2026 3447 2/7/2024 $3.07 Payment Failed
4/2/2024 Dust Buster 5/31/2023 3922 4/2/2024 $162.38  Payment Failed
4/3/2024 Adam Charrette 8/31/2026 3936 4/3/2024 $25.00 Payment Failed
4/9/2024 Dust Buster 5/31/2023 3992 4/9/2024 $162.38  Payment Failed
415/2024 David Cole 10/31/2026 3447 2/7/2024 $3.07 Payment Failed
416/2024 Dust Buster 5/31/2023 4060 416/2024 $162.38  Payment Failed

FAQs
Are there any other ways of consolidating payments in ServiceMinder?

You can send Statements to customers, this is usually only done for Commercial clients. You can find this
on the Contact Details page.

Another option if you have several invoices generated for a single customer is to Merge them into one.
You can choose to keep duplicate line items separate or combine them when you are choosing Merge



settings.

The third option is to go toControl Panel > Invoices and setup consolidated payments if you use auto
pay. You can choose to email an invoice or not and what day or timeframe do you want to run those
payments. \

Can | put multiple installment deposit payments on a single proposal?

Due to the nature of Proposal and Installment Plans, there is no way to allow customers to pay multiple
deposits on a Proposal however you can take an internal payment and apply it to the proposal as an
additional deposit.

Is there a way to have a payment plan start when the proposal is accepted?

There is no way to have a multiple payments added to the proposal unless internally added as an
additional deposit. There is no way capture payments made unless you are just adding a note to the
customers account. The Invoice is the method used to capture and track the payments made. We have
no pre invoice method of tracking payments made that is not considered a deposit. And the nature of
installments creates an Invoice for payment.

If | set up a recurring billing for example a year and break up the payment by 12 so
they are paying a monthly amount for all services that year. Every time | complete
there appointment (we schedule multiple appointments off of different parts of the
proposal) is it going to invoice for that appointment or just go off the Recurring
Billing | set up?

There are a few ways you can go about this.

If you are going to use Recurring Billing then you need to zero out the pricing on the appointments. If
there is pricing on an appt it will generate an invoice, so you can schedule things like they are and then
just have no pricing on the appts so that the recurring billing will take care of it.

Alternate option - use a payment plan. Invoice the proposal and apply a 12-month payment plan. But
when scheduling like you are, you'll still want to make sure the appts don't have pricing.

Last option is to schedule the appts and let SM generate the invoice. You could try out consolidated
billing along with that. The payment wouldn't be the same amount each month though, it would depend
on what appointments fell within that timeframe.

I'm running into an issue with accounts that have chosen a payment plan, and upon
approving the invoice (despite the "payment plan" drop down box is chosen), all
payments are being processed at once after that approval.

The payment method is being selected when approving/saving the invoice. If that information is entered
there then that amount will be charged instantaneously. This field pictured below is not required when
Approving an invoice. It appears when editing/approving an invoice.



I need to move a payment, but can't. | assume it is something to do with being an
installment payment. How can we get that payment from invoice A to invoice B?
Can we accomplish that without refunding the payment?

Installment payments can't be moved like regular payments. | think the best thing to do is to create a
credit memo for the payment amount, put in the reference info for the CC payment, and apply that to the
new invoice. Then on the old invoice, you'll refund the payment, but uncheck the box to refund it to the
processor (you don't want to actually refund it, but only mark it as refunded in SM.)



