


Manual Part 4.1 – Advertisement, Invoicing

Publishers are responsible for invoicing.  

All products must be invoiced through our automated system as outlined below. Our system is designed to track every product posted on your site. You must enter a dollar value for each purchased product even if it is a complimentary product ($0).

All payments for products must be made via our third party payment system by credit card. Payments are processed and collected through the Company. You may not collect payments directly from your clients.

In rare instances clients will request to pay by check. Checks should be made out to PunchBugKIDS and mailed in to:

PunchBugKIDS
PO Box 1392
Princeton, NJ 08542

Any abuse of the system is grounds for termination.



How to Invoice
Invoicing is simple. Once you are logged in, select the business you would like to invoice from your Dashboard by clicking “Manage Businesses.”  From the “Businesses” page search for client by name and click “filter.” Once you find the business, select it by name (on left side of screen).  This will bring you to the selected client’s business page (the “B-page”).
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Alternatively, from any resource section you may select a business and click on its name.  This will take you to the B-page for that business.
 
Once on the B-page, you will see a row of icons after the business’ name.  (Please note if you are not logged in you will not see these icons).  Click the shopping cart icon next to the business’ name to  “Manage Business Invoices.”  This will allow you to create an invoice.  

[image: ]

You will now be on your client’s “Invoices” page.  This page lists invoices you have created for the business. From here you will be able to create a new invoice by clicking the green + icon.  

[image: ]

You should now be on the PunchBugKIDS Invoice page. 
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(1) Clicking on the pencil icon next to the PunchBugKIDS Invoice allows you to control the client’s information. From here you can edit the client’s contact information, allow for partial payments and save the information as a default setting.  

You will want to add the Client’s name, address and email address in the “Ordered By” section. Under “Sales Person” select the sales person to allocate the sale to. This is important for commission tracking purposes. You may enter a “Comment” if an explanation for the client is necessary regarding the products by clicking the pencil icon.  

Finally, there is a check box for allowing your client to make a partial payment.  Please check the box if you would like to turn this option on.  

Enter the information, select your settings and click Save.
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You should return to the PunchBugKIDS Invoice page.
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(2) Clicking on the Green + will allow you to add products to your invoice.

From the “Add Product to Invoice” page you can select your products.  While you can only add the products to the invoice one at a time, there is no limit as to how many products you add to a single invoice. Simply select the product, duration of the product (where required) and enter the actual dollar amount for the product. You will note that a suggested retail value will appear once you have selected the product. You have the option to change the amount. You must enter an amount, including $0 if it is a complimentary product, in order to add the product to the invoice. 
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You have the option to enter a start date for your product, but it is not required.  Click “Save” at the bottom of the page. You will be brought back to your PunchBugKIDS Invoice page.  

You may only add one item to your invoice at a time.  If you would like to add more products to the invoice, simply click the green + icon to “Add Product” to your invoice. 
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Once you have entered all your products you will have created your invoice. You may now click the “Email Invoice” button to email the invoice to your client. 

If you created a complimentary product you do not have to email the invoice to the client. You should instead click “Checkout” to activate the product.


Sending Your Invoice
Once your invoice is complete, you will choose one of the following options at the bottom of the invoice: “Print Invoice,” “Email Invoice” or “Check Out.”
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We use electronic invoicing for all our clients. (If necessary you can “Print Invoice” and mail it to your client via snail mail.)  

At the bottom of your completed invoice click on “Email Invoice.”  You will come to a page where you can select the proper email address under “Email to:” to send the invoice to your client. If you would like to send the invoice to multiple email addresses, enter the email addresses separated by a semicolon.  In addition, you can choose to add a message above or below the invoice by entering content in the “Message Above” or “Message Below” fields.  
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We recommend entering a “Message Above” thanking your client for their business.  For example “Thank you for your business.  We look forward to working with you again in the near future.”  

When you are ready, you may email the invoice to your client by clicking “Email.”

The client will be emailed an invoice which they can pay online by credit card via our secure payment system, stripe.com. Please note that payments made on our system are secure.  

On the client’s invoice they will simply click on the “Purchase” link to complete the payment process. Once payment is made, you can click on the client’s B-page where you can add the purchased content.  (See Manual Part 4.3 – Advertisement, Uploading Advertising)





Complimentary Products/Internal Products
There will be occasions where you will want to post advertising or giveaways without charging for the products. You may be posting an internal giveaway sponsored by your local PunchBugKIDS, or simply posting an advertisement as a favor to a friend or client. In either event, you will still need to create an invoice in order to be able to load the content on your site.  

[bookmark: _GoBack]Simply create your invoice for $0 following the process above.  Once you’ve made your product selection for $0, you click on “Check Out.” This will allow you to check out without entering credit card information or forwarding an invoice to a client. If you choose to forward an email of the invoice to your client click the check box “Email Payment Confirmation to Ordered By Email.”  By doing so, a payment confirmation will be emailed to the email address in the “Email Address” box. You will create an internal log for the product without charging a credit card in stripe.com.

Once the invoice is “paid” you can load your content. (See Manual Part 4.3 – Advertisement Uploading Advertising)
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You have successfully created the cart. You can now add products.
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Invoice Number: 8403ACAC-9B04-11 Order Date: (the invoice has not yet been sent)
PunchBugKIDS Ordered By

PO Box 1392 Bounce U of Cherry Hill

Princeton, NJ 08542 1205 Warren Avenue

Tax ID# 46-1382530 Cherry Hill, NJ 08002

Account # 35302

Product Cost Total

Total: $0.00
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1 (] save as default [ | save as business contact

Ordered By
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Address: 1205 Warren Avenue _J Allow Partial Payments
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State: New Jersey ;I Comments:
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Country: United States ;l
Email: ’

‘ Save ’ ‘ Cancel
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Advertising
O Calendar Banner for PBK/Cherry Hill and Haddonfield-NJ
O Medium Rectangle Level 1 for PBK/Cherry Hill and Haddonfield-NJ
@ Medium Rectangle Stacked for PBK/Cherry Hill and Haddonfield-NJ
(_) 12 months - $1,200.00 ($100.00 per month)
() 6 months - $720.00 ($120.00 per month)
() 3 months - $480.00 ($160.00 per month)

(®) 1 months - $200.00 ($200.00 per month)

oo | |

Note: ‘

() Home Page Slider cherry-hill-haddonfield-nj

O Splash Email Sponsorship for PunchBugKIDS/Cherry Hill Haddonfield-NJ
O Events Email for PBK/Cherry Hill and Haddonfield-NJ

O Events Email Internal Ad for PBK/Cherry Hill and Haddonfield-NJ

() Events Email Sponsorship for PBK/Cherry Hill and Haddonfield-NJ

O Header Banner for PBK/Cherry Hill and Haddonfield-NJ
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Invoice Number: 8403ACAC-9B04-11 Order Date: (the invoice has not yet been sent)
PunchBugKIDS Ordered By

PO Box 1392 Bounce U of Cherry Hill

Princeton, NJ 08542 1205 Warren Avenue

Tax ID# 46-1382530 Cherry Hill, NJ 08002

Account # 35302

Quantity

Medium Rectangle Stacked for PBK/Cherry Hill and Haddonfield-NJ 1 $0.00 $0.00 ' d O

2 Total: $0.00

Print Invoice Email Invoice Pay By Check Checkout
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Invoice Number: 8403ACAC-9B04-11 Order Date: (the invoice has not yet been sent)
PunchBugKIDS Ordered By

PO Box 1392 Bounce U of Cherry Hill

Princeton, NJ 08542 1205 Warren Avenue

Tax ID# 46-1382530 Cherry Hill, NJ 08002

Account # 35302

Quantity

>
Medium Rectangle Stacked for PBK/Cherry Hill and Haddonfield-NJ il $0.00 $0.00 ' d 0

Total: $0.00

Print Invoice . I Email Invoice I ’ Pay By Check . I Checkout
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Message Above:
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Email ’ ‘ Cancel
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Name: Group: Class: Type:
All Groups j All Classes j All Types j

State: Zip Code: Status:

| Al states j , within | 15 j j | Fitter

Address
100 Stri Indian Hindustani Education Youth Programs Music Lessons & Classes Vs
Classi 3 ic School Plainsboro, New Jersey 08536 :
111 Percent Childcare 1316 San Jose Blvd Services Family Services Babysitting .
Daytona Beach, Florida V. 4

32117-1930
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At BounceU of Cherry Hill, we specialize in perfect party ideas. With our amazing inflatable structures,

unbeatable customer service, and clean, climate-controlled environment.

Something's Happening
Events & &

LITTLE BOUNCE +
THURSDAY, OCT 27

12:30 PM - 2:30 PM
This is a great event for our Bounce U friends ages 7 and under only! Younger children just can't

enough bouncing and Preschool Playdate gives them a chance to come back every week. Nothing
could be better than having a chance to laugh and socialize while getting a little exercise.

ALL AGE OPEN BOUNCE
BRI AE FRIDAY, OCT 28

PLAYTIME SPORTS BIRTHDAY EDUCATION CAMPS RESOURCES  JUST FOR TOTS VOLUNTEER

I'SQ‘I

1205 Warren Avenue
Cherry Hill, New Jersey 08002

856.429.6400
www.bounceu.com/party-places-for-kids/new-jersey

/cherry-hill/
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Keeping parents in the know and kids on the go!™
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Invoice Number Ordered Total

7F7528EE-9B02-11 $0.00 $0.00 =
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