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Invoice and Automation Follow up

Task 3 Day 3

Section 1: Creating an Invoice with a Payment Link

CRN Cnrint

In this workbook you will be creating an invoice from scratch, without a quote.

1. Log In to Your SPARKS Business Dashboard

» Open your web browser and log in to your SPARKS Business Dashboard

account.

» Navigate to the Payments Section

On a Laptop/Desktop: Click on the Payments tab located in the left-hand

menu.

On a Smartphone/Tablet: Tap the hamburger menu (three lines) in the top-left

corner.
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Launchpad
82 Dashboard
D Conversations
[ calendars
{5 Contacts

5§23 Opportunities

] Payments :

[ New
Invoices & Estimates v J Documents & Contracts v  Orders v

All Invoices @
Recurring Invoices
Templates ges
[New]| |§ manage all invoices generated fo

Estimates

1Invoice(s) in Draft

£50.00

[l  J.Jones-invoice 1

» Select Payments from the menu options.
» Access the Invoices Feature

> At the top-left corner, click on the Invoices and Estimates dropdown.
» Select Invoices from the dropdown menu.

JAMES DEVWANE

Helping Electricians Attract and Keep More Customers.

&

My Electricians

TOOLBOX

Page 1



SBD Snrint

2. Create a New Invoice
e Click the New button to start creating a new invoice.

—
Invoices Documents

Payment
Payments & v & ~  Orders v  Subscriptions Link Transactions  Products v  Coupons  Settings  Integrati
inks
Estimates Contracts
Invoices & Sertings

Create and manage all invoices generated for your business

$ New Invoice
Send a one-time invoice to the customer right away.

New Recurring Invoice
Send a recurring invoice to the customer at scheduled intervals.

£50.00 £1,700.00 £0.00 £4/5.00

1 Invoice(s) in Draft 1Invoice(s) in Due 0l 4]

» Verify Business Information
e Ensure your business details are correct. These should auto-populate
based on your profile settings.

» Select or Add a Customer
e In the customer information section, choose an existing customer from
your contacts or add a new customer by entering their details.

< Back New Invoice : Save

Business & Customer Information o
Add your business and the customer information to this template

I Business Information I '|

INVOICE

Kent Electrics Vi

https://www.electricianinchatham.co.uk/

ICustDmer Information I 2

Select Customer
https://www.electricianir

ITEM

PRICE QUANTITY TAX
o . NAME

Invoice Settings 3 o
Add invoice number and dates

Subtotal £0.00
Invoice * Amount Due (GBP) £0.00
Number

Terms & Notes:
INV- 000004 NOTES:

Issue Date * Due Date *

2024-12-06 2024-12-20

» Assign an Invoice Number and Due Date
e The system will automatically generate a unique invoice number.

> Set a due date for the payment.
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> Add Products or Services
e Click on Add Product or Add Service to include items in the invoice.

For each item, specify:

Name: The name of the product or service.
Description: A brief description (optional).
Quantity: Number of units or hours.

Price: Cost per unit or hour.

: B save Send
Add Products : > |
v

Choose products from your catalogue or add new products to
this invoice
Products Add Tax Automatically
Item Price  Quantity Tax Subtotal
Kitchen 1 £ 1 20% £1,375.00% @
0]
+ Add more Products ¢
https:/fwww.electricianir
Subtotal £1,375.00 e
NAME PRICE QUANTITY TAX
3 Add Discount
V.AT (20% on £275.00
£1,375.00) Subtotal £0.00
) Add Tax Amount Due (GBP) £0.00
& Add Payment Schedule Terms & Notes:
Amount Due £1,650.00 NOTES:
Additional Options N T & Conditi
Add terms and notes to your invoice @
OO0 00O XK
T

» Repeat this step to add multiple items as needed.

» Review and Customise the Invoice
e Check all entered information for accuracy.

» Add any additional notes or terms relevant to the invoice.

» Save the Invoice
e Once all details are complete, click Save to store the invoice.

JAMES DEWANE L1 TooLBOX

Helping Electricians Attract and Keep More Customers.

Page3



SBD Sprint

w

Send the Invoice with a Payment Link

After saving, locate the invoice in your list.
Click on the invoice to open it.

Click the Send button.

Choose Email as the sending method.

YV VY

Send Invoice

J. Smith Invoice

(®) Email
Email: cu customerl@example.com

Email Template

Default - Invoice received

Additional Options ~

Payment Mode

Test () Live

» Review the pre-filled email content and make any necessary edits to
personalise the message.

» Ensure the invoice is attached, and a payment link is included.

» Click Send to email the invoice to your customer.
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Section 2: Setting Up Automated Follow-Up Sequences
1. Navigate to the Automation Section
On a Laptop/Desktop: Click on the Automation tab in the left-hand menu.
On a Smartphone/Tablet: Tap the hamburger menu and select Automation.
2. Create a New Workflow

Note: If you already have a Workflow called “When an Invoice is Sent”, You do
not need to complete the following steps.

» Click the Create Workflow button.
» Choose to start from scratch or use a template that suits your needs

Automation  Workflows  Content Al (&% Global Workflow Settings

BUSINESS DASHBOARD
g KentEectrics : Workflow List SRS | - Create Workilow
ch B3 + B Select a Recipe
All Workflows  Needs Review (0}  Deleted + Smart List
$ + Start from Scratch
+% seasonof Al . .
¥ Advanced Filters & ® = Q Search
Launchpad
Home
B2 Dashboard
N Stat Total Active Last Updated Created O Stats O
£ Conversations e s Enralled Enralled PRI maeeion ats O
[ Calendars
B9 Invoicing QOct 31 Oct 31
{5] Contacts Workflow 2024, 9:47 2024, 9:47
AM AM
282 Opportunities
T Payments General Oct31 Oct 31
Marketing Draft 0 0 2024, 9:47 2024, 9:47 >
Workflow AM AM
<] Marketing
C w Workflow Dec 04 Dec 04
(" Automation e : Draft . .
= 33322080924 raf 0 0 §&24,221 5&24‘221 >

5] sites

» Seft the Trigger
e Define what will start the automation. For example:

Invoice Sent: Triggers when an invoice is sent to a customer.

Invoice Due Date Approaching: Triggers a reminder as the due date nears.
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» Add Actions
e After setting the trigger, define the actions the system should take.

For example:

Send Email: Craft an email reminding the customer about the upcoming
payment due date.

Send SMS: Send a text message as a gentle reminder.

Wait: Infroduce delays between actions (e.g., wait 3 days before sending a
follow-up).

Invoice #
Builder Settings Enroliment History Execution Logs
E-; 'llrlilgger +  Add New Trigger
nvoice
+ -———t—)
a Emai
R —a—— |
© wit
+
END

» Define Conditions (Optional)
e Set conditions to tailor the workflow. For example:

If/Else: Branch the workflow based on whether the invoice has been paid.
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3. Test the Workflow

> Before activating, test the workflow to ensure it functions as intended.
» Activate the Workflow
» Once satisfied, activate the workflow to start automating your follow-up
sequences.
Invoice / : G
Builder Settings Enroliment History Execution Logs Test Workflow Draft @) Publish
E—% ;r:lgj: E‘g, r::%?: E 4+  Add New Trigger
+
Exercise

J—

. Create a Test Invoice

Follow the steps above to create an invoice for a test customer.

Include at least one product or service with a specified quantity and

price.

Send the Invoice to Yourself

Use your email address to send the invoice.

Check your inbox to view the received invoice and understand the

customer’s perspective.

Set Up a Follow-Up Workflow

8. Create a workflow that sends a reminder email 2 days after the invoice is
sent if it remains unpaid.

9. Test the workflow to ensure it triggers correctly.

W

o~

~

Simulate the Customer Experience

» Mark the invoice as paid and observe how the workflow responds.
» Ensure that no further reminders are sent once the invoice is paid.
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