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Apttus Billing Management is a cloud-based, native to Salesforce, billing and invoicing application
that meets all your billing related business requirements.

You can use Apttus Billing Management to manage billing and invoicing more easily. Apttus
Billing Management is built on the Salesforce platform and can generate complex yet accurate
invoices for any combination of products, services, and subscriptions.

The Apttus Billing Management application is the front end process that you can use to send an
effective invoice to your customers on time, with all accurate information and billing terms. While
the order is processed, order information that is available in the contract moves to your finance
team for them to generate billing schedules based on the contract.

For every bundle of products, services, and subscriptions, it is critical that the invoice clearly lists
all the expenses, changes, swaps, cancellations, and additions to an order. The invoice must also
include accurate taxes and discounts. This increases the complexity of the invoice. With Apttus
Billing Management, you can generate an accurate, up-to-date, and comprehensible invoice so
your customers understand it easily, pay quickly, and leave with a positive experience. You can
rate complex usage scenarios on a daily, monthly or any other frequency of your choosing. Apttus
Billing Management also allows you to use pre-payments as a payment mode for usage-based
products.

Simplify, automate, and increase the accuracy of your billing processes for customers. Create
invoices that reflect the latest customer orders, commitments, and purchased products. Apttus
Billing Management is designed to meet the billing and invoicing requirements of leading
enterprises in Cloud, High-Tech, Manufacturing, Life Sciences, and any industry that employs
complex pricing mechanisms. It offers extensive solutions for every business requirement you
have with billing and invoicing.

Integrate Apttus Billing Management with Apttus CPQ and Apttus Contract Life cycle Management
to quickly, effectively, and accurately track purchase and contract details until your customers'
order is fulfilled. This is the benefit of the full Quote-to-Cash solution. These features all work
together to help you accurately track payments and record revenue you earn from every single
deal. Since Apttus Billing Management is highly integrated with Apttus CPQ, these two go hand-in-
hand. However, Apttus Billing Management can be easily integrated into any other CPQ running
on the Salesforce platform.
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Key Benefits

With Apttus Billing Management, you can
® Control every item in the order, and the time that you want to generate a bill for each item

® Create Billing Schedules for purchased products that automatically update after a change in
the order

® Construct a hierarchical structure to manage parent-child accounts or multiple enterprise
divisions

® Manage and service multiple customer segments, locations, and currencies

® Generate a bill for any time of day and any day of the month

¢ Easily configure templates for invoices

® Send different invoices to different customers based on location, language, segment, and
subscription type

® Process and bill usage with flat pricing or tiered pricing

® Manage taxes down to the zip code, county, or jurisdiction

® Define tax-inclusive and tax-exclusive pricing for customers around the globe

® Manage tax rates and tax remittance automatically through tax vendor integration

Apttus Billing Management adds great value to your experience.
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Apttus Billing Management in the Quote-to-
Cash process

Apttus provides comprehensive Quote-to-Cash solutions built on the Salesforce platform, designed
to increase customer satisfaction and boost revenue. Unlike other systems requiring extensive
coding and integration, Apttus Quote-to-Cash provides an integrated view of all customers, quotes,
and contracts that you can use to drive revenue growth, reduce errors and delays, and improve
customer loyalty. Apttus has enabled over 300 customers and 500,000 users improve time to
revenue, prevent revenue leakage, reduce risks and decrease DSO (Days Sales Outstanding).

This end-to-end solution covers your entire sales life cycle, from product and service configuration,
pricing, quoting, negotiating, signing the contract, managing invoicing, billing, orders, and revenue
recognition.

The Apttus Quote-to-Cash process makes closing deals a highly effective and integrated process
that you can manage across geographies and on the cloud.

The following image illustrates the Quote-to-Cash flow.

With applications in the Apttus Quote-to-Cash suite, you can

Increase your revenue and margins

Reduce variations in your business process

Increase speed and agility of every transaction

Measure cycle time of a deal from opportunity through revenue recognition
Track your actual revenue against the targets you set

Identify and mitigate risky deals

Increase up-selling and cross-selling opportunities

Define, configure, and execute product promotions, sales incentives, and customer rebates

Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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You can seamlessly integrate Apttus Billing Management with the following applications in the
Apttus Quote-to-Cash suite.

® Apttus CPQ: Quickly configure, price, and quote even the most complex products and
services to increase deal size, shorten sales cycles, and ensure compliance with existing
agreements and financial regulations. Asset Manager- a part of CPQ, manages your
customer's purchased products by retaining them with renewals, incentives, promotions and
rebates along with a variety of billing models to ensure efficient collections and accounting.

® Apttus Contract Management: Reduce revenue leakage, legal risks, and operating costs
through comprehensive capabilities to easily request, negotiate and finalize contracts.

® Apttus Order Management: Define your own workflow that determines when and how your
customers’ orders are activated or fulfilled. Make in-flight changes to the quantity, order and
delivery dates, and the product type of an order before it is paid for. Process upgrades,
downgrades, returns, renewal of subscriptions, and cancellations for purchased products.

® Apttus Revenue Recognition : Optimize revenue by managing future deal structures,
renewals, payment terms, finance structures, and contract compliance.
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As you will see later in this , Apttus Billing Management works in conjunction with and uses
values from several fields and objects in these applications.

10 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Using this Book

With the Apttus Billing Management User guide, you can quickly find out how Apttus Billing
Management works and how you can manage your organization's and your customers' billing and
invoicing requirements.

If you are a Billing Administrator, you will learn,

create templates for various invoices and invoice statements
create invoice and usage rating batch jobs for various projects
maintain logs for all transactions that occur in a day

to understand billing settings and preferences

to create various reports as needed

If you are a Billing Operations Manager, you will learn,

to oversee and streamline your billing and collections processes

to manage billing for a variety of different types of assets including one time, usage, or
recurring

to automatically adjust billing after an asset based order

issue billing adjustments, track and approve invoices

to view and understand billing schedules, usage schedules, and billing preferences
to adjust and customize invoice presentation

to coordinate and resolve sales tax issues

to approve tax credit requests from customers

to create custom billing plans and milestone billing plans

Links in this Document

To access the content provided by external links in this document you must be logged into the
Apttus Community Portal. If you encounter a Salesforce login page, enter your Apttus Community
login and password. For assistance with your Community credentials, please contact Apttus
Support.

11
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While the chapters and topics in this book are organized in the order you must configure the Apttus
Billing Management application, define fields, settings, and preferences to generate an Invoice,
you can skip to any section of the document that you want to know about.

To view the next page, click Next Page on the top right corner of the mid-section, Select any topic
listed in the Table of Contents displayed on the right side of the page. Every page in this book
also has links to other related topics, field descriptions, and procedures.

Click on any image in this document to view it in a carousel with higher resolution.

See the Release Notes for new features and resolutions for issues that you reported in the
previous releases.

If you are new to Apttus Billing Management, let's

12 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Configuring products and pricing

You can use Apttus Billing Management to create invoices for all products and services your
customers purchase. However, you must configure products and define the associated prices
using Apttus CPQ.

To generate a detailed invoice, you must first complete the following procedures.
Task Application

1 Selectand Apttus CPQ. For more information, see the Apttus CPQ User Guide.
Configure Products

2 Define Pricing
3 Generate Quote

4  Accept Contract Apttus Contract Management. For more information, see the Apttus
Contract Management User Guide.

5 Apttus Billing Management.

Before you select Apttus Billing Management from the force.com application menu, it is essential
to you want to create.

13 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Billing Process Overview
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Apttus Billing Management functions use several Objects and fields that you must define before
you can generate an invoice for your customers.

1. is a Salesforce object that all Apttus applications inherit defined values from. Apttus
Billing Management uses values from the Account Relationship and the Invoice, Invoice
Statement, Billing and Shipping address fields defined in the Account object.

2. You can define each customer's to suit their requirements and
convenience.

14 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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3. are attached to the account so you can associate more than one location
to each account. You can use different account locations as shipping address, billing
address, and tax invoice address.

4. Onthe page, you can select products, adjust pricing, adjust billing settings,
change bill preference, initiate approvals processes and you can automate the process to a
ctivate an order, create a Bill, and create revenue.

5. On the detail page, if it is not done automatically, you can define when an order is
ready for activation and billing.

6. You can use the function to track all billing information related to an asset.
With Billing Schedules, you can spread the net amount due, over a period of time that you
can define.

7. A is associated to Billing Schedules that are Usage-based. Usage or

metering data is loaded to an order and then usage rating is associated with a Usage
Schedule. You can define usage price tiers that use flat pricing, or tiered pricing .

8. With , you can rate usage manually or this object is used while creating
Salesforce batch jobs to rate usage.

9. You can define payment terms and by default, a separate invoice is automatically created for
products with different payments. A is a condition or guideline under which
you can make or receive a payment.

10. After you complete all the procedures listed above, you can perform an which is
a scheduled invoice generation batch job.

11. Integrate with 3rd party tax engines to display correct taxes on the invoice automatically.

12. You can use the to track, measure, and record incoming
payments, credits, debits, and refunds.

13. Finally, you can use reports to track and measure your billing assignments and forecast
requirements.

Now that you know the process to create an invoice. Let us go to the

15 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Using Apttus Billing Management

Before using Apttus Billing Management you must be familiar with the following:

® Basic Salesforce administration

® Apttus CPQ and Apttus CLM administration

® Salesforce and Apttus terms and definitions

See the

to understand the process, procedures, and objects

you require to generate an invoice.

Navigating Apttus Billing Management

You can navigate to all key pages of configuration and execution from the Billing Console.

From the Force.com app menu, select Apttus Billing Management and click Billing Console from

the header.

Billing Setup

Biling Preferences

Biling System Properties

Invoicing

Payment Terms
Invoice Runs

Billing Settings

@ Billing Management Setup Console

Finance

GI/L Account Map Rules

Revenue Recognition Policies

Usage Processing

Charge Types
Charge Groups

Usage Rating Batch Jobs

Taxation

Tax Codes

Invoice Statement Credit Memo

Credit Memo

16
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Pre-requisite
1. To view Templates tile on the Console, you need to create List Views on the Template
page.
a. Goto All Tabs > Templates and click Create New View.

b. Enter the View Name and include Invoice, Credit Memo and Invoice Statement in
the Filter Criteria.

== Templates Help for this Page &9

~ Create New View

Save | Cancel
Step 1. Enter View Name 1 = Required Information

View Name: Ilrwuice

View Unique Name: Ilnvnice i

Step 2. Specify Filter Criteria

Filter By Owner: Field Filters Help (?
® Al Templates
My Templates

Filter By Additional Fields (Optional):

Field Operator Value

Type ¥ | equals v | Invoice @) aAnD
~-Nane-- v | -None-- v AND
~-Mane-— v | | -None- v

c. Select Fields to Display and select Visible to all users radio button.

Step 3. Select Fields to Display

Available Fields Selected Fields

Record ID Name
Agreement Types

Business Object Top
Category =
Clened From . ‘U—p‘
Cloned From Reference

Description 3] =)
Excluded Merge Child Objects LY =
Framework Format Remove Down
Guidance -
IsActive BLBEJWI
Keywords

Language

Locale

Mergefields -

Step 4. Restrict Visibility

Visible only to me
* Visible to all users (Includes partner and customer portal users)
Visible to certain groups of users

Save | Cancel

d. Click Save.

e. Repeat steps ato d for Invoice Statement and Credit Memo.

17 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Billing Console

Managing and Administering the Apttus Billing Management application is broken down into 6
basic functions.

1. Billing Setup
a.

b.

3. Finance

~

. Email Templates
a.

b.

To get started, you must define billing and invoicing related information on the page.

Billing Setup

You must configure following objects before billing a customer's purchase:
1. Settings on the and for Billing.
2. Define

3. Configure Products.

4, On the page, you can select products, adjust pricing, adjust billing settings,

change bill preference, initiate approvals processes and you can automate the process to a

ctivate an order, create a Bill, and create revenue.
5. Set
6. Add an
7. Verify

18 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Billing Preferences

As a billing system admin, you have to perform following configurations- for different accounts,
generate bills on different days of the month (1st of the month for one account, 15th of the month
for other accounts and so forth). For some accounts, the invoices should be generated in a PDF
format and for some, in a word format. Few accounts want the bills to be generated every month
and the rest every quarter.

Each of these requirements involves different configuration at account level- making this a tedious
task. The best approach would be to group all these settings under one roof and apply them in one
go. Billing Preferences does all this; it is a container which holds many key settings that are
necessary to drive your Billing. You can feed in your choices for various fields in the Billing
Preference and then associate Billing Preferences to an Org, Account or a Quote/Proposal or
Quote/Proposal Line. You can use this functionality to define each customer's billing preference to
suit their requirements and convenience.

Billing Preferences drive the alignment of Billing Schedules. Later, if you want to make any
changes to the preference, you can update the Billing Preference through an asset-based order.

Proration Period

Separate Period
Ignore
Charge Full

Combine with First

Billing Preference

Preference Level Invoice Output

4

N

o—

You can create several billing preferences for one customer and set each preference at a different
level. The Billing Preference that you define, determines the

19 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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¢ Billing Date and Month,

¢ Billing frequency,

® Applicable Taxes, and

* Method and format of Invoice delivery.

With this feature, you can select a preference for every new invoice that you generate for that
customer. If you do not select a Billing Preference, a default preference is applied when you
generate an invoice. You can generate an Invoice for an account even if the Billing Preference you
select is inactive. You must activate only one Billing Preference at a time.

\. Billing Preference Edit

(. New Billing Preference

Help for this Page &

Information

Billing Preference Edit

Preference Name | Standard Bill Default Prefer Cumer

Preference Level Orgamzation v Allow Payment Term Override ?

Billing Day Of Month 1st of the Month ¥
Billing Cycle Start | Bjlling Day of Month v
Calendar Cycle Start Jaﬂuary v
Tax Level Account ¥
Invoice Delivery Method Email v
Invoice Output Format PDF T

Active v

Save | |Save & New| Cancel

1 = Required Information

Allow Preference Override ?
Do Not Create Informational
Hide Informational

Is Default

Proration Period Treatment Separate Period v

Save | | Save & New| |Cancel

To create a Billing Preference

1. Click Billing Preference > New.

2. Enter values for the fields described in the following table.

Field

Preference
Name

Preference
Level

20

Description

Enter a unique name for the Billing Preference you want to create. It is
recommended that you keep an easily identifiable name.

Select the level at which you want to apply this Billing Preference.

Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Field Description

Billing day Day of the month when you want to bill your customer. For example, to set ‘10’
of the month  as the Billing Day, select 10" of the month from the picklist.

If you select End of the month, the Billing Day is set to the last day of each
month as and when the schedule advances. For example, Billing Day of Month
will be ‘31’ for March and ‘30’ for April.

Note: This field holds significance only if you set ‘Billing Cycle Start’ to ‘Billing
Day of Month'.

Billing Cycle Billing Cycle Start can be any day on which you want to bill customers. Billing

Start Schedules are aligned on the basis of Billing Cycle Start. Billing Schedule for an
asset takes the Expected Start Date mentioned on the Proposal Line and Order
Line as the starting point for generating the schedules. To align rest of the
duration, it looks up to the value provided in Billing Cycle Start. Please refer
this

Select one of the following options:
® Billing Day of Month - value specified in the Billing Day of Month field.

® Ready for Billing Date - value from Ready for Billing Date field on the
accepted Quote/Proposal.

® Period Start Date - value from Expected start date field on Quote
/Proposal.

® Order Date - value from Order Date field in the activated order.

® Account Billing Day of Month - value from Billing Day of Month field
on Accounts. Select this option, if you want to set a common billing day
for all orders in an account.

Calendar Select the month to align your customer's billing to a specific business calendar
Cycle Start year.
To set calendar cycle start from an account, set Calendar Cycle Start to
Account Calendar Cycle Start. Next, select a month from Calendar Cycle Start
on the Account.

21 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Field

Tax Level

Invoice
Delivery
Method

Invoice
Output
format

Allow
Payment
Term
Override

Allow
Preference
Override

Do not
Create

Informational

Hide
Informational

22

Description

Select the object to which you want to apply taxes, from one of the following
options:

® Account

® Product

Select the preference for Invoice Delivery from Email or Print.

Select the format from one of the following options:
° PDF
®* DOC
® DOCX
° RTF

Select this check box if you want to override the default Payment Term.

Select this check box if you want to override this Billing Preference.

Select this option to suppress the creation of all Informational Billing Schedules.
For Bundle products, if the Bundle Invoice Level is set to Bundle, Billing
Schedules for Bundle Options will not be created.

Select this option to suppress the visibility of Bundle Option details on the
Invoice. On selecting this check box, invoice line items will not be created for
products with Informational Billing Schedules.

Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Field Description

Is Default Select this option to make this Billing Preference the default preference for this
org.

Proration To define how you want to distribute the billing amount proportionally between

Period the first and last Billing Schedules, select from one of the following picklist

Treatment options:

® Separate Period - To create a separate Billing Schedule for the
outstanding amount.

® Ignore - To levy no charge for the Initial partial period.
® Charge Full - To levy no charge for the last partial period.

® Combine with First Period - To charge each partial period along with the
next full period.
To see the impact Proration has on Billing Schedules, please refer

Active Select the check box to activate this Billing Preference.

3. Click Save.

Associating Billing Preferences

One way of associating Billing Preferences to Accounts, Quote or Orders is by setting the
Preference Level at the line level. You can also associate a Billing Preference to an Account or a

Proposal header from the Billing Preference Lookup ( ey ) field.

The lowest level billing preference will take precedence. Also making changes to a Billing
Preference will only affect future orders.

Billing Schedules

If the Expected Start Date on Quote/Proposal is ‘1/20/2016’ and Billing Cycle Start is set to
Billing Day of the Month (10th of the month), the Billing Schedules will be:

23 Copyright ©2011-2017 Apttus Corporation. All rights reserved.



Billing Management Spring 2017 User Guide - Salesforce Platform

Period Start Date Period End Date

1/20/2016 2/09/2016

2/10/2016 3/09/2016

3/10/2016 4/09/2016
And so on.

You have the flexibility to choose Billing Day from other objects such as Account, Quote/Proposal,
and Order. Please see the other values for Billing Cycle Start in the above table.

@ Note

To generate Billing Schedules, you must provide Expected Start Date and Expected
End Date on the Quote/Proposal page.

Let us take a look at how Billing Schedules are aligned for 3 different products based on the
Billing Rule and Bill Cycle Start Date.

Example 1

List Price of the product Ace is $100.

Product Start End Billing Billing Bill Cycle Proration Billing Day
Name Date Date Rule Frequency Start Date Period of the
Treatment month
Ace 1/1 12/31 Arrears Monthly Billing Day Separate 1st of the
/2016 /2016 of the Period month
month

For Billing Rule set to Arrears, Ready for Invoice Date is a day after the Period End Date. Billing
Schedules for Ace will be,

Period Start Date  Period End Date  Ready for Invoice Date Amount

1/1/2016 1/31/2016 2/1/2016 $100

24 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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Period Start Date  Period End Date = Ready for Invoice Date Amount

2/1/2016 2/29/2016 3/1/2016 $100
3/1/2016 3/31/2016 4/1/2016 and so on $100
Example 2

List Price of the product DigiX is $200.

Product Start End Billing Billing Bill Cycle  Proration Billing Day
Name Date Date Rule Frequency Start Date Period of the
Treatment month

DigiX 1/15 1/14  Advance Monthly Ready for  Separate
/2016 /2017 Billing Period
Date

For Billing Rule set to Advance, Ready for Invoice Date is the Period Start Date for a schedule.
Billing Schedules for DigiX if Ready for Billing Date is 1/9/2016,

Period Start Date  Period End Date Ready for Invoice Date Amount
1/15/2016 2/8/2016 1/15/2016 $160
2/9/2016 3/8/2016 2/9/2016 $200
3/9/2016 4/8/2016 and so on. 3/9/2016 $200
Example 3

List Price of the product MyShot is $300.
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Product Start End Billing Rule Billing Bill Proration Billing Day

Name Date Date Frequency Cycle Period of the
Start Treatment month
Date

MyShot  1/1 12/31 Billon Ready  Monthly Order Separate
/2016 /2016 for Billing Date Period
Date

For Billing Rule set to Bill on Ready for Billing Date, Ready for Invoice Date takes the value of
Ready for Billing Date on the Quote/Proposal for all schedules. Billing Schedules for MyShot, if
the Order Date is 1/15/2015,

Period Start Date  Period End Date Ready for Invoice Date Amount
1/1/2016 1/14/2016 2/1/2016 $145.162
1/15/2016 2/14/2016 2/1/2016 $300
2/15/2016 3/14/2016 and so on. 2/1/2016 $300

To see the impact Proration has on Billing Schedules, please refer

Impact of Calendar Cycle Start on Billing Schedules

Calendar Cyle Start is used to align the Billing Schedules to a defined calendar month. For
example, Billing Frequency is Quarterly and Calendar Cycle Start is None.

Product Start End Billing Billing Bill Proration  Billing Calendar
Name Date Date Rule Frequency Cycle Period Day of Cycle
Start Treatment the Start
Date month
Ace 4/1 12/31 Arrears Quarterly Billing Separate 1st of the None
/2016 /2016 Day of Period month
the
month

26 Copyright ©2011-2017 Apttus Corporation. All rights reserved.
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The Billing Cyle start is 4/1/2016, so the Billing Schedules will align on the Start Day and first
Quarter will be 4/1 to 7/31.

Period Start Date  Period End Date = Ready for Invoice Date Amount

4/1/2016 7/31/2016 8/1/2016 $300
8/1/2016 11/31/2016 12/1/2016 $300
12/1/2016 12/31/2016 1/1/2017 $100

If Calendar Cyle Start is set to June

Product Start End Billing Billing Bill Proration  Billing Calendar
Name Date Date Rule Frequency Cycle Period Day of Cycle
Start Treatment the Start
Date month
Ace 4/1 12/31 Arrears Quarterly Billing Separate 1st of the June
/2016 /2016 Day of Period month
the
month

The Billing Schedule for the first period will be 4/16 to 5/31. After this, quarters will align with 6/1
(June) and hence the period will be 6/1 to 8/31.

Period Start Date  Period End Date Ready for Invoice Date Amount
4/1/2016 5/31/2016 8/1/2016 $100
6/1/2016 8/31/2016 2/1/2016 $300
9/1/2016 11/31/2016 and so on. 2/1/2016 $300

@® Note
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Billing Schedule alignment based on Calendar Cycle Start is applicable only for Products
with Billing Frequency set to Quarterly, Half-yearly, and Yearly.

Understanding Proration

The literal meaning of Proration is to divide or distribute proportionally. For Billing, proration means
the way a billed amount is distributed over partial billing cycles.
Let us take a look at the following scenarios to understand what is proration and why it is required.

Scenario 1

Start Date: 1/1/2016 End Date: 12/31/2016

The customer has opted for a monthly subscription of a product, where he starts using the services
on 1st of January 2016 and wants the invoice on 1st of each month.

Here, the customer is consuming the product for a full month. This is a non-prorated scenario
because Billing Schedules generated for this purchase will be even and uniformly distributed.

Scenario 2
Start Date: 1/20/2016 End Date: 1/19/2017

This scenario is similar to Scenario 1, except the change in Start Date. Customer starts using the
services on 20th of January 2016 and wants the invoice on 1st of each month.

In this case, you would want to charge customers only for the duration (11 days) they have used
the services rather than charging them for the entire month. To account for this partial period you'll
need the charge applicable for just this period which is the prorated amount. This prorated amount
must be distributed proportionally between the resulting Billing Schedules.

| \
I i | 1 1 1 1 I T | 1 1 \ [
i i
| 1-Feb-16 1-Mar-16 1-Apr-16 1-May-16 1-Jun-16 1-Jul-16 1-Aug-16 1-Sep-16 1-Oct-16 1-Nov-16 1-Dec-16
01-01-2016 | | 31-12-2016
I i

Full Period

Partial Period

Billing Schedules
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Now there are different ways through which you can choose to distribute the prorated amount in
Billing Schedules and thereby in the invoices,

a) You could account for only 11 days, and send an invoice on 1st of the month,

b) You could combine the 11 days in the first full month and then invoice the customer or

¢) You might want to account for these 11 days in the last Billing Schedule of the Billing Cycle,
thereby invoicing customer at the end of the contract.

Apttus Billing Management offers the following Proration Treatment to comply with your business
needs and practices:

® Separate Period

Proration, first of all, derives the prorated amount and second, identifies in which Billing Schedules
it should distribute this amount. This is based on your selection of the Proration Treatment, each of
which is explained in the following sections.

Separate Period

This is the default Proration Treatment. The prorated amount is separated out completely in two
partial periods at the start and end of Billing Schedules.

Start Date End Date Ready for Billing Date Fee Amount

1/15/2015  1/14/2016  2/1/2015 $100

Schedule Period Start Date Period End Date Fee Amount

BS1 1/15/2015 1/31/2015 50
BS2 2/1/2015 2/28/2015 100
BS12 12/1/2015 12/31/2015 100
BS13 1/1/2016 1/14/2016 50

The Apttus Billing Management Proration:
® I|dentifies if the period is a full period or a partial period.
® Derives the number of partial days.
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® Calculates the prorated amount for partial days.

® Picks the applicable Proration Period Treatment based on the number of days for each
partial period.

® Distributes the prorated amount in rest of the Billing Schedules proportionally.

To apply any one of the Proration behaviors, go to Billing Preferences and select a Proration
Period Treatment as Separate Period. For information on Billing Preferences, please refer to

¥ Billing Preference Edit Help for this Page &
L New Billing Preference
Billing Preference Edit Save | | Save & New| | Cancel
Information 1 =Required Information
Preference Name | Standard Billing Preference Billing Cycle Start | Billing Day of Month v
Active " Billing Day Of Month 1st of the Month v || &
Is Default Calendar Cycle Start ~None- v
Preference Level Organization v Do Not Create Informational
Additional Inveice CC Address Proration Period Treatment ~Mone-- v
e Ignore
TaxLevel  [Account v Hide Informational . | Separate Period
. . . Combine with First Period
Invoice Delivery Method i Billing Interval
Y Email v 3 Charge Full
Invoice Output Format ~None— ¥ Agreement I CE
Allow Preference Override ? Agreement Line Iltem CE
Allow Payment Term Override ? Owner  Ranganath Vanaparthy
Save | | Save & New| | Cancel

Proration period Treatment is always Separate Period whenever you Add, Remove,
Amend or Terminate services in the middle of the Billing Cycle.

Product Settings

For standalone products, there are no fields that you need to exclusively set for Billing. But you can
manage the display of bundle products on an invoice from a field on Product Detail as explained in
this section.

You can invoice a bundle product in one of the following ways:
® Invoice Each Bundle Option Item separately.
® |nvoice Bundle product and Bundle Option Items separately.

® Invoice Bundle product including all options under the bundle product.
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On product, you can specify a value for a Bundle Invoice Level field which defines the type of
Billing Schedules generated for it and eventually its representation on the Invoice.

Product Detail Edit | | Delete | | Clone | Submit for Approval | | Product Console | | Options

Product Name  AS_Bundle_Doc Has Options v
Product Code  P-001 Active v
Product Family  Telephony Products Must Configure v

Uom  Each Has Attributes

Configuration Type Bundle Has Defaults

Actual lcon Size Has Search Attributes

Bundle Invoice Level Bundle
Effective Date

Contracted and Informational Billing Schedules

Billing Schedules drive Invoice generation. You can have two types of Billing Schedules:
Contracted and Informational. Contracted Billing Schedules are included in the Invoice total
whereas Informational Billing Schedules are for informational purposes only.

For more information, please refer

To generate Contracted Billing Schedules for Bundle

On the Product page, set Bundle Invoice Level to Bundle and set the same value of this field for
all Bundle options.

This will create a contracted billing schedule for the header and informational billing schedule for
all the options.

To hide informational billing schedules on the invoice or not create information schedules at all,
configure Hide Informational and Do not Create Informational fields respectively on Billing
Preferences.

To generate Contracted Billing Schedules for Bundle Options
Set Bundle Invoice Level to Detail and set all options to Detail as well.

This will create an informational billing schedule for the header and contracted billing schedule for
all the options.

To hide informational billing schedules on the invoice or not create information schedules at all,
configure Hide Informational and Do not Create Informational fields respectively on Billing
Preferences.
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Let us take a look at other fields on the product PLI that must be configured before Billing. Please
see,

Price List Item Settings

Before we start understanding the Billing related settings on a product PLI (Price List Item), it is
important to know the concept of Selling Frequency and Billing Frequency.

In simple terms, Selling Frequency is the duration of unit price of a product over a given period
of time and Billing Frequency is how the product price over a period is billed to the account. If you
have a product with a $100/month price and you enter in a contract for a year, you can bill the
customer monthly, quarterly or annually as mutually agreed upon. In case you decide to bill
customers monthly and sign the contract with $1200 price for a year, Selling Frequency would be
yearly and Billing Frequency would be monthly.

For a product, Selling Frequency and Billing Frequency may or may not differ. But they work in
conjunction to spread or aggregate the product price based on the configured frequency. For
example, a product ‘Fitbit Health Tracking App’ priced $3000 has the Selling Frequency as Half-
yearly and Billing Frequency as Monthly. Here, monthly Billing Schedules will be created and
invoiced at a price of $250/month.

@ Note

It is Billing Frequency that will drive Billing Schedules, irrespective of the Selling
Frequency.

Apart from Billing Frequency, you also need to assign a Billing Rule to the product. It determines
if your customers are required to pay before they receive the product, after, or on receipt.

In order to provide the flexibility to apply different Billing Rule and Billing Frequency to diverse
products, these configurations are done at the PLI level of a product. You can,

® Define Taxes & Billing

® Set Auto Renewal

To define Taxes, Billing Rule, and Billing Frequency

1. Select a Product. Go to Product Console and Edit Price List Item.

2. Navigate to Tax and Billing tab.
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Tax & Billing
Taxable ? " Billing Rule Bill In Advance a

Tax Inclusive 7 < Billing Frequency | Monthly v

TaxCode - [Code (1A =

You can configure the following fields:

Field Description
Taxable?  Select this check box if the order is a taxable product or service.

Tax Select the check box if the price of the product is inclusive of taxes.
Inclusive?

Tax Code Lookup to select the relevant tax code.

Billing Select one of the following options:

Rule ® Bill in Advance - Enables you to invoice the receivables at the
beginning of the schedule.

® Bill in Arrears - Enables you to invoice the receivables at the end of
the schedule.

® Bill on Ready for Billing Date - Enables you to bill your customer
with a consolidated invoice, on a day of their choice.

Billing Select one of the following options:
Frequency ® Monthly - To generate a bill once every month
® Quarterly - To generate a bill once every three months

® Half-yearly - To generate a bill once in the middle of a calendar or
financial year.

® Yearly - To generate a bill once every year
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Field Description

¢ Single Period - To generate a single bill for the entire amount even if
the product Price Type is Recurring. Please note that Single Period
Frequency cannot be used for a product if its Auto Renewal Type is
set to Evergreen.

® Usage - To generate a bill based on usage or consumption

For products to be billed as one-time, please select the frequency as
One Time.

For products with recurring billing subscriptions, you can select
frequencies such as monthly, quarterly, half yearly and yearly.

3. Click Save.

Auto Renewal and Evergreen Billing

You can also setup a product to be renewed automatically. This is usually for perpetual or
evergreen contracts. For example, you are a Sales Representative for a telecommunications
company. One of your customers has just signed up for a voice, messaging, and data contract that
comes with a new handset. You have decided to provide continued services on the same terms
and conditions unless customer cancels the agreement. You can set this purchase up as a
perpetual contract.

While the Billing Frequency for this purchase could be Monthly, Quarterly, Yearly, or based on
usage (for this example, let us consider Yearly), you will typically terminate the billing for such a
purchase only when your customer explicitly calls to cancel the subscription. In such a case, you
can define the Billing Schedules to renew automatically and define the Auto Renewal Type as
Evergreen. When you define the renewal type as evergreen, a batch job refreshes the number of
Billing Schedules to the number you specify as the Auto Renewal Term.

Pre-requisite

1. You need to add the Auto renewal type and type fields on your page. Go to the Price List
Item Object and click Edit Layout.

2. Drag the fields Auto Renewal Type and Auto Renewal Term to your page layout and Save
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Defaults

Options Matrices Defaults Tax & Billing Finance & Revenue Miscellaneous

Default Quantity Default Price From | Product Atiribute . v
Default Quantity From _None— v Default Price Field Billing Offset (Days) *
Default Quantity Field
Auto Update Quantity Auto Cascade Selling Term

Auto Cascade Quantity Is Selling Term Read Only

Is Quantity Read Only Auto Renew (4

—None— ¥ Default Selling Term

Auto Renewal Type | Evergreen v

Auto Renewal Term  [{2

To define the renewal type for a purchase with a perpetual contract,

1. On the Product Price List Item, click Defaults tab.

2. Define values for the fields described in the following table.

Field

Auto
Renew

Auto
Renewal

Type

Auto
Renewal
Term

3. Click Save.

Description

Select this check box to enable auto-renewal for the product.

Select one of the following options from the picklist:

® Fixed - If the purchase is not a perpetual contract and the billing must end on
a predefined date.

® Evergreen - If the purchase is a perpetual contract and the billing must
continue until customer explicitly requests a cancellation.

Enter the number of Billing Schedules Apttus Billing Management must refresh to
after the first schedule on the list is moved to the Invoiced Status.

For more information, you can refer to Price Management section in the CPQ Admin Guide.

You are now ready to start

35
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Payment Terms

A payment term is a condition or guideline under which you can make or receive a payment. You
must include the Payment Term on the Invoice so your customers know that they must pay
outstanding charges within a certain time. You can create multiple payment terms and even define
the sequence in which each term is displayed on the Invoice.

With Apttus Billing Management you can define multiple payment terms. Click the Payment Terms
tab on the console to see a list of predefined payment terms.

" Payment Term Edit Help for this Page W&

. New Payment Term

Payment Term Edit Save | | Save & New| |Cancel

Information 1 = Required Information

Name | EOM Term umer
Sequence Im Offset Type | Specific Day ¥

Label | Due Upon Receipt ¥ Start Type  |End of Month ¥
Value 15 Offset Occurrence 2

Description | Month Value
Is Default

System Information

Start Value

Save | | Save & New| |Cancel

To define a Payment Term

1. Click the Payment Terms tab.
2. Click New.

3. Enter values for the fields described in the following table.

Field Description

Name Enter a unique name for this payment term so that others in your organization can
identify it with ease.

Sequence  Enter a number to define the sequence in which this term is displayed on the
invoice.

Label You can select one label from the following options.
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Field

Offset Type

Value

Start Type

Start Value

Offset
Occurrence

Description

Is Default

4. Click Save.
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Description

® Net 30 days
® Net 45 days
® Net 60 days
® Net 90 days
® Due upon Receipt

You can define more options in the Label object pick list. For more information see
<Salesforce documentation>.

Select the unit of a payment term, either day or month.

If you set day as the Offset Type and enter 20 as the Value, the Payment Term
will be set to 20 days.

If you set month as the Offset Type and enter 1 as the Value, the Payment Term
will be set to 1 month.

The number of days or months in this payment term as selected in the Offset Type

The date, month or period, Payment Term is calculated from.

This defines the start date for a Start Type. Specify the date if you chose Month,
Period or Quarter as the Start Type.

Frequency associated with the Offset Type. For example, if an invoice is due on
second occurence of 15th, Offset Type should be Specific Day and Offset
Occurrence should be 2.

Enter a brief description of the Payment Term.

Select the check box to make this payment term the default for invoices for this
account.
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Let us take a look at a couple of scenarios to understand how you can achieve different
configurations with the Payment Term fields.

® Use Case 1

38

Requirement -Any invoice billed after the 20th of the month (21st to End of Month) will be
due on 20th of the second month.
For example: Invoice dated Apr 11, should have the due date of June 20th

Start Type=Specific Day
Start Value=20

Offset Type=Month
Offset Value=2

Offset Occurrence= null

Use Case 2

Requirement -Any invoice billed in a month will be due End of Month, two months later.
For example: Invoice dated Jan 20, should have the due date of March 31st.

Start Type=End of Month
Start Value= null

Offset Type=Month
Offset Value=2

Offset Occurrence= null

Use Case 3

Requirement -All invoices billed in a Quarter (i.e. Jan - Mar) will be due 20 days from the
End of the Quatrter.

For example: The due date for all invoices in the period Jan 1st to March 31st will be April
20th.

Start Type=End of Quarter
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Offset Type=Day
Offset Value=20
Offset Occurrence= null

Invoice Template
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You require a template to define how you present information on an Invoice. You can use X-
Author for Contracts to create an Invoice and an Invoice Statement template.

To learn about templates, Term exceptions, merge fields and child objects, see the X-Author
Contracts User Guide. To know more about creating a template using Microsoft Word, see
Managing Templates and Cloning a Template sections in the X-Author Contracts User Guide.

== Template Edit

~ New Template

Help for this Page &

Template Edit

Information
Name
Type | Invoice

Reference

Description

Agreement Types Available

Category -Mone- ¥

Subcategory T

IsActive vl

L

Save

|A&S Default Template

v

Chosen
Default

dq

—J

Save & New| |Cancel

Owner
Cloned From
Cloned From Reference

Term Exception

Keywords

Business Object

Guidance

Language
Locale

Next Revision Date

1 = Required Information

Invoice__c v

English v
English (United States) v
[3M11/2016 ]

To create a new template,

1. Click + > Templates > New.

2. Enter values for the fields described in the following table:

Field Description

Information section
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Field

Name

Type

Reference

Description

Agreement

type

Category

Subcategory

Is Active?

Cloned from?

Cloned from
Reference

Term
Exception

40

Description

Give this template a unique name to help you and others in your organization
identify it with ease.

Select from one of the following options.

® |nvoice - Select this option if you want to create a template for an
Invoice

® Invoice Statement - Select this option if you want to create a template
for an Invoice Statement

Enter a unique external reference identifier to help you and others in your
organization identify it with ease.

Enter a brief description of the functions and purpose of this template for the
benefit of other in your organization who may want to use this template.

Select Default.

Select Default.

Select Default.

Select the check box to activate the template and make it available for use.

If you are cloning this template, look up and select the source you are using to
clone this template.

Enter the unique external reference identifier of the source you are using to
clone this template.

Lookup and select the Id for the term exception associated with the clause or
section.
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Field Description

Keywords enter the keywords that will help other users effectively search for this
template.

Language Select the language you want to present your invoice in.

Locale Select the geographical region where you are presenting this invoice.

Next Revision  Select a date when you want to revise this template.
Date

Publishing section

Needs Select the check box to publish this template.
Publishing?

Published Date Select a date to publish this template.

Published Doc Enter the Document ID of this template.
ID

Content and Merge fields section

Text Content Enter the verbiage that you want to include in the template. For more
information, contact your manager or the Legal team in your organization.

Merge fields Enter the names of the merge fields and clauses you want to include in the
template.
Excluded Enter the names of the child objects that you want to reference in the
Merge Child template.
Objects
3. Click Save.

Now, you can apply this template to generate an Invoice.
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Overriding an Invoice Template

With the Apttus Billing Management application, you can now override the Invoice Template you
use.

You can create several templates on which your invoices are based. You can select the Invoice
template at the account or account location that you want to use. However, if you want to override
this account wide choice and switch to a different template, you can do so with this newly added
Invoice Run page.

For example, you work in billing operations at a software company. You want to generate an
invoice in a different format only for one invoice run, but do not want to change the default template
at the account level. Input the name of the template you wish to override with and run the invoice
run to create invoices using a new template.

To Override an Invoice Template,

1. Create a new Invoice run.

N

. Enter appropriate values for required fields.
3. In the Processing Options section, enter the name of the Invoice template you want to use.

4. Click Save.

IDv&rrid&T&mplﬂte

Split Invoices By Order rl

Now that you have a template ready to base the invoice on, you can start to configure fields and
define values for these fields to present on the invoice that you send to your customer. So let's

Creating an Invoice Email Template

1. Go to Setup and type email in the quick find box. Alternately, open Email Templates under
Communication Templates.

2. Select Apttus Billing Email Templates as the Folder.
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Help for this Page &

Apttus Billing Email Templates
Expand All | Collapse All
Below is a list of all your email templates in the folder selected. Click the new button to create a new text, HTML. Custom. or Visualforce email template. You can use these email
Lightning Experience templates when sending single emails. For mass emails, only text, HTML, and Custom templates may be used

Folder | Apttus Billing Email Templates v | Edit| Create New Folder

Salesforce1 Quick Start
AlBIC I DIEIFIGIH[1IJ[KILIM[N|OIPIQIRISITIU VI W|X|Y|Z]| Other [All

Setup Assistant New Template
Action Email Template Name Template Type Available ForUse  Description Author Last Modified Date
Force.com Home Edit| Del  Default Invoice Email Template Visualforce v Default Invoice Email Template inteqrat 322016
Edit|Del  Doc Template AS HTML v mrama 3/612016
Administer
Edit| Del MR Template HTML v TestTemplate mrama 3/4/2016
»/ Manage Users
*) Manage Apps ABIC/DIEFIGIH 14 KILIMN[OIP QRIS T|U V WX Y| Z| Other Al

*| Manage Territories

»| Company Profile

| Security Controls

*/ Domain Management

B Communication Templates
Letterneads

Email Templates

Mail Merge Templates

3. Click New Template and select a template type from the list of options.
a. Select Text to use merge fields to personalize your email content.

b. Select HTML to use Salesforce's pre-defined Email layout options to create your own
HTML template.

c. Select Custom to create your own HTML layout from scratch.

d. Select VisualForce to use Visualforce for creating email templates.Developers and
administrators can use this option to perform advance operations on data that'll be
sent to recipients.

Email Template Help for this Page &

New Template

Next | Cancel

Choose the type of email template you would like to create.
@ Text
HTML (using Letterhead)
Custom (without using Letterhead)

Visualforce

Next | Cancel

4. Enter the template information such as Folder, Template Name, Email Layout and
Description.

@ Note

You must select Available For Use option to make the template visible and
available for selection.
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5. Using the Merge Field Options, you can add dynamic fields to your email body. As shown
in the following screen, on selecting the Name field from the Select Field picklist, you get a
Copy Merge Field Value {!Contact.Name}'.

Formatting Controls

H 2, = = = == ulamm m— —
Fot v|Sizev @ ™ A B I U =8 = = = E = = =
Available Merge Fields
Select Field Type Select Field Copy Merge Field Value
Contact Fields v | |Name ¥ | {{Contact. Name}

Copy and paste the menge field value infe a section below

Paste this value in the Email body to display the contact name in the email.

Email Template Information 1 = Required Information
Folder | Apttus Billing Email Templates v
Available For Use 7
Email Template Name  |[StandardEmail Template
Template Unique Name | StandardEmail Template i

Encoding | General US & Western Europe (ISO-8859-1, ISO-LATIN-1)
Description

Sublect  |Your Invoice is Ready for Viewing

Email Body i Icontact Name}

Please find attached you invoice for the Period

Previous | Save | Cancel

6. Enter the Subject and click Save.

The templates you create will be added to the Apttus Billing Email Templates folder. You can add
multiple templates for Invoice and specify one for applicability at the Account or Account Location
level.

Credit Memo Template

Credit Memo templates can be created from the Template object located in the header.
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Pre-requisite

Before creating a template of the type Credit Memo, you need to add this type as a picklist value
on Template object.

Follow the steps to add a Credit Memo type picklist:

1. Go to the Template object, under Custom Fields & Relationships click the Business
Object Field Label.

2. In the Picklist Values section, click New to add a new value. Enter CreditMemo__ ¢ as the
new picklist value and Save.

@ Note

If you are adding this value after installing the Billing Package, the picklist value
must be a fully qualified object name like Apttus_Billing__CreditMemo__ c.

3. Go back to the Custom Fields & Relationships and click the Type Field label.

4. In the Picklist Values section, click New to add a new value. Enter Credit Memo as the new
picklist value and Save.
Now that you have Credit Memo picklist added to both the fields, next step is to associate
the values.

5. In the Type field, under Field Dependencies section click Edit next to the Business Object
field.

Click button to include or exclude selected values from the dependent picklist:
Include Values | | Exclude Values

Type: Agreement Clause Proposal Section Supporting Document Invoice Credit Memo
Business Object: Aptius_APTS Agraoment_c| Apitus_APTS Agreement_c | Apliss APTS Agreemeni_c | Aptius_APTS Agroamont_c | Aptius_APTS Agreement_c | Aptiue_APTS Agreoment_c | Aot

5P - Apttus_Proposal_Proposal_c Apttus_Propasal_Proposal_c Aptius_Proposal_Proposal_c Apttus_Proposal_Proposal_c Apttus_Proposal__Proposal_c |/pis
Invaice__c Invoice__c Invoice__c Invoice__c Invoice__c Invoice__c

CreditMemo_c

Click button to include or exclude selected values from the dependent picklist:
Include Values | | Exclude Values

6. Under Credit Memo column, select CreditMemo__ C and click Include Values button to
include the picklist values. Click Save.

Creating a Template

You require a template to define how you present information on an Invoice. You can use X-
Author for Contracts to create an Invoice and an Invoice Statement template.
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To learn about templates, Term exceptions, merge fields and child objects, see the X-Author
Contracts User Guide. To know more about creating a template using Microsoft Word, see
Managing Templates and Cloning a Template sections in the X-Author Contracts User Guide.

.~ Template Edit

~~ MR_CreditMemo

Help for thie Page @

Information

Name  [[Standard_CreditMemo

Tyee ("] Credit Memo v

Reference . |3e581ece-9f72-4b61-b085-46]

Template Edit Save

Save & New| | Cancel

Chosen

> Defauit
L

Descripti
Agreemen Types e
Category | Default ¥
Subcategory  |Default v | i
IsActive g

Owner  Manjunath Ramachandra

Cloned From Q

Cloned From Reference

Term Exception @
Keywords

Business Object [ CreditMemo_ c ¥ |1
Guidance
Language [ English -

Locale | English (United States) ¥
Next Revision Date (4152016 | [7/2012016 ]

1 =Required Information

@ Note

Please ensure you select Type as Credit Memo during the template creation.

Creating a Credit Memo Template

1. Go to Setup and type email in the quick find box. Alternately, open Email Templates under
Communication Templates.

2. Select Apttus Credit Memo Email Templates as the Folder. Click New Template and enter
values for the fields described in the following table:

email

Expand All | Collapse All

Administer

B Manage Users
Mass Email Users

B Communication Templates
Email Templates

B Email Administration
Deliverability
Organization-Wide Addresses

Compliance BCC Email
Email Relay Activation

Apttus Credit Memo Email Templates

Below is a list of all your email templates in the folder selected. Click the new button to create a new text. HTML. Custom, or Visualforce email template. You can use these email

templates when sending single emails. For mass emails. only text, HTML. and Custom templates may be used

Fnlderl Apttus Credit Memo Email Templates ¥ |Edit | Create New Folder

AlBIC/DIE/FIGIHII[JK[LIMIN OIP QIR[S|T/U|V|W

Help for this Page &

VX[ Y| Z| Other | ANl

New Template

Action Email Template Name + Template Type
Edit| Del  AS CredithlemoEmail Custom

Edit| Del  Default Credit Memo Email Template

Edit| Del  Mr CreditMema HTML

Available For Use  Description
v
v Default Credit Memo Email Template
v

AlBIC/DIE/F|IGH[I[J/KILIMIN[O|P

Author Last Modified Date
mama  4/19/2016
integrat ~ 4/14/2016
mrama 41152016

QR s[TIulv

WX Y| Z/| Other | ANl

3. Click New Template and select a template type from the list of options.

a. Select Text to use merge fields to personalize your email content.
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b. Select HTML to use Salesforce's pre-defined Email layout options to create your own
HTML template.

c. Select Custom to create your own HTML layout from scratch.

d. Select VisualForce to use Visualforce for creating email templates.Developers and
administrators can use this option to perform advance operations on data that'll be
sent to recipients.

Email Template

New Template

Help for this Page &

Next | Cancel

Choose the type of email template you would like to create.
® Text
HTML (using Letterhead)
Custom (without using Letterhead)

Visualforce

Next | Cancel

4. Enter the template information such as Folder, Template Name, Email Layout and
Description.

@ Note

You must select Available For Use option to make the template visible and
available for selection.

5. Using the Merge Field Options, you can add dynamic fields to your email body. As shown
in the following screen, on selecting the Name field from the Select Field picklist, you get a
Copy Merge Field Value {!Contact.Name}'.

Formatting Controls

Font v|Sizev|[® " A B I U ==

[
L.
|
+
Il
Il

Available Merge Fields

Select Field Type Select Field Copy Merge Field Value
Contact Fields v | |Name ¥ | {{Contact. Name}
Copy and paste the menge field value inte a section

below
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Paste this value in the Email body to display the contact name in the email.

& Preview m
HTML Email Content 1 = Required Information
subject | Credit Memo
HTML Body  |Hj iContact Name},
The Credit Memo is attached for your reference.

Thanks
Apttus

6. Click Save.

The templates you create will be added to the Apttus Credit Memo Email Templates folder. You
can add multiple templates for Credit Memos and specify one for applicability at the Account or
Account Location level.

Account Settings
You will always generate an invoice for your customers' account.

Account is a standard Salesforce object from which all Apttus applications inherit values that you
define. Apttus Billing Management uses values from the fields that you define in the Account
object.

The information specific to billing and invoicing that you must define in the Additional Information
section of the Accounts page are described in the following table.

Field Description

Billing Select a predefined billing preference. For details, see

Preference

Billing The day you want to generate a bill for the account.

Day of the To apply this configuration, please set Billing Cycle Start to Account Billing Day of
Month Month on Billing Preference associated with this account.

48 Copyright ©2011-2017 Apttus Corporation. All rights reserved.




Field

Calendar
Cycle
Start

Payment
Term

Default
Invoice
Template

Set
Invoice
Email
Template

Default
Invoice
Statement
Template

Set Billing
Contacts

Set Credit
Memo
Email
Template
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Description

Select a month to align the account's billing to a specific calendar year.
To apply this configuration, please set Calendar Cycle Start to Account Calendar
Cycle Start on Billing Preference associated with this account.

Select a predefined payment term. For details, see

Select a template on which all invoices you generate for this account will be based.
This will be an attachment to the invoice email.

Set an invoice template that will be applied to the email body for sending invoice
emails. Click Set Invoice Email Template and select a template. For information
on creating an email template, refer

Select an invoice statement template on which all invoice statements you generate
for this account will be based. For information on invoice statement templates, refer

Set filter criteria to pick a Billing Contact where you want to email the automatically

generated invoices or credit memos.
Refer for detalils.

For more information on Sending Email Invoices, please refer ,
under Invoice Runs.

Choose an email template that will be applied to the email body for sending Credit
Memo emails from an Account. Click Set Credit Memo Email Template, select an
email template from the picklist and Save. For information on creating a custom

email template for Credit Memos, please refer

Value fetched from Set Credit Memo Email Template.
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Field

Credit
Memo
Email
Template

Set
Default
Credit
Memo
Template

Default
Credit
Memo
Template

Tax
Certificate

Tax
Exempt?

Tax
Exempt
Status

Billing
Address
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Description

The selected email template for Credit Memo will be visible here. You can also type
in the email template name.

Choose a template on which all Credit Memos you generate for this Account will be
based. This will be an attachment to the emails sent for all Credit Memos from the
account.

Value fetched from Default Credit Memo Template.

The selected template for Credit Memo attachment will be visible here. You can
also type in the template name. For information on how to add a Credit Memo
template, refer

Select the certificate you want to apply to this account. For details, see

Select from one of the following options.
® Yes

®* No

Select from one of the following options.
® Processing
* Rejected

® Approved

Enter the address where your customer wants to receive the invoice.

Enter the address where your customer wants to receive the products.
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Field Description

Shipping
Address

@ Note

For different Account Locations, you can add a different Invoice Template and Billing
Contact.

For example, you are an executive in the billing department of a software company. One of your
customers is an online university called DigiReads. DigiReads offers several online training
programs and skill enhancement initiatives for soldiers on active duty and veterans. This institute is
exempt from both, state and federal taxes. You must use the fields described in the table above to
define all information required to generate an invoice for this customer.

Account Name IGrazing Goats_AS Website
Parent Account CM
Opportunityld CM
Additional Information
Type | Customer ¥ Active  |Yeg v
Industry | Construction v Billing Day Of Month | {5t of the Month ¥
Billing Preference  [gtandard Billing Preference CS Default Invoice Template  |Basic Invoice
Payment Term Met 30 CM Tax Certificate CM
Last Invoiced Date @ 3/20/2016 [3/31/2016] Tax Exempt 7 Yes v
Employees
Default Invoice Statement  ||qypice StatementTemp
Template
Annual Revenue 435000
Description
E
Tax Exempt Status Approved ¥ | i
Billing Street 5844 South Oak Street Shipping Street
i i
Billing City Chicago Shipping City
Billing State/Province Shipping State/Province
Billing Zip/Postal Code GOGGT Shipping Zip/Postal Code
Billing Country uUsSA Shipping Country
Save | | Save & New|  Cancel

After you save information on the Accounts page, you must define the
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Account Location

You can associate one or more locations with each customer account. You can use different
account locations as shipping address, billing address, and tax invoice address.

You can generate an invoice separately, for purchases made from each account location. Each
Account Location may also have a separate tax policy or tax rate.

For example, you are an executive in the billing department of an online university. One of your
customers want to add their new location in Miami to their account. With Apttus Billing
Management, you can add a new location to your customer's account, and generate a separate
invoice for products and services that you bill to this new location.

Account Locations New Account Location Account Locations Help 7

Action Location Name

Edit| Del New York

Edit| Del Miami

To add a new location

1. Click the Accounts tab.
2. Select the account you want to add a nhew location for.

3. Go the Account Locations related list and click New Account Location.

52

Account Location Edit Save | | Save & New | Cancel
Information 1 =Required Information
Location Name | (Arizona Account IGrazing Goats_AS a
Type —None— v Tax Exempt Yes v
Street 3400 E Sky Harbor Tax Exempt Status Approved Y| i
City Tax Certificate  9gAC ertificate |
State
Postal Code
County
Country  [United States
Is Default
Last Invoiced Date [3M5/2016]
Billing
Payment Term Net30 CM Invoice Separately ? ~None-—- v
Billing Preference Standard Preferrence Cﬂ Default Invoice Template Basic Template
Billing Day Of Month 1st of the Month v Default Invoice Statement Standard Template
Template
Billing Contact Filter Criteria Invoice Email Template 'EmaH Template
Billing Contact Format Filter Criteria v
Save | | Save & New | Cancel
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4. Enter values for the fields described in the following table.

Field

Location Name

Type

Address (Street,
City, State,
Postal Code)

Tax Exempt

Tax Exempt
Status

Tax Certificate

Is Default

Account

Payment Term

Billing

Preference

Billing Day of
Month

53

Description

Enter a name that is unique to this location so other users can distinguish it
from other locations for the same account.

Describe if the location is a billing address, shipping address, or both.

Enter the detailed address with specific values for each field.

Select Yes if the purchases made for this location are exempted from state
and federal taxes.

Select the Tax Exempt status- Processing, Approved or Rejected.

Select the Tax certificate that you want to apply to this account.

Select the check box if you want to make this address the default address
for Billing.

Select the Account (mandatory) for which you want to add this location.

Select the Payment Term you want to apply to invoices you generate for this
location.

Select the Billing Preference you want to apply for this location.

Select the day of the month when you want to generate an invoice for this
location of the account.
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Field

Invoice
Separately?

Default Invoice
Template

Default Invoice
Statement
Template

Invoice Email
Template

5. Click Save.

You can also

Description

Select Yes if you want to generate a separate invoice for purchases made
for this location.

Select an Invoice template that you want to apply as default for invoices
generated for this location. For more information on Invoice Templates,
please refer

Enter the name of an Invoice Statement template that you want to apply
when generating Invoice statement for this Account Location.

An Invoice Statement incorporates amount owed from past invoices till the
specified date. For more information, please refer

Enter the name of an Invoice Template which you want to send as an
attachment when the invoice is automatically emailed via Invoice Runs.

based on the Account or Account Location object

and view the specific filter applied on the Invoice Run detail page.

After you have defined you customers' account and account location, you can define your

customers'

Account Contacts

Account Contact holds the information on persons looking after the account. For any
communication, like sending agreements, invoices, emails etc contact persons added under the
Account Contacts can be approached.

Go to Accounts, under the Contacts related list, click New Contact.
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Contact Edit Help for this Page &

2/ New Contact

Contacts not associated with accounts are private and cannot be viewed by other users or included in reports

Contact Edit  Save || Save & New| | Cancel
Contact Information 1 = Required Information
Contact Owner  Manjunath Ramachandra Phone 11337} 555-2002
First Name | pr. v Joe Mabile |(332) 555-2002
Last Name | Mcguire Email lipemcguire@inforcorp.com
Account Name IGrazing Goats_AS CE Reports To CM

Title  |Finance Manager

Address Information Copy Mailing Address to Other Address
Mailing Street A-101 Avenue Data.com Key
e
Mailing City South Street Other Street
I
Mailing State/Province Other City
Mailing Zip/Postal Code Other State/Province
Mailing Country United States Other Zip/Postal Code

Other Country

Additional Information

Fax Lead Source —Mone— v
Home Phone Birthdate
Other Phone Department
Assistant
Asst. Phone
Description Information
Description

Save | Save & New| Cancel

After you are done with adding all contact related information, click Save.

Set Billing Contacts

You might have multiple contacts linked to an account. For sending emails to a few selected
contacts from the , click Set Billing Contacts on the Account.

You can add filter criteria for picking out contacts you wish to email Invoice or Credit Memo
documents.

For example, you wish to add all support contacts on an Account to your mailing list, your filter
condition can be

<Filter> Contact: Emmil
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<Qperator> Equal to

<Val ue> support @i erone. com

Billing Contacts S Save and Preview Contacts | Preview Contacts| | Cancel

Billing Contact Format | Fiiter Criteria ¥

Field Operator Vaiue
Contact : Email equal to support@tierone.com

&
i

Advanced Options

Save| | Save and Preview Contacts | | Preview Contacts| | Cancel

After adding the filter conditions, you can Save and Preview to save the filter criteria and preview
added contacts.

If you have already saved the filter criteria and wish to see the included contacts, click Preview

Contacts. If you make any modifications to the filter criteria and click Preview, you will not get the
accurate preview.

@ Note

To see the Preview with recent results, you must Save the Filter Criteria. Therefore it is
recommended that you Save and Preview after updating the filter conditions.

Contacts Back to Account | | Back to Filter Criteria

Name Email

support@tierone com Jon Davies

Kelli Grazia support@tierone com Kelli Grazia
TierOne Support support@tierone com Tierone Support
View| 10 |records per page. Showing page 1 of 1

Phone First Name. Last Name
Jon Davies

Total number of records: 3

Back to Account | | Back to Filter Criteria

For the given example, all contact emails matching the given value will be added to the mailing list.

CPQ Custom Settings for Tax
You must register a Tax Callback class which is called for tax calculation on Invoice generation.

From Setup, enter Custom Settings in the Quick Find box and look for Config System Classes.
Click Manage to see System properties. Edit System properties to add a Tax Callback Class.
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Config Custom Classes Detail

Back to List

Edit

Name  gyctem Properties. i

Adjustment Line ltem Callback
Class

Asset Line ltem Callback Class

Deal Optimizer Callback Class
Formula Callback Class

Product Attribute Callback Class

| Tax Callback Class TestTaxCallback |

For information on Tax Certificates and Exemption, please refer

Billing System Properties

You can drive the functioning of certain features in the application from the fields available in Billing
System Properties.

From Setup, enter Custom Settings in the Quick Find box and search for Billing System
Properties. Then select Billing System Properties and click Manage to see System properties.
Edit System properties to provide value for the fields.

Help for this Page @

Billing System Properties Edit

Provide values for the fields you created This data is cached with the application

Edit Billing System Properties Save| | Save & New| | Cancal

Billing System Properties Information 1 = Required Informaton

Name  [System Properties
Allow Billing Prefe

td
Billing Org-Wi s [Saravanan
Create redundant Billing Schedules )

Cumency Decimal Places

Invoice Email Delivery Period  [q

Invoice Generation Batch Size  [10
Tax Level

GenerateCreditMemoDocuments (g
Same Day Cancellation

Create Activity for Billing Emails (g

The following table lists the fields available for edit, their significance and the functionalities they
impact.
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Field

Allow
Billing
Preference
Override

Billing Org-
Wide Email
Address

Create
redundant
Billing
Schedules

Currency
Decimal
Places

Generate
Invoice
Documents
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Description Pre-requisite
for

Functionalities

A default Billing Preference is applicable to all account org-
wide. Select this checkbox to allow overriding the default Billing
Preference.

Invoice Emaiil
Delivery

Enter the display name of the org-wide email address which
you want to use for sending invoice emails. If you want the
email invoices to be sent from the email address 'admin@abc.
com', instead of writing the email address, specify the display
name. If you do not provide a default email address name
here, the system will send emails using the email address of
the user who is generating invoices.

If you see sender's email address as no-reply@salesforce.com
on invoice emails, go to Setup > Administration Setup >
Email Administration > Deliverability and clear Enable
Sender ID compliance check box. This way you can send
emails on behalf of the email address you set on Billing Org-
Wide Email Address.

For a product with invoiced Billing Schedules, if you perform a
mid-cycle amend without changing the amount, redundant
credit and debit Billing Schedules that cancel each other are
created. Select the check box to enable the creation of such
redundant Billing Schedules.

Enter the number of decimal places to scale the currency
fields.

Invoice Emaiil
Delivery
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Invoice
Email
Delivery
Period

Invoice
Generation
Batch Size

Tax Level

Generate
Credit
Memo
Documents

Same Day
Cancellation
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Description

Select this option to generate an invoice document in the
required format (DOC, DOCX, RTF or PDF) during the Invoice
Generation Batch job.

You can set the format from the field Invoice Output Format
on the Billing Preference.

This period accounts for invoices generated within the
specified number of days from the day of Invoice Run. For
example, if the Invoice Email Delivery period is set to 5, the
invoices generated in the past 5 days (with Status Approved
and Delivery Status Pending) from the day of Invoice Run will
qualify for the email delivery.

Enter the number of accounts you want the Invoice Runs to
process in one batch for generating invoices.

Enter the object name to which you want to apply taxes by
default. You can mention either Account or Product object for
the default tax applicability.

Select this option to generate a document for Credit Memo in
the required format (DOC, DOCX, RTF or PDF) as part of the
Invoice Run.

You can set the format from the field Invoice Output Format
on the Billing Preference.

Select this option if you want the Asset Cancellation applicable
on the same day. For example, while performing Termination
on an Asset you enter the Termination Date as 5/11/2016. If
you select Same Day Cancellation, the cancellation will be
effective from 5/11/2016. Otherwise, the cancellation will be in
effect a day later which is 5/12/2016.
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Field Description Pre-requisite
for
Functionalities

Same Day Cancellation is applicable by default. Clear the
checkbox to apply cancellations after a day.

Create Select this option to create an email activity record for all
Activity for  Invoice or Credit Memo emails sent to the Account Contacts.
Billing

You can see the records under Activity History related list on

Emails the related Invoice/Credit Memo detail page. For details, refer

Understanding Billing

After setup, you can start configuring the products on a quote/proposal or accept an already
presented proposal to generate Order, Assets and respective Billing Schedules.

Configure Products

Accept Quote/Proposal

Order Line Order Line Order Line New Order
ltem 3 ltem 2 ltem 1 (Active)
# ' # ' ‘ . Account Location
Asset Line Asset Line Asset Line Assets Account
Iltem 3 ltem 2 ltem 1 (Active)

l L Billing Preference

Billing Schedule  Billing Schedule Billing Schedule Billing Schedules

Invoice Runs

Billing on the Proposal
To get started,
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1. Go to the Proposal tab and Click New.
or
Go to the Opportunities tab and click the Create Quote/Proposal button.

2. Type a mandatory Proposal Name.

3. Select a Price List and an Account.
The Price List determines the categories and products you see in the configuration. The
Account is auto-populated if the proposal is created from an opportunity.

4. Enter the Expected Start and End Date of the Proposal.
To generate Billing Schedules, you must provide the Expected Start and End Date.

5. Select a Billing Preference from the lookup.
A default Billing Preference will be applied to the quote if you do not set a Billing Preference
here.

6. Click Save.
You now have a Draft proposal ready which you can present to your potential customer through an

email. For more information on presenting the proposal, please refer to the Presenting a Quote
/Proposal section in the CPQ User Guide.

You can also Clone an existing Quote/Proposal using the Clone button on the Quote detail page.
For more information, refer to the Cloning existing Quote/Proposal section in the CPQ User Guide.

After the Approval Stage changes from Draft to Presented, the Accept button is enabled. Click
the Accept button to signify the quote acceptance.

As soon as you click Accept, an Order is generated and activated (if automatic order activation is
enabled) and Assets are created.

To activate Order generation on proposal acceptance, go to Custom Settings > Proposal
System Properties and check Auto Create Order.

@ Note

Please ensure your Quote/Proposal has an Account, a Price List, Expected Start Date,
Expected End Date and a Billing Preference.

Additionally, please confirm that your products have a valid Billing Rule and Billing
Frequency for Order creation.

Check out the generated for the Assets.
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Creating Quote/Proposal for Asset Based Operations

If you are performing amendment, cancellation or any other operation on assets the resulting
amount should not exceed the existing Credit Amount. If it does, you will see the following error
message.

Asset Based Order for AssetLineltemld="x' cannot be executed as Available Credit Balance (from
Credit Memo Amount) is less than the credit Generated (revised amount) for Action = Amended

You will see this error message on entering the 'Ready for Activation Date' for such order.

@ Note

If the auto-activation of order is enabled, an order will not be created for such operations.
You can check the resulting error message from Setup > Jobs > Apex Jobs.

To Automate Order Activation

On the Proposals page, you can configure Apttus Billing Management to automate the following
tasks:

® Activating an Order
® Creating a Bill
® Creating Revenue

For example, you are an Internet service provider and charge your customers $9.99 every month.
Your customers must pay in advance and you want to enable them to use your service as soon as
they make the payment. You can use Apttus Billing management to automate the creation of the
bill and revenue, and also auto-activate the order if you have no requirement for advanced or
complex back office procedures.

1. Click the Proposals tab.

2. Open the Proposal for which you want to automate order generation.

Quote/Proposal Detail Edit || Delete| | Clone

¥ Billing Info

Proposal ID (-00001647 Opportunity  Oppo

Proposal Name  MyProp_AS Configure Products | configure Products

Expected Start Date  3/27/2016 Net Amount  $0.00
Expected End Date  3/26/2017 Billing Preference ~ MR _BP PSD

Price List MR Price List Auto Activate Order ? ¥
Account  Grazing Goats AS Auto Create Revenue 7 |

Ready For Revenue Recognition Auto Create Bill ? ¥
Date

Ready For Fulfillment Date
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3. Select the check boxes for the following fields:

® Auto Activate Order?
® Auto Create Bill?
® Auto Create Revenue?

4. Click Save.

Forecast Billing at Cart

The Bill forecasts of products on the cart show how a product if purchased, will be sold over a
period of time. It helps you stay informed and account for the way revenue will be scheduled for
products in the form of Billing Schedules. This way, you know how much and on what dates your
customer will be invoiced for the purchase.

With Billing Forecast capabilities for all products added to the cart, you can see their Billing
Schedules, overview and its visual representation in the form of a bar chart.

® Forecast Billing is not supported for usage-based and evergreen products.

Pre-requisite

To see Forecast Billing button on the cart, you have to add it to the cart page layout.

1. Goto All Tabs > Config Settings > Display Action Settings
2. From Display Type, select the visual force page where you want to place the custom action.

3. Click ¥ to add a new action for configuring the new button.
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Save | Gancol| | Load Defautt Giassic Setiings | | Load Default Angular Settings
Display Action Settings 1 = Requred informaton
Display Type | CartPage B
Flow | ooeraun [
Soquence Display Type Flow  Action Action Label Name Display As Action Area Action Style Class Action Page Behavior Action Type 13 Enabled Always Display

Cart Line Add More

1 e NGDefaut fee o AddMoreProducts Action B ceer B o o ~
Cart Line Installed
ek NGDefautt o5 2 InstallegProducts Action B cne B 2=

3 el NGDefaut Miscelansous  AdgMiscallaneousitom Action B corer B ==

Item

Cart Line

4 NGDefault Backto Pricing  BackToPricing Action B cener | B[
Cart Line =

5 Jtem NGDefault Reprice Reprice. Action Kd  Center K [/] [/] Py
Cart Line

6 Item NGDefault Save Save Action K Center & - |

7 Catline  yGDefaul: Quick S Quicks At Cert =
o efault Quick Save uickSave ction B ocener e =
Cart Line

8 Item NGDefault Save & Reload SaveAndReload Action K Center & |-
Cart Line Submit for

9 o NGDefault o SubmitForApproval Acton B e B o =
Cart Line Generate -

10 ltem NGDefault Document ‘GenerateDocument. Action K Center & a
Gart Line Edit Price . =

1 gan NGDefaut EIPTE  EgipricsAgresment Acton B e B

12 SN NGDefaut Analyze Deal  AnalyzeDeal Aetion B e B ==

13 CAMLNE NGDefaut Analyze Quote  AnalyzeQuote Action B cne B 2=
Cart Line Review &

"o NGDefautt [P ReviewAndFinaize Action B coer B ==
Cart Line =

15 Ttem NGDefault More: More Action K Center B [/] -
Cart Line

16 Item NGDefault Finalize Finalize Action K Center K PNliEd
Cart Line

o NGDefaut Ciose CloseCart Action B cee B a ==

18 AL NGDefaut Avandon Apandon Action B e B Nl
Cart Line

19 Item NGDefault Revalidate Revalidate Action K center | [/] NI
Cart Line Submit for =

a o NeDefaut pio SubmitForierge Action B e B
CartLine APTS CustomReprice

n 2 NGDefautt CusiomAction21 |APTS CustomReprice Action B row B seit B uccsae B o o + - ==
Cart Line Request Edit =

2 G NGDefauit Fedues RequesiEditAccess Acton B e B
Cart Line Claim Edit

E I NGDefaut Sor E ClaimditAccess Action B ceer B ==

24 C3MLN®  yepeau CustomActon24 | Forecast Biling Action B cener B New Window [ —-Nona— B + - =
ttom

4. Enter following values for the new row.

Column Values
Name

Action Forecast Billing
Label (Forecast Billing is a custom label. To understand how to create a custom
Name label, refer to )

Display As  Action

Action Area  Center
(You can select a value of your choice)

Action Apttus_Billing__ PreviewCartBillingScheduleForecast
Page
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Column Values

Name

Action {!CurrentPage.parameters.oldConfigld}

Params (To load the Forecast page without header and side bar)

showHeadbar=true&showSidebar=true&{!CurrentPage.parameters.
oldConfigld}
( To load the Forecast page with header and side bar)

Alternetively, you can also leave the Action Parmas field blank.

Is Enabled Select

Action None
Type

5. Click Save.

You should now see a Billing Forecast button on the cart page.

Use Case: Forecast billing at cart

Let us forecast Billing for a product ‘Product_M’ which has the following configurations:

Amount: $120

Quantity: 10

Start Date: 06/29/2016

End Date: 06/28/2017

Selling Frequency: Yearly

Billing Frequency: Quarterly

Billing Preference: Billing Day of Month (24)

After adding this product to the cart, click Billing Forecast. You will see Billing Schedule overview.

Because the Quote is not finalized, total cart amount will be visible under the initial Status of Billing
Schedule which is Pending Billing.

65

Copyright ©2011-2017 Apttus Corporation. All rights reserved.



Billing Management Spring 2017 User Guide - Salesforce Platform

Billing Schedule Overview fo

&F Cart with Product Config - AS_Prop’

Billing Schedule Overview

Pending Milestone Pending Billing Pending Invoiced Invoiced Cancelled Total
Cart Totals usD 0.00 UsD 1,200.00 USD 0.0C usD 0.00 usD 0.00 UsD 1,200.00
Cart Totals (Filtered) usD 0.00 UsD 1,200.00 usD 0.00 usD 0.00 UsD 1,200.00

Below the overview, Billing Schedules are plotted over a Bar chart. Mouseover any bar to see the
billed amount pertaining to that period.

B =nang Miasions B Senang Sing B Penang micea I nvaces B canoae

Amount
00.00 Jun 2016: 86 67

You can expect to see similar Billing Schedules as shown in the forecast for this purchase after
Quote acceptance. Ready for Invoice Date might change in the actual Billing Schedules because
information associated with Account is gathered after accepting the Quote and that might result in

changes to the date.

Billing Schedules
Fitter: | All Periods »

Ready For Invoice Date Product Name Charge Type Price Type Period Start Date Period End Date Fee Amount Status
6i29/2016 MR_SFA_BFQ_SA License Fee Recurring BI29/2016 Ti24i2016 586.66667 Pending Biling
7i25/2016 MR_SFA_BFQ_SA License Fee Recurring Ti25i2016 10/24/2016 $300.00000 Pending Biling
10252016 MR_SFA_BFQ_SA License Fee Recurring 10/2572016 17242017 $300.00000 Pending Biling
112512017 MR_SFA_BFQ_SA License Fee Recurring 1252017 4242017 $300.00000 Pending Biling
4/25/2017 MR_SFA_BFQ_SA License Fee Recurring 4252017 6/268/2017 $213.33333 Pending Biling
Total number of records: §

Billing on the Order

Apttus Order Management has three functions,

1. Creating Orders — You can create orders on Apttus CPQ from a proposal or an agreement.
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2. Orchestrating or Modifying orders — You can use Apttus Order management to define
your own workflow that determines when and how your customers’ orders are activated or
fulfilled. This is called order orchestration. With Apttus Order Management, you can validate,
provision, and split an order. You can also make in-flight changes to the quantity, order and
delivery dates, and the product type of an order before it is paid for.

3. Asset based Ordering — An order that is paid for becomes your customer’s asset. At this
stage, you have initiated billing and have also recorded revenue from completing the order.
All actions for orders that are paid for, such as upgrades, downgrades, returns, renewal of
subscriptions, and cancellations are asset based orders.

You can generate an invoice only for an active order.

Order

' 0-00000566

Order Detail

Order Nu

mber

Type

Biling Preferences [0 |

Edit | | Delete | Clone

C-00000566
Mew

| status Acﬁvatedl

The Order Detail page displays key information relevant to generate an invoice.
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Order Edit

Information
Order Number
Type
Status
Payment Term
Parent Order

Description

PO Number
PO Date
Order Reference Number

Billing Preference

Key Dates
Order Date
Order Start Date
Order End Date
Pricing Date
Cancelled Date

Close Date

Save | | Save & New | Cancel

0-00000432

New v

Activated v

RV_Acctd21_Createlnvoice_100

[7/52015]

RV_Org_RFID_19

71172015 10:24 PM
412212015
10/21/2016

QuoteiProposal - [§-00000470 &

Oowner  Ranganath Vanaparthy
Bill To RV Acct_421 &
- SoldTo Ry Acct 421 &
= ShipTo Ry Acct_421 &
Location CM

4

Primary Contact Cﬂ
Related Opportunity RV_5000 &
Price List RV_Pricelist &

2

[7/5/2015 1015 PM |
[1/52015]
[1/5/2015]
[7/5/2015 10:15 PM |
[ 7/5/2015 10:15 PM |
| 7/5/2015 10:15 PM |

Ready For Activation Date
Ready For Fulfillment Date
Ready For Billing Date

Ready For Revenue Recognition
Date

7/1/2015 10:24 PM
7/1/2015 10:24 PM
7/1/2015 10:24 PM

[7/5/2015 10:15 PM ]
[7/5/201510:15 PM ]
[7/5/2015 10:15 PM ]
[7/52015 10:15 PM ]

The Order Detail page displays all the information about the order. The following table describes

the fields related to billing and invoicing the order, and the values you must define on the Order

Detail page.

Field

Bill To

Payment Term

Billing Preference

Ready for Activation Date

Ready for Billing Date

Description

Enter the billing address of your customer.

Select the term you want to you want in the invoice.

Lookup and select this customer's billing preference.

Select the date you want this order to be activated.

Enter the date you want to start billing your customer for this

purchase.

Ready for Revenue
Recognition Date

Enter the date you want to start recognizing payments from this
customer, as revenue.

To auto-activate an order, on the Proposal page, select the Auto Activate Order check box.
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Order line items are the details of each product in the order that are created for each quote line
item. Each order line creates an asset line item which is activated after the ready for activation
date.

Apttus Billing Management automatically creates a for every activated order.
However, if you want to disengage Order Activation from Billing Schedule creation, you can do so
with the help of a Custom Setting.

Go to Custom Settings > Order System Properties > InitiateBillingOnOrderActivation and

® Select this property to create Billing Schedules when Order Line Item is activated. This is
the default system behavior.

¢ Clear the checkbox to create Billing Schedules when 'Ready for Bill Date' on the Order Line
Item is populated.

Billing Schedules

Billing Schedules for a product (whether one-time or recurring) are a distribution of the net amount
of a contract, based on the chosen Billing Frequency. Billing Schedules determine the amount that
should be billed to the customer once or over a period of time.

With every order and subsequent Asset that you Activate, Apttus Billing Management automatically
creates a Billing Schedule for that Asset. You can use the Billing Schedules function to track all
billing information related to an Asset and Order. These Billing Schedules are adjusted for
proration and Asset Based Orders .
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cPQ
=~ Period Start Date Period End Date Amount
Price List Item Billing Preferences

=2 oy

\ Billing Rule c Duration Bill Cycle Start Date ’

I | Billing Day of the Month

_ Biling Frequency Billing Schedules
Proration Period 7

Treatment

Billing Schedules take input from a variety of sources - CPQ, and

, as shown in the above diagram.

For subscription-based recurring products, the net amount is distributed over a series of Billing
Schedules. Each schedule displays the amount that may be invoiced for a specific duration based
on billing frequency, along with the date when payments are due based on payment term.

When you perform Invoice Runs to generate invoices, the appropriate Billing Schedules with
Ready for Invoice Date less than or equal to the Invoice Process Through Date are picked and
mapped to the invoice line items.

You can see your customer's Billing Schedule for each of the Assets on their Accounts page as
shown in the following screenshot.

%, Billing Schedules New Billing Schedule e
Action Schedule Id Is Superseded Ready For Invoice Date Period Start Date Period End Date Status Type Fee Amount Quantity Location
Edit| Del BS-00030413 2110/2016 72172016 1312017 Invoiced Cancelled Contracted £105.91400 1.00000
Edit| Del BS-00030414 211012016 72172016 1312017 Pending Billing Contracted ($105.91400) 1.00000
Edit| Del BS-00030415 v 32012016 11/2016 6/30/2016 Superseded Contracted $200.00000 1.00000 Location A
Edit| Del BS-00030416 32012016 11/2016 33172018 Pending Billing Contracted 5100.68100 1.00000 Location A
Edit| Del BS-00030417 32012016 4/1/2016 6/30/2016 Cancelled Contracted $99.31900 1.00000 Location A
Edit| Del BS-00029824 32012016 211/2016 2/19/2016 Pending Billing Contracted $612.90320 10.00000 Location A

Let us understand what each of the fields on Billing Schedule means,
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Date

Period
Start Date

Period End
Date

Status

Type

Fee
Amount

Order Line
Item

Payment
Term
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Description

A system flag that denotes if a Billing Schedule has been superseded due to an
amendment or cancellation.

The date on which this Billing Schedule is ready for invoicing.

The date when the customer starts getting billed for this purchase.

The date till when the customer is billed for this purchase.

The stage at which the Billing Schedule is in the entire process. Please refer,

There are two types of Billing Schedules:

¢ Contracted
Contracted Billing schedules carry the volume and amount details as
decided in the contract from Quote/Proposal. Only contracted Billing
Schedules are picked by the Invoice run.

® Informational
These are only intended for informational purposes and not included in the
invoice total. Invoices Runs do not pick Informational Billing Schedules for
invoice generation.

The bill amount corresponding to a Billing Schedule.

The Order Line item for which this billing schedule is created.

The payment term you want to apply to the invoice. This is the number of days
until invoice payment is due. The standard payment terms are:
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Field Description

® Net 30

® Net 45

® Net 60
Account The Account Location this order is billed to.
Location
Ship to The Account from which the purchase was made.
Account

Billing Rule The Billing Rule you defined on the product PLI (Bill in Advance, Bill in Arrears or
Bill on Ready for Billing Date).

@ Note

The Period Start Date and Period End Date on the Billing Schedule for a one-time
product reflect the same Start Date and End Dates that you define on the Quote/Proposal
page. The same behavior applies to products with a recurring or usage frequency. This is
beneficial in tracking mid-term product cancellations.

You can invoice these Billing Schedules through . To update Assets, please refer the
section

Billing Schedule Status

A regular Billing Cycle will see below-mentioned statuses on the Billing Schedules for a product.
The Billing Schedule will move to each of the statuses sequentially:

® Pending Billing
Whenever a new Billing Schedule is created, its status is marked as ‘Pending Billing’.
Unless the schedule is not filtered for invoicing, this status will not change.

® Pending Invoice
After an Invoice Run, if a Billing Schedule qualifies for invoicing, the status will change to
‘Pending Invoice’.
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® Invoiced
If an Invoice is approved, the status will change to ‘Invoiced’.

For Amendments and Cancellations, the Status can change to:

® Superseded
If a Billing Schedule is overwritten by new Billing Schedules.

® Cancelled
If you terminate a product with the status ‘Pending Billing’ or ‘Pending Invoice’, the Billing
Schedules after the termination date will be marked as ‘Cancelled’. No further action will be
taken for the Billing Schedules with Cancelled status.

® |nvoice Cancelled
If you terminate a product with the status ‘Invoiced’, the Billing Schedules after the
termination date will be marked as ‘Invoice Cancelled'.

Billing Plans

Billing Plans are used when you want a customized billing arrangement. You can create a Billing
Plan when you want to bill a customer over certain periods throughout the year or on achieving a
predefined milestone. Billing Plans are always created from the Quote/Proposal page. Each
Proposal Line Item can have a separate Billing Plan.

You can create a Billing Plan Template and apply it to a Billing Plan. The pre-configured Billing
Plan template will auto-fill a Billing Plan by aligning the schedule and percentage amount for each
stage.

See the section on to know how to create one.
You can create two types of Billing Plans:
Fixed Billing Plan

You can create this plan when the billing for a product is duration specific. For example, a recurring
service like maintenance would require periodic bill generation such as monthly, quarterly, yearly
etc. This plan can be designed primarily for Maintenance, Leasing or Periodic contracts.

Milestone Billing Plan

You can create this plan when the billing for a product is based on the completion of a milestone
corresponding to various stages. You can bill your customers as each milestone is successfully
reached, either a percentage of the entire cost or a pre-defined amount. This plan can be designed
primarily for complex and large, long-term projects.

m
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Note

You must create a Billing Plan from the Proposal line item before activating the order.
Once an order is activated, you cannot create or update a Billing Plan.

Pre-requisite

® Proposal/Quote configuration should be finalized with products, which means Proposal
Line Item(s) should exist.

®* The Approval Stage of the proposal should not be 'Accepted..

® Go to View Object from the Billing Plan screen. From Buttons, Links, and Actions edit
New label to select a ManageBillingPlan VisualForce page as shown in the screenshot.

Override Standard Button or Link

New

Help for this Page &

Overriding standard buttons and links changes the meaning of the salesforce com URL and any calls to that URL such as a salesforce.com page, a browser shortcut, or an external
system. You can replace the salesforce.com URL for a standard button or link with a custom s-control or Visualforce Page.

Select the custom s-control or Visualforce Page to use in place of the salesforce com URL for this standard button or link

Override Properties Save | |Cancel

Label  MNew
Name  New
Default  Standard Salesforce com Page
Override With Mo Override (use default)
Custom S-Confrol | —-None— v
« Visualforce Page | ManageBillingPlan [ManageBillingPlan] *

Comment

Save | | Cancel

Creating a Billing Plan Template

Billing Plan Templates define a framework which can be applied to create a Billing Plan for one or

more Line Items. You can define the number of Installments, schedule the Billing on completion of

each stage and store its corresponding percentage amount. If needed, you can apply the same
Billing Plan Template to multiple quotations instead of creating a new Billing Plan every time.

Creating a template is a two step process - 1) Provide high-level information of the plan and 2)
Enter Billing Plan Stage details for each installment.

1. Go to Billing Plan Templates from All Tabs. Click New to create a Billing Plan Template.
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Products  Proposals  Proposal Document Output Formats  Billing Plans ~ Asset Line ltem History  Related A/R Transactions  Invoice Run Results  Credit Memos  Related A/R Transactions  Account Locations [GIIFIEREEE 4+

Step 1 - Billing Plan Template Setup Cancel | [Next.

Template Name [ Standard_Template PlanType  [Figed v

Wments [5 | . Desci iption

StartType  [User Entered v

Field Description

Template Enter a unique name for the Template.

Name

Plan Type Select one of the following options from the picklist:

® Fixed - If your plan is duration specific.
® Milestone - If your plan is milestone specific.

At this stage, Billing Plan Templates support only Fixed Billing Pan Type.

Number of Enter the number of stages your plan will be divided into. Billing Plan
Installments Items are created on the basis of this number.

Start Type Date from when you want the Plan to start. You can select,

® Quote Start Date - To initiate the Billing Plan from the Start Date
mentioned on the Quote.

® User Entered - To enter a Billing Plan Start Date manually (when
the Billing Plan is being created from the template).

Description A description for the plan.

2. Detail out the Billing Plan Template in this step. You will see Billing Plan Lines based on

the Number of Installments.
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Step 2 - Billing Plan Template Setup

me  Standard_Template

Plan item Name
Stage 1 J20 [ Month ~ Jo Net 30 )
Stage 2 2o [ Month v | Net 30 )
Stage 3 J20 [ Month Ir Net 30 =)
Stage 4 |20 | -None-~ |10 Net 30 o]
Stage 5 J2o | —None~ v |13 Net 30 [=§]

Field Description

Plan Unique name for a Plan Item.
ltem

Name

Percent  Enter the percent share for each Plan Item.

Offset Each Billing Plan Item will have a Start Date and an End Date. Select the

Type Offset Type in Days or Month to chart out schedules for each installment. At
the time of Billing Plan creation, based on the Offset Type, the specified
number of months or days will be added to the Start Date of the Billing Plan.

Offset Enter a value for the selected Offset Type.
If you want the first schedule after 3 months from the Start Date, select Offset
Type as Month and set Offset to 3.

Start Displays the formula (Start Type + Offset) for calculating the Start Date for

Date Hint each Plan Item. If Start Type is Quote Start Date and Offset is 5 months, you
will see the formula as Quote Start Date + 5 Month. For the remaining Plan
Items, Start Date is Previous Item Start Date + Offset.

Payment Select a Payment Term from the Lookup. You can associate different Payment
Term Terms with each Plan Item based on the requirement. However, you will get
separate Invoice for every Plan Item that has a different Payment Term.

® Use-Case 1
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Requirement: To create a fixed Billing Plan template that can be applied to any
Billing Plan. For a contract of 13 months, you want to Bill the customer 15% of the
contract amount on 1st of the first month and 1st of every third month thereafter.

Configuration:

Let us assume the Start Type is User Entered. According to the requirement, you
will need 5 installments, one of 15 and others of 21.25 (to total the percentage to
100) and Offset Type as Month. Your template should be similar to:

Plan Percent Offset Offset Start Date Hint (visible Payment
Item Type after saving the template)  Term
Name

Plan ltem 15 Month O User Entered -

01

Plan Item 21.25 Month 4 Plan Item 01 Start Date + 4 -

02 Month

Plan Item 21.25 Month 3 Plan Item 02 Start Date + 3 -

03 Month

Plan ltem 21.25 Month 3 Plan Item 03 Start Date + 3 -

04 Month

Plan Item 21.25 Month 3 Plan Item 04 Start Date + 3 -

05 Month

@ Note

For each Plan Item, the Offset value would refer the previous Plan Item's
Start Date. The column Start Date Hint populates the formula of deriving
Start Date for each Plan Item. You can also select a Payment Term
based on the requirement.

If you associate this template to a Billing Plan where Start Date is 1 Jan 2016 and
End Date is 31 Jan 2017, the Plan will be auto-filled with the following information:
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Plan Item Percent Period Start Period End Ready for Invoice
Name Date Date Date

Plan ltem 01 15 1/1/2016 4/30/2016 1/1/2016

Plan Item 02 21.25 5/1/2016 7/31/2016 5/1/2016

Plan ltem 03  21.25 8/1/2016 10/31/2016 8/1/2016

Plan Item 04 21.25 11/1/2016 1/31/2016 11/1/2016

Plan Item 05 21.25 2/1/2017 2/1/2017 2/1/2017

3. After your template is ready, Save your changes.

This template is now ready to be attached to a Billing Plan.

@ Note

You cannot make changes to a Billing Plan Template once it is associated with a Billing
Plan.

Next, let us see how you can create a
Creating a Billing Plan

Billing Plan using a Billing Plan Template

Follow these steps to create a Billing Plan:

1. Open your Quote/Proposal page and go to the Billing Plan related list. Click New Billing
Plan to create a Billing Plan.

2. Select a Billing Plan Template from the lookup.
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Step 1 - Select Proposal Line Items Cancel| | Next

Quote/Proposal . Q-00004588 Account UnitedColors AS

AS_Opportunity12

2

Billing Plan Template.
Create new Template

Filter by Price Type: |—None— v | |Filter. = Previous | Next>

Product Is Option? Net Price Charge Type Selling Frequency Pricing Frequency. Billing Frequency Billing Plan
MR Bundle ICT 52.400.00000 Standard Price Wonthly Monthly Monthly
MR Option BFW SEM v 512000000 Standard Price Monthly Monthly Monthly

Cancel| [Next

3. Because a plan is always associated to a proposal, you can create a plan only for products
configured on that proposal. From the list of products, select product(s) for which you want to
create a Billing Plan. You can filter products based on their Price Type: One-time and
Recurring from Filter by Price Type picklist.

4. Enter Billing Start Date and Billing End Date.
Number of Installments and Billing Method is auto-filled based on the template.

5. Click Next.

Plan Item schedules are populated based on the selected template. Refer the section on
to understand how the schedule is created.

Step 3 - Enter Billing Plan Items (Cancel| | Previous | | Save
QuoteiProposal ~ @-00004590 Account  UnitedColors AS
Opportunity  AS Opportunity12 Billing Plan Template ~ Standard Template
Plan Name  Standard_Template - @-00004530 Total Amount  96000.00000
Billing Method  Percentage Billing Start Date ~ 10/18/2016
Plan Type  Fixed Billing End Date  10/17/2017
Number of Installments a5 Description
Plan Item Name Percent Period Start Date Period End Date Ready For Invoice Date Payment Term
Stage 1 20.00 IWU-’1BJ'201G [10/18/2016 ] IZHT.-’ZEH? [10/18/2016 ] I10."18.-’2016 [10M18/2016] Net 30 S|
Stage 2 20.00 IZ-'18."2017 [10/18/2016 ] |5:'17.-’2017 [10/18/2016 ] IZ-’WS.-’ZUWT [10/18/2016] Net 30 Q)
Stage 3 20.00 IS-’1852017 [10/18/2016 ] ISHT-’ZUW [10/18/2016 ] IS-’WS-’ZMT [10M18/2016] Net 30 By
Stage 4 20.00 IB-’18."2017 [10/18/2016 ] I 117/2017 | [10/18/2016 ] IS.-’WS.-’ZUWT [10/18/2016] Net 30 Q)
Stage 5 20.00 |11F18-’2017 [10/18/2016 ] I10-’1752017 [10/18/2016 ] |11-’18-’2017 [10M18/2016] Net 30 By
Cancel | | Previous | | Save

Verify the dates and Save all changes.

Billing Plan without applying a Billing Plan Template

To create a new Fixed Billing Plan,

1. Click New Billing Plan from the Quote/Proposal.
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2. Select the products and provide the Billing Plan Details by entering values described in the
following table:

Step 2 - Provide Billing Plan Details Cancel| Previous | Next
Quote/Proposal Q-00004591 Account Evergeen AS
Opportunity  AS Opportunity12 Billing Plan Template
Plan Name  [FIN-021 Total Amount  120.99960
Billing Method | Percentage ¥ Billing Start Date . 10/18/2016  |[10/18/2016 ]
PlanType . |Fixed v Billing End Date  10/17/2017  |[10/18/2016]
Number of Installments 4 Description
A
Cancel | | Previous | Next
Field Description

Plan Name  Enter a unique name for this Billing Plan. Consult your administrator for the
naming convention that you are required to follow.

Billing Select from one of the following options:

Method ® Percentage - To bill your customers a percentage of the total
amount due at each installment.

® Amount - To bill your customers a specific amount for each
installment.

® Split Evenly - To equally divide the Total Amount into the Number of
Installments.

If you're upgrading the Billing package, you need to add the Split Evenly
option manually to the Billing Method picklist on the Billing Plan object.

Plan Type To create a Fixed Billing Plan, select Fixed from the picklist.

Number of  Enter the number of billing schedules by which you want to divide the total
Installments amount due.

Billing Enter the date you want to begin billing your customer for this order.
Start Date
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Description

Enter the date you want to complete billing your customer for this order.

Enter an appropriate description of this Billing Plan for ease of use.

For each Billing Plan Item, enter values described in the following table:

Step 3 - Enter Billing Plan Items

Quote/Proposal

Cancel | |Previous | Save

Q-00004591 Account  Evergeen AS

Opportunity  AS Opportunity12 Billing Plan Template
Plan Name  FIN-021 Total Amount 129.99960
Billing Method  Percentage Billing Start Date  10/18/2016
Plan Type  Fixed Billing End Date  10/17/2017
Number of Installments 4 Description
Plan Item Name Percent Period Start Date Period End Date Ready For Invoice Date Payment Term
Installment 1 25.00 |10-’1B-’2016 [10/18/2016 ] |1.-’17.-’2017 [10/18/2016] |10.-’18.-’201B [10/18/2016 ] MNet 30 Q)
Installment 2 25.00 1182017 Jraomezots)  [417/2017  Jrionszo1s)  [118/2017  [r10M82016)  [Net 30 =]
Installment 3 25.00 482017 [dodsois)  [7/172017  |r10Mazo1s]  |4182017  [[10/182016]  [Net 30 Q
Installment 4 2500 7182017 r1oi8mo1s)  [[1017/2017 |[10M8Ro16]  [7/18/2017  [[101182016)  [Met 30 Q)
Cancel |Previous E
Field Description
Plan Item Enter a uniqgue name each Plan item.
Name
Amount Based on the selected Billing Method (Amount or Percentage) and
/Percentage Number of Installments, Apttus Billing Management automatically
calculates and populates this value.
Period Enter the date when you want to start the billing for this specific Plan Iltem.
Start Date
Period End Enter the date when you want to complete the billing for this specific Plan
Date Item.
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Field Description

Ready for Enter the date when you want to generate the invoice for a Plan Item.
Invoice
Date

Payment Lookup and select a predefined Payment Term.
Term

4. Click Save.

The Fixed Billing Plan is successfully created. You can go to the Quote/Proposal related list to see
this Billing Plan.

Usage-based Billing

Traditionally One-time, Recurring, and Usage are the three types of billing models. With the advent
of service based industries, usage-based billing model is quite popular because customers wish to
pay only for what they consume.

For example, a high-tech company may offer a monthly cloud-based data storage product. For this
product, the pricing is set up so the price per unit decreases as the total usage increases. This
pricing model promotes increased usage volume per customer which in turn creates higher
recurring revenue. Usage inputs are totaled monthly and rated using a pricing matrix.

The pricing matrix can be tiered as follows:
®* 1 GBto 999 GB: $10 per GB
¢ 1000 GB to 1999 GB: $9 per GB
® 2000 GB to 2999 GB: $8 per GB

In this scenario, you need to use usage-based billing to successfully rate the usage inputs and
invoice your customers the correct rated amount.

® Flat or rated amount can be set by a matrix, and it cannot be set by tier.

If a product has the Price Type set to Usage, it is a usage-based product and hence qualifies for
the Usage-based billing. When an order containing a usage-based product is activated, Apttus
Billing Management generates a Usage Schedule in addition to the Billing Schedule.
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You can input the usage volume/quantity through Usage Inputs and Apttus Billing Management will
derive the usage amount for that input. The net amount due at the time you generate an invoice
then depends on the quantity of the units consumed and the per unit price of the product or
service.

You must provide a to record the usage quantity consumed within a specific duration.
The process flow:
1. Create an order with a usage-based product. The product which is now an activated asset
will have a Usage and a Billing Schedule generated automatically.
2. Enter Usage Input to record the quantity consumed over a period.
3. This quantity is reflected in the Usage Schedules for the effective period.
4. The rated amount derived from the Usage Input is reflected in the Billing Schedules for the

effective period.

In a nutshell, Usage Schedules contain the usage quantity entered through Usage Inputs.
Whereas Billing Schedules contain the usage amount corresponding to the usage quantity.

Usage Input

Usage input taps the raw, unrated usage in the system based on the quantity consumption. Usage
price tiers and ratings are also associated to the Usage input object.

You can,
¢ Enter the quantity through Usage Input
® Process it to rate or
® Unrate the usage.
You could also run a batch job to process or unrate the usage automatically.

For example, you are an executive in the Billing department of an Internet Service Provider. You
must capture and process the amount of data your customers have used so that you can calculate
the amount that you will generate an invoice for. In the Apttus Billing Management, you would
create a new Usage Input and process it in order to rate that usage.

With a scheduled batch job, Apttus Billing Management processes the Usage Input to rate the
usage and automatically updates the rated amount to the associated Billing Schedule and quantity
to Usage Schedule.
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— Usage Input Edit Help for this Page &
New Usage Input

Usage Input Edit Save | | Save & New| |Cancel

Information

Owner  Manjunath Ramachandra

System Information

AssetLineltem MR |Jsage SA Q) Description  |)sage inputto calculate the charge for the
amount of data consumed y
Asset Number | 100034005 Start Date  3/18/2016 [318/2016]
Message End Date  [3/31/2016 [3/18/2016]
4
Quantity . (200 Product Uom Each
Status Loaded ¥ Rated Amount

Usage Date [318/2016]

Save | |Save & New| |Cancel

Refer to the following sections for more details around Usage Inputs.

Creating a New Usage Input

1. Click Usage Input > New.

2. Enter values for the fields described in the following table:

Field Description

Asset Line  Lookup and select the Asset Line Item for which you want to process the Usage
Item Input.

Asset Enter the Asset Number you for which you want to process the Usage Input.
Number

Description Describe the purpose of this Usage Input.

Message
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Field

Status

Usage Date

Start Date

End Date

Quantity

Product
UoM
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Description

Auto-generated after the input processing. The message corresponds to the
Processing Status. Please refer

The stage of the usage input processing. It can be any one of the following
options:

® |oaded - If this Usage Input is ready to be processed.

® Assigned - If this Usage Input is assigned to a user for processing.
® Ready - If this Usage Input is ready to be rated.

® Rated - If this Usage Input is rated and ready to be loaded.

® Error - If some parameters to process this usage input are incorrect or
unavailable.

For more details, please refer

From the calendar, select the date when you want to calculate the Usage Input.

From the calendar, select the date from when you want to calculate the start of the
usage .

From the calendar, select the date until when you want to calculate the end of the
usage .

Enter the number of units of the asset for which you want to process the Usage
Input.

Select any one of the following options to calculate the Product Unit of Measure:
* Each
® Hour
® Day
®* Month

® Year
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Field Description

® Quarter

¢ Case

® Gallon
Rated This field is automatically populated with the amount based on Quantity after you
Amount process the Usage Input.

3. Click Save.

Processing Usage Input

Usage Input processing is a batch process run by the system that derives rated amount from a
given quantity, updates the Usage and Billing Schedules and sets the Input Status to Rated if the
input data is accurate.

You can process multiple usage inputs in one go from the Usage Inputs Homepage. At the top of
the page, next to View, Click Go to see all Usage Inputs entered in the system.

All ¥ | Edit| Delete | Create New View = @
New Usage Input| | Change Owner | Process Usage Input(s) | Unrate Usage Input(s) T ) AlBlec|DlEIFIG[H[I[JIKILIM[N[o[PlQ[RIs|TIU[VIW X|Y|Z]|other [AN]

Action Inputid + Asset Number Asset Line Item Status Quantity Rated Amount Product Uom Usage Date

Edit| Del |N-00000000 MR_Usage_SA MR Usage SA /| Rated 29.00000 §0.00000 Each 3M72016

Edit| Del |N-00000001 MR_Usage_SA MR Usage SA Rated 2.00000 §0.00000 Each 3172016

Edit| Del |N-00000002 a15360000016B0y MR Usage SA Loaded 2.00000 §300.00000 Each 3NT2016

Edit| Del IN-00000003 a15360000016B0y MR Usage SA Error 2.00000 §300.00000 Each 4182016

Edit| Del |N-00000004 a15360000016B0y MR Usage SA Error 2.00000 Each 5192016

Edit| Del IN-00000005 a15360000016B7r MR Usage SA Rated 3.00000 $600.00000 Each 3M72016

Edit| Del |N-00000005 a15360000016B7r MR Usage SA Rated 1.00000 $100.00000 Each 418/2016

Edit| Del |N-00000007 a15360000016B7r MR Usage SA Rated 2.00000 $300.00000 Each 5/20/2016

Edit| Del |N-00000008 a15360000016E8B MR Usage SA Rated 2.00000 §300.00000 Each 30232016

Edit| Del IN-00000008 a15360000016E. .. MR Usage SA Error 2.00000 §300.00000 Each 4/26/2016

Edit| Del IN-00000010 a15360000016E. .. MR Usage SA Error 1.00000 £100.00000 Each 4/26/2016

Select the check box for those Usage Inputs which you want to process and click Process Usage
Input(s).

@ Note

You can process usage only for those inputs which have the Status as Loaded.
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Similarly, to unrate the processed inputs in bulk, select the check box for multiple inputs and click
Unrate Usage Input(s).

The processing is unsuccessful in case,
® The Asset Line Item does not exist for the given Asset Number.
® There is no usage schedule found for the Asset as mentioned on the Usage Date.

In both cases, the Usage Input Status will be set to Error. Go to Usage Input Detail page to view
the Message to understand the cause of error.

Usage Input Detail Edit | |Delete | Clone |Process Usage Input | |Unrate Usage Input
Inputld  IN-D0000002 Owner EMan'unalhRamachandra Change]
Asset Line ltem MR Usage SA Last Modified By ~ Manjunath Ramachandra, 3/16/2016 1:57 AM
Asset Number  a15360000016B0y Description
Created By  Manjunath Ramachandra, 3/16/2016 1:51 AM =] Start Date  3/16/2016
Message Mo Usage Schedule could be found for the specified Asset End Date  3M15/2017
Mumber a15360000016B0y and Usage Date 2016-03-17.
Quantity  2.00000 Product Uom  Each
Rated Amount  $300.00000
Usage Schedule  Usage Schedule Usage Date . 3/17/2016

You can also Unrate a processed usage Input from the Usage Input Detail view if inaccurate
quantity or pricing has been processed. Click Unrate Usage Input.

With the Apttus Billing Management application, when you process usage inputs, you will receive
an email notification at the conclusion of the process with the following information:

® Number of Usage Inputs processed: X
® Number of Usage Inputs processed successfully: X
®* Number of Usage Inputs processed with errors: X

Check out for the successfully Rated Usage Inputs.

Processing Usage Inputs with price tiers adjustments

For a usage-based product, you can modify its price tiers mid billing cycle. Let us take a scenario,
where a customer is billed at a per unit rate based on the volume consumed for a product ‘StarKit'.
A flat rate is defined for each price tier as following:

® 1to 10 units = $100
® 11 to 20 units = $200
® 21+ units = $500
The billing cycle for the product is from 1/1/2017 to 12/31/2107.

Now, let's assume that on 5/1/2017 the price tiers were modified as
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® 1to 10 units = $150

® 11 to 20 units = $250
® 20+ units = $550

You will now need to bill the customer as per the new price tiers if the usage date is greater than 5
/1/2017.

® To modify the price tiers, make sure that Is Usage Tier Modifiable is selected at the
product PLI.

To modify the price tiers, use the asset manager and change the price tiers for the product ‘StarKit’
as mentioned above and change the start date to 5/1/2017.

® Under Display Column Settings, for the Display Type as Cart Line Item, make sure that
the field Start Date is present in the corresponding flow. Ensure that /s Editable is
selected for Start Date.

The usage inputs are now processed with the modified price tier if the Usage Date is greater than 5
/1/2017.

For example, if you specify Quantity as 5 and Usage Date as 4/1/2017, you will see the Rated
Amount as $500 (5 * 100).

Usage Input Detail
Input Id
Asset Line ltem
Asset Number
Created By
Message
Quantity
Status
Usage Schedule

Edit | | Delete | | Clone | | Process Usage Input | | Unrate Usage Input

IMN-01193742 Owner

Usage Test11 Last Modified By
11111A Description
Start Date
End Date
5.00000 Product Uom
Rated

Usage Schedule

Rated Amount

Usage Date

Edit | | Delete| | Clone | | Process Usage Input | | Unrate Usage Input

Each
$500.00000
4112017

If you specify Quantity as 5 and Usage Date as 7/1/2017, you will see the Rated Amount as

$750 (5+150).
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Usage Input Detail _Edit | | Delete| | Clone | | Process Usage Input | | Unrate Usage Input
Inputid  |N-01193743 Owner
Asset Line ltem  Usage Test11 Last Modified By
Asset Number  11111A Description
Created By Start Date
Message End Date
Quantity  5.00000 Product Uem Each
Status  Rated Rated Amount * $750.00000
Usage Schedule  Usage Schedule Usage Date . 7/1/2017
ﬂ M Clone | | Process Usage Input | | Unrate Usage Input

Usage Input Status

Action Status Message Status
(Pre) (Post)
Process Loaded - Rated
Usage Input
Error ® No Usage Schedule could be found for the specified No
Asset Number and Usage Date change

(Verify the Start Date and End Date)

® Invalid Asset Number
(Confirm if the Asset Number is valid)

® |nvalid Usage Date
(The Usage Start and End Date should lie between
the Billing Schedules)

Rated Usage Input with Status as Loaded can only be processed. No
change
Unrate Loaded Usage Input with status as Rated can only be unrated. No
Usage Input change
Error Usage Input with status as Rated can only be unrated. No
change
Rated Usage Input has been unrated. Error
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Usage Schedules

On the creation of a usage-based asset, Usage Schedules are automatically generated. Usage
Schedules record the quantity consumed for each Billing Schedule.

1. On the Account page, go to Assets to view the Usage Schedules under the Asset related

lists.
. Usage Schedules New Usage Schedule Usage Schedules Help 2
Action Schedule Id Billing Schedule Is Superseded Period Start Date Period End Date Actual Quantity Included Quantity Actual Included Quantity
Edit| Del US-00000051 BS-00000708 31172016 313112016 1.00000
Edit| Del US-00000052 BS-00000709 4/1/2016 4/30/2018 1.00000
Edit| Del US-00000053 B5-00000710 5i1/2016 5/31/2018 1.00000
Edit| Del US-00000054 BS-00000711 6/1/2016 6/30/2016 200.00000 1.00000
Edit| Del US-00000055 BS-00000712 71172016 73112016 1.00000
Show 5 more » | Go to list (13} »

Field Description

Field

Billing
Schedule

Is
Superseded

Period
Start Date

Period End
Date

Actual
Quantity

Included
Quantity
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Description

The corresponding Billing Schedule for this Usage Schedule.

Checked if the usage schedule is superseded due to amendments.

Select the date from which you want to calculate your customer's usage.

Select the date until which you want to calculate your customer's usage.

The quantity included at no charge in the billing schedule.

The number of units of the product you want to include for billing your customer.
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Field Description

Actual The actual quantity consumed during the billing schedule. For example, if your
Included package has 100 included minutes, 100 minutes will be the Actual Quantity and
Quantity the consumed minutes will be the Actual Included Quantity.

You must enter the usage or metering data associated with an order and then link this usage rating
to a Usage Schedule. You can do so by entering a

Invoicing

After the Billing Schedules are generated for assets, the next step is to generate invoices for
accounts that contain information on the usage, applicable charges, and payment due date. You
can send invoices in advance or after the services in addition to the generation frequency such as
daily, weekly or monthly as required. An invoice is a legal document that is issued by the seller to
the buyer.

Before you can generate an invoice using Apttus Billing Management, you must define all the
information you want to include in the invoice.

With Apttus Billing Management you can create, deliver, and manage invoices that are precise and
scalable.

Different organizations follow an invoice pattern aligned to their business requirements. However,
a standard invoice incorporates,

® Invoice Number

® Customer name and Address

® Total Amount of purchase or usage
® Due Date

® Applicable Taxes and Discount

® Payment Terms

You can use different templates, billing preferences, billing schedules, and payment terms for each
type of invoice.

Before you create an invoice, you must determine if the invoice is for payment on receipt, in-
advance, or scheduled for a later period.
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With an invoice, you can notify your customers of their most recent order, the fees, discounts, and
taxes that are applicable. Invoices also include a current account balance of payments owed.

To generate an Invoice, you will need an Invoice template that you can create a template on which
the invoice is modelled. To create an Invoice template, see

The invoice object displays the fee amounts from the correlating billing schedules. Invoices are
generated through the invoice run. Invoices are generated in draft mode and can be approved or
cancelled. After invoices are cancelled they can be deleted or recreated by running the invoice run
again.

Invoice line items are created for each asset line item and relate to the corresponding invoice.

Pre-requisites for Invoice PDF Generation
For invoice generation in the PDF format, you must perform the following configurations:

1) Go to Billing Console and click Billing Settings. Enter the Api user name and Password.
The Password is your salesforce login password followed by the security token.

2) Go to Setup > Custom Settings > Comply System Properties and set the Merge
Webserivce End point to https:/mwsdev.apttus.net/cgi-bin/Janus/MergeServer/Bin/lMMCGI.exe
under Comply System

Settings.

3) Go to Setup > Remote Site Settings and click New remote site to add a remote site. Specify
Remote Site Name and set Remote Site URL to the base URL of production merge server, for
example, https://mwsdev.apttus.net.

Invoice run

An Invoice run is a scheduled batch job to generate invoices in bulk. You can initiate an Invoice run
immediately or schedule it for the future and filter it by Account, Account Location, Product, or a
custom filter based on your business requirements.

/| Filter criteria

Processing Options

Set a Schedule

&
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You must override the standard Invoice Run page with a Visualforce page to drive the Invoice Run
behavior as required.

Go to Invoice Runs object. Under Buttons, Links, and Actions section, edit New label to select
a VisualForce page, InvoiceRunCreate[lnvoiceRunCreate] as shown in the screenshot.

Override Standard Button or Link

New

Overriding standard buttons and links changes the meaning of the salesforce.com URL and any calls to that URL such as a salesforce.com page, a browser shortcut, or an external
system. You can replace the salesforce.com URL for a standard button or link with a custom s-control or Visualforce Page.

Select the custom s-control or Visualforce Page to use in place of the salesforce.com URL for this standard button or link.

Help for thiz Page W&

Override Properties

Label

Name
Default
Override With

Comment

Save | |Cancel

New
New
Standard Salesforce com Page
No Override (use default)
Custom 5-Control —-None-- v

» Visualforce Page | InvoiceRunCreate [InvoiceRunCreate] v

Save | Cancel

To initiate an Invoice Run

1. Click the Invoice Run > New.

2. Enter a unique name for this specific Invoice Run instance. A unique name enables you and
others in your organization to track, report, and troubleshoot this batch job.

3. Define a Filter Criteria to determine the scope of the Invoice Run. To define the filter criteria
by selecting the Account, Account Location, or the Product object, a field from these
objects, the operator, and the value for the field. Please refer,

93

Copyright ©2011-2017 Apttus Corporation. All rights reserved.



Billing Management Spring 2017 User Guide - Salesforce Platform

=, Invoice Run Edit

@u New Invoice Run

Invoice Run Detail

Invoice Run Name

Account Account Location

Field

Account - Account Name
None

None

Advanced Options

Override Template

Auto Approve Invoices

Auto Send Invoice Email

Suppress Invoices

Run Type

Invoice Date

INODO to 80 Run

Preduct

Save | | Save & New | Cancel

Operator

equal to v
None v
None v

v

¥

-Mone-- v

& Immediate Scheduled
3M10/2016 [3/10/2016 ]

Value

Acmart Solutions

Auto Approve Threshold

Split Invoices By Order

Process thru Date

AND Delete

AND Delete

Add Delete

Less than orequalte 7

1.000.00000

rd

11730/2016

[310/2016]

4. To define the processing options, enter values for the fields described in the following table.
Please refer,

Field

Override Template

Auto Approve

Invoices

Split Invoices by

Order

Suppress Invoices

94

Description

to know more on this.

customer's account.

® Lessthan

® Less than or Equal to

® Equalto

Enter the name of the template you want to use instead of the default.

Select this check box to automatically approve the Invoice Run.

Select the check box to generate separate invoices for each order on the

Select one from the available modifiers and enter an amount.
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5. To initiate an invoice run immediately or schedule later, select the Run Type Radio button from
Scheduling Options. Please refer, to know more on this. 6. Click Save.

Defining Filter Criteria

Invoice Runs enable you to define a criteria based on which invoices are picked for generation.
You can consider this as an entry criteria for invoices to qualify for Invoice generation.
You can define the filter criteria on three key objects- Account, Account Location, or Product.

For example, you are an executive in the Billing department of a software company and want to
perform an invoice run to generate invoices for only those customers whose Account Location is

San Francisco. In all cases similar to this example, filter criteria can help you generate appropriate
invoices.

Let us see how you can apply filter criteria for the following scenarios in Apttus Billing
Management,

® Generate Invoices only for the accounts whose Billing Day of the Month is 3/7/2016

Inveoice Run Detail Save | | Save & New|  Cancel

Invoice Run Name INOOO to 80 Run

Account Account Location Product

Field Operator Value

1 Account - Billing Day Of Month v

equal to v 372016 Delete
2. MNone ¥ | |None v Delete
3. MNone v | |None v

Delete
Add Row Remove Row

® Generate Invoices only for one Account Location. Under Filter Criteria, select Account

location and select the field ‘Account Location: City’. Use ‘equal to’ for an exact match of the
value you enter.

Invoice Run Detail Save |  Save & New| |Cancel

Invoice Run Name INOOD to 80 Run

Account Account Location Product

Field

Operator Value

Account Location : City

v | | equal to v MNew York AND Delete
MNone ¥ | | None v AND Delete
MNone ¥ | | None v

s
=
=4

Delete

Advanced Options
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® Generate Invoices only for products with a Product Code that starts with CD-00.

Additionally, only products with an Effective Date greater than or equal to 1/1/2016 should
be included in the invoice.

Inveoice Run Detail Save| | Save & New| Cancel

Invoice Run Name

INO0O to 80 Run

Account Account Location Product

Field

Operator
Product : Product Code

Value
starts with CD-00| AND Delete
MNone Mone v

Naone

AND Delete
Naone

Advanced Options

Add Delete

@ Note

The filters on Account, Account Location and Product will by default be grouped by AND
operator. For example, if the filter on Account is ‘Account Name’, ‘Country’ on Account

Location and ‘Product Code’ on product. Only the invoices which match the specified
account name, location and product will be selected.

Advance Filter Criteria

Advance filter criteria provide you the flexibility to specify a logical relationship between various
filter criteria. Consider the following conditions:

¢ Account
1. Account Name is DigiSpeakers
® Account Location
1. Location is Brazil
2. Location is Mexico
® Product
1. Product Name as ‘Micro-Stone’

2. Product Name as 'Wello'

For generating invoices with Products either ‘Micro-Stone’ or ‘Wello”, set the Advance Filter
Criteria as 1 OR 2. This expression determines the scope of the Invoice run batch job.
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Custom Filters

Apart from the three filters- Account, Account Location, and Product, you can create Custom
Filters to sort and process Invoices. To define Custom Filters for Invoice Runs, please see
Creating Custom Filters for Invoice Runs under

Processing Options

Invoice Processing Options help you restrain the invoice generation by providing advance controls
on invoice selection, format, and approvals. This makes the invoice generation process more
efficient.

Override Template  [RV_CA_Templale v Auto Approve Invoices (g
Auto Approve Threshold [ ass than + |[1.000.00000 Auto Send Invoice Email g
Auto Approve Credit Memos @ Auto Send Credit Memo Email = [
Split Invoices By Order Suppress Invoices  [Less than v [0

Credit Memo Creation Option Single Credit Memo for Negative Invoice

You can perform following processing actions on the invoice each of which are detailed in this
section:

® Qverride Template

® Auto Approve Credit Memos

Auto Send Credit Memo Email

Split Invoices by Order

From Override Template, you can select a template you want to apply to the invoices generated
as part of this Invoice Run instead of the default one set on Account. For more information on
templates, please refer the section

To generate separate invoices for each order on the account, select the Split Invoices by Order
check box.

For information on Credit Memos, refer
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Auto Approve Invoice
You can define the threshold for an Invoice run with the help of Auto Approve Invoices.

When you process an Invoice Run, you can define the Invoices that you want to Auto Approve, by
the value of the Invoice Amount.

For example, as an administrator, if you want to automatically approve only selected invoices with
an Invoice Amount less than or equal to $1000, you can do by specifying the threshold amount in
the Auto Approve Threshold. Apttus Billing Management automatically approves the processing
of such Invoices based on the defined threshold.

Override Template  [Standard Template Auto Approve Invoices &

Auto Approve Threshold Less than v [[100.00000 | Auto Send Invoice Email

Auto Approve Credit Memos " Auto Send Credit Memo Email

Split Invoices By Order Suppress Invoices Less than v 0

Credit Memo Creation Option | None

Go to Invoice Runs page and create a New invoice. Under Processing Options, do the following
to add a threshold value for the Invoice auto approval:

1. Select the Auto Approve Invoices check box. The Auto Approve Threshold is now
visible.

2. From the Auto Approve Threshold picklist, select one of the following modifiers:

® Less Than

® Less Than or Equal To

® Greater Than

® Greater than or Equal To
3. In the adjoining text box, define the amount (humerical value) of the threshold.
4. Click Save.

Similarly, you can automatically approve all Credit Memos generated as part of Invoice Runs by
selecting the Auto Approve Credit Memos check box

Auto Send Invoice Emaill

You can automatically email the approved invoices to a customer with the help of Auto Send
Invoice Email option on the Invoice Runs Processing Options.
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@' Note
It is recommended to configure certain system properties before you proceed.
To enable PDF generation of invoices, please refer

For configurations related to the emails, batch sizes etc, please take a look at the

Select Auto Approve Invoices, enter a threshold value and select Auto Send Invoice Email. As
soon as the invoices are generated, Invoice Runs will send an email to your account contact along
with the invoice attachments.

The Invoice template and Contacts can be configured at the Account level. Please see,

Override Template Auto Approve Invoices i

Auto Approve Threshold Less than or eq“a\ to ¥ [|200 Auto Send Invoice Email 7

Auto Approve Credit Memos w Auto Send Credit Memo Email w

Split Invoices By Order Suppress Invoices ~MNone-- v

Credit Memo Creation Option None v

@ Note

Unless you select Auto Approve Invoices, you cannot see the Auto Send Invoice Email
option. It ensures that only Approved invoices are automatically emailed to your
customer.

Similarly, you can automatically email Credit Memos by selecting the Auto Send Credit Memo
Email option. Please refer Pre-requisites for sending Credit Memo Emails from the section

Suppress Invoices

You can use the Suppress Invoice feature to exclude or suppress certain invoices while performing
an invoice run. In some situations like invoices with zero amount or with a small value (low
amount) you might not want to generate an invoice for sending it to the customer. Such invoices
can be removed from the Invoice Runs, so that they are not sent out.
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For example, you are an executive in the Billing department of a software company. You want to
perform an invoice run but want to suppress invoices for accounts that have a due amount less
than $0. To achieve this configuration, you can select a modifier ‘Less than or equal to' from the
picklist and specify the amount (Zero in this case).

Override Template  Standard Template Auto Approve Invoices i
Auto Approve Threshold Less than v [[100.00000 Auto Send Invoice Email

Auto Approve Credit Memos " Auto Send Credit Memo Email

Split Invoices By Order Suppress Invoices Less than v 0

Credit Memo Creation Option | None v

The amount you specify must include all applicable taxes.

If you cannot see 'Equal to' modifier in the Suppress Invoices picklist, please refer Custom Settings
to add it to the list.

Scheduling Options

Invoice Runs provide two scheduling options:

Immediate

You can generate ad hoc invoice for any product or service that you do not want automatically
invoiced. Under Invoice Runs > Scheduling Options, select the Run Type as Immediate.

Run Type
* Immediate Scheduled

Invoice Date Type User Defined v

Invoice Date | (4/24/2016  |[ 4/24/2016] Process thru Date . (8/24/2016  |[ 4/24/2016]

Save | | Save & New| Cancel

Field Description

Invoice  You can select any one value from the following:

Date ® User-defined: Choose this value to apply the date of your choice on the

Type invoices.
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Field Description

® Ready for Invoice Date: Choose this value to copy Ready for Invoice Date
from the corresponding Billing Schedules to the Invoice Date on each of the
invoices. Please note that the invoices will be grouped or split by the Ready
for Invoice Date of the processed Billing Schedules.

Invoice  Select the date which you want to stamp on the invoices as the Invoice Creation Day.
Date

Process Billing Schedules with the Ready for Billing Day equal to or less than the date
through  specified in this field will qualify for invoice generation.
date

Scheduled

You can generate invoices in bulk for your customers on a defined schedule. Under Invoice Runs
> Scheduling Options, select the Run Type as Scheduled.

Define values for the fields described in the following table and click Save.

Run Type
Immediate * Scheduled
Schedule Type Weekly v Preferred Start Time MMPM ~ |00 v
Week Day
¥ Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Invoice Date Type User Defined v
Invoice Date Offset +2 v days Process thru Date Offset +4 7 | days
Schedule Run From - [4/24/2016  |[ 4/24/2016 ] Schedule RunTo  12/24/2016 |[4/24/2016]
Save |  Save & New| Cancel
Field Description

Select from one of the following options:
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Field

Schedule
Type

Preferred
Start
Time

Week Day

Invoice
Date

Type

Invoice
Date
Offset

Process
through
date
Offset

Schedule
Run from

Schedule
Run To

102

Description

® Weekly - To perform this Invoice Run every week.

®* Monthly by date - To perform this Invoice Run every month on a specific
date.

®* Monthly by day - To perform this Invoice Run every month on a specific day.

Define the specific hour and minutes of the day when you want to schedule this
Invoice Run.

Select a day of the week when you want to perform the Invoice Run.

You can select any one value from the following:

® User-defined: Choose this value to apply the date of your choice on the
invoices.

® Ready for Invoice Date: Choose this value to copy Ready for Invoice Date
from the corresponding Billing Schedules to the Invoice Date on each of the
invoices. Please note that the invoices will be grouped or split by the Ready
for Invoice Date of the processed Billing Schedules.

From the drop-down menu, select the number of days by which you want to

advance or delay performing the Invoice Run.

From the drop-down menu, select the number of days by which you want to
advance or delay processing the Invoice Run.

Enter the date you want to start this Invoice Run.

Enter the date you want to stop this Invoice Run.
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Select the Schedule Type to Weekly, select Week Day as Monday, Invoice date offset to -1, and
process thru Date offset to +6 days.

The Invoice Run batch will run every Monday picking invoices with Ready for Invoice Date less
than or equal to Saturday.

Separate Invoicing

Apttus Billing Management, by default consolidates assets onto a single invoice. Therefore, if you
add products or make any amendments over time, those will be included a single invoice.

However, you have to option to generate separate invoices for each of the Billing Schedules.

Assume that for an asset, Ready for Invoice Date for 4 Billing schedules is 3/20/2016, 4/20/216, 5
/20/2016 and 6/20/216. Create a new Invoice Run and set Process Through Date as 6/30/2016;
only 1 invoice will be generated.

v
., Invoices (Bill To) New Invoice Invoices (Bill Ta) Help 2

Action Invoice Number Total Invoice Amount Total Due Amount

Edit| Del INV-00001716 $30.00000 530.00000

Now go to Custom Settings> Billing Custom Class and set Invoice Grouping Callback Class
to testinvoicegroupingcallback. After this configuration, the invoices will be segregated on the basis
of Ready for Invoice Date for Billing Schedules.

For the same asset, now 4 invoices will be generated.

., Invoices (Bill To) New Invoice Invoices (Bil To) Help (2

Action Invoice Number Total Invoice Amount Total Due Amount
Edit| Del INV-00001612 §30.00000 $30.00000
Edit| Del INV-00001613 $30.00000 $30.00000
Edit| Del INV-00001614 $30.00000 §30.00000
Edit| Del INV-00001615 $30.00000 $30.00000

Also, we can separate invoices by order, or by location based on the filter options you set on the
Invoice Run. Please refer for more information.

@ Note

If Billing Rule is set to Ready For Billing Date, only one invoice will be generated
irrespective of this configuration.
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Invoice Run Results

After you complete processing an Invoice Run, you can see the results of the Invoice on the
Invoice Run Detail page.

Invoice Run Result Detail Edit | | Delete| | Clone
Invoice Run Result Name  RVBIL583_1000_3 12/15/2015 5:22:13 PM PST Status . Completed
Owner D Apttus Technical Publications
Created By  Apttus Technical Publications Total Accounts Selected 1
Invoice Runid  RVBIL583 1000 3 Callback Status - Taxes were calculated
Schedule Job Id  707Z000000YsEoolAF Total Invoices Generated 3
Accounts with Invoices generated 1 Total Invoices Supressed 0
Accounts Without Invoices Generated 1] Last Modified By Apttus Technical Publications

Invoice Life cycle

The status of an invoice can be

® Draft
® Approved
® Cancelled
DRAFT
Y \/
CANCELLED }4— APPROVED
Y
No
DELETED Invoice Paid?
Yes
Cannot be
Cancelled

The above illustration traces the invoice movement with each stage. The initial stage of an invoice
is Draft. From the Draft stage, an Invoice can be approved or cancelled.
When you cancel an invoice in the Draft state, all Billing Schedules are reset to Pending Billing
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status. You cannot delete an Approved invoice. However an approved invoice, which is unpaid can
be cancelled. Auto-approved invoices can be automatically sent to your account's contact through
email.

Billing Preferences  Billing Schedules Orders Usage Inputs  Invoice Runs  Billing Plans  +
k All ¥ | Edit] Delete | Create New View =5 @
New Invoice | | Change Owner| Approve | Cancel Invoice(s) | Delete [T ) AIB|C|D|E|F|G|H[I[J[K|L|IM|N|O|P|Q|R|S|T|U|V|W|X]|Y|Z|OCther |5
Action Invoice Number + Status Invoice Date Bill To Total Invoice Amount Total Tax Amount
Edit| Del INV-00000262 Draft 5/26/2015 5:00 PM BV Acct 11 $1,320.00000 $0.00000
Edit| Del [NV-00000261 Approved 5/21/2015 5:00 PM DnB Acc 01 $0.00000 $0.00000
Edit|Del [NV-00000260 Approved 5/21/2015 5:00 PM /# D&B for Ravi Demo §0.00000 $0.00000
Edit| Del [NV-00000259 Approved 5/21/2015 5:00 PM DnB Acc 01 $0.00000 $0.00000
Edit| Del INV-00000258 Approved 5/21/2015 5:00 PM D&E for Ravi Demo $0.00000 $0.00000
Edit| Del INV-00000257 Approved 5/21/2015 5:00 PM BV Acct 120 §562.84562 $0.00000
Edit] Del INV-00000256 Approved 5/21/2015 5:00 PM D&B Test Account $0.00000 $0.00000
Edit| Del INV-00000255 Approved 5/21/2015 5:00 PM BV Acct 118 $0.00000 $0.00000
Edit| Del INV-00000254 Approved 5/21/2015 5:00 PM BV Acct 200 $4,005.60802 $0.00000
Edit| Del INV-00000253 Approved 5/21/2015 5:00 PM BV Acct 117 $0.00000 $0.00000
Edit| Del [NV-00000252 Approved 5/21/2015 5:00 PM BY Account 002 $54.83000 $0.00000
Edit| Del [NV-00000251 Approved 5/21/2015 5:00 PM BV Acct 112 $0.00000 $0.00000
Edit| Del INV-00000250 Approved 5/21/2015 5:00 PM BY Acct 82 $91.03548 $0.00000
Edit] Del INV-00000249 Approved 5/21/2015 5:00 PM RY Acct 87 $1,440.00000 $0.00000
Edit| Del IN\-00000248 Draft 5/21/2015 5:00 PM BV Acct 200 $0.00000 $0.00000
Edit| Del INV-00000247 Draft 5/21/2015 5:00 PM BV Acct 200 55467742 $0.00000
Edit| Del INV-00000245 Approved 5/20/2015 5:00 PM BY Acct 89 565.80645 $0.00000
Edit] Del INV-00000245 Draft 5/18/2015 5:00 PM Account Test QA Org $56,069.584186 $0.00000
Edit| Del INV-00000244 Draft 4/13/2014 5:00 PM BV Acct 115 $570.00000 $0.00000
Edit| Del INV-00000243 Draft 4/13/2014 5:00 PM BV Acct 118 $3.035.46085 $0.00000
Edit| Del [NV-00000241 Draft 4/13/2014 5:00 P BV Acct 114 ($30.51613) $0.00000
Edit| Del [NV-00000240 Draft 4/13/2014 5:00 PM BV Acct 111 $1,050.96774 $0.00000
Edit| Del INV-00000239 Draft 4/13/2014 5:00 PM BV Acct 117 $3,000.03226 $0.00000
Edit| Del INV-00000238 Draft 4/13/2014 5:00 PM BY Acct 116 $1,600.25806 $0.00000

Change the Invoice Status

To change the status of an Invoice, click the Invoice Number to go to the Invoice detail page.
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Invoice
INV-00000292
Inveice Detail
Type
Status

Delivery Status
Invoice Number
Location
Due Date

Generate Invoice

Created By

Invoice Date

Total One Time Fee Amount
Bill To

Total Recurring Fee Amount
Total Tax Amount

Total Usage Fee Amount

Related AR Transactions 0] |

Open Activities [0] | Credit Memos [0] |

Edit | | Delete | | Clone Approve Invoice | Regenerate Invoice Attachment

Customize Page | Edit Layout | Printable View | Help for this Page &

Activity Histery [11 | Invoice Line ltems [1] | Notes & Attachments [1]

Delete Invoice | | Cancel Invoice |Generﬂta Invoice Statement | | Send Invoice Email

Standard Owner

Approved
Delivered
INV-00000282

5192016 10:27 AM

Generate

Last Modified By
5M9/2016 10:27 AM Payment Status
£0.00000 Total Due Amount
UNINSTALL Total Fee Amount
$30.00000 Total Invoice Amount
£0.00000 Payment Term
50.00000 Total Discount Amount

Sold To
Days Outstanding

Unpaid

$30.00000
$30.00000
$30.00000

$0.00000
UNINSTALL
0

At the top of the Invoice detail, you can see the action buttons to Approve, Cancel or Delete the

Invoice.

Invoice Detall

You can see the invoices generated for an Account under the Invoices related list on the

Accounts page.

i Invoices (Bill To)

Action Invoice Number
Edit| Del INV-00000013

Edit| Del INY-00000028

New Invoice

Invoices (Bill To) Help ' ?

Click the Invoice Number link to open an invoice. You can view Invoice Detail page from any one
of the two views- Classic and AngularJS.
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AngularJS View

Invoice: INV-00000013 | Approval Status: Approved | Payment Status: Unpaid

Invoice Date - 03-07-2016 Due Date : 03-07-2016 Days Past Due : 112

Due D: INV-00000013 Bill To Ship To Sold To
03073016 Mar 07,2016 - P sumsaylcial
Grazing Goats AS One Time Fees 0.00
Invoice Total 1,700.00 esruiglFezs HUIELL
Credits 0.00 Lol s Dok
Payments 0.00 Misc Fees 0.00
Amount Due 1,700.00 ] LY
Discounts 0.00
Taxes 0.00
Generate Invoice Statement Total 1,700.00
e Mermes
e
Invoice ltem Charge Type Amount Tax Total
Notes and Attachments
11-0000000168 40.00 40.00
Date Type Amount Starting B:
11-0000000169 40.00 40.00
Invoice Creation 1,700.00 0.00
11-0000000170 40.00 40.00
Invoice Creation 1,700.00 0.00
11-0000000171 40.00 40.00
4 2 11-0000000172 40.00 40.00
L.20000001 o
Preview Invoice Attachment I Regenerate Invoice Attachment I Generate Invoice Attachment Send Invoice Email I

Classic View is the default view of Invoice Detail page. To apply AngularJS interface,

1. Go to Setup > Objects > Invoice
2. Under Buttons, Links, and Actions, click Edit next to the View Label.

3. From Override Properties, select Visualforce Page and pick nglnvoiceDetailPage from the
list.

Override Standard Button or Link Help for this Page &)

View

Overriding standard buttons and links changes the meaning of the salesforce.com URL and any calls to that URL such as a salesforce com page, a browser shortcut, or an external
system. You can replace the salesforce.com URL for a standard button or link with a custom s-control or Visualforce Page.

Select the custom s-control or Visualforce Page to use in place of the salesforce com URL for this standard button or link

Override Properties Save | |Cancel

Label  View
Name  View
Default Standard Salesforce.com Page

Override With Mo Override (use default)
Custom S-Control | -None— v
# Visualforce Page | nglnveiceDetailPage [nglnvoiceDetailPage] v
Comment

Save | |Cancel

4. Click Save.

107 Copyright ©2011-2017 Apttus Corporation. All rights reserved.



Billing Management Spring 2017 User Guide - Salesforce Platform

You can now see invoice details in the AngularJS view.

@ Note

Please note this user-interface is still under development and therefore some functions
might not work.

To switch back to the Classic view, set Override With to No override (use default).

Classic View

Invoice

@ INV-0000028

=« Back to List: Apex Jobs

Invoice Detail

Type

Status

Delivery Status

Invoice Number

Location

Due Date

Created By

Invoice Date

Total One Time Fee Amount
Bill To

Total Recurring Fee Amount
Total Tax Amount

Total Usage Fee Amount

Related AR Transactions[d] |

Standard
Approved
Pending
INV-0000028

5232016 11:53 PM

5/23/2016 11:53 PM
50.00000

Tierl Ank
$320.03226
50.00000
$0.00000

Open Activities [0] | Credit Memos[1] |

Edit | | Delete| | Clone | Approve Invoice  Regenerate Invoice Attachment | Generate Invoice Statement | | Send Invoice Email

Delete Invoice

Activity Histery [0] | Inveice Line Items [3] | Notes & Attachments [0

Customize Page | Edit Layout | Printable View | Help for this Page &9

Cancel Invoice | Create Credit Memo

Owner

Last Modified By
Payment Status
Total Due Amount

Total Fee Amount

Total Invoice Amount

Payment Term

Total Discount Amount

Sold To
Days Outstanding

Unpaid

5320.03226
$320.03226
$329.03226

50.00000
Tierl Ank
0

Let us understand what each of the fields on Invoice Details means,

Field

Type

Status

Description

The default Invoice Type which is Standard.

The stage at which the invoice is in the entire process. An invoice can move to

three statuses: Draft, Approved or Cancelled. For more information, please refer

Delivery
Status

'‘Delivered'.
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The status of invoice email delivery. The status is 'Pending' if the invoice is not
delivered. If the invoice email is sent successfully, the status changes to
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Description

A unigue number which serves as identification for the invoice.

For invoice numbering, you can either use a standard Salesforce field or add a
custom field by modifying the page layout. For details on custom numbering,
please refer

The date by when this invoice should be paid by the customer.

The sum of all charges and applicable taxes associated with this invoice.

Please note that due to the precision configuration, the Total Tax Amount might
differ from the sum of Tax Amount on the Invoice Line Items.

The Tax amount derived from aggregating the tax amount on each invoice line
item.

The number of days taken to collect the revenue from the invoice due date.
If you manually or automatically approve an invoice, any error during custom
numbering or tax callback will be shown here. The status can be either "Custom

Numbering Error" or "Tax Calculation Error".

The details of exactly what went wrong during custom numbering or tax callback
execution.

Invoice objects contain Bill To Address, Ship To Address, and Sold To Address details.

® Bill To Address: The Billing Address of the Bill To account is used as the Bill To address
of the invoice.

® Ship To Address: If all the invoice line items have the same Ship To account, the Ship To
account of all the invoice line items is used as the Ship To account of the Invoice.

The Shipping Address of the Ship To account is used as the Shipping Address of the
invoice. If there is no Shipping Address associated with the Ship To account, the Billing
Address of the Ship To account is used. If there is no Billing Address associated with the
Ship To account, it is left blank.
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If all the invoice line items do not have a Ship To account, The Ship To account of the
invoice is left blank. The Shipping address of the Bill To Account is used as the Shipping
Address of the invoice. If there is no Shipping Address associated with the Bill To account,
the Billing address of the Bill To account is used.

If all the invoice line items have different Ship To accounts, the Ship To account and the
Shipping Address of the invoice it is left blank.

If you have mentioned different Ship To accounts, the system will leave the Ship To address
as blank.

Sold To Address: If all the invoice line items have the same Sold To account, the Sold To
account of all the invoice line items is used as the Sold To account of the invoice.

The Billing Address of the Sold To account is used. If there is no Billing Address
associated with the Sold To account, the Sold To account and the Sold to Address is left
blank.

It is left blank if all the invoice line items have different Sold To accounts or there are no
Sold To accounts associated with all the invoice line items.

@ Note

An Address is not considered valid if the Street field is missing in the address.

You can perform following actions on an invoice:

110

® Approve Invoice: The initial status of an invoice is Draft. The moment you click Approve

Invoice, the invoice moves to Approved state. Similarly, you can Cancel or Delete an
invoice. Please see for detalils.

Regenerate Invoice Attachment: To regenerate Invoice document, click Regenerate
Invoice Attachment. The invoice document will be available as an attachment under Notes
& Attachment related list.

If Custom Invoice Numbering is activated, the Invoice document name will have the format - '
Custom Invoice Number'_'Template Name' Date. If not, the document name will consist
of the Salesforce Auto Number.

Send Invoice Email: To email this invoice, click Send Invoice. The Delivery Status will
change from Pending to Delivered after the invoice is emailed to the contact. Please see
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® Generate Invoice Statement: To generate an invoice statement that lists all purchases till
the specified date, click Generate Invoice Statement. Please see

® Create Credit Memo: To generate a Credit Memo manually from the invoice, click Create
Credit Memo. Please see

You can also check the Activity History related list on this page to track the email activities for
this Invoice. Check out to turn off the activity tracking.

Invoice Line Items

You can also see the Invoice Line Items related list under Invoice. Each Invoice Line Iltem
represents the purchased product and its price. Invoice Line Items together form an Invoice.

Invoice Line Items New Invoice Line Item Invoice Line ltems Help |2
Action Line Item Id Start Date End Date GQuantity Type Amount
Edit| Del 10000000643 112016 1/31/2016 1.00000 Confracted §10.00000
Edit| Del [-0000000644 212016 2/29/2016 1.00000 Confracted £10.00000
Edit| Del [1-0000000645 312016 30312076 1.00000 Confracted §10.00000
Edit| Del |1-0000000646 4112016 4/30/2016 1.00000 Contracted £10.00000
Edit| Del 11-0000000647 5M1/2016 5/31/2016 1.00000 Confracted $10.00000
Show 5 more » | Go o list (12) =

Click Invoice Line Item Id to open the Invoice Line Item Detail page.

Invoice Line Item Detail Edit | | Delete | Clone

Taxable 7 v
Tax Amount  $30.00000
Location
Tax Inclusive 7
LineltemId  [I-0000000G68
Invoice  INW-00000085
Created By Last Modified By

Edit | | Delete | Clone

Let us understand what each of the fields on Invoice Line ltem Detail means,

Field Description

Taxable Indicates if the purchase represented by the line item is taxable.

Tax The amount of tax on the purchase associated with an individual invoice line item.
Amount  This amount is aggregated to show the Total Tax Amount on the Invoice.
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Field Description

Location The location of the associated Account.

Tax Indicates if the fee includes a tax amount.

Inclusive

Line A unique number for each Invoice Line Item identification.
Item Id

Invoice  ID which this invoice line item is a part of.

Invoice Line ltem contains Bill To Address, Ship To Address, and Sold To Address details.

® Bill To Address: The Billing Address of the parent invoice is used as the Bill To Address
for the invoice line item.

® Ship To Address: The account mentioned as the Ship To account in the invoice is used as
the Ship To account of the Invoice line Item. The Shipping Address of the Ship To
account is used as the Shipping Adress of the Invoice Line Item. If the Shipping Address of
the Ship To account is missing, the Billing Address of the Ship To account is used. If there
is no Billing Address associated with the Ship To account, it is left blank.
If you have not mentioned any account in the Ship To field, the system will leave the Ship
To account and Ship To address as blank.

® Sold To Address: The Sold To account mentioned in the Invoice is used as the Sold To
account of the Invoice Line Item. The Billing Address of the Sold To account is used as
the Sold To address for the invoice line item. It is left blank if there is no Billing Address with
the Sold To account or there is no account mentioned in the Sold To field.

@ Note

An Address is not considered valid if the Street field is missing in the address.

Generating an Invoice Statement

An invoice statement incorporates amounts owed from past invoices till the specified date. An
Invoice Statement Template includes the current outstanding balance owed by your customer and
that amount includes all of the A/R transactions related to that invoice. For instance, one of your
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customers requires an updated statement of all the purchases they have made with the amount
paid to date, and the total remaining invoice balance. To fulfill this requirement, you can go to the
last generated invoice for this customer account and generate an Invoice Statement.

You can generate an Invoice statement from the Invoice Detail page.

Before generating an invoice statement, you will need a template to base the Invoice statement on.
You will also have to create a new picklist of type Invoice Statement for the Type field of the
Template object. You must then edit the Additional Information section of the customer Account or
Account Location to include the Default Invoice Statement Template.

w Additional Information

Type Active

Industry Billing Day Of Month 1st of the Month
Billing Preference Default Invoice Template
Payment Term Tax Certificate

Tax Exempt ? Mo

Employees

Default Invoice Statement
Template

Annual Revenue

Description

Tax Exempt Status

To generate an Invoice Statement for a customer account

1. Select the last invoice you generated for the specific customer account.

Invoice

£ INV-00000662

Open Activities [01 | Invoice Line Items [3] | Related &R Transactions [1] |

Edit | | Delete | Clone | | Approve Invoice

Invoice Detail
Il Generate Invoice Statement

2. Click Generate Invoice Statement.
3. In the Notes and Attachments section, click the latest attachment.

4. On the Attachment detail page, click View File.
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Scheduling Invoice Email Delivery

You can use the Apex Scheduler to run InvoiceEmailDeliveryScheduler class to schedule email
delivery of invoices on a regular basis. Invoices that are not auto-approved, cannot be emailed as
part of the Invoice Runs. You might also not want to email invoices as soon as they are generated.
For sending such invoices through email, you can schedule this batch job to run at a weekly or
monthly frequency.

SCheduIe Apex Help for this Page &

Schedule an Apex class that implements the 'Schedulable’ interface to be automatically executed on a weekly or monthly interval.

Save | Cancel

Job Name |InvoiceEmaiI_ScheduIe

Apexiiass IInvoiceEmaiIDe\iverySchedul Q)

Schedule Apex Execution

Freaueney ek Recurs every week on
Monthly

sunday

| Monday
Tuesday
Wednesday

| Thursday
Friday
Saturday

start | 3/21/2016 [3/21/2016]

E

=l

d |4.-’21.-'201? [3/21/2016]
Preferred Start Time I 11:00 PM v

Exact start ime will depend on job queue activity.

Save | Cancel

1. Go to Setup, enter Apex Classes in the Quick Find box, select Apex Classes (under
Develop), and then click Schedule Apex button located at the top.

2. Enter Job Name.
3. From the Apex Class lookup, select InvoiceEmailDeliveryScheduler class.
4. Under Schedule Apex Execution, specify how often the Apex class should run.

a. For Weekly—Select one or more days of the week for the job to run (such as Monday
and Thursday).

b. For Monthly—Select either date or day of the job to run (such as second Monday of
every month).

5. Enter the Start and End dates for the Apex scheduled class.
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6. Specify a Preferred Start Time.

7. Click Save.

Sending an Invoice Email

You can email approved invoices in three ways:
® Auto send email as part of Invoice Runs
¢ Send email manually from the Invoice Details page
® Schedule a batch job

You can automatically send approved invoices through email as part of the Invoice Runs.
However, if you want to manually email an invoice in your preferred format, you can do so from the
Invoice Details page.

If there are a lot of invoices that you want to send through email which were somehow not sent via
the Invoice Runs, you can schedule a batch job instead; please refer

. Check out to know how you can auto send Invoice
Email.

Pre-requisite
1. Select Generate Invoice Documents from

2. Perform the configuration required for Invoice PDF generation from

3. Add document and email templates at the Account level from the fields Set Invoice Email
Template and Set Default Invoice Template. Refer for more information.

4. You must have an Invoice document available under the Notes & Attachments related list.
If not, click Regenerate Invoice Attachment to generate an Invoice document.

Go to the Invoice Details page of an Invoice and click Send Invoice Email.
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Invoice

Customize Page | Edit Layout | Printable View | Help for this Page &
Open Activities [0] | Activity History [0 | Invoice Line ltems [5+] | MNotes & Attachments [0]

Edit | | Delete | Clone | | Approve Invoice | Regenerate Invoice Attachment | | Generate Invoice Statement

Invoice Detail
Delete Invoice | | Cancel Invoice | | Send Invgice Email

Type  Standard ﬂ Owner
Status  Approved
Delivery Status  Pending
Invoice Number  [NV-00000030
Due Date . 3/1/2017 11:23 PM

Generate Invoice

Generate
Created By Last Modified By
Invoice Date ~ 3/1/2017 11:23 PM Payment Status  Unpaid

Total One Time Fee Amount . $0.00000 Total Due Amount . §1,800.00000

Bill To  DSO17 Total Fee Amount  §1,800.00000

Total Recurring Fee Amount 51 800.00000 Total Invoice Amount - §1.800.00000
Total Tax Amount §0.00000 Payment Term

Total Usage Fee Amount S0.00000 Total Discount Amount & $0.00000

Sold Te  DSO17
Days Outstanding 35

Next, please select the email attachment template which you want the apply to the invoice.

Invoice
Send Email
Send Invoice Email Send Email | | Cancel
Invoice Email Template MR_Template v Invoice Number  [NV-00000028
Bill Te = Grazing Goats AS Location
¥ Select Email Attachment(s)
File Name Content Type Created Date
INV-00000028_Doc_Template_AS_2016-03-13 pdf application/pdf 3/13/2016 11.06 FM
INV-00000028_Doc_Template_AS_2016-03-12.doc application/msword 3M12/2016 1212 AM
Send Email | | Cancel

1. Select a template from the Invoice Email Template picklist. This lists all the available
templates in the system.

2. Select an Email Attachment. The listed files are the generated invoices available under the
Notes & Attachments.

3. After selecting the options, click Send Email.

The invoice email is sent to the configured email address on Account. To know more on the email
address configuration, please refer on Accounts.
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Credit Memo

During financial transactions, you might need to provide credit to the customers for
accommaodating situations where goods are returned, there is a pricing dispute or where the buyer
is not required to pay the full amount of the invoice. In such cases, you can issue a Credit Memo to
store the credit balance and offset it against a transaction.

A Credit Memo is a legal document that states the credit balance. The Credit Memos can be
issued to counterbalance current invoices or apply to future invoices.

@ Note

You can create a Credit Memo only when you have already invoiced your customer. Also
when issuing a credit memo against an invoice, you must ensure that you issue it for the
same amount or amount lower than the total amount of all the invoices in the billing
schedule for an asset.

Let us take a couple of scenarios to understand the concept of Credit Memos.

Scenario 1: The credit amount is less than or equal to the invoiced amount

If the credit amount is less than the invoiced amount, the credit is calculated from the same
invoice.

For example, your customer purchased a product 'CloudStream' with a base price $100 for 6
months. Therefore each Billing Schedule would carry an amount of $100 spread across 6 months.
You've invoiced the customer for $600 in advance.

Now due to a price downgrade ($10) effective from the 3rd month you have to amend the product
price. Post-amendment, the existing Billing Schedules are revised to $90 from 3rd month onward.
On comparing the old and new Billing Schedules, you can deduce that $40 needs to be credited
back to the customer's account for the last 4 months owing to the downgrade. So you must issue a
Credit Memo document which has a total amount of $40.

Scenario 2: The credit amount is greater than the invoiced amount

If the credit amount exceeds the invoiced amount for which it was credited, the maximum possible
amount is credited from the corresponding invoice. The remaining amount is credited from all the
invoices in the billing schedule, starting from the first invoice.
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For example, your customer purchased a product 'CloudStream' with a base price $100 for 3

months. Therefore each Billing Schedule would carry an amount of $100 spread across 3 months.
You've invoiced the customer for $300 in advance.

Now, let's assume that for the billing schedule BS1, a direct credit memo of $65 was created and
for the billing schedule BS2, a direct credit memo of $80 was created. After credit memos are

generated and approved, the amount remaining in BS1 is $35 and in BS2 is $20.

Billing

Schedule

BS1

BS2

BS3

Start
Date

3/1

12017

4/1

12017

5/1

12017

End
Date

3/31
12017

4/30
/2017

5/31
12017

Fee Status
Amount

100.00 Invoiced
100.00 Invoiced
100.00 Invoiced

Is

Debit
Superseded? Schedule

Available

Credit

35.00

20.00

100.00

Now if you amend the contract and reduce the rate of the asset to $70 per month, you will have to
provide your customer with a $30 credit for each billing schedules. After the contract is amended

and the renewed quote/proposal is accepted, a new order is created. Once the order is activated,
new billing schedules are generated as mentioned in the following table:

Billing

Schedule

BS1

BS4

BS2

BS5
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Start
Date

3/1
12017

3/1
12017

4/1
12017

End
Date

3/31
12017

3/31
12017

4/30
12017

Fee Status

Amount

100.00 Invoiced

-30.00 Pending
Billing

100.00 Invoiced

-20.00

Is
Superseded?

Yes

Yes

Debit

Available

Schedule Credit

BS1

BS2

0.00

0.00
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Billing Start End Fee Status Is Debit Available
Schedule Date Date Amount Superseded? Schedule Credit
4/1 4/30 Pending
/2017 /2017 Billing
BS6 4/1 4/30 -5.00 Pending BS1
/2017 /2017 Billing
BS7 4/1 4/30 -5.00 Pending BS3
/2017 /2017 Billing
BS3 5/1 5/31 100.00 Invoiced Yes 65.00

/2017 /2017

BS8 5/1 5/31 -30.00 Pending BS3
/2017 /2017 Billing

® You need to invoice the billing schedules, for the credit memos to get generated.

For BS4, $30 credit is calculated from BS1 which had $35 amount. For BS5, only $20 credit is
calculated from BS2 as only $20 is available in this billing schedule. For the remaining $10, the
system starts calculating from the first billing schedule, which is BS1. As BS1 has only $5 left, a
billing schedule BS6 is created with an amount of $5 with BS1 as the debit schedule. The
remaining $5 credit is calculated from BS3. For BS8, $30 credit is calculated from BS3.

Check out how you can generate Credit Memo documents from the section

Generating Credit Memos

There are two ways to generate a Credit Memo,
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Pre-requisite

® Create a Credit Memo Template and a Credit Memo Email Template. Add these
templates on Account or Account Location.

® Goto Setup > Custom Settings > Billing System properties and check the Generate
Credit Memo Documents to generate Credit Memos in DOC, DOCX, PDF or RTF format.
Refer, for other key settings.

® Goto View Object from the Credit Memo object. From Buttons, Links, and Actions, edit
New label. Add a VF page ‘SetAccountDefaultCMTemplate’ to set the default Credit memo
template.

From Invoice

You can generate a direct Credit Memo for an Invoice, where each Credit Memo Line Item will
have a reference to the source Invoice Line ltem. Please note that a Credit Memo Line Item will
always have a one-to-one relationship with the Invoice Line Item.

Invoice |

Invoice Line Items |

Credit Memo

You can create a Credit Memo manually against an Invoice from the Invoice Detail page. You must
add a Create Memo Email Template on the Account, confirm the before going
further.
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L Invoice
(. INV-00000343

Customize Page | Edit Layout | Printable View | Help for this Page
Related A/R Transactions[0] | Open Activities [0] | Credit Memos [0l | Activity Histery [3] | |nveice Line Items 1] | Motes & Attachments [0

Edit | Delete | Clone | Approve Invoice | Regenerate Invoice Attachment | | Generate Invoice Statement| | Send Invoice Email

Invoice Detail
Delete Invoice | | Cancel Invoice | | Create Credit Memo

Type  Standard Y Qwner
Status . Approved
Delivery Status Fending
Invoice Number  INV-00000343
Location
Due Date 5232016 1:41 AM

Generate Invoice | Geperate

Created By Last Modified By
Invoice Date  5/23/2016 1:41 AM Payment Status . Unpaid

Total One Time Fee Amount . $0.00000 Total Due Amount . $20.00000

Bill To 878 Total Fee Amount  $20.00000

Total Recurring Fee Amount . $20.00000 Total Invoice Amount . $20.00000
Total Tax Amount  $0.00000 Payment Term

Total Usage Fee Amount  $0.00000 Total Discount Amount  $0.00000

Sold Te 878

Days Qutstanding 0

Edit |Delete | Clone | Approve Invoice | Regenerate Invoice Attachment | | Generate Invoice Statement| Send Invoice Email

Delete Invoice | | Cancel Invoice | | Create Credit Memo

1. Click Create Credit Memo button located at the top of the page.

ir\, Credit Memo

Credit Memo Creation Create Credit Memo | | Redirect to Credit Memo | | Cancel
Invoice . INV-00000369 BillTo . Tierl Ank
Location Status Diraft v
Reason Code Write OFf from Invoice ¥ Description

Total Credit Amount  5100.00000

Invoice Line Item Asset Line ltem Total Amount Available Credit Amount Linked Credit Memo Line ltems Credit Amount
1-0000001094 MR _SFQ BFM SA 2067.74194 1374.19355 CMI-00000236 0.0
1-0000001095 MR _SFQ BFM SA 4000.00000 2000.00000 CMI-00000237 0.0

# 110000001096 MR SFQ BFM SA 4000.00000 3200.00000 100.0
1-0000001097 MR _SFQ BFM SA 4000.00000 3200.00000 0.0
1-0000001098 MR SFQ BFM SA 4000.00000 3200.00000 0.0
1-0000001099 MR _SFQ BFM SA 4000.00000 3200.00000 0.0

2. The Invoice Line Items corresponding to the Invoice are populated along with their available
Credit Amount.
Select Invoice Line Item(s) and enter the Credit Amount to offset against the Total Amount.
Please note that you cannot specify a Credit Amount that exceeds the Available Credit
Amount for a single Invoice Line Item. Also, the individual Credit Amount from Invoice Line
Items is aggregated to display the Total Credit Amount.

m
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Note

If you forgot to add a Credit Memo template at the Account level, the moment you
click Create Credit Memo, you will see a warning ‘Could not find suitable credit
memo template.' This indicates that Credit Memo is created but the document is not
because of the unavailability of a template. Go to the related Account, add a Credit
Memo template and then click Redirect to Credit Memo. This action will take you
to the Credit Memo detail page from where you can regenerate the Credit Memo by
clicking Regenerate Attachment.

3. After you are done adding the Credit Amount, click Create Credit Memo.

Credit Memo Line Items New Credit Memo Line ltem Credit Memo Line ltems Help (2

Action Line Item Id Amount Invoice Line ltem Quantity Status Tax Amount  Type Bill To
Edit| Del CMI-00000242 $89.03226 [1-0000001107 1.00000 Approved $0.00000 Contracted Tierl Ank
Edit| Del CMI-00000243 §120.00000 [-0000001108 1.00000 Approved 50.00000 Contracted Tierl Ank

A Credit Memo is created with Credit Memo Line ltems that hold information of the source Invoice
Line Items.

Through Invoice Runs

You can generate Credit Memo automatically as part of the Invoice Runs. As shown in the
following diagram, positive Billing Schedules are picked to generate Invoices and the negative
ones translate to Credit Memos.

Billing Schedules ‘ + | - ‘ + | - ‘ + ‘

Invoice ‘ Credit Memo :

Invoice Line Items ‘

Apttus Billing Management offers three different ways for automatically generating Credit Memos
as part of the Invoice Runs:

¢ Single Credit Memo for Negative Invoice
® Separate Credit Memo for Each Negative Billing Schedule

® Single Credit Memo for all Negative Schedules per Invoice
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Override Template
Auto Approve Threshold
Auto Approve Credit Memos

Split Invoices By Order

Credit Memo Creation Option

Standard Template Auto Approve Invoices @ [#
Less than * ||1.000.00000 Auto Send Invoice Email 7
o Auto Send Credit Memo Email 7
Suppress Invoices Less than -

0

Single Credit Memo for all Negative Schedules per Invoice ¥
[None

Single Credit Memo for Negative Invoice

Separate Credit Memo for each Negative Schedule

Single Credit Memo for all Negative Schedules per Invoice

Let us assume that Company A purchases Product A (priced at $100) for 6 months starting in Jan
(01/16). Company A paid a total amount of $400 upfront while signing the contract. The product is
billed monthly, distributing the amount across 6 months. The Billing Schedules would be similar to

the following table:

Product Amount Effective Period Billing Status

Product A $100

$100

$100

$100

$100

$100

Jan Invoiced
Feb Invoiced
March Invoiced
April Invoiced
May Pending Billing
June Pending Billing

Within a month, Company A decides to switch from Product A's Primary service to the Secondary
service and therefore product's price per unit is reduced by $50 with effect from Feb. Because
couple of schedules are already invoiced, the new Billing Schedules will supersede the older ones
and carry a Credit of $50 each.

Product Amount Effective Period Billing Status

Product A  $100

-$50

123

Feb Invoiced

Feb Pending Billing
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Product Amount Effective Period Billing Status

$100 March Invoiced
-$50 March Pending Billing
$100 April Invoiced
-$50 April Pending Billing
$50 May Pending Billing
$50 June Pending Billing

We will see how Credit Memos are generated using each option on the Invoice Run:

124

® Single Credit Memo for Negative Invoice

Select this option to generate a single Credit Memo against a negative invoice amount.
The way it works is that during Invoice Run, the negative and positive Billing Schedules are
net out to give the Total Amount. If the Total Amount is negative, Credit Memo is generated
else Invoice is generated. For the above example,

Total Positive Billing Total Negative Billing Total Invoice
Schedules Schedules Amount
$100 -$150 -$50

The Total Invoice Amount is negative and therefore a Credit Memo will be generated.

Separate Credit Memo for Each Negative Billing Schedule

Select this option to generate a separate Credit Memo for each negative Billing Schedule
. Each Credit Memo will carry the reference of a source negative Billing Schedule. For the
above example, four Credit Memos each with a value of -$50 will be generated.

Credit Memo Id Amount

CM1 $50
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Credit Memo Id Amount
CM2 $50

CM3 $50

¢ Single Credit Memo for all Negative Billing Schedules per Invoice
Select this option to generate a single Credit Memo grouping all negative Billing
Schedules per invoice. You can generate multiple invoices using Invoice Run. Each of
these invoices can have multiple negative Billing Schedules and and the same number of
Credits as well. This option gives you a single Credit Memo which totals all negative Billing
Schedules that are part of an invoice.

Credit Memo Id Amount

CM1 $150

@ Note

Credit Memo Creation Option is manadatory to generate credit memos.

You can also email Credit Memos directly as part of the Invoice Runs by selecting the Auto Send
Credit Memo Email option.

To generate a Credit Memo directly from an Invoice, refer

Credit Memo Detalil

You can see the Credit Memos generated for Account under the Credit Memo related list on the
Accounts page.
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Credit Memo

“& CM-00000149

Customize Page | Edit Layout | Printable View | Help for this Page &

Credit Memo Line Hems [41 | Destination Related AR Tr. 1 | Source Related AR Tr: (Source Credit Memo Id) (01 | Credit Memo Tax Breakups [01 | Approval History 107 |

Notes & Attachments (01

Credit Memo Detail

Edit | | Delete | | Clone || Approve Credit Memo | Regenerate Attachment| | Send Email | Cancel Credit Memo | | Delete Credit Memo

Credit MemoId  CM-00000149 Owner
Bill To 813c Billing Street
Credit Amount §105.00000 Billing City
Credit Memo Date  5M18/2016 Billing State
Applied Amount 0 00000 Billing Postal Code
Status Approved Billing Country
Payment Status  Uncredited Invoice Run Resultld  913cc 5182016 8:30:22 AM PDT
Reason Code . Write Off from Invoice Total Tax Amount . §0.00000
Delivery Status Pending Total Credit Amount $105.00000
Description
Invoice
Location

Generate Credit Memo Generate

Created By Last Modified By

Edit | | Delete | | Clone | | Approve Credit Memo | Regenerate Attachment| | Send Email | Cancel Credit Memo | | Delete Credit Memo

Credit Memo Line [tems New Credit Memo Line Item Credit Memo Line ltems Help 2

Action Line Item Id Amount Invoice Line tem Quantity Status Tax Amount Type Bill To
Edit| Del CMI-00000205 512000000 [-0000000993 1.00000 Draft 50.00000 Contracted 8913c
Edit| Del CMI-00000208 ($5.00000) 1.00000 Draft $0.00000 Contracted 913c
Let us understand what each of the fields on Credit Memo mean,
Field Description
Name
Bill To The account to which this Credit Memo is issued.
Credit The total amount to set off against a balance from invoice or other transactions.
Amount
Credit The Credit Memo creation date.
Memo Date

Applied The amount reconciled against an invoice or other transactions. If the Credit

Amount Amount is $100 and you paid off $30, the Applied Amount will be $30.

Status Approval status of the Credit Memo whether Draft, Cancelled or Approved.
Payment Payment Status of the Credit Memo whether Uncredited, Credited or Partially
Status Credited.
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Field Description

Name

Reason The reason for generating this Credit Memo. It could be any one from the

Code following- Write off from Invoice, Refund, Billing Error or Goodwill Service Credit.
Delivery Status to track the Credit Memo Delivery; Pending or Delivered.

Status

Description Description or notes on why Credit Memo is created.

Invoice The Invoice ID to which this Credit Memo corresponds to.

Location The Account Location which this Credit Memo corresponds to.

Invoice This Id is automatically populated if Credit Memo is generated as part of the
Run Invoice Run.

Result Id

Total Tax The Tax amount if any.
Amount

Total The Total Credit Amount which is an aggregation of Credit Line Item Amount.
Credit
Amount

You can perform following actions on a Credit Memo:

® Approve, Cancel and Delete - Initially Credit Memo is in the Draft stage. From the Draft
stage, a Credit Memo can be Approved or Cancelled. You can delete only a cancelled
Credit Memo. On selecting Auto Approve Credit Memos on the Invoice Run, resulting
Credit Memos will be in the Approved stage.

You can cancel Approved, Unpaid Credit Memos in case of any ambiguities or
disagreements on the Credit Amount. However, Credit Memos that result from a set of
superseded Billing Schedules cannot be Cancelled.

® Regenerate Attachment - For regenerating a Credit Memo document, use Regenerate
Attachment action.
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® Send Email - To email a Credit Memo manually, click Send Email. For details, refer the
section

You can also check the Activity History related list on this page to track the email activities for
this Credit Memo. Check out to turn off the activity tracking.

Activity History Log a Call| [Mail Merge| | Send an Email | | View All Activty History Help (2

Action  Subject Name Task Due Date Assigned To Last Modified Date/Time
JEFY WRITER v 71522016 7152016 8:22 AM

Edit| Del Email Credit Memo for

Edit| Del Emal o JEFY WRITER v 711522016 71152016 8:14 AM
v 71522016 71152016 8:08 AM

Edit| Del Gens

Sending Credit Memo Email

You can automatically email Credit Memo as part of Invoice Runs. Refer, to
know which field triggers the auto email.

For sending Credit Memo manually through emails, you can access the Credit Memo Detail page.

Pre-requisite

1. Select Generate Credit Memo Documents from

2. Add Credit Memo document and email templates at the Account level from the fields Set
Credit Memo Email Template and Set Default Credit Memo Template. Refer
for more information.

3. You must have Credit Memo document available under the Notes & Attachments related
list. If not, click Regenerate to generate a Credit Memo document.

After ensuring the templates are defined, go to the Credit Memo Detail page of a Credit Memo and
click Send Email.
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Credit Memo

& CM-00000181

Credit Memo Detail
Credit Memo Id
Bill To
Credit Amount
Credit Memo Date
Applied Amount
Status
Payment Status
Reason Code
Delivery Status
Description
Invoice
Location

Generate Credit Memo

Created By

Credit Memo Line Items [2] | Destination Related A/R Transactiens [1] | Source Related A/R Transactions (Source Credit Memo Id} [0] | Credit Memo Tax Breakups [J] |

Customize Page | Edit Layout | Printable View | Help for this Page &3
Approval History [07 |

Motes & Attachments (01

Edit | | Delete | | Clone | | Approve Credit Memo | | Regenerate Attachment Sendn Email | | Cancel Credit Memo |  Delete Credit Memo
CM-00000181 Owner @
Tierl Ank Billing Street 4901 Heavner Court
$200.03226 Billing City VAN
52412016 Billing State  West Virginia
$0.00000 Billing Postal Code 3208711
Draft Billing Country  USA
Uncredited Invoice Run Result Id
Refund Total Tax Amount  $0.00000
Fending Total Credit Amount 520903226
INV-00000370

Generate

Last Modified By

Next, select a Credit Memo Template from the list.

Credit Memo

<% Send Email

Send Credit Memo Email

CM-00000181_AS_CreditMemo_2016-05-24 pdf

Send Email | | Cancel

Credit Memo Email Template AS CreditMemoEmail v Credit Memo Id
BillTo  Tierl Ank Location
File Name Content Type

< CM-00000181_AS_CreditMemo_2016-05-24 pdf application/pdf

application/pdf

Send Email | Cancel

CM-00000181

Created Date
5/24/2016 11:51 PM

5/24/2016 11:47 PM

Select an Email Attachment from the list. The listed documents are generated Credit Memo
documents under Notes & Attachments. Click Send Email after finalizing the selection.

The email for Credit Memo is sent to the configured email address on Account. To know more on

the email address configuration, please refer

on Accounts.

Related AR transactions

Apttus Billing Management communicates with third-party secure payment gateways to receive the
payment information on invoices.
When customer receives an invoice and pays using any third-party payment solution, the payment
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detail such as amount, mode, date and other information is passed on to the Apttus Billing
Management System and registered as a related A/R transaction corresponding to that transaction
type. Transactions can be of different types like payment, invoice, credit memo, refunds etc. In
order to handle a variety of transactions, A/R Transaction object is categorized into

® Source Related A/R transactions
® Destination Related A/R Transactions

The aim is to have many to one relationship between the Source and the Destination transactions.
For example, there can be multiple sources like Credit Memo or Payment which are issued against
an invoice which is the destination object. Therefore, whenever a new invoice is generated, a
Destination Related A/R Transaction (under Invoice related list) is created.

For payment against an invoice, a Source Related A/R of the type Payment is added under the
invoice related list. If you issue a Credit Memo against an invoice, a Source Related A/R of the
type Credit Memo is added under the invoice related list.

Following illustrations would help you understand how this works.

Invoice ID- INV101

Source A/R
Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
ID

Destination A/R

Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
ID
Invoice ] $1200 INV-101

Creation

After Applying a Credit Memo of $500

Source A/R
Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
ID
Credit Memo $800 $300 INV-101 CM1-01

Destination A/R

Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
ID
Invoice S0 $1200 INV-101
Creation
Credit Memo $1200 $700 INV-101 CM-101

Related A/R Transaction Entry on the Invoice Object
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The above diagram shows the Related A/R Transactions entry on the Invoice object. Please note
that the Source and Destination A/R entries are updated on creation and payments.

{ ]
Source A/R

Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
ID

Destination A/R

Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
ID

Credit Memo S0 $800 CM-101
Creation

After Applying to an Invoice

Source A/R
Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
ID
Credit Memo $1200 $700 INV-101 CM-101

Destination A/R

Txn Type Starting Ending Balance  Source Invoice Destination Source Destination Source Credit Destination
Balance ID Invoice ID Payment ID Payment ID Memo ID Credit Memo
1D
Credit Memo S0 $800 CM-101
Creation
Credit Memo $800 $300 INV-101 CM-101

Related A/R Transaction Entry on the Credit Memo Object

Source and Destination entries for A/R transactions help you track payments made using different
payment modes.

The Starting and Ending Balance will keep changing as the payments are realized and
transactions are synchronized. For example, you are a Billing Operations Manager and want to
generate an invoice for a customer whose starting balance is $2,000.00. When you generate an
invoice for this customer, Apttus Billing Management automatically creates an Accounts
Receivable transaction related to this invoice, and sets the Starting Balance as zero and Ending
Balance as $2,000.00. If customer performs a partial payment and pays only $500.00, the
Starting Invoice Balance will be $2,000.00 and the Ending Invoice Balance will be $1,500.00.

The third-party payment systems would interact with the Apttus Billing Management and mark or
update an entry in the related A/R transaction, confirming that the payment is made. Related A/R
transactions help you track, measure, and record incoming payments, credits, debits, and refunds.
Apttus Billing Management web-service can be used to update the A/R transactions for integration.
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Please go through the following table to know about the fields available on the Related A/R

Transactions:

Field

Txn Id

Transaction Type

A/R Impact Amount

Created Date

Starting Invoice Balance

Ending Invoice Balance

Txn Amount

Transaction Number

Transaction Effective Date

Source Invoice/Credit Memo
/Payment/Credit Memo

Destination Invoice/Credit Memo
/Payment

132

Description

Transaction Id of the Related A/R Transaction.

Type of transaction such as Invoice Creation, Credit
Memo or Payment.

Payment done by the customer in the currenct
transaction.

The date when related A/R transaction is created.

The Invoice Balance before applying the transaction.

The Invoice Balance after applying the transaction.

Payment done for the current transaction. Same as A/R
Impact Amount.

Auto-generated number to identify a transaction.

The date of transaction. This can be updated to have
back-dated or future date.

The object to which the payment is applied.

The object from where the payment originated.
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Managing Assets

After you finalize a proposal and accept a customer’s order, you can activate purchased orders as
the customer’s assets. Every time you create an asset based order, you must already have assets
installed on the account. You must create a new quote to cancel or amend each Asset Based
Order.

You can begin creating an Asset Based Order by creating a quote on the account that contains the
installed products or assets. After you create the quote, go to product cart, click Installed Products
, and select one of the following actions:

®* Renew

® Terminate
® Swap

® Change

Each action results in a change in the existing Billing Schedule, Invoice Status, and the Bill
Cycle Start and End Date for that asset line item or Installed Product.

Let's first understand the impact of each asset action on the status of the Invoice. The following
table lists the Invoice Status resulting from asset actions on different states of the Billing Schedule.

Original Billing Asset New Billing Invoice Status
Schedule Action Schedule

Status Status

Invoiced and Terminate Superseded  Draft Obsolete or
Not Approved

Pending Billing — if the End Period Date is
before the effective date of cancellation or

amendment.
Invoiced and Terminate Cancelled Invoiced Cancelled
Approved
Pending Swap Pending Draft
Invoiced Billing
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Renewal of an asset will impact the Billing Schedules because the asset Start Date and End Date
will change. On renewal, the Asset Status will change to Renewed on the Asset Line Item. New
Billing Schedules will be created based on the New Start Date and End Date.

When you change an asset, you can update values for fields such as the Net Price and Selling
Term. Apttus Billing Management, by default assigns the Start Date of the Asset Line Item to the
effective date of the change.

Every changed or amended order has a new set of Billing Schedules that Apttus Billing
Management creates automatically and these new schedules depend on the Start and End dates
that you define for the changed asset line item. When you change an asset, it is critical to align the
Bill Cycle Start Date with the Billing Preference of the asset line item. The following table lists the
Bill Cycle Start options and the value you must enter.

Bill Cycle Start Value
Option

Billing Day of Month  Enter the Billing Day of Month defined in the Billing Preference for this
asset line item.

Account Billing Day  Enter the Account Billing Day of Month specified on the Bill To Account
of Month of the Asset Line Item.

Period Start Date Enter the start date you defined for the original asset line item.

Ready for Invoice Enter the Ready for Invoice Date that you defined for the new asset line
Date item.

Order Date Enter the Order Date on the new Order.

Let us now understand the impact of each asset action on Billing Schedules and how you can
manage this change.

Billing Schedules for Amended Assets

The Billing and Usage schedules for an order or asset line item change when you perform one or
more of the following actions between the billing cycle.
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Creating Redundant Billing Schedules

When you amend an asset and the outstanding value for the amended asset is same as the
original one, Apttus Billing Management cancels out the resulting Debit and Credit Billing
Schedules that are for the same amount.

Edit Billing System Properties Save | Save & Mew | Cancel

Billing System Properties Information
Name | System Properties i
Allow Billing Preference Override 7
Tax Level
Generate Invoice Documents 7
Invoice Generation Batch Size 3

Create redundant Billing 7
Schedules

To create and display these redundant Billing Schedules,

1. Click Setup > Custom Settings > Billing System Properties > System Properties > Edit.
2. Select the Create Redundant Billing Schedules check box.

3. Click Save.

Changing Billing Schedules when you change the Billing Frequency of an
Asset

You are a customer service representative for a software company and you must change the
Billing frequency from Quarterly to Monthly for a customer's software subscription plan, mid-cycle
when the status of each Billing Schedule is Pending Billing.

Before you change the Billing frequency of the subscription from Quarterly to Monthly, you see the
following Billing Schedules.
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Schedule

BS1

BS2

BS3

Period Start

7/1/2015

10/1/2015

1/1/2016

Period End

9/30/2015

12/31/2015

3/31/2016

Status

Invoiced

Invoiced

Pending Billing

Fee Amount  Superseded
90.00
90.00

90.00

After you extend the End Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule

BS1

BS4

BS5

BS6

BS2

BS7

BS8

BS9

BS10

BS3

BS11

136

Period Start

7/1/2015

8/1/2015

8/1/2015

9/1/2015

10/1/2015

10/1/2015

10/1/2015

11/1/2015

12/1/2015

1/1/2016

1/1/2016

Period End

9/30/2015

9/30/2015

8/31/2015

9/30/2015

12/31/2015

12/31/2015

10/31/2015

11/30/2015

12/31/2015

3/30/2016

1/31/2016

Status

Invoiced

Pending Billing

Pending Billing

Pending Billing

Invoiced

Pending Billing

Pending Billing

Pending Billing

Pending Billing

Superseded

Pending Billing
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Fee Amount  Superseded

90.00 Yes
-60.00
20.00
20.00
90.00 Yes
-90.00
20.00
20.00
20.00
90.00

Yes

20.00
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BS12 2/1/2016 2/29/2016 Pending Billing  20.00
BS13 3/1/2016 3/31/2016 Pending Billing  20.00
BS14 4/1/2016 4/30/2016 Pending Billing  20.00
® Note

The new Term is now 8/1/2015 — 4/30/2016 (9 months) and the new Net Price is 180.00,
the Fee amount is 20.00 per month. When you transition from a less frequent Billing
Frequency (like quarterly) to more a frequent Billing Frequency (like monthly), a credit
Billing Schedule is created for each whole period Billing Schedule that is invoiced.

Because the billing frequency change is mid-cycle and the July-September Billing Schedule has
been invoiced it will remain as invoiced and will be augmented with the following new Billing
Schedules.

® BS4 reflects the amount for the partial period that is being amended (at the original billing
frequency and rate) and will appear as a credit when an Invoice is generated.

¢ BSS5 reflects the amount to charge for the first month within the amended partial period of
the quarter.

® BS6 reflects the amount to charge for the second month within the amended partial period
of the quarter.

Also, the October-December Billing Schedule has been invoiced it will remain as invoiced and will
be augmented with the following new Billing Schedules.

® BS7 is a credit for the amount that was invoiced.

® BS8 reflects the amount to charge for the first month within the 2nd quarter.

® BS9 reflects the amount to charge for the second month within the 2nd quarter.
® BS10 reflects the amount to charge for the third month within the 2nd quarter.

The January-March Billing Schedule is unbilled and is marked as Superseded and augmented with
the following new Billing Schedules.

® BS11 reflects the amount to charge for the first month within the 3rd quarter.
® BS12 reflects the amount to charge for the second month within the 3rd quarter.

¢ BS13 reflects the amount to charge for the third month within the 3rd quarter.
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The End Date of the Asset Line Item is extended by 1 month to 4/30/2016 an additional Billing
Schedule, BS14 is created to accommodate the extension.

Example 2

Consider another example where you must change the Billing frequency from Monthly to Quarterly,
for a customer's software subscription plan, mid-cycle when the status of some Billing Schedules is
Pending Billing and others is Invoiced.

Before you change the Billing frequency of the subscription from Monthly to Quarterly, you see the
following Billing Schedules.

Schedule Period Start  Period End  Status Fee Amount  Superseded
BS1 3/1/2015 3/31/2015 Invoiced 100.00
BS2 4/1/2015 4/30/2015 Invoiced 100.00
BS3 5/1/2015 5/31/2015 Invoiced 100.00
BS4 6/1/2015 6/30/2015 Invoiced 100.00
BS5 7/1/2015 7/31/2015 Invoiced 100.00
BS6 8/1/2015 8/31/2015 Pending Invoiced  100.00

After you extend the End Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule Period Start  Period End  Status Fee Amount  Superseded

BS1 3/1/2015 3/31/2015 Invoiced 100.00

BS2 4/1/2015 4/30/2015 Invoiced 100.00 Yes

BS7 4/16/2015 4/30/2015 Pending Billing  -50.00

BS8 4/16/2015 5/31/2015 Pending Billing  50.00
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BS3 5/1/2015 5/31/2015 Invoiced 100.00 Yes
BS4 6/1/2015 6/30/2015 Invoiced 100.00 Yes
BS9 6/1/2015 8/31/2015 Pending Billing  100.00

BS5 7/1/2015 7/31/2015 Invoiced 100.00 Yes
BS6 8/1/2015 8/31/2015 Superseded 100.00 Yes

The new Term is now 4/16 — 8/31 (4 %> months) and the new Net Price is 450.00, the Fee amount
is 300.00 every quarter. The amendment was performed on 4/16 with the Billing Cycle Start
defined as the Period Start Date and the Calendar Cycle Start is June, the 1st period is from 4/16
to 5/31. After this period the quarters is aligned with 6/1 so the next period is from 6/1 to 8/1.

Because the billing frequency change is mid-cycle and the April Billing Schedule has been invoiced
it will remain as invoiced and will be augmented with one new Billing Schedule. The new Billing
Schedule reflects the amount for the partial period that is being amended (at the original billing
frequency and rate) and will appear as a credit when an Invoice is generated

Because the billing frequency change goes into effect 4/16 and the 16th does not align with the
Start Period Date (3/1) a partial period will created for the 1st new quarter. The Billing Schedule for
May has already been invoiced, remains as invoiced, and is superseded by BS8. BS9 is created
with a quarterly billing frequency that is from 6/1/2015 - 8/31/2015. It supersedes the 3 Billing
Schedules for the months of June, July, and August. The Fee Amount is 300.00 but, because you
Invoiced the schedules for June and July, the Fee amount is reduced to 100.00.

Changing Billing Schedules when you Decrease the Net Price of an Asset

Example 1.

You are a customer service representative for a software company and you decrease the Net Price
of the customer's software subscription plan mid-cycle when the status of each Billing Schedule is
Pending Billing.

Before you decrease the Net Price of the subscription, you see the following Billing Schedules.

Schedule Period Start  Period End Status Fee Amount  Superseded
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BS1 4/1/2015 4/30/2015 Pending Invoiced  100.00
BS2 5/1/2015 5/31/2015 Pending Invoiced 100.00
BS3 6/1/2015 6/30/2015 Pending Billing 100.00

After you decrease the Net Price of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule Period Start Period End Status Fee Amount  Superseded
BS1 4/1/2015 4/30/2015 Superseded 100.00 Yes

BS4 4/1/2015 4/15/2015 Pending Billing 50.00

BS5 4/16/2015 4/30/2015 Pending Billing 25.00

BS2 5/1/2015 5/31/2015 Superseded 100.00 Yes

BS6 5/1/2015 5/31/2015 Pending Billing  50.00

BS3 6/1/2015 6/30/2015 Superseded 100.00 Yes

BS7 6/1/2015 6/30/2015 Pending Billing 50.00

Because the amendment is mid-cycle and the April Billing Schedule is unbilled it will be superseded
and augmented with the following new Billing Schedules.

® BS1 reflects the amount (at the old rate) to charge for the partial period before the
amendment date.

® BS2 reflects the decreased amount for the partial period that was amended.

Also, the Billing Schedules for May and June are unbilled and are superseded and replaced by
Billing Schedules that reflect the decreased amount.

Example 2
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Consider another example where for a software company and you decrease the Net Price of the
customer's software subscription plan mid-cycle when the status of some Billing Schedules is
Pending Billing and others is Invoiced.

Before you decrease the Net Price of the subscription, you see the following Billing Schedules.

Schedule

BS1

BS2

BS3

Period Start

4/1/2015

5/1/2015

6/1/2015

Period End Status
4/30/2015 Invoiced
5/31/2015 Invoiced
6/30/2015 Pending Billing

Fee Amount

100.00

100.00

100.00

Superseded

After you decrease the Net Price of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule

BS1

BS4

BS5

BS2

BS6

BS3

BS7

Period Start

4/1/2015

4/16/2015

4/16/2015

5/1/2015

5/1/2015

6/1/2015

6/1/2015

Period End

4/30/2015

4/30/2015

4/30/2015

5/31/2015

5/31/2015

6/30/2015

6/30/2015

Status

Invoiced

Pending Billing

Pending Billing

Invoiced

Pending Billing

Superseded

Pending Billing

Fee Amount

100.00

-50.00

25.00

100.00

-50.00

100.00

50.00

Superseded

Yes

Yes

Yes

Because the amendment is mid-cycle and the April Billing Schedule is already invoiced it remains
as invoiced and is augmented with the following new Billing Schedules.
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® BS1 reflects the amount (at the old rate) that was invoiced for the partial period at/after the
amendment date and will appear as a credit when an Invoice is generated.

® BS2 reflects the decreased amount for the partial period that was amended and will appear
as a charge when an Invoice is generated.

Also, the Billing Schedule for May has been invoiced it will be remain as invoiced and will be
augmented with one new Billing Schedule. This new Billing Schedule contains the new amount to
charge for and appears on the next Invoice generated for that Asset. The Billing Schedule for June
is then unbilled (in draft state) it is superseded and replaced by a Billing Schedule that reflects the
decreased amount

Changing Billing Schedules when you Extend the End Date of an Asset

Example 1.

You are a customer service representative for a software company and you extend the End Date
of a customer's software subscription plan mid-cycle when the status of each Billing Schedule is
Pending Billing.

Before you extend the End Date of the subscription, you see the following Billing Schedules.

Schedule Period Start  Period End Status Fee Amount  Superseded
BS1 4/1/2015 4/30/2015 Invoiced 200.00
BS2 5/1/2015 5/31/2015 Invoiced 200.00
BS3 6/1/2015 6/30/2015 Pending Invoiced  200.00

After you extend the End Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule Period Start  Period End Status Fee Amount  Superseded
BS1 4/1/2015 4/30/2015 Invoiced 200.00 Yes
BS4 4/16/2015 4/30/2015 Pending Billing  -100.00
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BS5 4/16/2015 4/30/2015 Pending Billing  50.00

BS2 5/1/2015 5/31/2015 Invoiced 200.00 Yes
BS6 5/1/2015 5/31/2015 Pending Billing  -100.00

BS3 6/1/2015 6/30/2015 Superseded 200.00 Yes
BS7 6/1/2015 6/30/2015 Pending Billing  100.00

BS8 7/1/2015 7/31/2015 Pending Billing  100.00

BS9 8/1/2015 8/31/2015 Pending Billing  100.00

BS10 9/1/2015 9/15/2015 Pending Billing  50.00

Because the amendment is mid-cycle and the April Billing Schedule has been invoiced it will
remain as invoiced and augmented with two new Billing Schedules.

® BS1 reflects the overpaid amount for the partial period that was amended and will appear as
a credit when an Invoice is generated.

® BS2 reflects the new amount for the partial period that was amended and will appear as a
debit when an Invoice is generated.

Also, the Billing Schedule for May has been invoiced it will be augmented with one new Billing
Schedule. This new Billing Schedule contains a credit for the overpaid amount that was invoiced
and will appear on the next Invoice generated for the corresponding Asset. The Billing Schedule
for June is unbilled it will be superseded and replaced by a Billing Schedule that reflects the new
amount. The End Date was extended by 2.5 months and 3 new Billing Schedules are created with
the appropriate fee amount. The last Schedule created is only for half a month.

Example 2

Consider another example where you extend the End Date of the customer's software subscription
plan mid-cycle when the status of some Billing Schedules is Pending Billing and others is
Invoiced.
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Before you extend the End Date of the subscription, you see the following Billing Schedules.

Schedule  Period Start Period End Status Fee Amount Superseded
BS1 4/1/2015 4/30/2015 Invoiced 100.00
BS2 5/1/2015 5/31/2015 Invoiced 100.00
BS3 6/1/2015 6/30/2015 Pending Billing  100.00

After you extend the End Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule Period Start  Period End  Status Fee Amount  Superseded
BS1 4/1/2015 4/30/2015 Invoiced 200.00

BS2 5/1/2015 5/31/2015 Invoiced 200.00 Yes

BS4 5/1/2015 5/31/2015 Pending Billing -100.00

BS3 6/1/2015 6/15/2015 Superseded 100.00 Yes

BS5 6/1/2015 6/30/2015 Pending Invoiced  100.00

BS6 7/1/2015 7/31/2015 Pending Invoiced 100.00

® Note: The End Date of the Asset Line Item was extended by 1.5 months and Net Price
was set to 300.00 for the new Term (5/1/2015 — 7/31/2015). This reduces the Fee from
$200 per month to $100.00 per month.
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Because the amendment is at the period start and the May Billing Schedule has been invoiced it
will remain as invoiced and will be augmented with one new Billing Schedule. The new Billing
Schedule reflects the overpaid amount for the whole period that was amended and will appear as a
credit when an Invoice is generated. The Billing Schedule for June is unbilled it will be superseded
and replaced by a Billing Schedule that reflects the new amount.

Because the original Schedule for June was for a partial period and the End Date of the Asset Line
Item is extended by 1.5 months, the replacement Billing Schedule period is extended to a full
period. Extending the End date by a period of 1.5 months results in the following changes.

® The partial period for June is extended to a full period and the fee amount is updated
accordingly.

® A new Billing Schedule is created for July with the appropriate fee amount.

Changing Billing Schedules when you Increase the Net Price of an Asset

Example 1.

You are a customer service representative for a software company and you increase the Net Price
of the customer's software subscription plan mid-cycle when the status of each Billing Schedule is
Pending Billing .

Before you increase the Net Price of the subscription, you see the following Billing Schedules.

Schedule Period Start  Period End  Status Fee Amount  Superseded
BS1 3/1/2015 3/31/2015 Pending Invoiced  100.00
BS2 4/1/2015 4/30/2015 Pending Invoiced 100.00
BS3 5/1/2015 5/31/2015 Pending Billing 100.00
BS4 6/1/2015 6/30/2015 Pending Billing 100.00

After you increase the Net Price of the subscription, the number of and the status of each Billing
Schedule changes.
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Schedule

BS1

BS2

BS5

BS6

BS3

BS7

BS4

BS8

Period Start

3/1/2015

4/1/2015

4/1/2015

4/16/2015

5/1/2015

5/1/2015

6/1/2015

6/1/2015

Period End

3/31/2015

4/30/2015

4/15/2015

4/30/2015

5/31/2015

5/31/2015

6/30/2015

6/30/2015

Status

Pending Invoiced

Superseded

Pending Billing

Pending Billing

Superseded

Pending Billing

Superseded

Pending Billing

Fee Amount

100.00

100.00

50.00

100.00

100.00

200.00

100.00

200.00

Superseded

Yes

Yes

Yes

Because the amendment is mid-cycle and the April Billing Schedule is unbilled it will be superseded
and augmented with the following new Billing Schedules.

® BSI1 reflects the amount (at the old rate) to charge for the partial period before the
amendment date.

® BS2 reflects the increased amount for the partial period that was amended.

Also, the Billing Schedules for May and June are unbilled and are superseded and replaced by
Billing Schedules that reflect the increased amount.

Example 2

Consider another example where for a software company and you increase the Net Price of the
customer's software subscription plan mid-cycle when the status of some Billing Schedules is
Pending Billing and others is Invoiced.

Before you increase the Net Price of the subscription , you see the following Billing Schedules.
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Schedule Period Start
BS1 4/1/2015
BS2 5/1/2015
BS3 6/1/2015
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Period End

4/30/2015

5/31/2015

6/30/2015

Status

Invoiced

Invoiced

Pending Invoiced

Fee Amount

100.00

100.00

100.00

Superseded

After you increase the Net Price of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule Period Start
BS1 4/1/2015
BS4 4/16/2015
BS5 4/16/2015
BS2 5/1/2015
BS6 5/1/2015
BS3 6/1/2015
BS7 6/1/2015

Period End

4/30/2015

4/30/2015

4/30/2015

5/31/2015

5/31/2015

6/30/2015

6/30/2015

Status

Invoiced

Pending Billing

Pending Billing

Invoiced

Pending Billing

Superseded

Pending Billing

Fee Amount

100.00

-50.00

100.00

100.00

100.00

100.00

200.00

Superseded

Yes

Yes

Yes

Because the amendment is mid-cycle and the April Billing Schedule is already invoiced it remains
as invoiced and is augmented with the following new Billing Schedules.

® BS1 reflects the amount (at the old rate) that was invoiced for the partial period at/after the
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® BS2 reflects the increased amount for the partial period that was amended and will appear
as a charge when an Invoice is generated.

Also, the Billing Schedule for May has been invoiced it will be remain as invoiced and will be
augmented with one new Billing Schedule. This new Billing Schedule contains the new amount to
charge for and appears on the next Invoice generated for that Asset. The Billing Schedule for June
is then unbilled (in draft state) it is superseded and replaced by a Billing Schedule that reflects the
increased amount.

Changing Billing Schedules when you Reduce the Start Date of an Asset

Example 1

You are a customer service representative for a software company and you reduce the Start Date
of a customer's software subscription plan mid-cycle when the status of each Billing Schedule is
Pending Billing.

Before you reduce the Start Date of the subscription, you see the following Billing Schedules.

Schedule Period Start  Period End Status Fee Amount  Superseded
BS1 1/1/2015 1/31/2015 Invoiced 100.00
BS2 2/1/2015 2/28/2015 Invoiced 100.00
BS3 3/1/2015 3/31/2015 Pending Invoiced  100.00

After you reduce the Start Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule Period Start  Period End Status Fee Amount  Superseded
BS1 1/1/2015 1/31/2015 Invoiced 100.00
BS2 2/1/2015 2/28/2015 Invoiced 100.00 Yes
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BS4 2/15/2015
BS5 2/15/2015
BS3 3/1/2015
BS6 3/1/2015
Example 2

You are a customer service representative for a software company. You must reduce the Start
Date of a customer's software subscription plan and change the Net Price mid-cycle when the
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2/28/2015

2/28/2015

3/31/2015

3/31/2015

Pending Billing

Pending Billing

Superseded

Pending Billing

status of each Billing Schedule is Pending Billing.

After you reduce the Start Date and change the Net Price of the subscription, the number of and

the status of each Billing Schedule changes.

Schedule Period Start

BS1 1/1/2015
BS7 1/1/2015
BS2 22015
BS8 2/1/2015
BS4 2/15/2015
BSS5 2/15/2015
BS3 32015
BS6 3/1/2015
BS9 3/1/2015
149

Period End

1/31/2015

1/31/2015

2282045

2/28/2015

2/28/2015

2/28/2015

3342015

3/31/2015

3/31/2015

Status

Invoiced

Pending Invoiced

veiced

Pending Invoiced

Superseded

Superseded

Superseded

Superseded

Pending Billing
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-50.00

60.00

100.00

120.00

Fee Amount

100.00

-20.00

166-60

-20.00

-50.00

60.00

166-60

120.00

80.00

Yes

Superseded

Yes

Yes

Yes

Yes
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@ Note

The new Term in this scenario will be from 1/1 to 3/31 and the Net Price for the new term
is 240.00 or 80.00 per month

Because you moved the Start Date back to January 1 and the January Billing Schedule is invoiced
, it remains invoiced and is augmented with a new Billing Schedule.

1 ® BS7 is the new Billing Schedule for January that reflects the new charge after the
amount that was previously invoiced is subtracted from it (80.00 — 100.00). This is
why the Fee Amount is -20.00.

The following pending Billing Schedules for February are augmented.

1 ® BS4 is the Billing Schedule for the 50.00 credit is marked as Superseded.
® BS5 The Billing Schedule for the 60.00 debit is marked as Superseded.

® BS8 is the new Billing Schedule created to reflect the new amount to charge for.
Because the first Billing Schedule is invoiced at a higher rate, the Account will receive
a credit for 20.00.

Because of the Billing Schedule for March, BS6 is unbilled it is superseded and replaced by a
Billing Schedule that reflects the new amount to bill for.

Changing Billing Schedules when you Shorten the End Date of an Asset

Example 1

You are a customer service representative for a software company and you shorten the End Date
of a customer's software subscription plan mid-cycle when the status of each Billing Schedule is
Pending Billing.

Before you shorten the End Date of the subscription, you see the following Billing Schedules.

Schedule Period Start  Period End  Status Fee Amount  Superseded
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BS1

BS2

BS3

BS4

BS5

4/1/2015

5/1/2015

6/1/2015

7/1/2015

8/1/2015
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4/30/2015

5/31/2015

6/30/2015

7/31/2015

8/31/2015

Pending Invoiced  100.00
Pending Invoiced  100.00
Pending Invoiced  100.00
Pending Billing 100.00
Pending Billing 100.00

After you shorten the End Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule

BS1

BS6

BS7

BS2

BS8

BS3

BS9

BS10

BS4

BS5
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Period Start

4/1/2015

4/1/2015

4/16/2015

5/1/2015

5/1/2015

6/1/2015

6/1/2015

6/15/2015

7/1/2015

8/1/2015

Period End

4/30/2015

4/15/2015

4/30/2015

5/31/2015

5/31/2015

6/30/2015

6/15/2015

6/30/2015

7/31/2015

8/31/2015

Status Fee Amount
Superseded 100.00
Pending Billing  50.00
Pending Billing  112.50
Superseded 100.00
Pending Billing  225.00
Superseded 100.00
Pending Billing  112.50
Cancelled 50.00
Cancelled 100.00
Cancelled 100.00

Superseded

Yes

Yes

Yes
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® Because the end date of the Asset Line Item was reduced by 2.5 months and the Net
Price has been set to 450.00, the monthly fee for the amended Term(4/15 — 6/15) will be
increased from 100 per month to 225 per month.

Because the amendment is mid-cycle and the April Billing Schedule is unbilled it will be
superseded and replaced with two new Billing Schedules.

® BS1 reflects the amount at the old rate for the partial period prior to the amendment date
and will appear as a debit when an Invoice is generated.

* BS2 reflects the new amount for the partial period that was amended and will appear as a
debit when an Invoice is generated.

Also, the Billing Schedule for May is unbilled it will be superseded with one new Billing Schedule.
This new Billing Schedule will reflect the new monthly rate and will appear on the next Invoice
generated for the corresponding Asset. the Billing Schedule for June is unbilled and its period has
been shortened, it will be superseded and replaced with the following new Billing Schedules.

® The 1st new Billing Schedule reflects the new amount for the partial period that was
amended and will appear as a debit when an Invoice is generated.

® The period in June is shortened and the 2nd new Billing Schedule reflects the amount for
the partial period of June that is being dropped (because the End Date is shortened).

The Billing Schedules for July and August are unbilled and they are dropped (because the End
Date was shortened) they are marked as Cancelled.

Example 2

Consider another example where you shorten the End Date of the customer's software
subscription plan mid-cycle when the status of some Billing Schedules is Pending Billing and
others is Invoiced.

Before you shorten the End Date of the subscription, you see the following Billing Schedules.

Schedule Period Start  Period End  Status Fee Amount  Superseded
BS1 4/1/2015 4/30/2015 Invoiced 100.00
BS2 5/1/2015 5/31/2015 Invoiced 100.00
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BS3

BS4

BSS5

6/1/2015

7/1/2015

8/1/2015

Billing Management Spring 2017 User Guide - Salesforce Platform

6/30/2015

7/31/2015

8/31/2015

Invoiced

Invoiced

Pending Invoiced

100.00

100.00

100.00

After you shorten the End Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule

BS1

BS6

BS7

BS2

BS8

BS3

BS9

BS10

BS11

BS4

BS12

BS5
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Period Start

4/1/2015

4/16/2015

4/16/2015

5/1/2015

5/1/2015

6/1/2015

6/1/2015

6/1/2015

6/15/2015

7/1/2015

7/1/2015

8/1/2015

Period End

4/30/2015

4/30/2015

4/30/2015

5/31/2015

5/31/2015

6/30/2015

6/15/2015

6/15/2015

6/30/2015

7/31/2015

7/31/2015

8/31/2015

Status

Invoiced

Pending Billing

Pending Billing

Invoiced

Pending Billing

Invoiced

Pending Billing

Pending Billing

Pending Billing

Invoiced

Pending Billing

Cancelled

Fee Amount

100.00

-50.00

112.50

100.00

125.00

100.00

-50.00

112.50

-50.00

100.00

-100.00

100.00

Superseded

Yes

Yes

Yes

Yes
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Because the amendment is mid-cycle and the April Billing Schedule has been invoiced it will
remain as invoiced and will be augmented with the following new Billing Schedules.

® BS1 reflects the amount already paid for the partial period that was amended and will
appear as a credit when an Invoice is generated.

® BS2 reflects the new amount for the partial period that was amended and will appear as a
debit when an Invoice is generated.

The Billing Schedule for May is invoiced is augmented with one new Billing Schedule. This new
Billing Schedule contains the additional amount not covered by the invoiced amount and will
appear on the next Invoice generated for the corresponding Asset. The Billing Schedule for June
was invoiced, remains as invoiced, and is augmented with the following new Billing Schedules.

® The 1st new Billing Schedule reflects the amount already paid for the partial period that is
amended and appears as a credit when an Invoice is generated.

® The 2nd new Billing Schedule reflects the new amount for the partial period that is amended
and appears as a debit when an Invoice is generated.

® Because the period in June is shortened, the 3rd new Billing Schedule reflects a credit for
the partial period of June after the End Date is shortened.

Example 3

Consider another example where you shorten the End Date and make it the same as the Start
Date of the customer's software subscription plan mid-cycle to the same as the Start Date, when
the status of some Billing Schedules is Pending Billing and others is Invoiced.

Before you shorten the End Date and make it the same as the Start Date of the subscription, you
see the following Billing Schedules.

Schedule Period Start  Period End  Status Fee Amount  Superseded
BS1 1/1/2015 1/31/2015 Invoiced 100.00
BS2 2/1/2015 2/28/2015 Invoiced 100.00
BS3 3/1/2015 3/31/2015 Invoiced 100.00
BS4 4/1/2015 4/30/2015 Pending Invoiced  100.00
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After you shorten the End Date of the subscription, the number of and the status of each Billing
Schedule changes.

Schedule Period Start  Period End  Status Fee Amount  Superseded
BS1 1/1/2015 1/31/2015 Invoiced 100.00

BS2 2/1/2015 2/28/2015 Invoiced 100.00 Yes

BS5 2/8/2015 2/21/2015 Pending Billing  -50.00

BS6 2/8/2015 2/21/2015 Pending Billing  80.00

BS7 2/22/2015 2/28/2015 Pending Billing  -25.00

BS3 3/1/2015 3/31/2015 Invoiced 100.00 Yes

BS8 3/1/2015 3/31/2015 Pending Billing  -100.00

BS4 4/1/2015 4/30/2015 Cancelled 100.00

@® Note

The new Term in this scenario is from 2/8/2015 to 2/21/2015 and the Net Price will be

80.00.

Because the amendment is mid-cycle and the February Billing Schedule has been invoiced it will
remain as invoiced and because the end date of the Asset has been reduced to February it will be
augmented with the following new Billing Schedules.

® BS1 reflects the amount already paid for the partial period that was amended and will
appear as a credit when an Invoice is generated.

® BS2 reflects the new amount for the partial period that was amended and will appear as a
debit when an Invoice is generated.

® BS3is to account for the end of the period that is being dropped and will appear as a credit
when an Invoice is generated.
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The Billing Schedule for March is invoiced and is removed because the End Date is shortened. A
new Billing Schedule is created to credit the amount that was already invoiced. Because the End
Date is shortened and the period for August is unbilled, the Billing Schedule is marked as

Cancelled.

Billing Schedules for Cancelled Assets

When you cancel an asset, the cancellation is effective only after one day's time.

Example 1.

You are a customer service representative for a telecommunications company and you cancel a
customer's data subscription plan mid-cycle when the status of each Billing Schedule is Pending

Billing.

Before you cancel the subscription, you see the following Billing Schedules.

Billing Period Start
Schedule

BS1 1/1/2015
BS2 2/1/2015
BS3 3/1/2015
BS4 4/1/2015

Period End  Status Fee Amount  Superseded

1/31/2015 Pending Billing  100.00

2/28/2015 Pending Billing  100.00

3/31/2015 Pending Billing  100.00

4/30/2015 Pending Billing  100.00

After you cancel the subscription, you see that status of schedules changes.

Billing Period Start
Schedule

BS1 1/1/2015
BS2 2/1/2015
BS5 2/1/2015
156

Period End  Status Fee Amount  Superseded

1/31/2015 Pending Billing 100.00

2/28/2015 Superseded 100.00 Yes

2/14/2015 Pending Billing  50.00
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BS6 2/15/2015 2/28/2015 Cancelled 50.00
BS3 3/1/2015 3/31/2015 Cancelled 100.00
BS4 4/1/2015 4/30/2015 Cancelled 100.00

In the above example, because the you cancelled the subscription mid-cycle, the original Billing
Schedule is superseded and replaced by the following new Billing Schedules.

® BS5 is for the partial period that is still active and has not been billed.
® BS6 is for the partial period that has been cancelled.

Also, because the Billing Schedules for March and April are unbilled their status is set to Cancelled.

Example 2.

Consider another example where you want to cancel a customer's data subscription plan mid-cycle
when the status of some Billing Schedules is Pending Billing and others is Invoiced.

Before you cancel the subscription, you see the following Billing Schedules.

Billing Period Start  Period End  Status Fee Amount  Superseded
Schedule

BS1 1/1/2015 1/31/2015 Invoiced 100.00

BS2 2/1/2015 2/28/2015 Invoiced 100.00

BS3 3/1/2015 3/31/2015 Invoiced 100.00

BS4 4/1/2015 4/30/2015 Pending Invoiced  100.00

BS5 5/1/2015 5/31/2015 Pending Billing 100.00

After you cancel the subscription, you see that status of schedules changes.

Billing Period Start  Period End  Status Fee Amount  Superseded

Schedule
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BS1 1/1/2015 1/31/2015 Invoiced 100.00

BS2 2/1/2015 2/28/2015 Invoiced 100.00 Yes
BS6 2/15/2015 2/28/2015 Cancelled 50.00

BS7 2/15/2015 2/28/2015 Pending Billing -50.00

BS3 3/1/2015 3/31/2015 Invoiced 100.00 Yes
BS8 3/1/2015 3/31/2015 Pending Billing  -100.00

BS4 4/1/2015 4/30/2015 Cancelled 100.00

BS5 5/1/2015 5/31/2015 Cancelled 100.00

In the second example, because you cancelled the subscription mid-cycle, the Billing Schedule for
February is invoiced and is augmented with two new Billing Schedules.

® BS6 is for the partial period that was cancelled and is used to record that portion of the
invoiced amount that was cancelled.

® BS7 is also for the partial period that was cancelled and it is used to generate an Invoice
Line Item in order to reflect the credit for the portion of the invoiced amount that was
cancelled.

Because the entire period for March is already invoiced it augments a single Billing Schedule that
is used to generate an Invoice Line Item that then reflects the credit for the invoiced amount was
cancelled. The Billing Schedules for April and March are unbilled their status is changed to
Cancelled.

Example 3.

Assume that you have to cancel a customer’s one-time product ‘Installation Device MF9’ mid-
cycle.

Before cancellation, you see the following Billing Schedule.

Billing Schedule  Start Date  End Date  Status Fee Amount  Superseded
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BS1 1/1/2016 6/30/2016  Pending Billing 200

After cancellation, two new Billing Schedules are added superseding the existing one. One Billing
Schedule displays the pending amount and the other remaining cancelled amount.

Billing Schedule  Start Date  End Date  Status Fee Amount  Superseded
BS1 1/12016 6/30/2016  Superseded 200 Yes

BS2 1/1/2016 3/31/2016  Pending Billing 100

BS3 4/1/2016 6/30/2016  Cancelled 100

If the product is invoiced and then you terminate it, the status of Billing Schedules will be a tad
different.

Billing Schedule Start Date End Date  Status Fee Amount Superseded
BS1 1/1/2016 1/312017  Invoiced 200 Yes

BS2 1/1/2016 3/31/2016 Invoiced Cancelled 100

BS3 4/1/2016 6/30/2016 Pending Billing -100

Usage Schedules for Cancelled Assets

Example 1.

You are a customer service representative for a telecommunications company and you cancel a
customer's usage based subscription plan mid-cycle when the status of each Usage Schedule is
Pending Billing.

Before you cancel the subscription, the asset line item has the following Billing Schedules.

Billing Period Start Period End  Status Usage Fee Amount  Superseded
Schedule
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BS1 1/1/2015
BS2 2/1/2015
BS3 3/1/2015
BS4 4/1/2015

1/31/2015

2/28/2015

3/31/2015

4/30/2015

Invoiced 88.00
Pending 72.00
Billing
Pending 0.00
Billing
Pending 0.00
Billing

Before you cancel the subscription, the asset line item has the following Usage Schedules.

Usage Period Start
Schedule

usl1 1/1/2015
us2 2/1/2015
uSs3 3/1/2015
us4 4/1/2015

Period End Status

1/31/2015

2/28/2015

3/31/2015

4/30/2015

Billing Quantity Superseded
Schedule ID

Pending BS1 30

Billing

Pending BS2 26

Billing

Pending BS3 0

Billing

Pending BS4 0

Billing

After you cancel the subscription, the status of Billing Schedules change.

Billing Period Start
Schedule

BS1 1/1/2015
BS2 2/1/2015
160

Period End

1/31/2015

2/28/2015

Status Fee Amount  Superseded
Invoiced 100.00
Superseded 72.00 Yes
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BS5

BS6

BS3

BS4

After you cancel the subscription, the status of Usage Schedules change.

Usage

Schedule

US1

uS2

uUS5

us6

uUS3

us4

2/1/2015

2/22/2015

3/1/2015

4/1/2015
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2/21/2015

2/28/2015

3/31/2015

4/30/2015

Pending Billing  52.50

Cancelled

Cancelled

Cancelled

Period Start Period End Status

1/1/2015

2/1/2015

2/1/2015

2/22/2015

3/1/2015

4/1/2015

1/31/2015

2/28/2015

2/21/2015

2/28/2015

3/31/2015

4/30/2015

Pending Billing

Superseded

Pending
Billing

Cancelled

Cancelled

Cancelled

19.50

0.00

0.00

Billing
Schedule ID

BS1

BS2

BS5

BS6

BS3

BS4

Quantity Superseded

30

26

17

Yes

In the above example, because you cancelled the subscription mid-cycle, and Usage Schedule for
the February is unbilled, the status is marked as Superseded and augmented be with the following
Usage Schedules.

® BSL1 is for the partial period that is still active and has not been billed. It reflects the
aggregate amount of the rated Usage Inputs that have a date greater than or equal to 2/1
and less than or equal 2/21.
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® USL1 is for the partial period that is still active and has not been billed. It reflects the
aggregate quantity of the rated Usage Inputs that have a date greater than or equal to 2/1
and less than or equal 2/21.

® BS2 is for the partial period that has been cancelled. It reflects the aggregate amount of the
rated Usage Inputs that have a date greater than or equal to 2/22 and less than or equal 2
128.

® US2 is for the partial period that you cancelled. It reflects the aggregate quantity of the rated
Usage Inputs that have a date greater than or equal to 2/22 and less than or equal 2/28.

@ Note

Every usage based asset that you terminate or change, also has Billing Schedules
associated with that asset. The Usage Schedules are updated in a manner similar to the
Billing Schedules.

Example 2.

Consider another example where you want to cancel a customer's subscription plan mid-cycle
when the status of some Usage Schedules is Pending Billing and others is Invoiced.

Before you cancel the subscription, the asset line item has the following Billing Schedules.

Billing Schedule Period Start Period End  Status Fee Amount Superseded
BS1 1/1/2015 1/31/2015 Invoiced 88.00
BS2 2/1/2015 2/28/2015 Invoiced 72.00
BS3 3/1/2015 3/31/2015 Invoiced 78.00
BS4 4/1/2015 4/30/2015 Pending 66.00
Billing

Before you cancel the subscription, the asset line item has the following Usage Schedules.

Usage Period Period Status Billing Quantity Superseded
Schedule Start End Schedule ID
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US1

us2

US3

US4

1/1/2015  1/31
/2015

2/1/2015  2/28
/2015

3/1/2015  3/31
/2015

4/1/2015  4/30
/2015
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Pending BS1 30
Billing
Pending BS2 26
Billing
Pending BS3 31
Billing
Pending BS4 24
Billing

After you cancel the subscription, you see that status of Billing Schedules change.

Billing Schedule Period Start

BS1

BS2

BS5

BS6

BS7

BS3

BS8

BS4

1/1/2015

2/1/2015

2/1/2015

2/1/2015

2/22/2015

3/1/2015

3/1/2015

4/1/2015

Period End Status Fee Amount Superseded
1/31/2015 Invoiced 100.00
2/28/2015 Invoiced 72.00 Yes

2/28/2015 Pending Billing -72.00

2/22/2015 Pending Billing 52.50

2/28/2015 Cancelled 19.50

3/31/2015 Invoiced 78.00 Yes

3/31/2015 Pending Billing -78.00

4/30/2015 Cancelled 66.00

After you cancel the subscription, you see that status of Usage Schedules change.
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Status Quantity Superseded
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Usage Period Period Billing
Schedule Start End Schedule ID
usi 1/1/2015 1/31 Pending BS1 30

us2

uSs5

us6

US3

us4

/2015 Billing

2/1/2015  2/28 Invoiced BS2 26 Yes
/2015
2/1/2015  2/21 Pending BS6 17

/2015 Billing

2/22/2015 2/28 Cancelled BS7 9
/2015

3/1/2015 3/31 Invoiced BS3 31 Yes
/2015

4/1/2015  4/30 Cancelled BS4 24
/2015

In the second example, because you cancelled the subscription mid-cycle, the Billing Schedule for
February is invoiced and is augmented with two new Billing Schedules.
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BS1 is a credit for the amount that was invoiced.

BS2 is for the partial period that was not cancelled and is used to charge for the portion of
the invoiced amount was billed. It reflects the aggregate amount of the rated Usage Inputs
that have a date greater than or equal to 2/1 and less than or equal 2/21.

USL is for the partial period that was not cancelled and is used to record (audit) that portion
of the quantity amount was billed. It reflects the aggregate quantity of the rated Usage
Inputs that have a date greater than or equal to 2/1 and less than or equal 2/21.

BS3 is for the partial period that was cancelled and the amount the Account will not be
charged for. It reflects the aggregate amount of the rated Usage Inputs that have a date
greater than or equal to 2/22 and less than or equal 2/28.
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® US2 is also for the partial period that has been cancelled. It reflects the aggregate quantity
of the rated Usage Inputs that have a date greater than or equal to 2/22 and less than or
equal 2/28.

Because the entire period for March is already invoiced it augments a single Billing Schedule that
is used to generate an Invoice Line Item that then reflects the credit for the invoiced amount was
cancelled. The Billing Schedules for April and March are unbilled their status is changed to
Cancelled.

Taxation

You can apply taxes on your product from the product PLI and also associate tax certificates on an
Account.

You must register a TaxCallBack class as described in the section

For more information, refer

Associating a Tax exemption certificate
Local and federal taxes are a standard element in any invoice.

A sales tax exemption certificates enables your customers to make tax-free purchases for products
that are otherwise subject to a sales tax. Different products and services require different tax-
exempt certificates.

For example, you are an executive in the billing department of a company that manufactures and
sells solar panels. Solar panels are exempt from sales tax in several states and countries. Before
you generate an invoice for customers who have made a purchase, you must associate a tax
exemption certificate to the customer’'s Account or Account location to make the purchase tax free.

You must first make sure the Tax Exempt Status of the customer’s account is Approved.
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Account Detail

Account Owner Phone

Active  Yes Fax

Account Name  Grazing Goats_AS [View Hierarchy] Website
Parent Account
Opportunityld

Manage Asset

Set Billing Contacts [0} biying Contacts

Set Invoice Email Template Set Involee Email Template

¥ Additional Information

Type Active  Yes
Industry Billing Day Of Month 1st of the Month
Billing Preference = AS BP Doc Default Invoice Template
Payment Term Tax Certificate
Last Invoiced Date . 2/28/2017 Tax Exempt ? | Yes

Tax Exempt Status  Approved

To make your customer’s purchase tax free, you must generate the invoice on a date including or
between the Effective and Expiration dates of the Tax Certificate.

Tax Certificate Detail

Mumber  C101
Description
Effective Date  3/31/2016
Expiration Date  3/30/2017
Created By

Your customers are required to pay taxes for most products or services they purchase from you.
You can define if a tax is applicable to a certain price list item, define the tax amount, a tax code, if
the price includes tax, or if the item is exempt from taxes.

However, before you begin to define applicable taxes, you must edit the Accounts page layout to
include the fields described in the following table:

Field Description

Payment Terms Select a predefined Payment terms

Tax Exemption Select the check box if the account and account location can have Tax
exemption.

Additional Invoice A semi-colon separated list of email addresses where your customers

delivery Address want the invoice delivered.
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Description

Last Invoice Through  The last time invoice run selected the account and the Invoice through

Date

date, assuming the account was selected

You can now integrate the Apttus Billing Management application with the a thrid-party Tax engine

to:

Automate tax calculation
Map tax codes with each bundle or standalone product

Calculate the tax for the amount of every Invoice Line Item and attach the corresponding list
of tax breakups to each Invoice Line Item

Use the Account Location address if the corresponding Asset Line item has an account
location defined

Use the Bill-to Account address if the corresponding Asset Line Item does NOT have an
account location

Aggregate the tax of all non-informational Invoice Line Items and store that amount in the
Total Tax Amount field of the Invoice

Aggregate the tax breakups of all non-informational Invoice Line Items and attach the
aggregate tax breakups to the Invoice

Define tax exempt status and certificate for reference

Reference tax related information on the third-party web service for tax

Each Invoice Line Item has a list of Tax Breakups. A Tax Break is a list of 1 or more objects that
describe how the tax amount is to be sub-divided (or broken up) by other parties (state, county,
district, city) that are entitled to a portion of the tax amount.

Account Billing Summary

You can see the Account Billing Summary under an Account's related list. You must run a batch
job to generate the Billing Summary.
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Go to Setup and type Apex Classes in the Quick Find Box. From the Apex Classes screen, click
Schedule Apex located at the top. Enter the name of the batch job and select
AccountBillingSummaryScheduler as the Apex Class. Schedule the Apex Job Execution at your
preferred timing. On successful completion of the batch job, Account Billing Summary will be
available on the active accounts.

The Account page includes the Account Billing Summary related list and in one glance you can
view the following fields:

® Invoice Balance

® Unbilled Amount

® Billed Amount

® Annual Recurring Billing (Today)

® Next Invoice Date

¥ Show Feed Click to add topics
Invoices (Bill Tel [0] || Account Eln.pu Summary [1] || Asset Line lems (Seld To] [1] | Asset Line ltems (Bill To] [1] | Asset Line Hem History (Bill To) [1] | Asset Line ltems (Ship Te) [1] |
Account Billing Summary New Account Billing Summary Account Biling Summary Help 2
Action Billing Id Invoice Balance Unbilled Amount Billed Amount MNext Invoice Date
Edit| Del BS-000364 50.00 $524.63 50.00
Active Fax
Account Name  Apttus Technical Publications [View Hierarchyl Website
Parent Account
Opportunityld
Manage Asset
g [ Asset Manager

Reports

Apttus Billing Management offers a variety of reports that provide insights on billing, invoicing and
payments. These reports can be utilized for taking key business decisions and tracking day-to-day
transactions.

To run a report, go to Reports tab, access Billing Reports folder and click the report name.
Reports run automatically when you click them. However, to refresh a report you are already
viewing, click Run Report to run it immediately.

Here is a list of reports that you can view,
®* A/R aging report
® DSO (Day Sales Outstanding) reports
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Daily Sale Outstanding - Yearly
Daily Sale Outstanding - Quarterly
Daily Sale Outstanding - Monthly

® Standard Reports

@ Note

Please run Billing Summary Batch job before accessing A/R aging report. Running this

Total Activated vs. Unactivated Assets
Total Invoiced By Account Location
Total Invoiced By Charge Type

Total Invoiced By Country

Total Invoiced By Price Type

Total Invoiced By Product

Total Paid vs. Unpaid Invoices

Total Pending Bill By Account Location
Total Pending Billing By Account

Total Pending Billing By Charge Type
Total Pending Billing By Country

Total Pending Billing By Price Type
Total Pending Billing By Product

Total Related A/R Transactions By Account
Total Tax by Account

Total Tax By Country and State

A/R Aging Report

A/R (Accounts receivable) aging report is the primary tool to identify the invoices overdue for
payment. With this report, you can see if each invoice was paid; if unpaid how far overdue it is.
This report takes the value of number of days the invoice is overdue from a field 'Days
Outstanding' on Invoice.

batch job will include all recent data in your report.
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Current

31 - 80

61-90

DaysOutstanding

91 -120

121+

$1,000,000.00 $2,000,000.00 $3,000,000.00 $4,000,000.00

$0.00
Sum of Ending Invoice Balance

Edit Large | Medium | Small

DSO Report

DSO report is a measure of the average number of days that a company takes to collect revenue

after a sale has been made.

® Note
Please run Billing Metrics Batch job before accessing the DSO report. Running this
batch job will include all recent data in your report.
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Day Sales Outstanding Quarterly

100

80+

60 -

40 4

Average Day Sales Outstanding

20 1

1 FYZ2016 a1 FY2017
Duration

Edit Large | Medium | Small

Standard Reports

Standard reports offer visual insights into some frequently asked questions like,
® What is the Total Invoiced amount based on Account, Product and Country?
® What is the ratio of active versus inactive orders?
® How many accounts have pending invoices?

and so on. These reports help you analyze the invoicing trends across accounts, location and daily
activities.

® Note

Please run Billing Summary Batch job before accessing any of the standard reports.
Running this batch job will include all recent data in your report.

Following screenshots showcase two reports: Total invoiced by Price Type and Account.
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Total Invoiced By Price Type Total Invoice By Account
$5,000,000.00 Account Name
B Acme
m Estell

$4,000,000.00 W Forbes
E B Sparks
= -
=] Verizon
E | Zigma
8 $3,000,000.00 -
@
>
£
=
12 $2,000,000.00
k]
£
=1
7]

$1.000,000.00 4

$0.00

One Time Recurring Usage Included Usage
Asset Line Item: Price Type

Edit Large | Medium | Small Edit Large | Medium | Small

Sum of Total Invoice Amount

Forecast Invoicing

With Apttus Billing Management, you can now view forecasted and completed invoicing for specific
accounts. Invoice Preview is a visual representation of forecasted invoicing with which you can see
a comparison of the total number of invoices that are in one of the following states.

Invoice Description

Status

Invoiced When the order has been billed and you have sent the customer an invoice for
that order.

Pending When you are yet to process the bill for the order.

Billing

Pending When your customer has been billed but you are yet to generate an Invoice for

Invoiced that order. The Invoice is in Draft stage and is usually waiting for approval.

Pending When your customer account has a Billing Plan in which the completion of a pre-

Milestone defined Milestone is yet to be completed.

Superseded When you cancel or amend an order and replace one billing schedule with
another.
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Invoice Description
Status

Cancelled When you cancel an order. You cannot generate invoices for canceled orders.

The Invoice Preview feature is easy to use and understand feature that dynamically updates visual
representation of the number of invoices for each account. You can view, analyze, and plan for
your billing and Invoicing events using the Invoice Preview feature.

The following image illustrates an example of the Invoice Overview for an Account.

Invoice Qverview

Pending Milestone Pending Billing Pending Invoiced Invoiced Cancelled Total
Account Totals §0.00 $291.06 $20129 $300.00 $0.00 $792.35
Account Totals (Filtered) §0.00 $291.06 $300.00 $0.00 $792.35
Common Filters: | All Products v | All Years v | All Price Types ¥
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From the example illustrated above, you can see that the overview header displays the total value
of Invoices in different states along with the Account total. Consider only the month of October
2015, for this account, you see that of a total of 540 orders, 83 are Pending Billing, 201 are
Pending Invoicing, and 240 are Invoiced.

You must hover the cursor over the graph to view the exact number.
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Such a comparison chart is displayed for one specific account. You can change the Product, Year
, and Price Type in the and Apttus Billing Management automatically updates the
visual representation to display the data you require.

Filtering the Invoice Preview

For a given account, you can view the Invoicing activity for specific products, during a specific
year, and with a specific Price Type. Define the parameters in the Common Filters and Apttus
Billing Management automatically updates the visual representation to display the data you
require.

For example, you are a Billing Analyst for an Online University and want to see the Invoices for
® Introduction to Java Programming
® for the year 2015
* of Price Type Recurring

To filter the Invoice Preview,

1. Select the Account for which you want to preview the invoices.
2. Click Invoice Preview.

3. From the Common Filters Picklist, select the values for Product, Year, and Price Type.
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Apttus Billing Management automatically refreshes the visual representation of the data. The
following image illustrates the resulting Invoice preview.

Invoice Overview

Pending Milestone Pending Billing Pending Invoiced Invoiced Cancelled Total
Account Totals 50.00 5112301 50.00 50.00 50.00 5112301
Account Totals (Filtered) $0.00 $209517 $0.00 $0.00 $0.00 520517
Common Filters:| Introduction to Java Programing v 2015 ¥ | Recurring v

&
1%

W Fending Milestone
Il Fending Billing
B Pending Invoiced
W Invoiced

B Cancelled

Amount

5‘9
L

From this overview, you can see that all the orders for this account, for the Introduction to Java
Programming course, in the year 2015, with the Price Type defined as Recurring are all in the
Pending Billing State with a total amount of $295.17.

Dashboard

Billing Dashboard puts key information on Accounts and Invoices consolidated from reports in the
form of snapshots, lists and graphs.

Navigate to Dashboards tab ( click + to add from All Tabs if not visible) and select Billing
Dashboard from the list. You can see following reports on the Dashboard:

® 10 Highest Invoiced Accounts

® Billing Schedule Status (Pending Billing, Pending Invoiced, Invoiced and Cancelled)
® Top 10 Outstanding Invoices

® 10 Highest Pending Billing Accounts

® Paid Versus Unpaid Invoices
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® Approved Versus Draft Invoices
¢ 10 Outstanding Accounts

® DSO Report

(&3 Billing Dashboard

Find a dashboard... =7 Edit || Clone | Refresh | As of Today at 3:33 AM

Vieving as

Top 10 Highest Invoiced Accounts Billing Schedule Status

Bill To: Account Sum of Total Invoice 3,003
Name Amount
4972
126 $3.3M
SMOKE 03 $3.0M 8%
Tax 53.0M \
CT101 $3.0M A
Bundle Reg 519 \
Test532 $1.5M
7419
854 $1.2Mm Record Count
Charge Type $750K Status.
MR _SA A01 F500K B Pending Billing W invaiced
[ [
LA Account 1-4 5345K Cancelled Pending Invaiced

Top 10 Highest Pending Billing Paid vs Unpaid Invoices

Accounts

$81,895.32

Top 10 Most Outstanding Invoices

Eill To: Account Name Total Invoice Amount
SMOKE 03 $3.0M
cT01 53.0M
Test532 $1.5M
Bundle Req 31.4M
726 5140
854 $1.2M
Charge Type $500K
726 5275K
126 $275K
728 275K

Approved vs Draft Invoices

5745,951.60

Help for this Page &

%) Add Tags

Bill To: Account Name Sum of Fee Amount - "\
Long Period §15.0M y ’ A
Proration $9.0M J ",
Test ABO New $6.0M I‘-‘ ;"
Green 5570 \\\ /
Test723 53.0M )
ABO §3.0M L Sum of Total invoree Amaunt
TestABO $3.0M um of nvoice Amoun Statm
884 53.0M Payment Status T Wappaved
e SAT W Unpaid WOther
Bundle Req $1.3M

DSO Report
Top 10 Outstanding Accounts “
Eill To: Account Sum of Total Invoice k]
Name Amount ag *

5%

126 $3.3M i:'s! 20
SMOKE 03 53.0M gg "
£101 $3.0M <
— 53.0M ° Y CIY A @
Bundle Req 51.9M F \*’E’\_gﬁ &’PK \*’E’\_gﬁ F
Test 532 51.5M *.#“’ ¥ Y W
854 $1.2M Duration
Charge Type 750K
MR SA AD1 $500K
BS&US $227TK
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Apttus Copyright Disclaimer

Copyright © 2017 Apttus Corporation (“Apttus”) and/or its affiliates. All rights reserved.

No part of this document, or any information linked to or referenced herein, may be reproduced,
distributed, or transmitted in any form or by any means, including photocopying, recording, or other
electronic or mechanical methods, without the prior written consent of Apttus. All information
contained herein is subject to change without notice and is not warranted to be error free.

This document may describe certain features and functionality of software that Apttus makes
available for use under a license agreement containing restrictions on use and disclosure and are
protected by intellectual property laws. Except as expressly permitted in your license agreement or
allowed by law, you may not, in any form, or by any means, use, copy, reproduce, translate,
broadcast, modify, license, transmit, distribute, exhibit, perform, publish, or display any part of the
software. Reverse engineering, disassembly, decompilation of, or the creation of derivative work(s)
from, the software is strictly prohibited. Additionally, this document may contain descriptions of
software modules that are optional and for which you may not have purchased a license. As a
result, your specific software solution and/or implementation may differ from those described in this
document.

U.S. GOVERNMENT END USERS: Apttus software, including any operating system(s), integrated
software, any programs installed on the hardware, and/or documentation, delivered to U.S.
Government end users are “commercial computer software” pursuant to the applicable Federal
Acquisition Regulation and agency-specific supplemental regulations. As such, use, duplication,
disclosure, modification, and adaptation of the programs, including any operating system,
integrated software, any programs installed on the hardware, and/or documentation, shall be
subject to license terms and license restrictions applicable to the programs. No other rights are
granted to the U.S. Government.

Neither the software nor the documentation were developed or intended for use in any inherently
dangerous applications, including applications that may create a risk of personal injury. If you use
this software or hardware in dangerous applications, then you shall be responsible to take all
appropriate fail-safe, backup, redundancy, and other measures to ensure its safe use. Apttus and
its affiliates disclaim any liability for any damages caused by use of this software or hardware in
dangerous applications.

Apttus and X-Author are registered trademarks of Apttus and/or its affiliates.
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The documentation and/or software may provide links to Web sites and access to content,
products, and services from third parties. Apttus is not responsible for the availability of, or any
content provided by third parties. You bear all risks associated with the use of such content. If you
choose to purchase any products or services from a third party, the relationship is directly between
you and the third party. Apttus is not responsible for: (a) the quality of third-party products or
services; or (b) fulfilling any of the terms of the agreement with the third party, including delivery of
products or services and warranty obligations related to purchased products or services. Apttus is
not responsible for any loss or damage of any sort that you may incur from dealing with any third

party.

For additional resources and support, please visit
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