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Collecting Payments with ActionPay

T h e r e  a r e  2  w a y s  t o  
c o l l e c t  a  p a y m e n t  f r o m 

a  c u s t o me r

They Pay 
via Email 

link

You click the 
button



W hen t h e c u stomer  c l icks  
t he p a yment  b u tton i n  

t hei r  e m ai l  O R  y o u c l ick t h e 
p a yment  b u t ton i n  

A c t i onFlow

i t  w i l l  t a ke t h em/y ou t o  
a  “ C heckout”  p a ge

I f  t h ey  c hoose t o  p a y  b y  C C ,  
A c t i onFlow a u t omatical ly  

a d ds a  C C  F e e

I f  t h ey  c hoose t o  p a y  b y  
A CH,  t h ere  i s  n o  C C  F e e .  



JOB LIST

Job Details

Actions

After the payment is complete, 
the payment will  appear in 

the…



1 . C heck “ C C F e e I n c luded”

If you would like to include the credit card fee as a line item in your quote, create your 
initial quote, then..

Find the “CC Fee Included” button in either the “Job Details” or “Job List”

2 .  H i t  t he “ S ave B u t ton”

Including CC Fees in the Bid



4 .  H i t  “ C alc  &  S a ve”  
o r  

“ C alc  &  S a v e &  
C r eate  D r awing”

5 .  A c t ionFlow 
a u tomati cal l y  

a d ds i n  t h e C C  
F e e t o  t he l i ne  

i t ems

3 .  O p en t he 
“ A rea M o dule”  

t o  e d it  t h e 
q u ote .

6 .  T h e C C F e e i s  n o w 
i nc l uded i n  t h e q u ote .

W hen i t  i s  t i me 
t o  c o l lect  a  
p a yment…



I f  y o u s end t he 
e m ai l ,  y o u w i l l  

w ant  t o  r emove t h e 
“ P ay  b y  C h eck”  

o p t ion

W hen y o u  o r  t h ey 
g e t  t o  t h e 

“ Checkout”  p a ge

JOB LIST

Actions

A f t er  t h e p a yment  i s  c o mplete ,  
t he C C  f e e  w i l l  b e  i m bedded i n  
t he t o t al  p a yment

A c t i onFlow d o es  N O T 
a u tomati cal l y  a d d a  C C  F e e .  

T h e F ee i s  a l ready i n c luded i n  
t he “ P a yment  T o tal ”


