
USING THE CREDIT FORM 

Unless the customer is PRE-APPROVED, you will NOT be able to enter a dollar amount in the Total field until you add 

Terms for THIS quote/job. 

When you create a quote, you will see “Add Payment Terms” (used to say Add Quote Terms).  Click it to add terms. 

 

If the Customer is pre-approved, it will say so. There is no need to click “Add Payment Terms” except to add custom 

credit verbiage: 

 

ADDING PRE-APPROVED TERMS to customer record 

Click on the blue link on the Quote, Message, Work Order or Customer record (when searching for clients).  Open the 

Customer form for editing.  Look for the “Credit Terms Pre-Approved” field.  Enter their pre-approved terms. 

This is what it looks like when you type in whatever the pre-approved terms are (before hitting submit). 

 

This is what it looks like AFTER hitting submit.  Notice that is adds the date and the username of whoever added 

information there. 

 



The Credit form looks like this. THE MOST IMPORTANT PART is the yellow section for “Terms Approved for Current Job”.  

This locks or unlocks the ability to add an amount in the Quote Total field, or enter something in the Work Order 

Confirmation field.  You don’t have to touch that field, as it will auto fill according to your other choices. If you are 

unsure of the terms, then click USE CONTRACT TERMS, which will say the quote is pending mutual agreement on terms. 

The blue section is only used to track the progress of a credit application.  The section below it is optional for tracking 

how the customer paid, entering internal notes, and entering custom credit verbiage to show on the quote. 

 

To use the current terms, simply click the “USE CURRENT TERMS” checkbox and press Submit.   

 

If you are quoting a job that will use Contractual Terms, simply click “USE CONTRACT TERMS” and press Submit.   

 



The yellow “Terms Approved For Current Job” will now say what options you have approved.  

- Close the Window.   

- Press Submit on your Quote to see the changes.  

- Notice that there is now a link that says “Edit Payment Terms” so you can modify the information. 

For any other terms combinations, you can either click the appropriate checkboxes or type in information in the 

appropriate boxes.  You can also type custom wording in the “Credit Verbiage For This Job” field at the bottom of the 

form. 

 

If you use checkboxes for “Requires 50 Deposit”, “Pre Authorization”, “COD” or “Applying for Account”, you must press 

Submit one more time to confirm your selection. Notice that “Terms Approved For Current Job” does NOT have a name 

and a date added – that is how you know it is not saved yet. 

 

This is what it looks like after pressing Submit again, with [username – date] after it. 

 



The quote looks like this now. Note the Job Terms with the [username – date].  Now you can enter a Total for the quote. 

 

When you view the Quote in Report View, it will select verbiage depending on which option you have chosen. Below is 

for a Net 30 customer for a 3 day job which requires 50% deposit, and which allows them to apply for credit.  Note the 

INITIAL HERE line for them to request an application and acknowledge that if they are not approved, the other stated 

terms apply.  We have also added the partial billing clause as standard verbiage on quotes. 

 

 

When you create a Work Order from the Quote, it will carry over the Terms for this job.  

 

Once you save the Work Order, it adds the Work Order ID to the Credit Form. 

 



Adding Credit to Work Orders created without Quotes 

In order for a Tech to see a work order on their dashboard, the Work Order must have something entered in the “Appt 

Confirmed” field.  If a Work Order does not have approved terms, you cannot enter anything in the Confirmed field. 

 

Click “Add Payment Terms” and complete the form as for a quote in order to confirm your work order.  



Accounting: Tracking of Credit Applications 

Accounting can see all open Credit Applications at the top of the dashboard. They click on the name to edit the 

information.   

 

When the terms are determined, Accounting updates the Terms in the Customer record and the job terms in the Credit 

form.  Manually type in the terms in the “Terms Approved for Current Job” field. 

 

The email icon is for Wendy to send an email to the department staff to inform them of the results of the credit 

application.  It autofills the subject line with the terms in the CUSTOMER RECORD. We will have to determine if she then 

fills in the “Notified Client About Terms” when she sends the staff the email, or if the department must do that after 

they contact the customer. 

 

 

 

 


