
Orientation Part 2

CPQ



1. Sign on Glass
2. Adobe Sign
3. Paper Contract
4. Payment Request
5. Payment Consent
6. Post Payment Consent



SIGN ON GLASS



EDIT THE AGREEMENT
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Back on the quote document page, you’re going to look for the 
agreement file in the upper left-hand corner. Click on the drop 
down next to the agreement and click Edit. 



CLIENT: HOST SIGNING

Next, it’s going to open the agreement document, and you’re going to click HOST SIGNING.  That will open the 
document for client signature.

Then you go back to the agreement, edit, click HOST SIGNING, and now YOU sign on your signature line, apply and sign.

THIS DOES NOT ELIMIATE THE EMAIL THEY STILL GET THE EMAIL BUT YOU CAN GET THE SIG RIGHT Away.
IF YOU OPEN THE EMAIL, THEY HAVE ALREADY SIGNED IT



SIGN THE AGREEMENT

You will hand the device over to the client and let them sign the agreement. After they sign, you will repeat the process 
starting with the Host Signing button. You will sign the agreement and the Quote status will go from Waiting on Counter 
Signature to Accepted.



REP: HOST SIGNING

Then you go back to the agreement, click HOST SIGNING, and now YOU sign on your signature line, apply and sign.

THIS DOES NOT ELIMIATE THE EMAIL THEY STILL GET THE EMAIL BUT YOU CAN GET THE SIG RIGHT Away.
IF YOU OPEN THE EMAIL, THEY HAVE ALREADY SIGNED IT



SIGN THE AGREEMENT



CONGRATULATIONS! 

When your agreement is fully signed and becomes a CONTRACT, everyone gets notified.  
Your manager get an email and it appears in Ring the Bell on chatter.



FINDING AGREEMENTS

You’ll be able to see all the agreements that are out for signatures a couple of different ways.
1. AGREEMENT TAB - You have a list view called “My Agreements Out for Signature” that shows 

all your agreements that have an Agreement Status of Out for Signature. 
2. QUOTE RECORD – You can access the Agreements on the Quote Record.



ADOBE SIGN



- The Agreement needs to be signed by both 
parties before the 10-day expiration date. 

- If the client does not sign.. They get an email 
reminder every 3 days for 10 days. 

ADOBE EMAIL TO CLIENT



ADOBE EMAIL TO REP

Click the Blue Link to open up 
the Agreement to Co-Sign

Once the client signs, you will get an 
email from Salesforce telling you its 
YOUR turn to sign it.  

Click the link and you will go through 
the process to sign your name, apply, 
then click to sign.  Then everybody 
gets a fully signed copy back to them. 
You don’t have to upload or download 
things.



STATUS UPDATED

Now that both the client and the rep have 
signed the Agreement, the Quote status 
changes to Accepted. 



PAPER CONTRACT 



PAPER CONTRACT

When you are unable to obtain the electronic 
signature through Adobe Sign, you must obtain a 
paper signature or email/text message from the 
client explicitly agreeing to a specified quote and 
quote amount. To get the quote to the Accepted 
status, you’ll create a Case requesting Operations 
to use Client Agreed.

Once the client signs the paper agreement or 
sends an email/text, on the Quote page click 
Support.
 1. Fill in the information to match above, 
click Next.
 2. Add any additional information and click 
Next.
 3. Upload a copy of the signed Agreement 
and click Next.



PAYMENT REQUEST



TAKING PAYMENTS 

CANNOT

Charge a Credit Card

CAN

Request Payment Consent

Receive Preauthorization

Reps Can
▪Request payment consent 
▪Receive the client’s CC or ACH payment information for 
preauthorization

Reps Cannot
▪Complete the actual charging of the cc. Franchise 
Operations Team in Florida will complete this.



AFTER QUOTE ACCEPTANCE
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Once you close a deal, Salesforce spins up all the forms for you. 
You can access these records in a couple of different places, but 
for now, we will look at the Account Record. 
On the Account Record, you can see the Chargent Order, 
Chargent Payment Request & Contract. 



VIEW PAYMENT REQUEST
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We are going to hover over the Chargent Payment Request and click on the payment request name.



PAYMENT REQUEST
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Time management is important. Once the 
Payment Request Link has been spun up, you 
have 30 days to complete it before the link 
expires. If you don’t set it up in 30 days, a new 
payment request link will automatically generate 
the next morning. This isn’t ideal because all old 
payment request stay on the record and could 
cause unwanted congestion.

If you are going to do paper check – tell the 
system to CANCEL this wizard process and provide 
the reason why.  You’re not ending the PAYMENT 
CONSENT; you’re just telling the system that 
you’re not using the credit card billing process. 
You will need to work with your RSA on how to 
process the ACH.

To set up the Payment Wizard, click on Update for 
Wizard.



UPDATE FOR WIZARD 



UPDATE FOR WIZARD: RECIPIENT 
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Recipient:
1. Send Payment Request Email to Client? Leave this box checked so the Client will get the payment consent form.
2. Contact to Notify - Choose the Contact associated to the Account Record you want to send the email to. 
3. Email - If the client wants us to send this email to an address that is not listed, you can manually enter it in here. 
NOTE that if you enter in an email here, it will over-ride the contact in the above box.



UPDATE FOR WIZARD: CONSENT – ONE TIME 
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Consent:
1. Product to be Charged – Helps billing know what product to charge for. Blue Envelope, Digital, LE, 
Plus One, SOLO, Other, All
2. Payment Recurrence – One Time – If you have a 6month contract, but only have one time payment, 
this form will need to be filled out for month 2,3,4,5,6.
3. One Time Charge Amount – This will automatically populate with the 1st bundle amount if available.
4. One Time Requested Date –Blank charge immediately. 
5. Select the calendar and choose the date the client would like their card to run on.



UPDATE FOR WIZARD: CONSENT – FIXED RECURRING
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Consent:
1. Product to be Charged – Helps billing know 
what product to charge for. Blue Envelope, 
Digital, LE, Plus One, SOLO, Other, All
2. Payment Recurrence – Fixed Recurring

3. Recurring Charge Amount – This will 
automatically populate with the 1st bundle 
amount if available. You may want to suggest to 
your client to combine same month charges, so 
you don’t have to create a onetime payment 
request for them.
4. Combine Same Month Charges – If there are 
multiple mailings in a month, the client can 
choose to pay them both at the same time or 
separately. 
5. Preferred Billing Day of the Month –Select which day of the month the client wants their CC charged. If it falls on the 31st 
and there are only 30 days that month, it will run on the 30th. 
6. Normal Pay Schedule – Do they normally pay BEFORE or AFTER mailing.



UPDATE FOR WIZARD: CONSENT – ONE TIME + FIXED RECURRING 
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Consent:
1. Product to be Charged – Helps billing know what 
product to charge for. Blue Envelope, Digital, LE, Plus 
One, SOLO, Other, All
2. Payment Recurrence – One Time + Fixed Recurring
3. One Time Charge Amount – This will automatically 
populate with the 1st bundle amount if available. 
This is used when you want to collect a deposit for a 
large quote or if you need to catch the client up on a 
payment. 
4. One Time Requested Date – Blank charge 
immediately. Select the calendar and choose the 
date the client would like their card to run on.
5. Recurring Charge Amount – This will automatically 
populate with the 1st bundle amount if available.
You may want to suggest to your client to combine 
same month charges, so you don’t have to create a 
one-time payment request for them.
6. Combine Same Month Charges – If there are 
multiple mailings in a month, the client can choose 
to pay them both at the same time or separately. 
7. Preferred Billing Day of the Month – Select which day of the month the client wants their CC charged. If it falls on the 31st and there are only 30 
days that month, it will run on the 30th. 
8. Normal Pay Schedule – Do they normally pay BEFORE or AFTER mailing.



UPDATE FOR WIZARD: CONSENT – FLAT AMOUNT RECURRING
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Consent:
1. Product to be Charged – 
Helps billing know what 
product to charge for. Blue 
Envelope, Digital, LE, Plus 
One, SOLO, Other, All
2. Payment Recurrence – Flat 

Amount Recurring

3. Recurring Flat Amount – 
Enter in the flat rate the 
client is going to pay
4. Number of Payments – 
How many payments does 
the client want to set this
flat amount for.
5. Preferred Billing Day of the Month –Select which day of the month the client wants their CC charged. If it falls on the 31st 
and there are only 30 days that month, it will run on the 30th. 



UPDATE FOR WIZARD: NOTES 

Any additional notes you want the client to see on the participation agreement.

Any additional notes you want the Billing team to know about the consent.

Notes:
1. Client Addition Notes – Enter in any information you want to show on the payment wizard email that goes to the client.
2. Consent Internal Notes – Any additional information that you may need to relay to the billing team
3. Click SUBMIT.



PAYMENT CONSENT



EMAIL TO CLIENT

This is what the client gets in the email for payment consent.
Your Client notes that were added on the Quote record page 
will display here.



PAYMENT METHOD 
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The next steps are informational so you 
can assist the client if they have questions 
on completing the payment request.

1. Existing Payment Method or New: 
--Choose an existing CC or choose New.
2. Payment Method Type:
--CC – if they are using a CC.
--Bank Account – if they are going to 
provide their banking information.
3. Next



NEW PAYMENT METHOD
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1. Payment Method Nickname – You want to give the CC a 
nickname. This will help if you have multiple CC’s on file. Do 
NOT use the CC # as the Nickname.  
2. Billing Address - Add the billing address for the CC.
3. Payment Info – Enter the information on the CC. 
4. Authorize – Let the client know that this $1 will fall off after 
24 hours. It’s just to confirm that the CC will allow charges to 
be made.



PAYMENT CONSENT
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1. The top section on the Consent form thanks the client for their 
business and gives them information regarding their payments.
2. Billing Information – Confirm their Payment information is correct.
3. Recurrence Summary and when the Consent will end.
4. Transaction Email vs. Billing Email
5. Form Completed By – If you are filling this out on behalf of the client, 
you want to put your name + on behalf of client name. i.e John Doe on 
behalf of Sally Jones
6. Terms of Use – Read and accept the Terms of Use
7. Submit!



CONFIRMATION

The Client will receive a copy 
of the payment consent 
summary via email  



ACCESS TO THE PAYMENT LINK 

You have access to the payment link if needed.



POST PAYMENT CONSENT



FINDING PAYMENT CONSENT
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If you need to send the Client a copy of the signed agreement, 
a carbon copy of the consent record is visible in Salesforce. 
Hover over Payment Consent and click on the consent you 
need to send the client.



SEND COPY OF PAYMENT CONSENT 

You can download a copy by clicking on the hyper link under 
Files.



TRANSACTION HISTORY
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On the Account Record, you can find the transaction history for the client. 

Looking for a specific date or type? You can filter the list by any column that appears. 
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