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Agency Monthly
Invoicing Getting
Startea Guide

Introducing our New Self Serve
Invoicing Experience




New! Monthly Invoicing
Made Simple

Z

ID: 123456789 - Active - USD - ZX Media

Q Search by name or ID

Billing setup Billing transfers

z ZX Media Apparel

Control all aspects of your invoicing experience, sy

= ZX Media Apparel
ID: 123456789 - On hold

How you'll pay

ZX Media Apparel

from applying for monthly invoicing to editing
Invoice setups In a single place. | RE—

ZX Media Apparel
ID: 123456789 - On hol

Z

A Reduce setup timdnstantly activate new ad
accounts for invoicing in your Business Manager.

A Ensure invoices contain the details you nedidectly
edit invoice setups, including changes to invoice
recipients and PO#s without filing a support ticket.

A Save time reconciling LinkedIn marketing expenses:
use the invoice dashboard to view, sort, filter, and
download invoices or generate billing reports.
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1 Setting up your Business Manager

Getting started Business Manager

Streamling/our .
. . nvoicing
LinkedIn Billing
experience 3  Claiming your Invoice Setups
Follow these steps to set up
invoicing and make changes 4 Set up new ad accounts for monthly
to your billing detalls. invoicing

5 Change youbllling detalls
6  Downloading your Invoices

7 FAQ& Troubleshooting
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Setting up
your Business
Manager

If you already have Business
Manager, skip telide 6 @




How does
Business
Manager work?

a Invite your Admins to Business Manager using their work emails.

e Add the Ad Accounts and Pages your business owns.

%QPzV YQTTI[ S

Getting started with Business
BPBHFT YQPzV EJUTWEF
ad campaigns or data integrations.

Get access to the Ad Accounts and Pages of other businesses
you work with by setting up a Business Manager Partnership.

Invite the rest of your team to Business Manager
using their work emails.

Use Business Manager to adjust Ad Account and Page
permissions quickly if needed.

Learn more about Business
Managerhere

Get Started with Business
Managerhere
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https://business.linkedin.com/marketing-solutions/business-manager
https://business.linkedin.com/content/dam/me/business/en-us/amp/marketing-solutions/images/lms-business-manager/pdfs/en-us/lms-business-manager-detailed-agency-onboarding-guide.pdf

Getting started
with seltserve
INvoicing In
Business Manager



Are you an
Agency buying
ads on behalf of
an advertiser

WhO |S I|ab|e fOr EWS j"gnlt:alljejdy.ha; ?)c;elis F'[OTméonth\Iylin\léoi[cigg IQ‘IlroN
the ad costs? payment method with you.

| *G [ QWT DNJFPV EQFUPzV BN
You will need shared access to your @ monthly invoicing, they may either request access

DNJFPVzU OQPVI N[ JP> or you may apply on their behalf.
method to pay with sequential

liability. Follow these steps based on
| OWT DNJFPVzU JPXQJI
agree to ouiLinkedIn Ads
Agreement.

Get access to monvthly Invoicing as an advertiser for your (the
"HFPD[ zUT NFHBN FPVJV]

(FV BDDFUU VQ [ QWT DNJFPVzU O
method to setup billing for sequential liability:

If you are the legally liable entity, see our
guide for direct advertisers.
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https://www.linkedin.com/legal/sas-terms
https://www.linkedin.com/legal/sas-terms

STEP 1:

Navigate to the Ads
BillingCenter yr—

ZX Media
123456789123456

Log in to Business Manager

Partners

A Ensure you have Business Manager
Admin permissions

People

Ad accounts

Welcome to Linkedln Business Manager

AAFNFDV Z"EU #JNNJPH $FP Pages
hed aud 4 Invite people Add partners
" Matched audiences , - . . ,
lefthand side of your screen S e = oo

Revenue attribution report

Set up ad accounts Set up Pages

Add ad accounts your business owns or Add Pages your business owns or those
Ads Billing Center those owned by other businesses owned by other businesses

Settings

Share audiences

Share matched audiences across
different ad accounts
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STEP 2:

&PUWTF [ QWz
for Monthly Invoicing - pr——

@z,
Are you able to apply for invoicing?

Payment methods

A Already have accounts on monthly invoicing? If
UQs [ QWzTF RTFSWBNJGJFE
apply for monthly invoicing directly in the Ads
Billing Center.

MNo saved payment methods

A New to monthly invoicing? You must meet the
following criteria to apply:

ASpend $3000 per month with LinkedIn Ads for
at least 2 consecutive months during the last
year

Apply for monthly invoicing

A ContactLinkedIn Suppoot your LinkedIn Sales
Representative to gain access to the Monthly
nvoicing Application in the Ads Billing Center.
nclude your Business Manager name and ID In
your request.

A Note: you must have created a Business Mabafe . Tip: All customers must complete an invoicing application in order to make
August 20 in order to prgualify for monthly invoicing ¥ changes to their invoice setups, regardless of current invoicing status.
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https://www.linkedin.com/help/lms?trk=lms-tlt&src=go-pa&veh=null&mcid=7059959449221829910&gclid=Cj0KCQjw-uK0BhC0ARIsANQtgGPwLa4mvwsy9KQq8Pclm1TfqVmQPnNIbTlBAxHraXq80BB1BLvRt7kaAmHjEALw_wcB

STEP 3:

Apply for a new
monthly invoicing - poys——

Payment methods (1) o =: ZX Media Corporation

payment method il e |z conren

Connected ad accounts Partrners

Pa'!lrment methods ZX Media Enmbrﬁtinn

Ylaljl VDA
Monthdy invoicing

Al BXJHBVF VQ VI F Z1B[ OFP invoice setups Connected ad accounts (3)
the lefthand side of your screen T —

&d account name 3 Chwener 32 invoice setup 2

AAFNFDV B VI F ZRNWUZ JDQ
~VI QEUZ

ZX Media Apparel

X Apparel Invoice Header
D: 123456789 - Active 0: 123456789

GBS - USh

LX Madia BM

vi ZX Media Apparel
B - T

O 123456789 - Active

LX Appang Imdoece Header

ZX Media BM
e ID: 123456789 - USD

A If this is your first monthly invoicing

payment method, you will see a button
-PDQWTBHJPH [ QW VQ Z" RR
*PXQJDJPHZ JP VI F OJEE

i LX Apparel Imeoice Header
EI.KH.I.EF{I-E-' :lfir-‘;lJE!rF;*l ZX Madia BM 0 1 Fw =789 - USD
23456/289 - Active L 123450/89 - USL

Z
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STEP 4.

Complete a Monthly
Invoicing Application

Apply on behalf of your business
and create your Legal Entity

AIf you are an agency and will receive and pay Submit this application for @
OQPVI N[ JPXQJDFU QP [OQ |
: i My business
first need OWﬂGI’ShIp of your own monthly Get access to your monthly invoicing payment method and legal entity
Invoicing payment method.

A4 FNFDV Z.[ #WUJPFUUZ BP
monthly invoicing application as an Advertiser
GQT [ QWT QYP tVIF BHFPD

My client’s business
Get access to your client's monthly invoicing payment method

LINKEDIN ADS BILLING CENTER Linkedﬂ 11



STEP 5:

Complete a Monthly
Invoicing Application = Yoe——

< Apply for monthly invoicing

Monthly invoicing is a payment method that reduces the number of transactions by consolidating your ads costs into monthly invoices.

Apply on behalf of your business
and create your Legal Entity

Submit this application for @

et access to your monthly invoicing payment method and legal entity

O My client’s business
Get access to your client's monthly invoicing payment method

A Complete the application form and follow the
prompts

Business information

Registered legal company name

A Be sure the information you include such as
Company Name and Address appear exactly
as they do on legal documents. |

A Once you submit your application, you will
receive a confirmation email. You will be able
to view the status of your request on the
payment methods tab in the new Ads Billing
Center. Your request may take a few days to
process.
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https://www.linkedin.com/help/lms/answer/a6275765

I've been approved
for monthly Invoicing!
Now what?

A Once you've been approved for monthly
Invoicing, you will receive an email confirming
your approval.

A Invoice setups will be automatically created
for Ad accounts owned by your Business
Manager that have the same-lllegal
entity you used in your application.

AYou can also start setting up any newly
created Ad accounts for monthly invoicing
using this legal entity.

A Some Ad accounts will not have invoice setups
automatically created if you do not own the
ad accounts or share them with another
Business Manager at the billing admin level, or
If you do not have access to thetaill
payment method. You will need to claim those
setups.

LINKEDIN ADS BILLING CENTER

B Ads | Billing Center ~

ZX Media
123456789123456 - Active

Ad accounts

Payment methods

Invoice setups

Legal entities

Invoices

Invoice setups (30)

Q Search by invoice setup name or

Invoice setup name <

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

ZX Apparel Invoice Header
ID: 123456789 - USD - Active

Bill-to legal entity

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

ZX Media Corporation

Payment method £

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

ZX Media Corporation
Monthly invoicing

1 ad account

0 ad accounts

0 ad accounts

0 ad accounts

0 ad accounts

Status: All =

Tip: If you are an Agency managing billing for your client, you will now need to
[ OWT DNJFPVzU OQPVI NJ

HFV BDDFUU VQ

/ to get set up!

Linked [}
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STEP 6A:

(GGet access to your
DNJFPVzU OQ  Pe—

= = = edia Payment methods (1) =E

InVOIC|ng payment a::@?: 333333333333 o Monthly invoicing - Active - Owner

If your client already has access to monthly

invoicingv!| F[ zNN PFFE VOQ o e : s
Invoicing payment method withyouinBusinessaam = = *° %%

Manager.

A To help your client share their payment method first
add your client as a partner in Business Manager

A51 FP | BXF [ QWT DNJFPV |
VBCZ BPE DNJDM VI F RB[ O
share

Al FZVS | BXF VI FO DNJDM V
Z41 BTF OQPVI N[ JPXQJDJP

A Have them select you as the partner to share their
RB[ OFPV OFVI QE YJ VI BPE
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STEP 6B:

(GGet access to your
DNJFPVzU OQ ===

Payment methods (1) e

Invoicing payment |
method.

If your client does not already have

access to monthly invoicingou may
apply for access to monthly invoicing
on their behalf.

A5Q EQ UQS GJTUV PBXJHBYV
OFVI QEUZ VBC QP VI F NFG

AAFNFDV VI F ZRNWUZ JDQP

. Tip: Your application for monthly invoicing will be rejected if your client
v already has access to monthly invoicing from their own Business Manager.

LINKEDIN ADS BILLING CENTER Linked [} 15



STEP /B:

(Galn access to your
DNJFPVzU OQ = peye—

< Apply for monthly invoicing

[ - -
I l V D I C I I l g p ay I I l ( ! I l t Monthly invoicing is a payment method that reduces the number of transactions by consolidating your ads costs into monthly invoices. Learn more
I I l et I I O d Submit this application for @

. My business

Get access to your monthly invoicing payment method and legal entity

v
AAFNFDV Z$NJFPV CWUJPFUU iy hnes s
Get access to your client's monthly invoicing payment method
are app Iyl n g O n beh alf Of v | agree that the Third Party | am applying for monthly invoicing on behalf of is my disclosed principal for whom | am acting as agent, and that | have

permission to buy ads on their behalf. | will make available upon request written confirmation of the relationship between myself and the Third Party in
accordance with the Linkedin Ads Agreement.

A Confirm your agreement to the LinkedIn Ads
Agreement Third Party payment policy Client business nformation

Registered legal company name

A Complete a monthly invoicing application on 2X Media Corporation

Enter your client's company name exactly as it appears on legal documents. Learn more

behalf of your client CountryfRegir

Canada

Address line 1

1000 W Maude Ave

Enter your client's registered corporate address exactly as it appears on their legal

Tip: Review the LinkedIn Ads Agreerhere

==
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Iming your

Cla

Setups

Invoice



STEP 1:

Claim your
Invoice Setups T ——

Ad accounts (5) 7 ZX Media Apparel

ID: 123456789 - Active - USD - ZX Media

Q Search by name or ID

If your ad account was set up for monthly : |

Invoicing before sesdkerve invoicing was
released, you may see a message that
your Invoice setup Is unclaimed. | 2 Xyete e

ZX Media Apparel Payment method
ID: 123456789 - On hold

@ This invoice setup is unclaimed

ZX Media Apparel To claim this invoice setup, you need access to monthly invoicing for ZX Media Corporation. Claiming an
Z ID: 123456789 - On hold invoice setup allows you to edit invoice setup details. Learn more

How you'll pay

— E ZX Media Corporation

. Monthly invoicing
ZX Media Apparel

ID: 123456789 - On hold

An Invoice setup must be claimed before e

ZX Apparel Invoice Header

you can edit it. However, you can always i

Brandon Doe
New York NY 94086 (brandondoe@zxmedia.com)

create a new invoice setup for your ad .
account to change the billing setup for an

ad account using monthly invoicing
payment methods that you already have
access to.
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STEP 2:
Claim your

I nVOlce Se-tu pS = [ Ads | Billing Center ~
G 122);4?;2;?23456 Payment methods (1) 0 =: ZX Mgdia ICorpqration
ATO Clai m an inVOice Setup, you mUSt have Ad accounts R Connected ad accounts Partners
access to the legal entity and payment
. . . Invoice setups Connected ad accounts (3
method used in that invoice setup. o
Q Search by ad account name or ID
AComplete an invoicing application for this Kdsccmtrame
legal entity to get access by following steps 2 DU o e o i
5 In SectioR of this Getting Started Guide Z DS, axveden i

i ZX Apparel Invoice Header
ZX Media Apparel 7% Media BM pp

4 ID: 123456789 - Active ID: 123456789 - USD

AOnce you meet the above criteria, the invoice
setup will automatically be claimed by your
Business Manager and appear on your
Invoice setups tab.

Alf billing is setup on behalf of a client, you
must have access to both the Agencyaolll
NFHBN FPVJV|[] BU YFN 2 DI\ D \/ 7 O QP
JPXQJDJPH RB[ OFPV OFVI OES "HFPD[ zU Ul QWNE

. : : Tip: Claiming an invoice setup cannot be undone. Do not claim invoice setups if
not attempt to claim invoice setups which are i the billto legal entity does not belong to your business or if the ad account is

set up to be billed directly to clients. ° managed by another Business Manager.
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Activate New
Ad Accounts

for Invoicing

I
i i



STEP 1:

have access to = s sy orer-
ZX Media Payment methods (1) o —: ZX Media Corporation
123456789123456 Monthly invoicing - Active - Owner
| OWT DNJFPYV

Ad accounts

I l S Payment methods ZX Media Corporation
aC C O u Monthly invoicing
Invoice setups Partners (3) Share monthly invoicing

Legal entities

Connected ad accounts Partners

Q Search by partner name or ID

A Follow steps-8 in the above section to

HBJP BDDFUU VQ [ OQWT DWwuU p Partnert
Invoicing payment methods

p Partner 2
ID: 123456789

Partner 3
ID: 123456789

LINKEDIN ADS BILLING CENTER Linkedﬂ 21



STEP 1:

Setup your new
Ad Accounts for
Monthly Invoicing

Activate your new ad accounts

and begin advertising!

Al BXJHBVF VQ VI F Z"E

A Select the account you want

to set up for invoicing

" DL

A$NIJDM Z4FNFDV RB[ OFPV

BPE DI QQUF

LINKEDIN ADS BILLING CENTER

Z. QPVI NJ

* P

==

m Ads | Billing Center ~

Ad accounts (5) 7 ZX Media Apparel

Q

7 ZX Media Apparel

7 ZX Media Apparel p

ZX Media Apparel

ZX Media Apparel m ( l

ZX Media Apparel

Set up billing for ZX Apparel

Select payment method W

Monthly invoicing

Credit card 2

Tip:: QWz NN QPN[ UFF "E " DDQWPVU VI BV BTF BNT
VI F #JNNJPH "EOJP NFXFNS *G [ QW EQPzZ2V UFF
Manager to claim it. Learn more about claiming ad accounts in Business Mareager

Linked [} 22



STEP 2:

Convert an existing
account that Is r——

Ad accounts (5) 7 ZX Media Apparel

currently paid with — |a

Ad accoun ts

[ |
a Credit Card z D
[ |
Invoice setups
VISA 1234 ;
Ly i -

Manage credit card &

7 ZX Media Appare

ZX Media Appare

Z Set up monthly invoicing

Al BXJHBVF VQ VIF Z"E "DD

7 ZX Media Appare

A Select the account you want to switch
to invoicing

ZX Media Appare

ASNJDM Z. BPBHF RB[ OFPV OC
DI QQUF Z4FVWR . QPVI N[ *

Tip: Once you transition your payment method from Credit Card to Invoicing, this
action CANNOT be undone.

==
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STEP 3:

Create an
Involce Setup T —

<~ Set up monthly invoicing for: ZX Media Apparel

Provide your invoice details

. . Create a new invoice setu
A Name your InVOICe Setup Invoice setups are used to generate Sour monthly invoices
A4 F N F D V Z $ N J F P V # WU J P F U U ’ ZX Apparel Invoice Header
managing invoicing on behalf of your client.
A Select your bilb-legal entity from the This nvclcs sstup il e used or @
dropdown menu. The Bl legal entity O Mybusiness Q) My llents busiess
ShOUId be your agency_ Bill-to legal entity (Agency) ’
A Select a payment method. This should be peyment method (lont
[ Q WT D N J F P V 2 U C WU J P F U U S Client legal entity (Monthly invoicing) A 4 ’
methods that have been shared with you or sling aacres: @

1000 W Maude Avenue, New York, NY, 94086, United States of America

that you applied for on behalf of a client will
be available.

Tax ID: [TaxType] 123456789 - [TaxType] 123456789

A$1 QQUF CJNNJPH DQPVBDVS
them In case there are issues with your
Invoice or payment method.

A Optionally add additional invoice recipients | e - -
and a PO# lfr Tip: Each ad accounts requires its own invoice setup. Learn more about invoitesetups
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Change how

your ad account
S billed



STEP 1:

Select the Invoice Setup
yOu WISh tO Change = [ Ads  Billing Center -

E] ZX Media Ad accounts (5) 7 ZX Media Apparel

L3450 785 - Active - Us0 - £X Med

Ad accounts

Billing setup Eilling transfers

Payment methods ZX Media Apparel

D: 123456780 - Active

A/ B X ‘J HBVF Vv Q VI F Z " E " DD e ZX Media Apparel How you'll pay

‘et [r: 1234567859 - On hold ) , .
Legal entities i Payment method Edit current invoice setup

on the lefthand side of the screen .

. — » ZX Media Corporation

ZX Media Apparel — = .

D: 123456789 - On hold Maonthly iInvaicing
L340 Gy < LN NOIC

Invoices Create new invoice setup

A Select the Ad Account whose e

Invaice setup name Currency o the new setup
D 123456789 « On hald

Invoice setup you wish to change

ZX Media Apparel Billing addrass Eilling contact Additional invoice recipients
L 123456769 - Un hold 1000 W Maude Avenue Brandon Doe kevindoe@zymedia.com,

A$ N J D M Z . B P B H F ~ P X Q J D F 4 New York NY 94086 {brandondoe@zxmedia.com) abedoe@zxmedia.com

United States of America

Z&EJV DWTTFPV JPXQJDF U i

PO
123456789

i Tip: If you wish to create a new invoice setup, follow the steps in Section 3 of this Guide!
v
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Edit PO#s

A4 FNFDV VI F BE BDDQWPV |
make changes to and then select
Z. BPBHF *PXQJDF 4FVWRZ

A From there you will see the PO#
editable field

A Make your desired changes to your
10d BPE DNJDM Z4BXFZ PO number (optional) @

123

A These changes will be immediately
applied to your account

Tip: Each invoice setup creates one invoice per month. If your ad account is connected
v to multiple invoice setups, you may receive more than one invoice per setup.
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Change your billing
address

A Select the ad account you wish to

Billing address @

make Ch anges tO 1000 W Maude Ave, Sunnyvale, CA 94085-2810, US
A Select manage invoice set up, then e
DNJDM Z/ FY *PXQJDF 4FV
1000 W Maude Ave
A Provide an invoice setup name and edstates
your new desired billing address and o
D N J D M Z 4 B X F Z Andernos les Bains, Gironde 33510

France

5 Cerrada Testal

mexico city

Ciudad de México, CDMX 04369
Mexico

69 1/2 16th Ave SW
Cedar Rapids, |1A 52404-5950
United States

Tip:: If you need to change the-tmllegal entity or billing region for your Ad Account,
v you MUST create a new invoice setup. Follow the instructions in Section 3 to do so.
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Add, change, or remove
INvoice recipients

[{i] Ads | Billing Center
Edit your invoice setup & 2X ppareivoie Header

A Remove existing invoice recipients
QG BEE PFY QPFU C|[ UFNFOOUSHEE == o

&OBJNZ BPE RTQXJEJPH BE
Invoice recipients

A: QWT BDDQWPVzZU #JNNJPH
selected by default. You can make
changes to your Billing Contact by
editing your Legal Entity.

nnnnnnnnnnnnn

Billing address
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Create a new
Invoice setup

Y Ads | Billing Center

TO C h an g e yo u r bi | I i n g reg iO n O r < Set up monthly invoicing for: ZX Media Apparel
effective dates you must create a S——
new invoice setup. e

AAFNFDV VI F "E "DDQWPV G
like to create a new invoice setup

rrrrrr

AAFNFDV Z.BPBHF JPXQJDF S
Z$TFBVF B PFY JPXQJDF U R

ZX Media Corporation

A Name your invoice setup

Payment method

ZX Media Corporation (Monthly inveicing)

AAFNFDV Z.[ #WUJPFUUZ BP S aress @
own th e paym ent m eth 9]0 for th IS ad aCCcou nt 1000 W Maude Avenue, New York, NY, 94086, United States of America

AAFNFDV Z$NJFPV #WUJPFU g contact @

A Select your Billing Contact, and add additional
Invoice recipients and a PO number if needed

A Choose an effective date from which your ad
account will be billed to your new invoice setup
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Removing Invoiced
Accounts from
Business Manager

A Head to Business Manager and navigate to
VIF Z"E "DDQWPVUZ VBC

AAFNFDV VI F ZEFNFVEZ JDQ
Account

A Removing Ad Accounts from your Business
Manager will cause the accounts to lose

access to monthly invoicing and be placed on
hold

A To reactivate the removed ad account, claim
this ad account in another Business Manager
and set it up again for monthly invoicing

LINKEDIN ADS BILLING CENTER

e e

Tip: Ad account payment methods cannot be reverted from monthly invoicing to credit card. Yc
must activate your account to a new line of credit to resume spending.
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