
Agency Monthly 
Invoicing Getting 
Started Guide
Introducing our New Self Serve 
Invoicing Experience



New! Monthly Invoicing 
Made Simple
Control all aspects of your invoicing experience, 
from applying for monthly invoicing to editing 
invoice setups in a single place.
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ÅReduce setup time: Instantly activate new ad 
accounts for invoicing in your Business Manager.

ÅEnsure invoices contain the details you need: directly 
edit invoice setups, including changes to invoice 
recipients and PO#s without filing a support ticket.

ÅSave time reconciling LinkedIn marketing expenses: 
use the invoice dashboard to view, sort, filter, and 
download invoices or generate billing reports.



Setting up your Business Manager

Getting started Business Manager 
Invoicing

Claiming your Invoice Setups

Set up new ad accounts for monthly 
invoicing

Change yourbilling details

Downloading your Invoices

FAQ& Troubleshooting

Streamlineyour 
LinkedIn Billing 
experience
Follow these steps to set up 
invoicing and make changes 
to your billing details.
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Setting up 
your Business 
Manager

If you already have Business 

Manager, skip to slide 6!
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How does 
Business 
Manager work?

%QPźV YQTT[Š 

Getting started with Business 
.BPBHFT YQPźV EJUTWRV [QWT QPHQJPH 
ad campaigns or data integrations.

LINKEDIN ADS BILLING CENTER 5

Invite your Admins to Business Manager using their work emails.1

2

3

4

Add the Ad Accounts and Pages your business owns. 

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.

5
Use Business Manager to adjust Ad Account and Page 
permissions quickly if needed.Learn more about Business 

Manager here.

Get Started with Business 
Manager here.

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 self-serve 
invoicing in 
Business Manager

2.



Are you an 
Agency buying 
ads on behalf of 
an advertiser 
who is liable for 
the ad costs?
You will need shared access to your 
DNJFPVźU OQPVIN[ JPXQJDJPH RB[OFPV 
method to pay with sequential 
liability. Follow these steps based on 
[QWT DNJFPVźU JPXQJDJPH UFVWR BPE 
agree to our  LinkedIn Ads 
Agreement.

If you are the legally liable entity, see our 
guide for direct advertisers.
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Get access to monthly invoicing as an advertiser for your (the 
"HFPD[źUŤ NFHBN FPVJV[

1

2

2A

2B

(FV BDDFUU VQ [QWT DNJFPVźU OQPVIN[ JPXQJDJPH RB[OFPV 
method to setup billing for sequential liability:

If your client already has access to monthly invoicing from their 
#WUJPFUU .BPBHFTś VIF[źNN PFFE VQ UIBTF VIFJT OQPVIN[ JPXQJDJPH 
payment method with you. 

*G [QWT DNJFPV EQFUPźV BNTFBE[ IBXF BDDFUU VQ 
monthly invoicing, they may either request access 
or you may apply on their behalf. 

https://www.linkedin.com/legal/sas-terms
https://www.linkedin.com/legal/sas-terms


STEP 1: 

Navigate to the Ads 
Billing Center

Log in to Business Manager

ÅEnsure you have Business Manager 
Admin permissions 

Å4FNFDV Ż"EU #JNNJPH $FPVFTŻ QP VIF 
left-hand side of your screen
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STEP 2: 

&PUWTF [QWźTF 2WBNJGJFE 
for Monthly Invoicing

Are you able to apply for invoicing?

ÅAlready have accounts on monthly invoicing? If 
UQś [QWźTF RTFSWBNJGJFEŠ :QW YJNN UFF B CWVVQP VQ 
apply for monthly invoicing directly in the Ads 
Billing Center. 

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

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

ÅContact LinkedIn Support or your LinkedIn Sales 
Representative to gain access to the Monthly 
Invoicing Application in the Ads Billing Center. 
Include your Business Manager name and ID in 
your request.

ÅNote: you must have created a Business Manager before 
August 20th in order to pre-qualify for monthly invoicing
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Tip: All customers must complete an invoicing application in order to make 
changes to their invoice setups, regardless of current invoicing status.

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 
payment method

Å/BXJHBVF VQ VIF Ź1B[OFPV .FVIQEUŻ VBC QP 
the lefthand side of your screen

Å4FNFDV B VIF ŻRNWUŻ JDQP PFZV VQ Ż1B[OFPV 
.FVIQEUŻ

ÅIf this is your first monthly invoicing 
payment method, you will see a button 
FPDQWTBHJPH [QW VQ Ź"RRN[ GQT .QPVIN[ 
*PXQJDJPHŻ JP VIF OJEENF QG VIF UDTFFPŚ

LINKEDIN ADS BILLING CENTER 10



STEP 4: 

Complete a Monthly 
Invoicing Application

Apply on behalf of your business 
and create your Legal Entity

ÅIf you are an agency and will receive and pay 
OQPVIN[ JPXQJDFU QP [QWT DNJFPVźU CFIBNGś [QWźNN 
first need ownership of your own monthly 
invoicing payment method.

Å4FNFDV Ż.[ #WUJPFUUŻ BPE DQORNFVF VIF 
monthly invoicing application as an Advertiser 
GQT [QWT QYP ţVIF BHFPD[źUŤ NFHBN FPVJV[
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AGENCY



STEP 5: 

Complete a Monthly 
Invoicing Application

Apply on behalf of your business 
and create your Legal Entity

ÅComplete the application form and follow the 
prompts

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

ÅOnce 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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AGENCY

Tip: If you have questions about the application, review our glossary here.

https://www.linkedin.com/help/lms/answer/a6275765


I've been approved 
for monthly invoicing! 
Now what?
ÅOnce you've been approved for monthly 

invoicing, you will receive an email confirming 
your approval.

ÅInvoice setups will be automatically created 
for Ad accounts owned by your Business 
Manager that have the same bill-to legal 
entity you used in your application.

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

ÅSome 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 the bill-to 
payment method. You will need to claim those 
setups.

LINKEDIN ADS BILLING CENTER 13

AGENCY

Tip: If you are an Agency managing billing for your client, you will now need to 
HFV BDDFUU VQ [QWT DNJFPVźU OQPVIN[ JPXQJDJPH RB[OFPV OFVIQEŚ 'QNNQY UVFRU ƞ-
7 to get set up!



STEP 6A: 

Get access to your 
DNJFPVźU OQPVIN[ 
invoicing payment 
method.
If your client already has access to monthly 
invoicing VIF[źNN PFFE VQ UIBTF VIFJT OQPVIN[ 
invoicing payment method with you in Business 
Manager.

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

Å5IFP IBXF [QWT DNJFPV IFBE VQ VIF Ż1B[OFPV OFVIQEU 
VBCŻ BPE DNJDM VIF RB[OFPV OFVIQE VIF[ PFFE VQ 
share

Å/FZVś IBXF VIFO DNJDM VIF Ź1BTVPFTUŻ VBC BPE DNJDM 
Ź4IBTF OQPVIN[ JPXQJDJPHŻ

ÅHave them select you as the partner to share their 
RB[OFPV OFVIQE YJVI BPE DNJDM Ż4IBTFŻ
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AGENCY

Image needed for partner section of payment methods



STEP 6B: 

Get access to your 
DNJFPVźU OQPVIN[ 
invoicing payment 
method.
If your client does not already have 
access to monthly invoicing , you may 
apply for access to monthly invoicing 
on their behalf.

Å5Q EQ UQś GJTUV PBXJHBVF VQ VIF Ź1B[OFPV 
OFVIQEUŻ VBC QP VIF NFGVIBPE UJEF QG [QWT UDTFFP

Å4FNFDV VIF ŹRNWUŻ JDQP PFZV VQ Ź1B[OFPV OFVIQEUŻ 
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AGENCY

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

Image needed for partr section of payment methods



STEP 7B: 

Gain access to your 
DNJFPVźU OQPVIN[ 
invoicing payment 
method.
Å4FNFDV Ź$NJFPV CWUJPFUUŻ YIFP BUMFE YIQ [QW 

are applying on behalf of

ÅConfirm your agreement to the LinkedIn Ads 
Agreement Third Party payment policy

ÅComplete a monthly invoicing application on 
behalf of your client
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AGENCY

Tip: Review the LinkedIn Ads Agreement here.

https://www.linkedin.com/legal/sas-terms


Claiming your 
Invoice Setups

3.



STEP 1: 

Claim your 
Invoice Setups

If your ad account was set up for monthly 
invoicing before self-serve invoicing was 
released, you may see a message that 
your invoice setup is unclaimed.

An invoice setup must be claimed before 
you can edit it. However, you can always 
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 
Invoice Setups

ÅTo claim an invoice setup, you must have 
access to the legal entity and payment 
method used in that invoice setup.

ÅComplete an invoicing application for this 
legal entity to get access by following steps 1-
5 in Section2 of this Getting Started Guide

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

ÅIf billing is setup on behalf of a client, you 
must have access to both the Agency bill-to 
NFHBN FPVJV[ BU YFNN BU VIF DNJFPVźU OQPVIN[ 
JPXQJDJPH RB[OFPV OFVIQEŚ "HFPD[źU UIQWNE 
not attempt to claim invoice setups which are 
set up to be billed directly to clients. 
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Tip: Claiming an invoice setup cannot be undone. Do not claim invoice setups if 
the bill-to legal entity does not belong to your business or if the ad account is 
managed by another Business Manager.



Activate New 
Ad Accounts 
for Invoicing
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STEP 1: 

Make sure you 
have access to 
[QWT DNJFPVźU 
accounts

ÅFollow steps 4-8 in the above section to 
HBJP BDDFUU VQ [QWT DWUVQOFTźU OQPVIN[ 
invoicing payment methods
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AGENCY

Image needed for partner section of payment methods



STEP 1: 

Setup your new 
Ad Accounts for 
Monthly Invoicing

Activate your new ad accounts 
and begin advertising!

Å/BXJHBVF VQ VIF Ź"E "DDQWPVUŻ VBC

ÅSelect the account you want 
to set up for invoicing

Å$NJDM Ź4FNFDV RB[OFPV OFVIQEŻ 
BPE DIQQUF Ż.QPVIN[ *PXQJDJPHŻ
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Tip: :QWźNN QPN[ UFF "E "DDQWPVU VIBV BTF BNTFBE[ DNBJOFE C[ [QWT #WUJPFUU .BPBHFT QT UIBTFE BV 
VIF #JNNJPH "EOJP NFXFNŚ *G [QW EQPźV UFF VIF "E "DDQWPV [QWźTF NQQMJPH GQTś IFBE CBDM VQ #WUJPFUU 
Manager to claim it. Learn more about claiming ad accounts in Business Manager here.



STEP 2: 

Convert an existing 
account that is 
currently paid with 
a Credit Card.

Å/BXJHBVF VQ VIF Ź"E "DDQWPVUŻ VBC

ÅSelect the account you want to switch 
to invoicing

Å$NJDM Ź.BPBHF RB[OFPV OFVIQEŻ BPE 
DIQQUF Ż4FVWR .QPVIN[ *PXQJDJPHŻ
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Tip: Once you transition your payment method from Credit Card to Invoicing, this 
action CANNOT be undone.



STEP 3: 

Create an 
Invoice Setup
Provide your invoice details

ÅName your invoice setup

Å4FNFDV Ź$NJFPV #WUJPFUUŻ JG [QW BTF BP BHFPD[ 
managing invoicing on behalf of your client.

ÅSelect your bill-to-legal entity from the 
dropdown menu. The bill-to legal entity 
should be your agency.

ÅSelect a payment method. This should be 
[QWT DNJFPVźU CWUJPFUUŚ 0PN[ RB[OFPV 
methods that have been shared with you or 
that you applied for on behalf of a client will 
be available.

Å$IQQUF CJNNJPH DQPVBDVŚ 8FźNN TFBDI QWV VQ 
them in case there are issues with your 
invoice or payment method.

ÅOptionally add additional invoice recipients 
and a PO#
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AGENCY

Tip: Each ad accounts requires its own invoice setup. Learn more about invoice setups here.

https://www.linkedin.com/help/lms/answer/a1622770


Change how 
your ad account 
is billed

5.



STEP 1: 

Select the Invoice Setup 
you wish to change

Å/BXJHBVF VQ VIF Ź"E "DDQWPVUŻ VBC 
on the lefthand side of the screen

ÅSelect the Ad Account whose 
invoice setup you wish to change

Å$NJDM Ż.BPBHF *PXQJDF 4FVWRŻ BPE 
Ż&EJV DWTTFPV JPXQJDF UFVWRŻ
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Tip: If you wish to create a new invoice setup, follow the steps in Section 3 of this Guide!



Edit PO#s

Å4FNFDV VIF BE BDDQWPV [QWźE NJMF VQ 
make changes to and then select 
Ź.BPBHF *PXQJDF 4FVWRŻ

ÅFrom there you will see the PO# 
editable field

ÅMake your desired changes to your 
10ƌ BPE DNJDM Ź4BXFŻ

ÅThese changes will be immediately 
applied to your account
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Tip: Each invoice setup creates one invoice per month. If your ad account is connected 
to multiple invoice setups, you may receive more than one invoice per setup.



Change your billing 
address

ÅSelect the ad account you wish to 
make changes to

ÅSelect manage invoice set up, then 
DNJDM Ź/FY *PXQJDF 4FVWRŻ 

ÅProvide an invoice setup name and 
your new desired billing address and 
DNJDM Ź4BXFŻ
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Tip: : If you need to change the bill-to legal entity or billing region for your Ad Account, 
you MUST create a new invoice setup. Follow the instructions in Section 3 to do so.



Add, change, or remove 
invoice recipients

Edit your invoice setup

ÅRemove existing invoice recipients 
QG BEE PFY QPFU C[ UFNFDVJPH Ź"EE 
&OBJNŻ BPE RTQXJEJPH BEEJVJQPBN 
invoice recipients

Å:QWT BDDQWPVźU #JNNJPH $QPVBDV JU 
selected by default. You can make 
changes to your Billing Contact by 
editing your Legal Entity.
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Create a new 
invoice setup

To change your billing region or 
effective dates you must create a 
new invoice setup.

Å4FNFDV VIF "E "DDQWPV GQT YIQO [QWźE
like to create a new invoice setup

Å4FNFDV Ż.BPBHF JPXQJDF UFVWRśŻ VIFP
Ż$TFBVF B PFY JPXQJDF UFVWRŻ 

ÅName your invoice setup

Å4FNFDV Ź.[ #WUJPFUUŻ BPE [QWT NFHBN FPVJV[  JG [QW 
own the payment method for this ad account

Å4FNFDV Ź$NJFPV #WUJPFUUŻ

ÅSelect your Billing Contact, and add additional 
invoice recipients and a PO number if needed

ÅChoose an effective date from which your ad 
account will be billed to your new invoice setup
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Tip: To receive fewer invoices, select the first day of the billing period as your effective date.



Removing Invoiced 
Accounts from 
Business Manager

ÅHead to Business Manager and navigate to 
VIF Ż"E "DDQWPVUŻ VBC

Å4FNFDV VIF ŹEFNFVFŻ JDQP VQ TFOQXF VIF "E 
Account

ÅRemoving Ad Accounts from your Business 
Manager will cause the accounts to lose 
access to monthly invoicing and be placed on 
hold

ÅTo reactivate the removed ad account, claim 
this ad account in another Business Manager 
and set it up again for monthly invoicing
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Tip: Ad account payment methods cannot be reverted from monthly invoicing to credit card. You 
must activate your account to a new line of credit to resume spending.


