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Customer Guide for Making Online
Payments Through Email

  • As a customer, you will receive an email requesting a payment for your sales invoice or sales
order, contains all details related, in addition to payment links for due amounts.

  • Email will contain only one payment link for the full due amount if no payment terms
scheduled.

  • If a payment terms scheduled for your sales invoice or sales order, the email will contain
multiple payment links; one payment link for the full outstanding amount, in addition to payment
link for each amount as per payment terms .

You received an email contains one payment link for the full
outstanding amount

1 See how the email looks like in the images below
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3 Click on the payment link to be directed to a page to start with payment process
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4 When payment link in the email clicked, you will be redirected to a page contains
information about the payment request, and a button to proceed with the
payment

5 Click on "Proceed to Payment" button
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6 You will be redirected to the checkout page to enter your payment information

7 Enter your payment information, then Click Pay / عفدا
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8 If the payment is successful, a page will appear indicating that the amount was
paid successfully

9 The full outstanding amount is paid now. So, if you try to re click on the payment
link again in the email, a page will appear indicating that the amount is fully paid
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Failed Payment
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11 For any failed payment, you will be redirected back to the checkout page to re
enter your payment information again and retry payment

You received an email contains multiple payment links; one
payment link for the full outstanding amount, in addition to
payment link for each amount as per payment terms

In case of receiving an email contains multiple payment links, you have the choice
to settle the full outstanding amount directly using the full amount payment link,
or you can pay a portion of the full outstanding amount using the other payment
links.

Let's cover both cases

You received an email contains multiple payment links: Pay
the full outstanding amount
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12 See how the email looks like in the images below
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14 Click on the payment link for the full outstanding amount

15 Click "Proceed to Payment"
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16 Enter your payment information

17 If the payment is successful, a page will appear indicating that the amount was
paid successfully
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18 The full outstanding amount is paid now. So, if you try to re click on the payment
link for the full amount again in the email, a page will appear indicating that the
amount is fully paid
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20 Also, if you click on the other payment links, the same page will appear indicating
that you can't pay these amounts as the full amount has already been fully paid
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You received an email contains multiple payment links: Use
multiple payment links to settle the outstanding amount

22 Click on a payment link of any amount. In this example, we clicked on the 5000
QAR amount link (The full outstanding amount is 10,000 QAR)
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23 Click "Proceed to Payment"

24 Enter your payment information
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25 If the payment is successful, a page will appear indicating that the amount was
paid successfully

26 Now, after you paid 5000 QAR out of 10,000 QAR, if you click on the full amount
payment link in the email, a page will appear indicating that you can't pay the full
amount of 10,000, as the invoice status is partially paid now because you just pay
5000 QAR and the outstanding amount now is only 5000 QAR
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28 Also, if you click on the payment link for the 5000 QAR amount which you just pay,
a page will appear indicating that this amount is paid, and you have to address
only the remaining outstanding amounts (3000 QAR and 2000 QAR) as per the
payment terms
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30 Click on the payment link of 3000 QAR to address this amount
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31 Click "Proceed to Payment"

32 Enter your payment information, then click Pay / عفدا
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33 Now, click on the payment link of 2000 QAR to address this last amount

34 Click "Proceed to Payment"
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35 Enter your payment information, then click Pay / عفدا
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37 Now, as you paid the full amount using multiple payment links, if you click on the
payment link for the full amount in the email, or any payment link for the other
amounts, a page will appear indicating that no required amounts now as the
invoice amount is fully paid
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