Getting Started Guides
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Serviceledger

Getting Started with the

Receivables Manager

This guide will document how to use the ServiceLedger Receivables Manager for
managing customer invoices, credit memos, payments and more.



Introduction:

The Receivables Manager is where you can manage the invoices, credit memos,
and payments of your customers. Additionally, you can run aging reports and
statements for customers as well as take advantage of several advanced options
in ServiceLedger including Recurring Invoicing, Batch Work Order Invoicing, and
Batch Invoice Posting.

Automated Ways Invoices Are Created In ServiceLedger:

ServicelLedger offers a variety of options on automatically creating invoices in
ServiceLedger. Most invoices are created from quotes, work orders and
agreements automatically. You have the option of creating manual invoices that
are not related to quotes, work orders or agreements as well.

Invoices Created From Quotes:

An invoice can be generated from an existing quote by simply converting the
quote into an invoice. When you convert a quote into an invoice, you are
bypassing the conversion of the quote to a job and invoicing the customer for the
items listed on the quote. You should only convert quotes to invoices if you have
no need to create a job and schedule for any work on the quote.

To convert a quote into an invoice, open the quote record and click on the
Actions button and select Convert / Review Links.

Invoices Created From Work Orders:

You have several options on work orders to invoice in phases or invoice when
the work order is closed. The benefit of phase invoicing is that you can keep the
work order open for additional scheduling, invoice charges, etc. and allow each
work order to create multiple invoices. When you close a work order, it will
create a final invoice and you can no longer schedule or add/modify additional
invoices charges on the work order.

Creating Partial Invoices from Work Orders:

To create a partial or progress invoice in ServiceLedger, open any job and click
on the Invoice Charges tab and click on the Create Progress Invoice button.
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@ Wark Order 1008 - Crider, Craig
[s Close Window » (@ | e Print * = Post B b
Work Order 1008 5t

Cuskomer |(Crider, Craig

Service Sike  Main | Crider, Craig |E|
Bill To  Main | Crider, Craig |E| [ 3rd Party Billing

Details | Tasks | Inwoice Charges |J|:||:| Casting | Equiprnenk | Tirme Entries I Job Expenses | Naokes I Map
[ Add Invoice Charge | Remove | E] [ Create Progress Invaoice |

You will have the option of selecting what items you want to invoice for and then
click the Create button to create the partial invoice.

Work Order Summary

#| Create Partial Invaice @

Create Work Order/Job Progress Invoice

X |Item |From Eqpt. |Frc-rn Task | ks |Qty. |Uu:-M |T. Qby |Cu:-st |Pri-:e |E><t. Price i

Cancel H Create l

Creating Final Invoices from Work Orders:

To create a final invoice from work orders, all you have to do is post the work
order. When you post the work order, it will automatically create the invoice for
you. If you have created any partial invoices, it will skip those items previously
invoiced and only add items that you have not invoiced yet to the final invoice.

Click on the Post button from the work order record to post the work order and
create the final invoice for the job.

@ Work Order =1008 - Crider, Craig
| Close Window [ | &= Print *

Creating Invoices from Work Orders via Batch Posting:

Batch posting is similar to posting an individual work order except you are
posting multiple work orders at one-time, thus saving time by having to
individually post each work order.
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Click Batching | Service/Projects | Batch Work Order Posting to open the
Batch Work Order Posting window.

@ Batch Waork Order Posting || 3]
Batch Work Order Posting

Batch Actions

Status Filter: @ Show only Completed Wos Show all unposted Wos
| Process | | Cancel | | Select Al | | Unselect Al

Additional Filkering is possible using the dropdawn arraws in each calumn header,

|Post |WO# |Acc0unt# Account Mame Type Reqguest |Resource |Descripti0n |T0ta| |Status |

Mo data ko display =

1. Select the work orders you want to post either by individually checking
each one under the Post column or clicking the Select All button.

Click the Process button to post selected work orders.

As each work order is posted, an invoice will be created for all work orders
that have invoice items that need to be invoiced.

W

Creating One-Time Agreement Invoices:

All of your agreement invoices should be handled via Recurring Invoicing,
however from time to time you may want to invoice directly from the agreement
record or you may add coverage or options to an agreement and may need to
create a one-time invoice for the additional coverage or options.

Invoicing For the Agreement from the Agreement Record

You have the option of batch invoicing all of your agreements via the Recurring
Invoicing window or you can invoice each agreement individually from the
agreement record. Invoicing individually is not recommended due to its time
consuming nature.

To create an invoice for an agreement from the agreement record, open the
agreement record and click on the Actions | Create Invoice button.

@ Service Agreements [ =[]
[ Close window [ b4 B Print > & Recharge 1] b :]
Agr&ement 1003 - = Create Invoice 1 E

= Create Wark Order !
Customer |Balak, Mike i
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You will have several options available to you for invoicing.

Create Agreement Invoice [=5]

Create Agreement Invoice

Details

The current cycle (1)1/2012) has not been invaoiced.
The next cycle (2/1/2012) has not been invaiced,

Invoice Current Cwcle
Invoice Remainder ($120,000,00) and Inactivate.

reate Extra Invoice (has no effect on cycle)

[ Zancel ” (o] |

1. Invoice Current Cycle means you want to invoice the specific agreement
for the current cycle only.

2. Invoice Remainder means you want to invoice the remaining amount to
be invoiced on the agreement and inactivate the agreement.

3. Create Extra Invoice means you want to create a one-time invoice,
however it does not change the plan or options. This option is rarely used.

4. Click the OK button to create the invoice.

Invoicing From Agreement Records for Additional Coverage:

You have the option to invoice for additional coverage for an agreement. This is
useful if you are adding options or coverage to the agreement and need to
invoice the customer for the additional options or coverage.

Click on the Usage Tracking tab from the agreement record and click on the
Add Amount / Units button.

Details | Ledger | Usage Tracking | Equipment | Scheduled Wwork

Add Armount | Uniks | Adjust Amounk [ Units | awitch Type

|TYF'E |'I' + I]‘ [ovErage |Balan|:e
nsert new record
3 l

Enter the invoice item and amount to be invoiced plus the additional coverage
options. See Getting Started with Service Agreements for information on
additional coverage. Click Save & Close to save the additional coverage and
create an invoice.
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Add Agreement Coverage @
Add Agreement Coverage

Invoice Information About adding coverage
Create Invoice The lines listed under Mew Coverage below will be added to the
Plan |z| existing coverage on the agreement. IF any of the covered items
below
Item ID E| are the same as existing coverage, the bwo will be merged.
Description » If wou wish bo create an invoice For the new coverage, check the

Zreate Invoice box and fill in the the item, description, and price you
- wish to appear on the new invaice.

Price

MNew Coverage
Add | Save | Cancel | Delete |

|Item Tvpe |Item # |Cu:uverage |.ﬁ.mu:|unt |Cu:untrau:t |Renew Tvpe |Renew (1) -+
b $0.00 0.00

Cancel ] [ (0] 4

Recurring Invoices:

Recurring invoices are all of the invoices you create from your service
agreements or recurring invoicing agreements in ServiceLedger. This feature
allows you to batch all of your recurring invoicing and create invoices for each
agreement with one click of a button. This important time saving step is
preferred over individually creating invoices from each agreement record.

Click on Batching | Invoicing/Receivables | Batch Recurring Agreement
Invoicing to open the Recurring Invoicing window.

@ Batch Recurring Service Agreement/Contract Invaoices . E@

Batch Recurring Service Agreement/Contract Invoices

Batch Actions
I\Ehll"r'ear
ﬂ 2012 [ Preview ][PrintPreview][ Process ][ Cancel ]

Enter Month and Year of Agreements to be Processed, Click Preview ko preview agreements to be invoiced, Click Process ko process inwvoices,

Acct Mame Agreement # |Item Eill Period {Mos) |Tatal Description -
| d|E=lak, Mike Bronze Plan $500,00|Monthly - Feb 2012 =

EBalak, Mike 1003 Bronze Plan 1 $500,00 Monthly - Jan 2012

Corcoran, Carol 1005 Bronze Plan 1 $500,00 Monthly - Feb 2012 il
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1. Enter the Month / Year you want to run recurring invoices for. Any
recurring invoice for the current period and any invoice for a prior period
not yet invoiced will display in the list.

2. Click Preview to preview the list.

3. Click Process to process the list and create invoices for each agreement.

Batch Work Order Invoicing:

Batch Work Order Invoicing is a powerful feature of ServiceLedger that allows
you to consolidate multiple work orders for the same customer into a single
invoice. If you require the need to use this feature, it is important to note that all
work order invoicing when the work order is posted will be turned off and you
must use the Batch Work Order Invoicing screen to process all invoices for
closed work orders. ServiceLedger will not create invoices when work orders are
posted when this feature is on.

To turn on this feature, click on Administration | Administration from the file
menu to open the Administration window. You might need to simultaneously
press ALT and F8 to open the Global Preferences tab if it isn’t already visible.

1. Find work_order.batch_invoice_closed_work_orders and change the
value from 0 to 1 and then move the cursor to another row to save it.

2. Find work_order.posting_creates_invoice and change the value from 1
to 0 and then move the cursor to another row to save it.

When you have performed the above action, you can click on Receivables |
Batch Invoicing | Batch Work Order Invoicing from the File Menu to open the
Batch Work Order Invoicing window.

The list will display all posted work orders that have not been invoiced yet.

@ Batch Wark Order Invaicing EI@
Batch Wgrl{ {:}rder In Ugicing Engage Bakch Work Order Invoicing
Batch Parameters
Start Date Range 1203172011 |E| | Prewview | | Process | | Cancel
End Date Range 1/31f2012 E|
| checkal | | uncheckal |
| ES |Client |Site Bill T Ticket # Create Date  |Reference # [Comp. Date *
4

1. Enter a Start Date Range and End Date Range.
2. Select the work orders to be processed.
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3. Click the Process button to process all work orders and create a single

invoice for each customer.

Creating Manual Invoices:

A manual invoice refers to an invoice that is not related to a quote, work order or
agreement in ServiceLedger. You can create a manual invoice from an account
record by clicking on the Add Invoice action button or going to the Invoice List
and clicking on the Add New Record button.

@ =1002 for Barley, Renee E@
[ Close Window [H) e (=3 Print ~ = L] e Emailed [~ Printed [~ Actions =
Invoice 1002 - Status  Closed

Bill ko &eck  Barley, Renees IZ| jl Class :
Service Sike  Main | Barley, Renss E||3| Irvoice Date  12/7/2011 E| Close Date  12/7/2011 E|
Prok. Terms Met 10 [=] wo [ 1002 Due Date 12/17/2011 [=| Paid Date [~]
Details | payments Applied & Misc, | Invoice Notes |

Invaice Details Invoice Message
Inv. Tvpe Service |E| Sales Rep. E
Project |E| PO Mumber
Add Invaice Item Remove | [T)(]
|- |Quantity |L|DM |T. Qb |Item # Price |Ext Price |Tax |Class |Shnw |
1 2.5 Hr 2.5 | Jr Labor $50.00 $125.00/| (v
Ir Labor
2 3.0 Ea 3.0 Lk Doorknobs $33.00 $114.00( v
Locking inkerior doorknobs
Trip Charge $0.00 Sub Tatal $239.00
Sales Tax Tax E 8.25% $13.72 1]
Inwoice Total $258,72
Invoice Total: $258.72 Balance Owed: $258.72 Close Date: 12/7,/2011

Enter the invoice line items.

Al e

Posting Invoices:

Enter the information on the invoice and click the Save button to save.
Click on Invoice Charges to add invoice line items.

Click the Save button to save the invoice.
Click the Post button to post the invoice.

An invoice in ServiceLedger is not considered final until it is posted. By default,
ServiceLedger posts all automated invoices created from quotes, work orders or
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agreements, however custom options allow you to turn off posting of invoices.
Typically, you only want to post invoices when you consider them final. While
you can still change unposted invoices, any posted invoice is no longer allowed
to be modified.

ServicelLedger offers a Batch Work Order Posting list that allows you to view all

invoices that are currently open and unposted. From this list you can post all or
some of the invoices with a click of a button.

Printing Invoices:

You can print invoices by clicking on the Print button from the invoice.

If you have a custom invoice design you would like to print out of ServiceLedger,
you can contact ServiceLedger Sales for a quote on customizing your invoice
form or instructions on how you can add a custom invoice you designed in
Crystal Reports Professional 9.x or higher to print instead of the generic invoice
we provide.

Recording Payments in ServiceLedger:

ServiceLedger allows you to enter payments on invoices so that you can
accurately track your aging from the account record for each customer.

To record a payment, click on Receivables | Payments | Add New Payments
from the Navigator to add a new payment in ServiceLedger.
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[ @ raymen: e
|5 Close Window . [E b bd Actions *
Payment IDDEanf - Status Unapplied

fccount Baker, Chris E| Methad | Check (=]
Amount 450000 Unapplied | 450,00 Check #
Date 1/31J2012 E (Last 4) Card #
Choose & closed invoice to apply this payment to: Apply
Site Mame Location # |invoice # |Date Total Balance [ivoice #  [amount |
3 » $0.00
1. Select the Account you are entering the payment for.
2. Enter the Amount of the payment.
3. Enter additional information like Method, Check # or Credit Card # if you

require it.

4. Click Save to save the payment.

5. Select the invoice to be paid and click the Apply button to apply payment
to the invoice. You can apply payment against one invoices, multiple
invoices, etc.

6. The Unapplied balance will remain and the Status will remain Unapplied
until the full payment has been applied.

Issuing Credit Memos:

A Credit Memo is basically a negative invoice. In ServiceLedger when you
create a credit memo for a customer, you are creating an invoice and flagging it
as a credit memo with a negative amount.

Click on Receivables | Invoices | Add New Invoice to add a credit memao.
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€3 Invoice = for Balak, Mike

lso Save & Close [ Save [ [E2] | o=8 Print ~ = Post 0y
Invoice -
ill bo Acct | R
Service Sike  Main [ Balak, Mike |E| Ir
Prot. Terms  Met 10 x|  wo

Dretails | Payments Applied & Misc, I Invoice Notes |

Invoice Details

Iy, Twpe Credi Memo |E| Sales Rep. |E|
Project |Z| P humber

[ Add Invoice Item || Remove ]E]E]
| 2 |quantity Juom [T oty [lem# |Price |

—

For credit memos, select the Type as Credit Memo.

2. For Invoice Charges enter the item to be credited and enter the amount
as a negative number.

3. Click Save & Close after you have credited all items.

4. Click Save to save the credit memo.

5. Click Post to post the credit memo. You must post the credit memo (like

an invoice) to apply the credit to an existing invoice for the customer.

Applying Credits:

You will be prompted to close the credit memo after you Post.

Clase Credit Mema Canfirmation 2

| Yfes | ’ Blo

Click Yes to apply the credit memo.

You will then have to decide how you would like to apply the balance of the
Credit Memo.
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Paost credit mermo [=5]

d

What would vou like to do with the balance of this credit memo?

o ] [ conead |

Select what you would like to do and click OK to complete the transaction.
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