Service Billing

Chapter 7: Service Billing

Outline

In this module we will cover:

1.  Workbench Billing Wizard
2 Billing Workbench Review
3.  Invoice Summary Report
4

Printing Invoices

Workbench Billing Wizard

The billing wizard is the tool used to generate an invoice run. The invoice run is based on the
data in the scheduling system combined with rates in the clientele module. This information
tells the billing system which sites were worked, and the hours worked.

Billing Invoice

Running the Billing Wizard

1. Open from the Navigator “Service Billing / Client Billing Workbench”
A.  Check “All Runs” to show all billing runs
B.  Double Click “Generation 2” to display the pay run details
C. The workbench will be discussed in more detail later
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Billing Workbench ['-_| rElE|
. ]
POWERFORCE TRANNG | (“Sommary | Exended |Generstiono: 7 ] ERE NS Iﬁ
M ew Generation
Coreraton s D escription: Billing Conmpany: wWeek Ending: 10/02/2002 -
|B|Illng period 04/02/2002 |PWF|TF|N Date nvoices. YT
Process Biling Cycles o i” & Processed date: 04,02/2002
014 Days O'wWeeklw/Std Schedule
[ Bidnrual ['weekly Arears Irvaicing Accounting Peniod: 200208 i
[énral (30 Daps
[ Quartery ['weekly Forward Ireaice Start Date :I
017 Days End Date:
Biling Categories  Clients  Invoices Gty Revenues Costd Marging MarginZ
Mizcellaneous 2 2 5E2.00 1422230 932491 489739 3443
TOTALS 2 2 5E2.00 1422230 932491 4859739 34.43
Recast GL Bebuild Totals Erint Group Clear Exit
" OpenBRunz & AllRuns

Generate a Billing Run

Billing runs are generated by using the “Billing Wizard”. However the workbench must be
open to run the wizard.

Practice

Outcome: Demonstrate how to generate a new Billing run

1. Double click New Generation in the top left of the window

Billing Wizard

Enter a description for thiz Invoice Bun

Billing period 17/02/2002

YWeek Ending Date

Week Proceszing Date

|mvoice Date to appear on
Invoices

Accounting Period

174022002 -
170272002 -
170242002 -

200203 -

M et Cancel

2. Enter the description as indicated
3. Select a “Week Ending” date of “17/02/2002”
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A. This is very important — if the wrong date is selected the example will not produce
the planned results

4. Complete the rest of the window as indicated

5. Click Next to proceed

Billing Wizard

|Fvoice Selection

i F f* Cazual/Rosters Responzes
b, Cazual Invoicing Options
i .
’ ) (: 'é"HDTtEIS f¢ Create |nvoices or
: asua " Print Pre lnvoice Report

L | "~ Scheduled

_."' Client S election

/ Do youw want ta chooze the

Clients to [nvoice (" Yes & Mo

Do you wizh to remove any
Vo clients from thiz invoice rwn?

Back | Mext | Cancel

" %ez f* Mo

6. Check “Casual / Rosters”

A.  This will bill according to the details defined in the “Casual Rates” tab of the
“Client Contracts” window

7. Check “All Rosters”
Check “No” for both options in “Client Selection”
9.  Click Next to proceed

Billing Wizard

Enter in Dates to Festrict the [hvoice Period

Fram l LI Ta l LI

Select OME Billing Cycle
: 14 Days [Jweekly Farward Irnvoice

A ' Bi-Annual
b AN Cannual
[ [ Quarkerly
F 7 Days
/ [O*weekly/Std Schedule
A [Jwfeekly smrears lnvoicing

Y B 30 Days

Back M et Cancel

10. A date range for billing may be selected if desired
11.  Check “30 Days” as all our clients are defined as having 30 day billing
12.  Click Next to proceed
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Billing Wizard

/ -
’ All the required information hasz been
. collected for an Invoice run to be extended.

N
\t Click the Finizh button to generate the
Invoices
'I.l !
Back Finish Cancel

13.  All details have been entered click Finish to complete the process

14.  Several windows will be displayed indicating the progress of the billing run

Processing Scheduling Trangactions far lnvaicing
Flease wait...

[111

15. Once complete the following window will be displayed

Billing Workbench

EEX

, ERE A
PDWEHFDHCE TRAINING [ BumE [ Extended ]Generahon Ne B |J - Q nﬂ Q @ ® ﬁ
Mew Generation
R Description: Billing Carnpary: Yieek Ending: M7/02/2002
b Billing perind 17./02/2002 Fu/RTRN .
Generation 2 | | Date Invaices: 1740242002
Process Biling Cycles 0 & 5 Processed date: 174022002
114 Davs weeklyStd Schedule
OBidnrual Oweekly Armrears Invoicing Accounting Period; po0zoz >
Osnnual B30 Daps
O Quartery weekly Forward Invoice Start Date :l
L7 Days End Date:
Biling Categories  Clients Invoices Oty Revenued Cost$ M arging M argini
Mizcelaneousz 2 2 R2200 1375830 8711.30  &047.00 36.68
TOTALS 2 2 52200 1375830 5711.30  Bo47.00 3668
Recast GL Bebuild Totals Print Group Clear Exit
(" OpenBRunz ™ AlRuns

86



Service Billing

Invoice Summary Report

Once the billing wizard has been run it is advantageous to get a quick overview of just what
has been billed. This can be done with the “Invoice Summary Report”

Practice

Outcome: Demonstrate how to generate a report useful in checking the Billing run
1. Inthe Service Billing Workbench click the Reports icon button
2. The Billing Reports window will be displayed

Billing Reports E]|E|@

Exceptions Report - Reprint g Lt
General Ledger i~ Printer
nvaice Summary 0 SareEn
Services Summary - by Date £ Email
Services Surnmary - by Fole Costings ~ File Orl
Services Summary - by Role Tepe U5 il

Sort By Shyle Farrnat

(¢ |rvoice Order (v Service {+

(" Customer Order | | € Activity "

Bun Repart

Select “Invoice Summary”

4.  Click the Run Report button

[HVOICE SUMMARY] POWERFORCE TEALRTIN G Drate 14M03/2002
Treeoice Sumomary for Creneration 3

v Ho Date Client Code  Cliext Hame Hours Grross Tax Hett Cost Frofit Margin

pOwWna0d 170242002 POW-PAR  POWERFORCE PARRAMATTA 282.00 205233 73203 732030 459282 2427 48 3316

POW0005 17022002 PO DPOWERFOECE Wi 240.00 G507 60 9160 5016.00 Ip18 47 2007 .53 3546

[ Totals 532.00 1455003 132363 13236.30 71130 4535.00 3419 |

Printing Invoices

When ready, the invoices can be printed to the screen for review
before being sent to the printer.

Practice

Outcome: Demonstrate how to print the invoice from a Billing run

1. In the Service Billing Workbench, click the @ Print Invoice button

2. Aninvoice selection window will be displayed
A.  Once an invoice has been printed the Printed column will contain the word “Yes”
B. The “Send Inv By” column indicates whether the invoice is printed or emailed
directly to the client
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Select Invoices to Print or Email E|

Humber | Date | Custamer I Arnaunt I Frinted I Send I BE I Format
POWwO004 1 7/02 /2008 POWERFORCE PARRAMATTA o) el e PRINT FORMATI
POWO005 170272002 POWERFORCE ‘Wi BR07. 60 ErdAIL FORMATA

ok LCancel ‘ Clear | Select Al | Search... |

Click the Select All button
4. Click the Ok button

You will now be offered the choice to
A. Preview the invoices on the screen
OR
B.  Send them directly to the printer / email them to the client

\i':) Do wou wizh to print/email selected invoices or preview on the terminal
.

MEB: [f previewing, then invoices for email should be rezelected

Freview

6. Click Preview

7.  The invoices will now be displayed on the screen

Note: From the screen preview you may print invoices but you cannot email them.
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POWERFORCE TRAINING

LEVEL 4, 91 GEORGE STREET
PARRAMATTA
NSW 2150

ABD: 580 458 265 360
Phone: 61 2 9635 5022
Fax: 61 2 9635 5933

Srconmt Ho: POVEDAR T4 HVOICE HO POWI004
POWERTFORCE PARRAMATTS DATE 17022002
91 GEORGE STREET
PARFAMATTA MEW 2150 DAGE 10F1
Yervdor Ho DA
Purchase Order
Date Order | Deseription ity Rate Hett G5T]  donenmt
110272002 Donerforce dut 2410 A5 SB1A0 5016 650,76
Flit Fate
LA Ponrerforce fht 2400 65 59160 5916 650,76
Flit Rate
130242002 Borrerforce duct 2400 455 59140 5916 650,76
Flit Rate
1440252002 Bonerforce dut 24100 65 59160 5916 650,76
Flat Fate
L5A0asa002 Ponrerforce fht 2400 65 59160 5916 650,76
Flit Rate
160242002 Borrerforce duct 1% 00 2835 51030 5103 6133
Flit Rate
17002 Bonerforce dut 24100 3725 254 00 040 3 40
Flit Fate
114022002 Povrerforce Howr 24100 465 59160 5916 650,76
Flit Rate
1240272002 Borrerforce Hewr 2400 455 59140 5916 650,76
Flit Rate
130202002 Bonrerforce Hewr 24100 A5 S9160 5916 65076
Flit Fate
1440252002 Pavrerforce Hewr 24100 465 59160 5916 650,76
Flat Fate
L5Aara002 Pavrerforce Hewr 2400 65 59160 5916 650,76
Flat Fate
[Total Of Thi Bemcice 22300 TIA030| 7sa05 |  B5das]
Femittarc e Lduice
Treoice Ho POW004
Drate 17002
POWERFOR CEDARFAMATTA furconm Ha: POWDAR
9] GEORGE STREET
PARFAM TTé HEW 2150 Ine Date 1932002
Tatal hefore ST 732030
35T FEPRIE:
Total el GET £ 052 23

Committing a Billing Run

Outcome: Demonstrate how to prevent changes to a completed Billing run
Once a billing run is completed and checked, the billing run should be committed to lock the

data and prevent accidental change. This does not mean the data is not available, it just means
that it cannot be edited.

Practice

1. In the Service Billing Workbench click the V1 Commit button

2. Click Yes to commit the run
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Message

::/J Commit Billing run 3
-

Mo |

3.  Some progress messages will be displayed
4. You will then be returned to the workbench

5. The first 4 buttons have been removed from the window

Q| < §

Billing Workbench Review
Outcome: Explain how to show an individual client details
The Summary Tab

The Summary tab provides a general overview of the complete billing run. The top half of the
window contains details about the parameters used for the run.

Description: Billing Campary: week Ending: M7/02/2002 -
[Billing period 17/02/2002 |[PW/RTRN Dol IW
Procesz Biling Cycles s & & Proceszed date: IW
E éiﬁniyjal Eﬁzzt:ﬁfrtrde;g?ss;ﬁng Accounting Period: pooz0s hl
Egﬂr;?tjﬂy %‘?\?eziifhrward Invoice Start Date :I

17 Days End D ate:

The lower half of the window display financial details about the run.

Biling Categaniez  Clients |nvoices Gty Revenued Costh b arging b argini
Mizcellaneous 2 2 B22.00 13758.30 8711300 B047.00 36.68
TOTALS 2 2 52200 13758.30 8711300 G047.00 3668

The Extended Tab

The Extended tab allows you to select individual clients and view their billing details
1. Click the Extend tab

2. Double click the desired client
@ Powerforce Paramatta

ﬂ Powerforce 'Ws

3. The details will now be displayed on the right of the screen
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|Fvoice Mumber Client/Drebtar |Fvnice Date
POwO0005 PO At 170242002 Service Total:  |5916.00
BI"II"IQ Address PO'WERFORLCE “wit Dizcount: g
. 2R PERTH ROAD
|Fvoice Type Rebate: |.EIEI |
¢ Monitaring PERTH ‘w4 E000
{* Fosters Taw: 591.60
" Repetitive )
Invoice Total:  |6507.60
Date I Code I Drebtor I Service I Charge | [ty I Rate
1 110242002 D PO fdy afeek Dayp Rate 1183.20 43.00 24.6[ o
2 |12/02/2002 |01 PO fdy afeek Dayp Rate 1183.20 43.00 2B
3 |13/02/2002 |01 PO fdy afeek Dayp Rate 1183.20 43.00 24 Bl—
4 |714/02/2002 |01 PO fdy afeek Dayp Rate 1183.20 43.00 24.5
5 |15/02/2002 (DA PO wfeek Day Fate 1183.20 48.00 24.5
E -
a| | b
Contract Mumber Reference Mumber Credit Terms Due Date
| |3n |1 9/03/2002 Frint | Print Log |

The Service Billing Workbench Buttons

At the top right of the window there are 8 buttons that perform various functions.

MIN QM| A S < |
Cancel
This |24

Recall Wizard
b

This

button will delete the data from the billing run but keep the parameters.

button is normally disabled. Only cancelling a run will enable the button.

Click this button to re-run a billing run when you need to change parameters.

Reprocess Billing
Q

Commit
A

Click this

Use this

View Details
a

This

Print Invoices
&5

Click “B

to print invoices.

button to reprocess the run using the same parameters as the original run.

button to commit the billing run.

button allows you to view individual client billing data.
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Reports

This < button displays the report window.

Client Contract Details

Click ﬁ to display the Client Contracts window. If a client is selected from the Extend tab
they will be automatically loaded.
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