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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. 

 

 

 

 

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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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 

 

 

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 

 

 

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” 

8. Check “No” for both options in “Client Selection” 

9. Click Next to proceed 

 

 

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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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 

 

 

15. Once complete the following window will be displayed 
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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. In the Service Billing Workbench click the Reports icon button 

2. The Billing Reports window will be displayed 

 

 

3. Select “Invoice Summary” 

4. Click the Run Report button 

 

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. An invoice 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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3. Click the Select All button 

4. Click the Ok button 

5. 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 

 

 

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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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  Commit button 

2. Click Yes to commit the run 
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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 

 

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. 

 

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

 

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 

 

3. The details will now be displayed on the right of the screen 
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The Service Billing Workbench Buttons 
At the top right of the window there are 8 buttons that perform various functions. 

 

 

Cancel 

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

Recall Wizard 

This  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 

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

Commit 

Use this  button to commit the billing run. 

View Details 

This  button allows you to view individual client billing data. 

Print Invoices 

Click   to print invoices. 
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Reports 

This  button displays the report window. 

Client Contract Details 

Click  to display the Client Contracts window. If a client is selected from the Extend tab 

they will be automatically loaded. 

 

 

 


