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May 2012 Ascente

Service Invoicing

Overview
This webinar will review the various configuration and processing options and best practices
recommendations to assure insure the most accurate postings. We will discuss the following:

Options and Interfaces (Service)
Timecard Processing

Work Order Entry

Prebill Register

Update Invoices

Considerations
The processing varies for companies based on some of the following considerations:

Are timecards processed in Ascente and the costs applied to each service order?

Do you enter your labor as an item on the work orders and skip the timecard processing cycle?
Are your technicians paid by commission, hourly or both?

Do you use a flatrate system that pays the technician by the job and not hourly?

Do you use item numbers?

Do you track inventory quantities?

Do you apply yours costs against the jobs or are you only concerned with the sales amounts?
Do you have multiple pricing methods?

Is the invoice amount determined by the technician when the service is completed or is it
calculated in the office by the billing operators?

Assumptions

You can run Ascente and have the necessary security rights to run the following menu
selections:

o Transactions / Timecard (if used)

o Journals / Timecard Register (if used)

= Update
o Transactions / Work Order
o Journals / Prebill Register
= Update

If the timecard processing is being used:

o The operators will need to have access to the current year’s payroll database.

o The operators will need to select the correct payroll year by using the Ascente / File /

Change Payroll Year option.
o The employees have been entered in the Traverse — Payroll module for the correct
payroll year.

o The Ascente — Employee records need to be setup.
There are user security settings to determine if pay rates or costs are displayed that | am
assuming are setup correctly. We will be glad to discuss those settings with you at a later time.
It is your company’s responsibility to verify that they are set correctly for each operator.
If you want accurate profitability reporting by each service order, all correct cost and sales will
be entered.
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e The service orders and work orders have been entered into Ascente and the service has been
performed and completed.
o The service order has a status of ‘Closed’.
o The technician has turned in their work order that will detail the following:
= All labor hours
= All items used along with the quantities used

= Note all items that resulted from a vendor purchase as opposed to coming from
truck stock.
= Note any items that were pulled from another location other than their truck.

Results from Invoice Processing

You will have the following results after the service invoicing cycle is completed:

o If timecard processing is done:
o Payroll earnings transactions will be created in Traverse so that the employees can be

paid.

o Timecard history records will be created so that reports can be ran for timecard analysis.
o Traverse — General Ledger postings will be created for the timecard entries.

Service order and work order will be deleted

Service order and work order history records will be created

Technician Commission Reports can be printed.

Sales Analysis Reports can be printed in Ascente.

A Traverse - Accounts Receivable batch will be created that will need to be processed in the

Traverse AR module to complete the processing of the Ascente service invoice batch.

e Traverse accounts receivable invoices will be created and payments will be applied to them if
payments were entered on the work order.

e Your Traverse AR Ageing Report will include the invoices that were processed with a ‘Due
Amount’.

e Inventory On-Hand quantities will be reduced for the items and their locations for tracked items.

e General ledger postings will be created for the service invoicing batch.

e Traverse - Bank Reconciliation transactions will be added for any payments applied to the work
orders.
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Terminology
If you are not familiar with the terminology used in Ascente, you will need to understand the
following terms:
e Service Order
o Initial record for a service job. It will reference the jobsite, billing customer, problem,
scheduling information and miscellaneous other information. The service order will be
assigned a code that is typically a sequential number. This can result from a call for
service or for a scheduled maintenance.
e Work Order
o This is the preprinted form that the technician out in the field will use to detail the items
used, labor hours, service performed, sales amounts, payments received and signature
approving the service performed. This can be a prenumbered document or can be
assigned the same number. All work order will reference a service order. Some
companies will refer to this as an invoice, field ticket or contract.
e Invoice
o The invoice is generated by processing the service order and work order(s) through the
Prebill Register process. This is the final step in processing a service order. This should
only be done once the service has been performed and all costs and sales have been
entered. The invoice is assigned an invoice number. This is typically the same number
as was assigned to the work order, but can just be a sequential number or can be
manually assigned.
e Timecards
o Timecard refers to the process of entering an employee’s hours worked in Ascente. The
hours entered can update the following:
= Payroll: So that the employee can be paid
=  Work Order: The labor hours will apply the labor costs against the work order so
that profitability by service order can be determined.
» General Ledger for financial analysis.
e Register
o The process of printing a report to review your entries. If an error is found it should be
corrected. You should always review the register reports before proceeding to update
the records. It is always easier to fix a record before updating the register then it is to
enter reversing transactions and also correcting transactions after the records were
updated.

o This is the final process in the processing of transactions. When transactions are
updated, the transaction records are deleted and the records will be updated to other
tables such as transaction history and general ledger.

o For example:

=  When timecard entries are updated, they will result in records being created in
the following tables:
=  Work Order Line
= Payroll History
= Payroll Earning Records
= General Ledger — Journal Records
e Technician
o Anyone that is dispatched or scheduled on a service order.
e Jobsite

o Where the service is performed. All service order history is attached to a jobsite record.

You do not want multiple jobsite records for the same address.
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e Customer
o This is the accounts receivable customer that is being billed because payment was not
collected at the time of service.
e Component
o This is arecord that can be created to capture the information for typically major pieces
of equipment that are installed at a specific jobsite. This can include model #’s, serial #'s,
install date, warranty date and other information specific to a piece of equipment. All
work order lines can reference a specific component record for the jobsite being
serviced.
e Work Order Date
o This is typically the date that the service was done or completed. It will default to the
date that the work order record was created. You can override this.
e Invoice Date
o This is a batch date that is determined when you run the Prebill Register. It will default to
the current date, but you can override it. You want to make sure this is correct.
» The invoice date determines the general posting date for financial analysis.
» The invoice date determines the accounts receivable invoice date that will based
on the terms code used, determine the ‘Due Date’.
» The invoice date is used for all sales analysis reporting.
= The invoice date is used for all commissions reporting.
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Processing Cycle Flowchart

This is the typical processing cycle in Ascente. The timecard processing step can be skipped if not
used. Please note that at the end of the processing, a Traverse AR batch will be created that will
need to be processed in Traverse to complete the invoicing cycle.

Process Timecards
Enter, Register & Update

Work Order

Enter and verify all items, costs, sales &
payments

Prebill Cycle

Register J
J

— J
Payment Summary

‘\
Print Invoices J

Traverse AR Batch

Processing Completed in Traverse
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Options and Interfaces (Service)

There are system configuration settings in the Ascente — Service module that will determine how
the service module will work for you. These settings should not be changed without knowing the
effects. We will only discuss the settings that pertaining to service invoicing. These are maintained
using the Ascente / Service Dispatch / Maintenance / Options and Interfaces (Service) program.

Service Dispatch Options and Interfaces Maintenance [Service Defaults] tab

%? Service Dispatch Options and Interfaces Maintenance

gusllkl o BlOw el

Defaults

Summarize | Mo Summary

Status |Dpen

Imvoice Method |Tirne & M aterial

M aintenance |Bi||ah|e

Fricrity |Hegular

Inwoice Print |F'rint Detail

Call Type | Maintenance

I [ [ A e A

Fromize Time |.-’-‘n.n_l,ltime

,_S_EIVICEDBfauH] Senvice Dgtinnsl Qispatchl §chedu|ing| Maintenance Defaults] wWiark Drder] I

You can'’t invoice service a service order with a Due
Amount if the billing customer is set to this Cash
Customer.

Selections

Cash Customer ID |(Eash]
Mew Jobsite 1D |Jnhsite Address

Branch Defaults from |F'Dsta| CodesJobsite

Mew Customers

8l User Defined Fields |

[l s

Drefault Customers
[Def CA)
[Def GA)

Default in Call T aking

O
O

Changed: sa B/30/2011 3:52:13 PM

4262012 | 4:49PM

Figure 1: Service Dispatch / Maintenance / Options and Interfaces (Service) [Service Defaults] tab

Last Modified: January 1, 2017

Ascente-Service-InvoicingWebinar.docx

Page 6 of 31

RASCENT=

HVAC Plumbing Softwore



May 2012 Ascente
Service Invoicing

Service Dispatch Options and Interfaces Maintenance [Dispatch] tab

@ Service Dispatch Options and Interfaces Maintenance EI@
Blulslkl o miOw 7]

Service Defaults I Service Options |

§chedu|ing| Maintenance Defaults] Whork, DldEl] lnvuicel anloll] Uszer Defined Fields]
Options Late Call Dizplay

D within B0 Minutes IcnnlC:'\F‘ngram Files [#861\8scentevbacentel mageshPromizeT ime* J &
Late within 30 Minutes IcnnlE:'\F’rngram Files [#EEMzoentebecentel mageshPromize T ime J

[ Alow Technician Overnde

[ Allow Muti-call Dizpatching

[ Enter Invoice Amount Later within 120 Mmuteslcunlli.'\F'rngram Filez [»86]\4scentedscentel magez\Promize Time J &
W Add Tech Log on Drag Perzonal Time lcon |E:'\F‘rugram Files [#A6 M zcentebbscentel mageshPromize T ime J &

Check this box if the invoice amount can be entered on the Call Inquiry and Dispatch
screen. This feature is typically used when the technician calculates the invoice
amount in the field and leaves a copy with the customer as the invoice document. This
when used with the Work Order — [Resolve Variance] button can assure that the work
order lines balance to the entered invoice amount.

Changed: sa 6/30/2011 35213 PM
Figure 2: Options and Interfaces (Service) [Dispatch] tab

541/202 | 243FPM
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Service Dispatch Options and Interfaces Maintenance [Work Order] tab

@ Service Dispatch Options and Interfaces Maintenance EI@
glulskl o BlOw 2
Service Defaults I Service Dgtiunsl Dizpatch I §chedu|ing| Maintenance Defaults l lnvuicel anloll] User Defined Fields ]
Options Defaults
) st ese D ' D1 Monstock Bill Type |N0n-stuck I aterials ﬂ
| Calculate Invoice Smount . Tl |T o J
t
[~ Allow Tech/Loc Change to Updats! Lines mnstock e ass amabie T
[ Allow Branch/Department Change to Update Lines Variance Item |D |""f‘5'"‘5m':E
Automatic [term D Deszcription [ uantity
Changed: sa 6/30/2011 35213 PM 42672012 | 4:57 PM

Figure 3: Service Dispatch / Maintenance / Options and Interfaces (Service) [Work Order] tab

1. Calculate Invoice Amount: This will cause work order entry to automatically calculate the total
invoice amount and enter that total in the invoice amount field. This is commonly used by
companies that calculate the invoice amount in the office after the work is done. You would not
want to do this if the invoice amount was determined in the field.

2. Variance Item ID: This is an item that will need to be setup in the Traverse / Inventory / Setup
and Maintenance / Item table that will be used when the Resolve Variance button Rese Vaisnes|
function is used from the Work Order program. This will add an additional work order line item to
force the work order line total sales to equal the ‘Invoice Amount’ total on the [Service Order]
tab. For example, if the invoice amount = $1,000 and the work order lines = $800, a work order
line would be added using the variance item and the sell price will be $200.

E‘ Work Order Entry EI@
Plule/B|alR] «lr[n] dlalx BlO|5 2] VAPl A EdTE
Work Order Wg Service Order IWJQ Jameson, Jim
\work Ordler Subtotal 1,000.00 Invaice Sublatak: 1,000.00 4215 Harbor Lane
Main] Service Order Detaﬂ] Invoice .&mounts] {[Resowe Variance] Button L7 | Becale Pricing | Rlecale Tayes |
Item D Dezcription Additional Dezcription
|Varlance gh"anance Balancing Entry : W
Lacation 10 Bill Type Tax Class Component Oty Shipped GL Acct
[G& Georgia | [Materials I T = 1.0000 St
Restock Date Unit Cost Extended Cost Unit Price Extended Price Cornim...
| = 10.0000 0.00 | 200.0000 20000 PO Info..
Line| Item (D1 Degcription Location 1D | Bill Type Gty Shipped Uit Price Extended Price| L
1/L Harleson, James Ga Mon-ztock bdat E.0000 100.0000 E00.00
2 01aMIn12s 2 aBS-DWA HxH RED CPL Ga aterialz 24,0000 83333 200.00
gl Variance Yariance Balancing Entry E | toooof 200000 0 200.00] |

Figure 4: [Resolve Variance] example
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Service Dispatch Options and Interfaces Maintenance [Invoice] tab

@ Service Dispatch Options and Interfaces Maintenance

skl o B0 2]

Service Defaults I Service Dgtiunsl Dizpatch I Scheduling | Maintenance Defaults ] Whork Order

Options

o]l -E s

.,. Payprall| Uszer Defined Fields]

[ Update by Uzer Only

Surnrnary Dezcriptions

processing work orders and when those operators run the

Prebill Register process, you only want the Prebill Register to

Diescription |T0ta| Partz and Labor

prevent an operator from accidently invoicing work orders

M aterial |T okal b aterial

processed by other operators. The last person to change the
work order, owns the work order if this function is activated.

Labor |T0ta| Labor

apdate by User: Check this box if you have multiple operators

select the work orders that operator processed. This is used to

Fived Price |F'Iea$e pay quated price of

Summary Descriptions: These are the subtotal descriptions

Mat b exceed |F'Iease pay not to exceed price

Credit Card Interface

code assigned to the service order.

Lthat will print on the service invoices based on the summarization

FPayment Method |I:I:G Credit Card - Georgia

=

Terms Code |EI: Creditcard

=]

Path for Temparary Files |E:\temp

B

Changed: sa 6/30/2011 35213 PM

412702012 | 317

M

Figure 5: Service Dispatch / Maintenance / Options and Interfaces (Service) [Invoice] tab
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Timecard Processing

Timecards are typically entered prior to doing the work order entry. If work orders are applied to a
work order that has a closed status, the work order status will be changed to ‘Open’ if timecard
records are updated to that work order.

It is important to understand that the timecard entry process takes the same hours entered for
payroll purposes and uses those hours for costing and billing on the work order. When you have
instances where the timecard hours do not match the billing hours, you might need to make some
adjustments on the work order.

Input Documents

Work Orders
Many accounts will use the work orders that the technicians turn in as the input documents. They
will sort them by technician before they get started.

Timecard Form

Some companies will have the employees complete a timecard form that will have all of the
information required by the timecard entry person. When this method is used, you need to be
careful to verify that the hours on the timecard form are the same as are on the work order.

Timecards
Enter the labor hours. This can be done daily or at the end of the week. If the Ascente Mobile Pro
product is being used, the labor hours can be entered by the technicians in the field.

It is very important that you are being provided with the necessary information from your
technicians/employees. The information you must have is:

e Work Date

e Earnings Code: REG, OT, DT...

e Hours Worked

e Work Order #

El Timecard Entry El@
¢ﬁ|ﬂ|§|@.| 14 | 4 | 4 | PI| H&|ﬁ () |@i|;‘?/|/j8electthe employee to be paid. }
Employee |Harlesond EW

Current Payroll ear, 2012 Was the pay for
regular, overtime or

double-time wages?
Enter the correct
earnings code.

Enter the hours
worked?

E aning Code Tatal Hours

Be sure to enter the actual date the work was performed.
If an incorrect date is entered, the employee may not get
paid in the correct pay period.

|Tatal Hours: | 0.00

Wwiark, D ate [Irion Skill Lewvel Earning Code Pay Rate Hours wWorked Dallars Charged
[4/25/2m2 | [iNone) =1 | |Reg Requar  ~|| 30.0000 | 1.000 | 30.00
Pay Type Work Drder _ Sewvicelder /0 ‘Pay Type’ is ‘Service’, enter the work
| Service | |Eooz: Q [Gotnz3 Jameson, Jim | order for this labor.
Labor Clazs Departrent wifH State "Wi/H Local SUI State whorker's Campenzation oK
|Svc Service echs Techs ﬂ |I3.-’-‘n. J |[N0ne] J |G.t’-‘« 9

Line|work Date nion Gkl Level E arning Code Pay Rate| Hours'Worked,  Dollars Charged| Pa Work, Ore
1 Select Service, Job Cost or Indirect. F_ Click the [OK] button once done with
aline.

Figure 6: Ascente / Service Dispatch / Transactions / Timecards
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Timecard Register
The Timecard Register needs to be printed so that you can verify that the entries are correct and

update them if they are.
Tirmecard Register = @
¢ﬁ | % | @J | @ |[§i| ? | Any entries with a work date after

this date will not print on the register
Select Repart Values or be updated.

This date is used to determine the
general ledger posting date for these
entries.

Beqister

e |
_ Ui |

Cutaff Date |4/25/2012

G/L Posting Date |4/25/2012

Current Payrall Year (2012 Change

Rahge Selection

Beginning Ending
Employee| [Beaginning) [Ending] - .
Branch| [Beaginning) [Ending) If this qu is checked, only'
transactions you entered will be
. . ) selected.
Field Selections Options
Report Mame | Timecard Register j [v “Only Include Transactions for 55

4/25/2012 | 12:30 PM

Figure 7: Ascente / Service Dispatch / Journals / Timecard Register

Review the Timecard Register for any errors before updating the entries. If an entry is updated that
was incorrect, you will need to enter an offsetting entry to back it out and then enter the correct

entry. If is much easier to fix the entry before updating it.

04/25/12 . F Tof 1
1227 pm DLR Service Company sesle
Timecard Register
GIL Posting Date: 4/25/2012
Cutoff Date: 4/25/2012
Current Payroll Year: 2012
Work Pay Pay Pay Job/ Phase/ Cost Dollars Lab Withholdg Work
Date  Union Skill Rate Code Type :1s] wo Code Hours Charged Cls  Dep. St Loc Sui_ Comp
Employee: Harlesonl Harleson, James
042512 30.00 Reg Service G01023 G01023 Jameson, Jim 1.000 3000 Swc Techs GA GA 5988 -
Employee Total: 1.000 30.00
Grand Tetal: 1.000 30.00
Figure 8: Timecard Register
Only if the entries are all correct, proceed to step 3, Timecard Register Update.
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Timecard Register - Update

The Timecard Register will update all of the entries to the following tables:
e Work Order Lines

e Payroll Earnings

e General Ledger — Journal

o Payroll History

e Job Cost Detall if a job number and cost code are entered.

Timecard Register

9 8(/e 2 Bls 7]

Select Report W alues

G/L Posting Date [4/25/2012 j Cutaff Date [4/25/2012 j
Current Payroll ear (2012 Change

Rahge Selection

update all of these records.

Beainning Ending
Employee| [Beaginning) [Ending]
Branch| [Beaginning) [Ending]
Field S elections Options
Feport Mame | Timecard Register j v Only Include Transactions for ¢a

Click on the [Update] button to

=N B

Update

4/25/202 | 12:54 PM

Figure 9: Timecard Register — Update

GL Journal Report EI@
Bal o Blwlel

Select Repart Yalues
Fange Selection

Beginning Ending
Posting Run 20120425132253 2020425132253
Source| [Beginning) 0\|
Field Selections
Fepart Mame |GL Joumnal - Detail ﬂ

F& Maint [4/25/2012 | 1:23PM

Figure 10: This will print a report of the GL postings for this Timecard Register Update
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Important Timecard Processing Considerations and Recommendations

Because the timecards must be entered before the work orders can be invoiced using .-
the Prebill Register process, it is always advantageous to get the labor entered as Q
soon as possible. This can be done on a daily basis. "
We recommend doing the timecard entry before doing the work order entry and

finalizing the work order.

If the work date is incorrect, the employee may not be paid in the correct pay period.

There of course must be a work order record in the system to apply the labor against.

That should have already been created before doing the timecard processing.

If the work order has already been invoiced through the Prebill Register process and updated,
you will not be able to apply the labor against that work order because it no longer exists.

Do everything you can to get the technicians to provide you with all of the information you need
to enter their timecard records. The input operators should not have to research what work
order the labor is applied to or other required information.

After the update is done, all of the updated records will be removed from the timecard
transaction table. This step can be done daily.

If a timecard entry is entered incorrectly and updated that was incorrect, you must enter an off-
setting timecard entry with negative hours to reverse the original entry.

When Ascente Mobile Pro is used, the field technicians can enter their own timecard records
from their mobile devices, someone in the office will still have to review those entries and then
register and update them.
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Work Order Processing

It is assumed that the service has been completed and that you are ready to generate an invoice for
the service order/work order. If the timecard entry process is used, that should be completed before
doing the work order processing. It should be noted that more than one work order can be attached
to a service order. It is more work for the billers because all work orders attached to the service
order need to be closed and ready to bill before the service order can be invoiced.

Work order processing can be done daily. The sooner this is done, the sooner you can generate an
invoice through the Prebill process. It is to your advantage to keep the time between taking a call for
service and generating an invoice to a minimum. It will improve your cash flow.

Work order processing is very basically just entering all costs and sales so that an invoice can be
created using the Prebill Register processing cycle. When | say generating an invoice, | am not just
referring to on account customers. All of the accounting gets posted to when the service orders are
updated using the Prebill Register processing cycle. The Work Order program is run from Ascente /
Service Dispatch / Transactions / Work Order

Work order processing involves the following:

e Set the work order status to ‘Closed’.

Verifying all costs and sales are entered

Verifying that the invoice amount is correct

Optionally referencing a jobsite component record to the work order lines.

Verify that the correct technician is assigned to the service order and work order

If commissions are used, verify that the technician commissions are entered and calculated

correctly

o Verify that all items used are entered and reference the correct inventory location

o Verifying that sales and/or use tax is calculated correctly

o Verifying that the service order is codes to the correct branch and department so that the
financials are posted to correctly

o Enter aresolution description that can print on the invoice and will display in the service order
history inquiries.

o Verifying that the invoice summarization is set correctly and that the printed invoice is
acceptable.
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Service Invoicing

Work Orders [Main] tab

You will enter the work order # that you are doing the entry for. If that work order does not exist, you
will need to determine why. Does the service order exist? Could the work order # have been
entered incorrectly? You will need to set the work order status to ‘Closed’ if the service has been
completed and you are ready to invoice the service order/work order.

The service order linked to

EJ Work Order Entry the work order. E\@
fRlensR ul drnfree/s BlO]s e |2 v | >S5 e
Work Order [G01023 Q) Service Order [G01023 Q][] Jameson. Jim
“Work Order Subtatal: 0.00 Invoice Subtotal:: g2.00 4215 Harbor Lane
Resolve Varance | Becale Pricing | Recalc Taxes |

b:ia ______ Service Drder] Qetaill Invoice .f-\mounts]
whork Order

Desciiption |Replaced condensar supply line and fitings.

Enter a resolution description of
what service you performed. This
can print on your service invoice
and will show when doing service
order history inquiries or reports.

The work order status needs to
be set to ‘Closed’ in order to
process this work order using
the Prebill Register process.

Status | Open ~| |This should be the technician
Date le that did the work.
Technician %This should be the inventory location that
Location |0 [G& Georgia——t the items were relieved from.
Caompanent |[Nnne] -|

— You can optionally select a component record (equipment) for this jobsite
that this service was for. You can hit the [F6] key to add a new component
record. [F6] to add a new component record.

4/25/2M2 | 1:29PM

Figure 11: Service Dispatch / Transactions / Work Order [Main] tab
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Work Orders [Service Order] tab

The [Service Order] tab is used to verify that the entries on the service order ore correct and to
make changes where necessary. The Status should be closed. If it is not, you need to verify that the
service has been completed and you do not need to go onsite again. They should already be
closed.

,@ Work Order Entry EI@
Plule@aln wldrin mdlox BlO]s e | 21#] > |S|5]e
Work Order |G01023 g Service Order |GO1023 JJ Jameson. Jim
whork, Order Subtatal: 0.00 Invoice Subtatal: 2200 4215 Harbor Lane
] ] l ) ] Is this the correct customer to be Resolve Variance | Recale Pricing | Recalc Taxes |
Detail] Inveice Amounts| | pijled if you were not paid in full?
Invoice Infarmation Not (Cash)
Customer: Jamesan) Trouble | Condensor Leak - Tupe | Air Conditionin -
Jim Jameson | J P | : J
Problem | There is a leak at the baze of the condensar, n
Inwvoice Mumber |G01023 Imvoice (This affects how 4
SuTETES |N0 Summary much detail prints on Are the Branch & Department coded
the invoice form. | correctly? These determine the GL
Irvoice Print |F'rint Detail ﬂ der Infarmation postingsl Very important!
Irvoice Amount 0.00 Cormmnents A
Inwaoice Method |Time & b aterial j i
Price 0.00 Eranch | Georgia | Dept |Hvas |
Tax Group ID | G4 Georgia Dizt Code | GA Gec-rgua I aint |Elllable ﬂ PO |F'U123455
Cust Level | [Mong] - Price 1D | [Mone] - Own/Rent |[N0ne] j Age |
Mat Price Break | Mone) Tems |Met30 30Day Status | Closed Est. Hours 1.00
Must be "Closed’in order to invoice this.
Are the Tax Group, Cust Level and Is the work completed?
Matl Price Break correct?
47252012 | 1:42 PM

Figure 12: Service Dispatch / Transactions / Work Order [Service Order] tab

e The ‘Service Order Status’ must be ‘Closed’ in order to proceed with invoicing this Q'
service order/work order.

e Are the branch and department codes correct? '
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Work Orders [Detail] tab
The [Detail] tab is used to enter all labor, material and other costs and sales for this work order. The
entries on this screen determine all of the following:

Invento

ry items and quantity that were used and from what location for inventory tracking

purposes.
Costs and sell price for each line item.
A ‘Bill Type’ will determine:

o The general ledger accounts that are posted to.
o If there will be a posting to COGS based on the cost amount.
o A ‘Price Break’ can be associated that will calculate the unit sell price based on the unit

Cost.
The detail that will print on the physical invoice.
The technician and commission amount for each line.
The tax class for each line item.

You will see labor lined that were already added by the timecard process and also items that
resulted from a purchase order being entered for this work order.

1. To add another line item, click on the next blank line on the grid at the bottom of the screen. In
the example below, it is line three. You will see that the header fields are all blank and you can
now enter a new line item.

2. You can override all of the pricing for any line item on this screen.

3. The ‘Bill Type’ is used to determine in combination with the Branch and Department segments
to determine the sales and cost of goods sold general ledger accounts that are posted to. Be
sure those are entered correctly.

4. The ‘Bill Type’ can also be linked to a ‘Price Break’ record that will be used to calculate the sell
price for the line item.

5. The calculated ‘Work Order Subtotal’ and ‘Invoice Subtotal’ is displayed at the top of the form.
They could be different if there are multiple work orders attached to service order.

,E' Work Order Entry EI@
glulelalal wl dr gy B0 27 | 2|t ¥ |~ |S|B] @
Work Order |GOT073 g Service Order |GOT023 Jﬂ Jameson Jim
‘Work Order Subtotak 182.00 Iivvoice Subtotal: 182.00 4215 Harbor Lane
- - . - Resalve \-"arianu:e| Becalc Pricing | Recalc Taxes |
Maml Service Order  Detail lnvmce.-’-\mountsl
Itern 1D Description Additional Description
|Harleson,James Pay: Regular Work Date: /2542012 - T
- Undo
Location D Bill Type /] Taw Clazs Component [ty Shipped GL Acct
G4 Georgia v | |Labor 3g4 | Mcw| [Nonel =] | 1.0000 IESEEmE
Flestack Dat Unit Cost Extended Cost N\ Uit Price Estended Price LCernm. .
| M 40.0000 40.00 5 100.0000 | 10000 PO Info...
Line| Item (D Description Location D | Bill Type [ty Shipped Unit Price]  Extended Price| L
1/ 011M10036 1-1/241 CXC 90 ELL Ga, b aterials 1.0000 §2.0000 82.00
1

Figure 13: S\edrvice Dispatch / Transactions / Work Order [Detail] tab

The unit cost cannot be edited for an inventory item that does not reference a purchase order.
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Detail Entry Requirements

Profitability Analysis

In order to be able to determine the profitability of a service job, all costs and sales must be
entered.

Inventory Quantity Tracking

A requirement to track inventory items is that all inventory items used on a service job, must be
entered in detail with the correct item number, quantity and location that the item was removed
from.

Financial Postings

The Bill Type in combination with the Branch and Department codes determine the general ledger
postings for sales, inventory and costs of goods sold. These can be reviewed by clicking on the

BLacets | 1 tton.

Commissions Calculations

All commissions are calculated for each work order line. They can be reviewed or changed by
clicking on the £™_| putton.

Resolve Variance Button

This button M will add an additional work order line item to force the work order line total
sales to equal the ‘Invoice Amount’ total on the [Service Order] tab. For example, if the invoice
amount = $1,000 and the work order lines = $800, a valiance line item will be added for $200.

Recalc Pricing

This button 8= P& | \ill vecalculate the pricing for every line item using all of the various pricing
methods available in Ascente. This is typically only used if changes are made to Customer Levels,
Price Breaks or Bill Types.

Recalc Taxes

This button === == [ \jil| recalculate the sales and use tax for this work order. This is typically
only used if the tax group, tax rates or invoice method have been changed.
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Work Orders [Invoice Amounts] tab
The [Invoice Amounts] tab is used to enter in all payments and verify that the invoice amount and

sales or use tax calculations are correct.

| Always click on the [Billing Status] button to verify the work order is ‘Ready to Bill’.
| It will not show up on the Prebill if the status is not ‘Ready to Bill.

E Work Order Entry

aemlaal 1l v rdles Bl0E 2 @
Work Order |GO1023 g Service Drder |G01029 gg Jameson, Jim
whark, Order Subtatal: 182.00 Irvwnice Subtotal: 132.00 4215 Harbor Lane
. . . . | Recalc Fricing | Recalc Taxes |
Main| Service Drder] Detail lnvolce.&mountsl
FPayments Inwvoice Totals
[Total sales from the [Detail] tab. J
I ethod (D Reference Amount Subtotal: 18200
Check-GA 12223 100.00
CoupaonP Ga, 18.20 Sales Tax 492
Total: 186.92
{Is the sales tax total correct? J )
This is where you will enter all Invoice Amount 186.32
payments and 0pt|onglly Vaiance: 0o
coupons that are applied to the
invoice. You can apply many Due Amaunt: £8.72
payments against a work
order. Usze Tan 0.00

[Is the use tax total correct? J

The difference between the Invoice Amount and the Payments will be
considered a due amount to be billed to a customer. The customer can’t
be the (Cash) customer.

FE Maint |4/26/2012 | 11:52 AM

Figure 14: Work Order [Invoice Amount] tab

Common Problems

Billing Status is not ‘Ready to Bill’ ‘Q/

The Billing Status button will usually indicate what the problem is. Typical problems are that
there is a due amount and the (Cash) customer is assigned to the service order. You must
select a customer other than the (Cash) customer.

Why is there a (Cash) Customer?

The purpose of the (Cash) customer is to prevent a service order from being invoiced with a due
amount. This will force you select a real Traverse — AR customer to be invoiced. The (Cash)
customer should always have a zero balance in Traverse.

Why is there a total for use tax?

Use tax is calculated based on each work order line item extended cost using the sales tax rate IF
the line item is flagged as taxable and the extended sales amount is zero or if the 'Invoice Method’
is set to ‘Fixed Price’.

Why is the invoice amount more than the line items?

It is possible that multiple work orders are linked to the service order. If it is active, click on the | |
button at the top-right of the form to determine if that is the case.
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Prebill Processing

This is the final step in the processing of the service orders in the Ascente system. The [Update] will
finalize everything and sent the information to the accounting and service history files. All timecard’s
and work orders should have been entered and there is no more work done by the technician(s) for
this service order. The Prebill Register is run from Ascente / Service Dispatch / Journals / Prebill
Register.

o,

It is very important that this report is reviewed carefully before updating the batch of invoices. 0
Many companies will have a manager review the Prebill Register and approve it before it is
updated. Correcting service orders that were invoiced incorrectly is a lot of work. Once you ~
have to do that a few times, you will really review the Prebill Register more carefully before
updating it.

Remember that this is a batch process. You will generally be running this for many service

orders, not just a single one. Many accounts prefer to run separate batches for the service orders
that had credit card payments applied as opposed to cash and checks. They say it makes it easier
to reconcile their bank accounts.

The invoice date entered will be used for every service order on the Prebill Register. That invoice
date also determined the general ledger posting dates as well as the dates for sales tax reporting,
sales analysis and commission reports. There may be instances where you are processing service
orders for many days where you would need to split them in to multiple batches so that they are
dated correctly.

Runtime Options
Prebill Register

F|sR|¢| o B 7]

Select Repart Values

Enter the invoice date for this EI@

batch. It will default to the
system date. That will not

necessarily be the correct date.
Reaister

You can use any of these
runtime options to filter the

Imwoice Date |4/27/20012

-

R ange Selection

Beginring Ending service orders that are
Branch |[Eeginning] j |[Ending] j selected.
Techniciat |[Beginning] ﬂ |[Ending]
Semvice Order |[Eeginning] ﬂ
Field Selections
Sort By |Tec:hniu:ian ﬂ You can select All service orders or just Repair or
Maintenance service orders. A maintenance service order is
Repair / Maintenance |[A||] a service order created by the Create Maintenance Service
Orders program.
Prebill Repart Mame |F're|:ui|| j\\
I
Irvucice Report Name |Invoice 1 There are many versions of the Prebill Register. The ones
Passward | that have ‘Exceptions’ in their name will only select service
/ orders not ready to bill. For billing service orders, be sure no
NOT select one of the ‘Exception’ report names.

form, you can select one here.

If you have multiple versions of invoice

FEMaint [4/27/2012 ) 1:12 PM

Figure 15: Prebill Register Report - Use this to verify that everything is correct before updating these service
orders.
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Prebill Register Report Name Options

These Prebill Register Reports will list only service orders that are ready to be invoiced:
e Prebill

Prebill Summary

Prebill with Commissions Detalil

Prebill with GL Detall

Prebill without Costs

These exception reports are for service orders that are not ready to be invoiced. Print these reports
to manage all of your unbilled service orders. You do not want to see service orders that have not
been invoiced for months. Run the Prebill, Prebill Summary, Prebill Summary

e Prebill-Exceptions

Prebill Summary-Exceptions

Prebill with Commissions Detail-Exceptions

Prebill with GL Detail-Exceptions

Prebill without Costs-Exceptions

o,

The Prebill — Exception Reports should be reviewed weekly or at the very minimum monthly, ¢
to see that your service calls are being completed and invoiced. Your cash flow will ./
obviously benefit by getting your service calls services and invoiced quicker

Prebill Selection Criteria

Service orders and work orders are considered to be ready to be invoiced if:

e The service order status is set to ‘Closed’.

e The work order(s) status is set to ‘Closed’

o If there is a ‘Due Amount’ on the work order, there is a valid customer assigned to the service
order. Not the (Cash) customer.

e There are no invalid codes assigned or missing from the service order such as the ‘Tax Group’
code.
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Report Name: Prebill Register

This is the most popular format. This lists all of the detail information with the exception of general
ledger postings and commission details.

4/

f27M2

1:29 pm

DLR Service Company

Prebill Register
Invoice Date: 4/27/2012

Page 1 of 1

|Technician: James Harleson

Service Order (01023 Status Closed Invoice # G01023
Jobsle Name Jameson, Jim Branch Georgis Tagh Harlesond Involca Mathod 1&M
Jobsie ulpha #4215 Harbor Lane pepartment HWVAC inwoics Print Frint Detail Cust Lvii Pries |
customer -im Jameson Tax Group A summanze Mo Summary mantPncing Billable
Tarms Met30 Type Air Conditioning Prics Break JPR status Extra/Emer
Work Order G 01023 4/25M12 swtus Closed Replaced condenscr supply line an  Tech Harlesond
BNl Tvoe Losalbn Rem Deserioflon Quan ey Unk Cost Ext Cost Unk Frics Exl Price Tax Pres
Materis | GA 011N 10036 1-1/2X%1 CXC 30 ELL 1.00 G4.24 54.24 82.00 82.00 1. ZI.
Labor |GA L Harlesaon, James 1.00 40.00 40.00 100.00 100.00 0, &0,
Labor | GA Pmt: Check-GA 12223 100.00 .00 00 .00 ]
Labor GA Pmt: CouponP GA 18.20 il 00 00 i1}
Problem There is 3 lesk af the base of the condensor, VWO Dese WO GOT023; Replaced condensor supply line and fittings.
Total Service Order ND"_‘B::DIB Taxabls Salas Salas Tax uw::_r;bb Uss Tax Totl Cost Frofit % Pay mants Inwolce Tnhl\\
G01023 100.00 §2.00 4352 00 00 104.24 42.73% 118.20 [EEF
Total fi jon Tazabis UseTaabie
a_ ?r : - ETICH Taxanle Salss Salles Tax Sales Uso Tax Tokl Cost Profit s Paymants Invoice Total
Technician : 100.00 B2.00 492 00 00 104.24 42 T3% 11820 18632
Servica Averags
WJames Harleson | Money Calls Money Call Invoicas Cradit Momos On sceount
1 1 186.92 | 186.92 .00 68.72 v
E R ~Ton Tazable OeeTaxabi=
rand Total: Salas Taxable Salas Salas Tax Salas Use Tax Tokl Cost Profnt % Pay mants involea Tnhl-\'
10000 SZ00 5 00 o 104.24 42.73% 118 20 188 52
Sarvice Averags
Order Count Money Calls | Money Call Involoss Cred M am o5 On Account
. 1 1 186.92 1] 186.92 .00 6872 -

Remember to verify that the sales and use tax totals are correct.
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Report Name: Prebill Summary

This version is the same as the previous Prebill report except that all of the detail lines are
suppressed. This report is only good for reviewing the totals for each service order.

I generally do not recommend this version, but some companies do use it anyway.

DLR Service Company
Prebill Register - Summary

Invoice Date: 412772012

Page 1 of 1

|T|=.-chnicia n: James Harleson

Service Order 501023 Status Clos=d Invoice # (01023
Jobsie Name Jameson, Jim Branch Georgia Tech Harlesond invoks Methos T&M
Jopsik alpna 4215 Harbor Lane Department HVAC inwoics Pant Print Detail cust Lvi/ Prics |
Customer -lim Jameson Tax Group GA summanze Mo Summary MaintPrcing Billable
Terms Met3d Type Air Conditioning Prics Braak JPR 3tatus Extra/Emer
Work Order G01023 4/25M2 shts Closed Replaced condensor supply line an Tech Harlesond
Problem Thers is 3 leak af the base of the condensor VU0 Desc WO GO1022: Replaced condensor supply line and fittings.
i Hon Taxabl OEsTama b=
Total Service Orderl/” MO0 WU s sates | swles Tax e Uss Tax Totsl Cost Pront 3 Payments Involes Totsl
G01023 100.00 82.00 432 00 00 104.24 42.73% 118.20 186.92
Total fi jon Taxabla OeeTana b=
Techa' ?r_ ﬂ e Taxable Salas Sales Tan Salas Usa Tax Tokl Cost Profit s Paymants Invokcs Total
fictan - 100.00 82.00 452 00 00 104.34 42.73% 118.20 186.92
Sarvica Averags
Ilames Harleson | Monsy Calis Monay Call Inwoicas Credlt Memos On Account
1 1 188.92 | 18652 [ .00 68.72 A
E R ~Tion TaEa e NEELETEI)
rand Total: Salas Taxabls ales Sales Tax Sialas Uss Tax Tofl Cost Profitec P3y mants InwloaTmal_\'
TO0.00 EZ00 ER:}i L] L IREFE] 47 73% 1;5.25 5352
Sarvice ALverags
Order Count Monsy Calls | Monsy Call Inwoloss CoredlH M em o5 Op scegunt
ko 1 1 186.92 | 18652 00 Oh.1 2 i

Last Modified: January 1, 2017

Ascente-Service-InvoicingWebinar.docx

Page 23 of 31

RASCENT=

HVAC Plumbing Softwore



May 2012

Ascente

Service Invoicing

Report Name: Prebill with Commission Detail
This version is only recommended that pay their technicians based on commission and use the
Ascente — Commission Reports. This allows you to verify the commissions before updating the

service order.

472712
1:33 pm

DLR Service Company

Prebill Register with Commissions Detail
Invoice Date: 42772012

Fage 1 of 1

|Technician: James Harleson

Service Order G01023 ciatye Closed Invoice # G01023
Jobdle Name Jameson, Jim Branch Ceorgia Tsch Harlesonld Involkcs Method TE&M
Jobsle Alpha 4?15 Harbor Lane Departmant HWVAC involes Prnt Print D etail cust Lvii Prics "I.
customer Jim Jameson Tax Group GA summanze Mo Summary mamtencing Billable
Terms Met3d Type Air Conditioning Prics Braak JPR status Extra/Emer
Work Order  G01023 4i25/12 Setus  Closed Replaced condenscr supply ling an  Tech Harlesond
ENTvoe Localbm  Rem Descriofion Quans unt Cosl Ext Cosll UniE Frice Exl Price Tax Pred %
Matzris GA 011NI0DEE 1-1/2% 1 CXC 50 ELL 1.00 34.24 54.24 82.00 82.00 10 ZZO%
Tech: EobN Rae: 10.00% Comm:B4.20 Epiff: B2.00
Laber |GA L Harleson, James 1.00 40.00 40.00 100.00 100.00 0 80.0%
Labor |GA FPmt Check-GA 12223 100.00 0 0 00 .00 0
Labor (GA Pmt: CouponF GA 1820 .00 .00 00 .00 [}
Problem There s a leak at the base of the condensor. WO Dese WO GO1023: Replaced condensor supply line and fittings.
i Hon Taxa bl OeeTanabls
Total Service Orden O % faxanis satas Salas Tax o s Usa Tax Toll Cost Profit %% Pay mants Invlca Total \l,
G01023 100.00 §2.00 4352 00 00 104.24 42.73% 118.20 186.92
Total for bl TeeTaxabie
L Salas Taxable 3alss Zzles Tax Salas Usa Tax Tokl Cost Profit 2 Paymants Inwokcs Totsl
Technician : 100.00 82.00 492 00 00 104.24 42.73% 9E.20 158 87
Sarvice AVErEpE
Wames Harleson| orgsr count Monsey Calls Money Cal Invoicas Credit Memos On sccount
1 1 186.92 1 ]| 186.32 | .00 68.72 v
E - ~Ton Tazabis UseTanable
rand Total: Salas Taxabls 3alss Salas Tax Salas Uss Tax Totl Cost Profit % Pay mants Involcs Tﬂhl-\'
100.00 82.00 492 .00 .00 104.24 42.73% 118.20 186.92
Sarvice AVErEps
Order Count Monsy Calls | Monsy Call Inwloes Credi Memas On Ascount
N 1 1 186.52 1 [ 18652 [ oo 88.72
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Report Name: Prebill with GL Detail
This version is recommended to accounts that want to verify the GL accounts that will be posted to
for sales, inventory and costs of goods sold for each work order line.

4/2TM 2
1:34 pm

DLR Service Company

Prebill Register with GL Accounts

Invoice Date: 4/27/2012

Page 1 of1

Technician: James Harleson

Service Order GQ1023 ciatys Closed Invojce & 01023
Jobile Nams Jamescon, Jim Branch Seorgia Tsch Harlesond Inwvokcs Matnog T1&M
sobsik alpna 4215 Harbor Lane Department HVAC inwoics Pint Frint Detail custLwi/Prcs [
Customer JJim Jameson Tax Group GA summarize Mo Summary MaintPricing Billable
Tarms Met30 Ty Air Conditioning Prics Bragk JPR status Extra/Emer
Work Order G01023 4/25/12 satus  Closed Replaced condenszor supply line an Teeh Harlesond
ENlTvoe Locatbn Rem De scriofion Quanm Unt Cost Exl Cosl Wik Prics Exit Price Tax Profs
Materia GA D11NIDDSE 1-1/2X%1 CXC 90 ELL 1.00 54.24 54.24 82.00 82.00 1. 220
8L Accounts: Salex 41200272 COGE: 1200212 Inveniory: 13000200
Labar | GA L Harleson, James 1.00 40.00 40 .00 100.00 100.00 0 600
8L Accounts: Sal=s 27100212 CcOo8s: 517100212 lnvendory: 51100212
Labor |GA Pmt: Check-GA 12223 100.00 it} il il ] 4]
8L Accounts: Sales 51200 CO@E: 51200111 Inventary: 61206
Labor [ GA Pmt: CouponP GA 18.20 0D 0D Lil] 1}
8L Accounts: Sale s 51200711 COQE: ET200 111 Invenory: 61200
Problem There is 3 leak af the base of the condensor. WO Dese WO G01022: Replaced condensor supply line and fittings.
= Ton Ta=ams UeeTaxame
Total Service Order 2alas Taxable $alss Sales Tax alac Uss Tax Tokl Cost Profit s Pay ments Involcs Totsl -\\
G01023 100.00 82.00 4.32 00 00 104.24 42.73% 118.20 188.92
TN Taeabis UeeTaxame
T;—[‘:a! - . sales Tazabls S$alss | gales Te ales Uss Tax Totl Cost Profit % paymants Invoice Total
fictan - 00.00 52.00 4.52 00 00 104.24 42.72% 11E.20 18652
Sarvice Lverags
Wames Harleson || groer count | monsy cans Monsy Can VDS Crod Memos on account
o 1 188.92 1| 188.82 00 68.72 "
. ~Hon Tazanle Uselanabie
Erand Total: sales Taxable 3sles |  Sales Tax ales Uss Tax Totsl Cost Pronts Payments nvoics Totsl )
100.00 82.00 4.92 .00 .00 104.24 42 73% 118.20 186.92
$anvice Lverags
| _Money Calic Monay Call Involoss Credi Mam o5 on sccount
i 1 1 186.92 1 [ 18892 [s oo 88.72
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Prebill Methods of Payments Report

This report is used to detail all of the payments that were entered on all of the work orders in this
service invoicing batch. It will sort and subtotal by payment method code. You should balance your
bank deposit to this report. | have seen some companies staple a copy of their deposit slip to this
report. This report should be saved as an audit trail.

412712 DLR Service Company Page 1 of 1

Prebill Method of Payments Report
Invoice Date: 4/27/2012

Sewvice Order Jobsite Alpha JobSite Name Reference PaymentAmount Count

Branch: Georgia

Payment Method: Check-GA
G01023 4215 Harbor Lane Jameson, Jim 12223 100.00

Total for Payment Method: Check-GA 100.00 1

Payment Methed: CouponP GA

comesr 4215 Herborlene Jamesendim oo 820
Total for Payment Method: CouponP GA 18.20 1
Total for Branch: Georgia 118.20 2
Grand Total: 118.20 2
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Invoice

Printed Invoices

This is an example of how an invoice form can look. You do have to print these invoices before you
can update them. Do not update the batch if there is a problem with the invoices. Correct the

problem and then restart the Prebill Register cycle.

Clearwater Plumbing Inc.

408 Morth Fort Harrisan Avenue

Clearwater, FL 23755-2911

Ph 727-448-8355 Invoice
Fax 727-481-2028
www.clearwaterplumbingeonline.com

Page 1

Invoice Date 4/27/2012
Inwoice Number G01023

Service Order GO01023

§ Jamesond J
o 4]
L JIM JAMESON B JAMESONM, JIM
D 4215 HARBOR LANE 5 4215 HARBOR LANE
JERZSEY, GA 20018 I GRAYZOM, GA 30017
T T
o E
NET DUE 68.72
Plumber Terms Purchase Order
Harlesond Net30 PO123458
Service Request:
There 5 2 leak st the base of the condensor.
Work Performed:
Replaced condensor supply line and fittings.
Item Id Units Cuantity Unit Price Extension
011MI0098 1-1/2X1 CXC 20 ELL EA 1.00 82.00 82.00
[ Harleson, James Esch 100 10000  100.00
Pay: Regular Work Dats: 4/25/2012
Taxable Non Taxable Sales Tax Total Payments NETDUE
82.00 100.00 48932 188.92 118.20 8872

Customer Copy
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E-mail Invoices
You will get the following message if you have customers configured to receive e-mailed invoice
forms in the pdf format:

[

Preview E.maited IMvorcie ) 53

|_9. Do you want to preview the E-mailed invoices?

Yes Mo

Figure 16: Prompt to preview service invoice that will be e-mailed

If you click [Yes], the system will preview the invoices to be e-mailed on the screen. You can
optionally print these to paper. If you find any problems you can go back and make corrections and
then rerun the Prebill process. If you click [No], they will not be previewed.

Once the Update button is clicked, the system will generate the invoices for those customers set to
deliver via E-Mail.

If the system has a problem generating the E-Mail an Exception Log will print. Below is an
example. If the PDF was successfully created you can manually attach it to an e-mail and send it
out. If the PDF was not successful, you can use the standard Invoice Reprint option to generate a
printed copy, or export to e-mail.

Computer Products Unlimited Psge 1'of1
Log Exceptions Report

Exceptions for: Prebill Register ** Exceptions During Update ****
Run Date & Time 20110607154152 User 53

Exception: Email was not sent properly - No Recipient E-mail Address Specified
Subject: Invoice Farman-0479 dated 6/7/2011 for Compumarc
Attachment: CA\Temp\Service\SERV INV Farman-0479 pdf
for Invoice Farman-0479 for Service Order 405
Exception: PDF was not created - Invalid directory
PDF file name: 'C\TempKMR\Service\SERV INV Farman-0479.pdf
for Invoice Farman-0479 for Service Order 405 so could not be emailed
Figure 17: Exception log that will print if there is a problem generating the e-mail invoice.
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Update

This step finalizes the service invoice process. This is the point of no return. | say that because you
can’t correct the service order or work order once they are updated. You can correct any mistakes,
but it is just a lot more work. Only do this if the Prebill Register has been reviewed and any errors
have been corrected.

When the Prebill Register is updated, you will get a message like the following that will indicate the
Traverse A/R batch that was created that will need to be posted in Traverse.

Prebill Register — Iﬁ

e ——-— -

'0' Service Orders posted to Traverse A/R batch: 0427,

OK
l|L .......................................

Figure 18: Prebill Register [Update] message indicating the Traverse A/R batch that was created.

You will see the following results after the [Update] button is clicked for all service orders on the

Prebill Register:

e Service orders and work orders will be deleted

Service order and work order history records will be created

Technician Commission Reports can be printed.

Sales Analysis Reports can be printed in Ascente.

A Traverse - Accounts Receivable batch will be created that will need to be posted through the

Traverse AR module to complete the processing of the Ascente service invoice batch. That is

done using the Traverse / Accounts Receivable / Transactions Journals / Post Transactions

program.

e Traverse accounts receivable invoices will be created and payments will be applied to them if
payments were entered on the work order.

e Your Traverse AR Ageing Report will include the invoices that were processed with a ‘Due
Amount’.

e Inventory On-Hand quantities will be reduced for the items and their locations for tracked items.

e General ledger postings will be created for the service invoicing batch.

e Traverse -Bank Reconciliation transactions will be added for any payments applied to the work
orders.
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Best Practices Recommendations
e You need to save your audit trail. | recommend that you print and/or save to file the Q
following:
o Final Prebill Register (not the summary version) ‘/
o Prebill Methods of Payments Report (write the batch # on it)
o All posting reports for the batch that should be printed when the batch is posted
in Traverse using the Traverse / Accounts Receivable / Transactions Journals /
Post Transactions program.

o Verify that the GL Posting report looks correct.

o Verify that your bank deposit for the receipts included in the service invoicing batch balance to
the totals on the Prebill Methods of Payments Report.

e You can print the Ascente / Service Dispatch / Reports / Sales and Use Tax Report for the date
of the invoice batch to audit the totals. If you check and balance your invoicing batches daily,
the monthly, quarterly and year to date totals will be correct. You do not want to find the problem
after processing for many months.

¢ Run the Prebill — Exception reports weekly or at least monthly to see if you have service calls
that for some reason have not been serviced or invoiced in a timely manner. You may find the
following situations that will need to be addressed:

Paperwork has not been turned in. Was payment received at the time of service?

Waiting on parts

Service just has not been performed

Waiting on call back from customer

Maintenance calls that have not been scheduled and serviced

O O O O O
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Common Questions

Q:
A:

>0

>0

> Q0 20 20

>0

>0

Can | reprint a Prebill Register if the batch was updated?

No. You can'’t reprint a Prebill once it has been updated. You should always save a copy of
the final Prebill Register. You can do a print preview and export the Prebill Register or any
other Ascente report you a pdf file that you can save. This report provides an audit trail that
will really help if you need to audit your service sales.

Can our invoice form be changed?
Yes it can. You can do it if you have a copy of Crystal Reports XI — Developers edition and
you know how to do it or you can contact Compusource to do that.

Can we have different service invoice forms?
Yes, that can be selected on the Prebill Register form in the ‘Report Name’ field. That form
will be used for all invoices in the batch.

Can the service invoices be assigned a default printer?
Yes, that can be done in Ascente / System / Maintenance / Form Printers

Can Ascente print multiple copies of the invoice forms to various printers or printer trays?
Yes, that can be done in Ascente / System / Maintenance / Form

Can | run a Prebill Register for only the work orders | processed and not the other users
work orders?

Yes, you will need to activate the ‘Update by User Only’ option on the Service Dispatch
Options and Interfaces Maintenance [Invoice] tab.

Can service invoices be e-mailed?
Yes, if you are running Ascente version 3.7 or higher. We will be glad to assist you with this.
You can also export the invoices to a pdf file and then attach them to an e-mail.

Can the service invoices be reprinted after the Prebill Register update has been done?
Yes, that can be done in Ascente / Service Dispatch / Reports / Invoice Reprint. You can
always reprint service invoices and you can also select a different invoice format (report
name) and you can also use a different invoice summarization code than was used when
the invoice was originally printed.
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