Quick lesson For more information, see Help > Contents > Client invoices.

Changing a client invoice

Goal: Learn how to make changes to a draft client invoice. J

In this quick lesson

Step 1: Overview of the Client Invoice window

Step 2: Use the cutoff date to determine billable time and expense
Step 3: Change Time & Expense billing status

Step 4: Split a Time & Expense transaction

Step 5: Change the project time

Step 6: Change the header or footer text

Step 7: Change the invoice amounts 10
Step 8: Bill a fee by amount or percent 11
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Client invoicing involves many different tasks, some of which are covered in other
quick lessons:

e Understanding the basics of client invoices: describes how to view,
preview, print, finalize, and reprint or reissue client invoices in Ajera.

e Understanding the billing review process: describes how to streamline
your firm's review process with Ajera's paperless billing review feature.

This quick lesson, Changing a client invoice, describes how to make changes to
a draft client invoice.
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Step 1. Overview of the Client Invoice window

First, let's get a quick overview of the Client Invoice window and the Entries window. In the other steps in
this lesson, you will see how to make changes to entries in these windows.

Client Invoice window: main sections

1. Click Manage > Client Invoices. The Client Invoice List appears.

2. Select an invoice and click the Edit button. The Client Invoice window appears.
It consists of two main sections:

[ Evis_| A General invoice

Stztue Draht - ey -l ¥ aealabls [Z5046.40 information
Culolfdde (BT =] lvoice number Inweice ameunt [10.953.3

Fupercrd Consdant | Peccent Lomplets | | est 2 Amounts| antachments | Hotes |

’r Shatus | Date | Phase Ay | Vendor Urks | BiingRoke | BlngAmowk \ ‘:\
b Rlahlz = [MR/ANMA Dasgn Devdspmeant Models Weillamelta TIF nnn nnnnn 41575 I .
nvoice table
Eilablz 070148 C o [ i- P i 500,00 0.2000 100,00 -

Bable  |UAUTAH Lossinachon Lecumentaa. Shioong. L [T} 23400 - —

Bilable 07ANA8 Consinachon Documentst. Mlssge  May Bode 0000 0.4000 12000 =
Rilahl= MPAMAR Crnsinacfion Nocomentad Trawsd Kz Bl nnn nnnnn 4950
Bilablz 070108 Constrachion Documentsi_  Telephone  May Bogde 0.00 0.0000 200
Bilabl= (EANAE Constnachon Documentsi.  Bhiepinks  Mwillamelt= O 000 0.0000 13750

\ Bilablz 6158 Constnachon Documentsi. Models "Willamelts O 0.00 0.0000

NG

3. Note these two fields in the general invoice information: o
If you leave the invoice number blank,

when you print final invoices Ajera assigns

ice for Tnmet - Project (13- ightrai ansion - Indington . . o
the invoice number based on the billing
preferences you set up in Company >

Invoice date Preferences.
1

Irwvoice number

You could enter a different invoice number
here. Ajera would then increment that
number for future invoices.

When Ajera first creates the invoice, it assigns it a status of Draft.

As billable time and expenses are charged to the project, Ajera

automatically adds them to the invoice. You can change the
invoice status to Approved, Hold, or Write-off, as needed.
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Step 1: Overview of the Client Invoice window (continued)

Client Invoice window: Time & Expense and fee-based tabs

4. The table displays different tabs, depending on the project billing type: Time & Expense
(T&E) or fee-based.

Time & Expense

lmmt_pw For Time & Expense projects,

the Labor and Expense &
Consultant tabs appear.

Status | Draft >
Cutoff date | 09/30/11 feber ||

Text & Amounts | Attachments | Motes

Fee-based For fee-based projects,
M a tab corresponding to

the billing type appears. Note that there are two

rows for each phase. For
5 5Ddf\~. . R
s [0t == this project, contract fee
amounts were entered for
labor and consultants.

Entries

Phass | Activity Rennded Design
Remodel Design

Remodel De=—

» |Billaﬂe ~ DE/04/8 Scope Expansion  Billable Time

Billable 06/05/08 N\ _ - =nsion Billable Time

The T&E table shows details
for billable transactions.

e e m = = == ===

i

The fee-based table shows the phases
you are billing based on the contract
amount. It does not show detail.

5. The table can display both Time & Expense and fee-based tabs. This happens if a fee-based project, or
some of its phases, is set up to bill labor, expense, or consultants as Time & Expense. You set this up
on the Billing subtab of the Project Command Center.

Fee-based with T&E billing

| Evpense & Consulant | Percent Complete | Jest & Amounts | Attachments | Hotes | j " Pjudinh | Mensgs |

| sta W Date Phase Activity Vendor [ P

1 . . IS i

() ilabe = DesignDevelopmert  Modeks  Wilamelts Dffice Supply P This is where you

~— e — select to bill labor,
. . Congtrucion Documentatio Sales T

This is a Percent Complete Eiddng . Nogaizion _:Wmm exp_lf,tnse,&olrzconsulte;nts
project. The project, or one of its S o Zie:;?ased xp;szs(;: or
phases, is set to bill expense or oves Euereiy project.

1
i
1
1
1
1
1
1
1
1
1
1
:
1
consultants as Time & Expense. .
1
1
1
1
1
1
1
:
1
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Step 1: Overview of the Client Invoice window (continued)

Entries window: Time & Expense and fee-based entries

6. The Entries button in the upper left of the Client Invoice window is bold-faced if one of the following happens:

¢ A Time & Expense phase contains nonbillable, deferred, or on-hold transactions. This can happen if a
transaction occurs after the cutoff date (see Step 2) or if you change the status of a billable transaction
(see Step 3).

o A fee-based phase contains billable work-in-progress (WIP). This can happen if a fee-based project
contains a T&E transaction (see Step 2).

7. Select arow in the table, and click the bold-faced Entries button to view the transactions in the Entries

window: For fee-based, the Entries
_ button opens the Worksheet
Time & Expense Fee-based Time and Expense Entries

———— window.

- -
vF 5 WWorksheet Time And Expense Entries

(&4 Iroice for Trimet - Project 03-152 Lightrail Expansion - Ivington

Stetus | Lratl

Ghatus |Draft Imunf Mon-imvoiced Time and Expense Entries

1
1
‘
1
1
----- (mnrﬂ Defer, Hold f Cutafdate | 07401400 vf
1 Billable
i i ¥ : A
For Time & Expense, L Lsbor | Evperse & Conulant : r—— . |
the Entries button | » : -
opens the Non- Er st pate — [ L Status Date Phass ‘ Activity
invoiced Time and b Hoid S b Bilablz - lnaa7me Remodel Design Markeling
EXpense Entries This window displays any |Blable 04/27/09 Rermodel Design Marketing
window. noninvoiced transactions, such as LS e wing
— deferred, on-hold, or nonbillable. IS window

displays the billable

detail for the WIP.

8. By default, the Non-invoiced Time and Expense Entries window displays deferred and on-hold entries and the
Worksheet Time and Expense Entries window displays billable entries. To view other entries, click the
Change View button and select other statuses.

m}lange View g
)
Date Range Eniry Status

Em 2011 Billable Fhase @
Aoz 9] Dster

it 7ol

Select Dales M sYs

write-off

\____/
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Step 2: Use the cutoff date to determine billable time and expense

Now, let's learn how to make changes to a client invoice. Let's start with the cutoff date.

The cutoff date controls which billable entries are included on a client invoice. Ajera assigns a status of Defer to
entries later than the cutoff date and includes them on the next invoice.

1. As mentioned in Step 1, when Ajera first creates the invoice, it assigns it a status of Draft. As billable time and
expenses are charged to the project, Ajera automatically adds them to the invoice.

2. Because employees most likely enter time and expenses on an ongoing basis, specify a cutoff date. This
allows you to control the time and expenses that are entered to the current invoice.

Best Practice: Enter the end of the month as the cutoff date.

Time & Expense Fee-based

[ a Imvoice for Trimet - Project 03-152 Light

Inwvoice for Trimet - Project 03-152 Lightrail Expansion - Irvington

For Time & Expense, Ajera adds

time and expenses incurred before
Stalus | ratt ad I the cutoff date as invoiced

[cum“ate 09/30711 - ]n\a transactions to the Client Invoice

window.

Status Imvoicedate [ =] Frepay
| cooame 0811 )| iwoceramber [ |

1
1
1
1
1
1
1
1
1
Lsbor | Espense & Cansultant | Test & 1 | Expense & Consultant ] Percent Complete | Tad&hnumlmtachwisi Mates
1
5 Fmplyre B
et : Phase Contract Amount P"D;;H Gl Percent to Bill
Mark A Roycs 1 X

_ 1 ¥ Construction Docu. 13,050.00 0.00 10.00
1
: Eidding % Megotiation 7.500000 0.00 0.00
: Bidding  Megotiation 1.300.00 0.00 aaa
: Construction Administr... 33.000.00 0.00 000
1
:_ Constuction Administr... 5,800,000 0.00 000

For fee-based, Ajera adds time and
expenses incurred before the cutoff

@ Non-mvaiced Time and Experse Erre For time and expenses incurred

W) Doter. Hold after the cutoff date, Ajera adds TG wonrect s oo b : .
them as deferred transactions to 1 @ Worksheet Time A\nd Expense Entrie date as billable transactions to the
A RS Entries window.

S the Entries window.

[
1
1
1
1 Lelun Expense & C
I
I
[
[
[

1
[
|
Hold o i : Stanse = roidy Empiopes
_t al §-ore Eilatic] Sl et D1 : Billobic: m ruchon Uocumcn_. [$illabds Limz PaudJ. bronch
1 Bilzala 6./ 24,09 Congruction Documsn_ | Billabls Tima Ruogar 5. Teech
: Rilld a2 IR/ Cawcdusdams Dowanmers | Billadde Tooe Riapn § Temah
: Eillcbic /268 Construction Documcn. | Billable Time Reger 5. Toach
[

For time and expenses incurred
after the cutoff date, Ajera adds

them as deferred transactions to
the Entries window.
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Step 3: Change Time & Expense billing status

Let's now change a billing status. You can change the status of a billable T&E transaction in the
Client Invoice window or in the Entries window.

3. You can change the status of a transaction from Billable to Defer, Hold,
Nonbillable, or Write-off directly in the tables on the Expense & Consultant and

Labor tabs. These transactions are moved to _
. . If you select | Thetransactionis
the Entries window.

Defer Mot included on the current invoice but automatically
inciuded on the next invoice.

Hold Ifia pending state and not included on the current invoice.

MNonbillable Project-related but not being billed. The project still shows
the cost amount but no spent amount.

Write-off Reflected onthe project and the financials as a write-off.
The project still shows the cost and spent amounts.

: a Mon-invoiced Time and Expense Entries :
@ All statuses

Labor

Cutoff date | 09/30/11 <

Labor | Expense & Consutant | Text & Amounts| Attachments | Notes

Inwvoice i

Statuz | [ate Fhaze Buctivity

Eillable 0E/04/08 Scope Expansion Billable Time

i Billable - 0B/05/08 Scope Fnansion Rillshle: Time

Expense & Consultant

When you change the status of a
transaction and click out of the row, the Nonbilable + [J5/05/08 |ScopeEsxpansion  |Billable Time
entry disappears from the table . . . Defer 101771

Status Date | Phase Activity

—

Scope Expansion Billable Time

Fommmm s m o m oo e—— -

... and reappears in

the Entries window.

4. In the Entries window, you can also change the billing status, if needed. If you
select Billable, the entry is added back to the table on the Client Invoice window.

E Man-invoiced Tire and Expense Entries
@ All statuses

Labor Expense & Consultant
Status Date Phase Activity
Monbillable Iﬁﬁlﬁﬁ Scope Expansion Billable Time
Bilable | ﬂ Scope Exparsion | Billable Time
— Defer

Hald
Norbillable Select an option from
Q”M’ the Status menu.
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Step 4: Split a Time & Expense transaction

You can split a T&E transaction in the Client Invoice window or in the Entries window.

1. Right-click a transaction in the Client Invoice window or in the Entries window and select Split Transaction.
The Split Transaction window appears.

Labor E & Corpmllard.
Status | Dralt L - =
Stame | Date | Phase | Aoty Emplovee
Cutolf date | M9/30511 vI Inwoice rumber 1|Defer snumue o o = e NeTims  PatD Hll
Rirealersdnte Niling Rate

Labo | Expense &k Consuan: | Text & Amounts | Attachments | Maotes

Change Prajert...
r Spbt leanaachion. . l

‘ Status Date | Phase Activity Change ..
» Bilable PEIOAIG € anen Cumonsion |Dilatle Time Caner
v Entries...

|Bi|d.||=

Recalculate Billing Rate

Chanye PrujecL..

Spift Transaction... l—

Change Status..

Bill Mo Bill Later Original

3.00]) 200 500

157.4341| [ 157.4941] [ 157.4341]

Preview Ireanice

Cancel

Enter how many units

) you want to bill now. .
This does not affect ‘ Ajera calculates the amounts for

the hours worked. , the new deferred transaction by
multiplying the units by the rate.

2. If you split a T&E transaction in the Client Invoice window, the deferred hours are moved to the
Entries window. If you split it in the Entries window, it displays in that window as Deferred.

ﬂ Defer, Hold
Labar Expenze & Consultant

Status Date Fhase Activity Employes Hours
¥ Defer = 1041711 | Scope Expansion Billable Time  |Pat D. Hil 1

Drefer 1041711 | Scope Expangion Billable Time  |Pat D. Hil

Empicpes
= 101711 Scops Expawion |Bld:|la Time |PatD.HAl
r |Bi|atle DE/4A8  Scops Exparsion Ellzble Time  |Mak A Rop.

| Stahiz
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Step 5: Change the project time

You can move a T&E transaction in the Client Invoice window or in the Entries window to another project.

1. Right-click a transaction in the Client Invoice window or in the Entries window and select Change Project.
The Change Project window appears.

1

1

1

1

1

i Sranss Inoice date I suatanie (2304540 | Labor | Fupensa k Cnwitors

1

, Cuctidse [09/30711 | wwnimmember [ | rvenive vt 2452 3¢ Status | Date Phasc | Actiiy | Emglojec | Hous
I — b Dedin s e " . ™ e Towe  |Pol D_Hil 300
L I#he | Eyperes & Losuitart | 1sst & Amounts | Atiachments | Notee Reecaluulalz Billiny Rale

I DL | - Az Tuee  [FolD_Hil 5.00
C Stahs Dol Phiase fudichy Emhaws | Ennums Tnx | Hus Chongolioiccts

! it Transaction...

L Eilzble LA Y zopa bxpancion Eillzdle |mea Mark A Hoyos [Semor Archubect AL

1 Chanye Slalus...

I b Bilzble i . able | ime Mark A Hoyos [Semor Archubect LA .

[ v [ntries... Cancel

1 Eilzble able | ime Mark A Hoyos [Semor Archubect AL

[ Necalculate Dilling Mate

1

' L:;r;geﬂ:ct_l—» ge Proj

: SPIE T FanSAr finn. .

: Change Hatus., | Cusrent project |Li§'lrai| Expansion - livington

A le—— = = -

g ' Previews Invoice LS — Current Phase | Scops Expansion | Select a new

1 Cancel 'T [?

1

l— [0y = W07 O akland Heights Medical Cinic D o] rOj ect and P hase,
Mew Phase |1 Schematic Design = and click OK.

[ oK [ Cancel [[ Hep ]

2. After you change project time, the hours are moved to the correct invoice.
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Step 6: Change the header or footer text

You can change the header and footer text for this specific client invoice.

If you do not enter text here, the invoice uses the text you may have entered for the project (Setup > Projects >
Invoice subtab).

If you did not enter text for the project, the invoices uses the text you may have entered for the company (Company >
Preferences > Billing tab).

If you did not enter text for the company, the invoice does not print a header or a footer.
1. Inthe Client Invoice window, click the Text & Amounts tab.
2. Change the header or footer text.

1 @ Inwvoice for Trimet - Project 03-152 Lightrail Expart

Stalus Invoioe da
Cutoff date | 09/30411 - Invoice numb

Labor | Exzpenze & Consultant | Text & Amovnts

Invoice Texst
Headsr
Enter header or footer
Fooe eror
text that will print only

on this invoice.

e
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Step 7: Change the invoice amounts

You can change the invoice amounts. Entering amounts here does not affectz
cost or earned amounts, but does affect billed amounts. If the client paid you a retainer for
services, which Ajerarefers to as a
prepayment, then the Prepayments field
2. Change the invoice amount. lists the total of the retainer.
You can choose to apply all or a portion of
any prepayment to this invoice, reducing
the amount the client needs to pay.

1. Inthe Client Invoice window, click the Text & Amounts tab.

ice tor Inmet - Proje - 19! ENSI0N - n =

Stalus | Draf -l wvocsdte [ | Freoaments avaisbiz [23.045.40 -
Cotcff date U/~ Inwicmrember || Irwrice Ament

Labor | Espense Consutent | Test &4 | Aftach | Motes |

Irwenice Tesd Ipvenir= Smonnks

T e~ N | To increase or decrease the invoice total, you can

= = change the adjustment amount.
Foctsr (A1 are due uf =, -
el sl Let’s decrease the total so as to apply a discount.

Enter -250.

Chos Save Cancel Frevisw o Hel

Click Save, and then click Preview. |

——

3. After you click Preview, the invoice adjustment appears in the invoice preview.

H Billed 1
1 Hours Rate Amount
| Senior Architect 1000  157.4941 1,574.94
| Consuftant

i Billed
I Units Rate Amount
| Structural Cansultant

: Elemenz Engineering 880,00
i

{ Invoice sublotal 245404
{ | Invoice adjustment -250.00
: Invoice total 2,204.94
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Step 8: Bill a fee by amount or percent

1.

For more information, see Help > Contents > Client invoices.

You have fewer options in changing a fee-based entry than a T&E transaction. This is because with a
fee-based project, many billing details are largely determined by the contract, not by individual time and
expense entries.

Invoice for Timet - Project 03-152 Lightrail Expansion - Inan

- —
Tusteifl date | 08731411 - Irvwoice: rumber

Emperrses & Curpsllant | Percent Complctc: l ol & Sanounils | Al

Mricr Mercent
Phaze Contract Amount Bkl

Subremalic Devign 33.000.00 100.00

Schematic Design 580000 100.00
£ Cesign Devel 5 MO0 =21 nln
~

VUl Entic™ When you right-click in
Recalculzte Sales Tax

Canstruction Documes; the fee'based table, thel’e

= o D Preview Irusice are few options available.
Bidding kM

Diesign Development

Cancel

One change you can make to a fee-based invoice, however, is to enter an amount or percent to bill.

Click Save when done.

1 Expanse & Consukant Pracerd Cumpile | Test &mm] Atachments | Noles | !

Frior Porcont Total Percont
Phoec Canhact Amourt Bllod Porcert 1o Eil | Billvg Amcant Bllod

ir: Nesion 33.n0n nn 1nnnn nm nnn
Schematic Desion 5800.00 100.00 0o 00n
Dz Devebomient 25.000.00 oo 1000

Dz Devebomient GECC.00 5409

=

w=

When you enter a
percent to bill here . ..

... Ajera automatically

enters the billing
amount and the total
percent billed.

Summary

This quick lesson has shown you how to change a client
invoice.

View these related quick lessons:

e Understanding the basics of a client invoice
e Understanding the billing review process
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Do not print this page

If you select | The transaction is

Defer Not included on the current invoice but automatically
included on the next invoice.

Hold In a pending state and not included on the current invoice.

Nonbillable Project-related but not being billed. The project still shows
the cost amount but no spent amount.

Write-off Reflected on the project and the financials as a write-off.
The project still shows the cost and spent amounts.
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