QU ick lesson For more information, see Help > Contents > Billing review.

Understanding the

billing review process
(ajeraComplete only)

Goal: Set up and use billing review to streamline the review process for

Sample billing review process:
client invoices so that they can be billed as soon as possible.

Client invoice

In this quick lesson
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You can set up and use billing review stages to move client invoices

through the review process. Billing review stages are optional and have no Accounting Accounting

effect on the general ledger. review 2 review 3. etc.

To the right is an example of an architectural firm with a simple billing review
process that involves only the accounting staff and the project manager.

Print invoice as final




Quick lesson: Understanding the billing review process

For more information, see Help > Contents > Billing review.

Step 1: Set security

1. Click Company > Security.

2. Inthe Security Group window, select these settings as needed:

W

On the Setup tab, select
this check box to allow

| Goeet|_pte. [ Compory | Setie [ this group to set up and
[¥] Clients change billing review
[7] Vendors stageg from the Setup
[@] Employees menu in Ajera.
[¥] Contacts ——————
[¥] Activities Utilization types

Billing rate tables
Invoice formats

Contact types
Attachment categorie
Billing review stage
Marketing stages
Marketing final dispositions

Custom invoice formats

Fmmmmsmms s s smems s msm s s s s e e ——————

On the Invoices subtab of the
Projects tab, select this check
box to allow this group to view
the Invoices tab in the Project

Command Center.
# [¥] From templates only

Create new templates Create new invoice groups

anage | Projects | Reports | Inquiy

ct Info | Project List | Phase Info | Mansge | Invoices |

|¥] Show Invoices Tab

For information about the Allow and
Show on Menu check boxes, see the
Setting up inquiry security topic in Help.

On the Project List subtab of the
Projects tab, select a check box to
allow this group to view that

® NewseaurtyGroup notification in the project list of the

Project Command Center.
—
| General | Fie | Company | Setup | Manage | Proiects | Repots | Inquiry

Project command center
Create new project
Create new templates

From templates only
Create new invoice groups

| Proiect Info | Froiect List | Phase Info | Manage | Invoices |

Description Allon

p =] General Info
PM Action

BM Action

Prin Action

Acctg Action

[=] Eilling & Invoicing
Eilling type
Rate table
Invoice format

| Eilling Review Stage

L Select this check box to allow this group to
@ select billing review stage in the Customize
|

HEEE E E

|

i
‘

Help

window of the Project Command Center.

| General | Fie | Company | Setup | Manage | Projects | Repos | Inquiy | Atachments

Custom Name Allow Showon Menu | =
Lea] Client\Billing Review History v v

Client\Client Receipt

On the Inquiry tab, select these check boxes to give this
group access to the Billing Review History inquiry.
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Step 2: Set up billing review stages

1. Click Setup > Billing Review Stages.

These billing review stages mirror the

2. Click the New button and set up billing review stages for your firm. flowchart on page 1.

3. Below are some sample billing review stages. Select a stage and

. . . . You cannot change or delete Pre-review
click the Edit button to view the settings. .

or Final, the two default stages that
Ajera automatically assigns to draft
invoices and final invoices.

Acctg Beview 1

P Review 1

Acctg Review 2

P Review 2

Acctg Review 3 Y,

Final

Close ][

i Shage - Acchg Review 2

Here is what the sample Acctg Review 2 billing

review stage looks like: Chatus

The name indicates where the invoice is in
the review process, and the notes provide -—//De:criptinn |.i'-.l:-:lg Review 2 ‘
instructions to the reviewer of the stage.

Mates |make final changes and print final invoice if possibld E”

The stage is set to notify the reviewer (the Matify Project Manager
Accounting staff) that the invoice is ready. o
You can select more than notification. Motify Billing Manager

Motify Principal
Motify Accounting

If you want, you can create a "pending"

stage for when you review an invoice but
are not ready to send it to the next stage
in the billing review process. The pending
stage would contain no notifications.

’ Cloze H Save ][ Cancel ” Help ]
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Step 3: Customize the Project Command Center for billing review

1. Click Setup > Projects.

2. Customize the Project Command Center to display what you want.

On the Project List tab, these
options appear because of the
security set in step 1.

| Tonimcilik | Pl ldu | Manays | Fizpuls |

w

SR NEE! o e e e T HQI@Rjﬁlg

Dezznphon

"

e » _ lEencrallnto
On the Project e

Command Center, click B Acten
_. PrinAction
the Customize i&l AccipActon
button to open this Desotpticn
- Froect shabuz
window. i
Froject type
Uepatment
Tl byt
Motet
T Psople
(= Uding & Invoicing
Filleng Iy e
Flats table
|mseoncc homnak
Tl Meview Clags

The options you select here
appear in the project list
of the Project Command Center.

- iminany, .,
Seach [ ] 2D @ Dessinin O Mert

P Ackon  BM

Piojecd manager

[:T S—
Hrncpal m charge
M arketing contact

Ar‘rlg&:ﬁr) ey Er Thay B”"‘“ s
Stage Ldget

Highland Shoppng Le. | Fre-review 13100 LT pa ]
Lighirail Expanzion - Ir. | Pra-rawvise 1.620.00 56200
Miwaukie Hospital Eve | Pre-ravisw 10,528.32 2400
“ivzukie Hospital Lan | Pre-ravisw 700.00 291.50

Prn

=

F RPL

Thend

@jajajaimn

4

O@E @3 ;
OoG o3 g_

1

Now, you can tell at a glance if
an invoice is ready for review

Click the Invoices tab to view the and what its current stage is.

PCC Invoices inquiry. This inquiry
appears because of the security set

a Sy Wk . = 3
in step 1. R | {1 "mw) et B R T ) e )“ﬁ".’;‘“ % &
E
jng Tz Pre-evien 15T00) 1T 1B0DIPO0| 1SOMOI0Y| 110B18| M5 DAY
¥ ™ ™ Ughtrad Expansion - i Pre-evien 162000 S6200 21198000 8SB42842| 6326|1523 A
5] 5] |Miwaiio Hosnital Eve.|Pro-reviow 10526.32 2400 1,00000000 812000 000 312000 [ s
« i v
© Projecilfo | Menege  Invoices™ 7 Progress | Snapshot | ) Plan

éfmﬁi@]‘\. WOt Mot | Pt - gy bt - £ et

ce  Willing Invoice e Amount Amournt
15 | Review Gtage |Mhient Prajart T & Desrriptinn Nusrahar - Rersived | Written nff | Tukstanding

rnal Trimer M- 157 1ighimal Dvnandon - Tien To-ren-1 1000 GG 9, 14077 9,140.77
Fad Triml 03152 Ll Expermins - i FOMUnti2-000 07401408 21147
Previzw Iricice Fral Trimet 03-152 Lightral Bxpansion - Invin 00368 05431402 207000 2607000
Preview Invcice Fnal Trimet 03-152 Lightral Exension - Inin 00362 05413/08 2256895 508 Change the inquiry
Prevew Invre | nal Irmer L= Dghimal L nanann - en (I0EC] 14151 15,1001 1 £
| P Iwoce Craft  morovow  Trmes 03 152 Ughral Banson Inen 245191 as needed.
| P i Drall  Bracsview  Tril 08-152 Lihilrdl Exprarnin) - I 10,952.43

[ 01,691.58 46,354.00 31,929.19
i —
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Step 4: Customize the Client Invoice List for billing review

1. Click Manage > Client Invoices.

2. Customize the Client Invoice List window to display the Billing Review Stage column.

Biling review stage

On the Client Invoice

List window, click the Status eview Stage Cutaff Date Clent Project Manager
. m ¥ Dealt - IF'fe—na*.*&ew Dawsan Davalapars Maw T. Bayla 0121 Glizaw Lafts
Customize button
to open this window. Mraft IP[F!-I'F'NI‘F:W MR/ Anderzan Constuchon (May T Rrgle N3-138 Highland Shopping Can |2
’Draﬂ IPle-re.-view 03/30/11 Portland Public School:  (Mary T. Bovle 03148 Wilzon Elementarny Sche.
— Click thi ,D[aﬂ IP[e-rE:wiew 09,3011 Turet Maw T. Bayle 003-152 Lightral Expansion - Irv..
IC IS
Inwoice date check box ’ aft IPre-nw&aw 08,3111 Trirvet Mary T. Byl 03-152 Lightrail Expanzion - Irne.
Billing types ’ Qe-review jﬂg.";[lﬂ'l Dawson Developers Mary T Boyle [14-107 Dakland Heights Medie.  «
= m | r

[l . .
[l Invsice fomat You can now easily

[7] Invoice group determine the | Close || Edit || Selectal || Preview |[ Pint || Hel I.:;
[ Notes progress of your

client invoices in

Attachments .
. the review process.
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Step 5: Review invoices

1. Open the Client Invoice Preview window by doing one of the following:
¢ Click Manage > Client Invoices > select an invoice > Preview button.
e Click Setup > Projects > Invoices tab > select an invoice > Preview Invoice link.

2. Click the Show Review History button to view the Billing Review History window,
which is a chronological record of the billing review stages of the invoice. This window
is where you enter notes and add attachments related to your review of the invoice.

3. Click the Customize @ button and select the options you want to appear in the window.

4. Review the existing rows in the billing review table and create your own row. During your review, you can change the information
When finished, select the next billing review stage in the process. in any row in the billing review table, except for the
auto-generated Pre-review and Final rows.

"® Preview- 04.107 Oakland Heights Medical Clinic (* Draft™) If you change a row, your name and the date are
noted in the optional modification columns.

Billing Review History

Hotes Stage Added Auithar
Invoice created [Ajera 1 entry] Pre-revi 01410411 234 PM
Ready for biling review by PM. Verified a.. |Acctg Review 1 1041211 8:28AM  Pat D Hill
» |Moved time for Mark Ropce to another pr.. |PM Review 1 m 1041211 8:28AM  Pat D Hill -

S (o] (oo ] o

PE KM 41 of6 b M ﬁ.)@éﬂ]ﬂ' 100%

Accutera Architects In this example, you finish your
g“;:::f“'m"“e accounting review, enter notes for
i .
Porfland, OR 97201 your project manager, and select
503.224.4256 PM Review 1 to indicate that the
invoice is ready for the next stage.

Dawson Developers Invaice number *Draft*

9302 Sherman Drive Date 1001 202011 o

Tigard, OR97252 In the Project Command Center,

Bryan Evens Project 0D4-107 OAKLAND HEIGHTS MEDICAL PM Review 1 will appear in the

CLIMIC

) o ) o Billing Review Stage column and
All payments are due in 30 days from the date of the invoice. Please remit one copy of the invoice with your . .
payment the PM Action check box will be

0Oakland Heights Medical Clinic consists construction of anew medical clinic located on the nothwest comer of selected. This lets your project
¥avierand 25th Ave in Historic Morthwest Porland. The building will be a one story, wood frarme building with . )
brick veneer. manager know that the invoice

| m Dl is ready for review.
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Step 6: Select a billing review stage from the Client Invoice List (optional)

Use the Client Invoice List window to quickly select a billing review stage for one or more invoices.
1. Click Manage > Client Invoices.

2. Select one or more invoices, and right-click and select Change Billing Review Stage.

{ Billivy Blavisw Stage Cutaff Data LClisat Frajsat Manager Praject A
09/30/11 Dizmzon Oevelopers Mar T. Bagle

EditInvoice...
Preview Invoice

Print Invoices..

Chuarnge Salus

Change Billing Review Sage...
Change Cutaff Date...

M7 A F dward Stephensnn

Selec LAl [ Cloze ] Edit [Sebcml]' Freview ][ Frint ][ Help ]

Mge !l“lng !e\new gge

Stage:  |PM Review 1 =

|1|l-"1 711 L E Search | [ ID @ Descripion () Client
E T Hours
5 i Achinn R Arfinn PrnAchion | Areig Achion Tirsraphinn Frview Hnurs &rnial
N Stage e
1 : ] Milwavkie Hospital Eye.. Muliple Billi_. 10,526.32 2400
Select a billing review ' E tilwanikie Hospital Lan_. |PM Review 1 700,00 29150
stage. If needed, you : E Oakland Heights Medi.  Pre-ieview 935.00 476.00
L
can also select a due ! v P P - Stephenson Estate Kit. P Review 1 397.00 124.00
date for the stage. ] —_—

Your project manager can then

see the notifications in the
Project Command Center.
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For more information, see Help > Contents > Billing review.

Step 7: Review the Billing Review History inquiry

At any time, you can view or sort billing review information by clicking Inquiry > Client > Billing Review History.

' (@ gilling Review History
@ Gy €, 6,
Billing Review History

Project ID &
Client Invoice Description :

Lo -E- s

Find Mext = Primt - Export ~ . Saveds Properti
w e - | =

Billing

Added Date

Review Stage |Notes

Glison Lofts - 00372 03-121 Glison Lofts Dawson Developers Pre-reviews Invoice created (Ajera generated 01f10/11
Highland Shopping Center - DRAFT 03-132 Highland Shoppi  Anderson Construction  Pre-review Invoice created (Ajera generated 01/10/11
Lightrail Expansion - Irvington - DRAFT 03-152 Lightrail Expansi  Trimet Fre-review Invoice created (4jera generated 01710711
Lightrail Expansion - Irvington - DRAFT 03-152 Lightrail Expansi  Trimet Fre-review Invoice created (4jera generated 01/10/11
Milwraukie Hospital Eye Clinic Expansion - DRAFT 04-111 Milwaukie Hospit  Milwaukie Hospital Pre-review Invoice created (Ajera generated 0110711
Milwralikie Hospital Eye Clinic Expansion - DRAFT 04-111 Milwaukie Hospit - Mikweaukie Hospital Pre-teview Inwvoice created (Ajera generated 011011
Milwralkie Hospital Landscape - DRAFT 04-110 Milwaukie Hospit  Mikweaukie Hospital Pre-teview Invoice created (Ajera generated 0110711
DOakland Heights Medical Clinic - DRAFT 04-107 Oakland Heights  Dawson Developers Pre-review Invoice created (Ajera generated 01/10/11
Stephenson Estate Kitchen - 1 04-1135tephenson Esta  Edward Stephenson Pre-review Invoice created (Ajera generated 01f10/11
wilson Elementary School - DRAFT 03-148 Wilson Elernenta  Portland Public Schools  Pre-review Invoice created (Ajera generated 01/10/11
Glison Lofts - 00372 03-121 Glison Lofts Dawwson Developers Final Invoice printed final (4jera gener 10f10/11
Glison Lofts - 00373 03-121 Glizon Lofts Dav=on Developers Fre-review Invoice created (4jera generated 10f10/11
Glison Lofts - 00373 03-121 Glison Lofts Dawrson Developers Firal Inwvoice printed final (Ajera gener 101011
Glison Lofts - DRAFT 03-121 Glison Lofts Dawwson Developers Pre-review Invoice created (Ajera generated 10f10/11
DOakland Heights Medical Clinic - DRAFT 04-107 Oakland Heights  Dawson Developers ACCtg Review 1 Ready for biling review by P, v 10f12/11
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Step 8: Print an invoice as final

1. When the invoice is approved, print the client invoice as final.
Ajera automatically updates the billing review stage to Final.

2. You can use billing review stages after an invoice is final because they are
not associated with invoice status and have no effect on the general ledger.

For example, you might create a billing review stage called Collections
to track payment on outstanding invoices.

Summary

You now how the billing review feature works in Ajera. See if
you can re-create your firm's own billing review stages in Ajera
and if you can develop a workflow that will shorten the time
from review to billing for your firm.



