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

Goal: As a project manager, use billing review stages as part of your invoice 
review process.  

Using billing review stages 
as a project manager  
(ajeraComplete only)  
   

   

In this quick lesson 
Step 1: Use billing review in the Project Command Center 2 
Step 2: Preview the invoice 3 
 

Your accounting staff has set up billing review stages for your firm and 
customized your Project Command Center for billing review.  

This lesson describes how you can use billing review as a project 
manager. 
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Step 1: Use billing review in the Project Command Center 
1. Click Setup > Projects and open your project. 

2. Click the Invoices tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click the Preview Invoice link. The Preview window appears. 

 

 

Depending on how your accounting staff set this up, 
the PM Action or BM Action notification check box is 
selected if you need to review the invoice. 

This tab lists the invoices 
for the selected project. 

Select the project 
you want to review.

Click to preview 
the invoice. 
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Summary 
You now know the billing review steps to 
follow as a project manager.  

To learn more about the billing review 
process, see the Understanding the billing 
review process quick lesson.  

Step 2: Preview the invoice 
1. The Billing Review History window appears at the top of the Preview window. 

2. If your accounting staff has set up the invoice format to include supporting detail, the 
preview will also include the pre-billing worksheet (which provides the same information 
as the Billing report).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click Save. If set up by your accounting staff, a selected notification check box 
in the Project Command Center (see step 1) or in the Client Invoice List will 
indicate that the invoice is ready for the next reviewer.  

First, click to review 
the invoice. Second, enter notes about your 

review (for example, corrections 
that need to be made).  

Third, select the next 
billing review stage. 

Make sure that the information you enter 
is clear and complete so the next 
reviewer can understand it easily. For 
example, you may enter instructions such 
as, "Hold WIP until next month."  


