Technical Tuesday

Batch Invoicing

Batch invoicing gives you the opportunity to create a client’s invoice for multiple jobs.

Batch invoices save time and paper (if paper copies are required) as you can specify the client then create just one
invoice that details different jobs and their associated costs. You are then requesting one bulk payment which in turn
could save your customer time and money in processing.

You have the ability to set the criteria for the search and once this has been established you can create batch

invoices with just a few simple clicks. Job Tracker can even be programmed to update the individual job records for
you, again saving you time.
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This pop up screen allows you to specify what to do once the batch invoice has been generated. Taking time to
complete these fields upfront could potentially save you and your business a great deal of time. These can of course
be changed at any time but note that changing them will not undo previous actions, i.e. if you have the ‘Set Job
Status’ field here set to ‘needs scanning’, once you create a batch invoice it will complete the action. If you did not
want this done on those records you will now need to go back and manually adjust each job.
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batch reference added
to each job, simply
choose a box in the job
screen where you want
this captured, then add
the code for that box in
this field here, i.e.
[JOBDETAILS9]

sherwin

BUSINESS SYSTEMS LTD

Copyright (c) Sherwin Business Systems Ltd, 2016 - All rights reserved. www.job-tracker.co.uk



Technical Tuesday

Batch Invoicing

Once you have assigned your invoice related data to your chosen fields within the Jobs Screen, you will
need to visit this screen in Counters & Data to tell Job Tracker which fields to utilise. From the Control

Panel, click on the tab Counters and Data.
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Once you have assigned and labelled your chosen invoice related fields within the Jobs screen, and you have
assigned them within the Counters & Data screen as detailed above, you will be able to utilise these fields as search
criteria set on the Batch Invoice Settings page as detailed previously in Figure 2.

You are now ready to create batch invoices for any of your clients.

3

UISINFS
VOl

NEOO

h? IN

>YSTEMS LTD

Copyright (c) Sherwin Business Systems Ltd, 2016 - All rights reserved. www.job-tracker.co.uk



Technical Tuesday

Batch Invoicing

Creating a batch invoice can be done via the Job screen. Search and access a job for your chosen client in the usual
way. You do not need to access a job that needs to be included on the batch invoice, this criteria is set further on (or
will be set by any predefined criteria that you have set within the Batch Invoice Settings screen), simply access any
job for your chosen client. If you prefer you can access the client using the search facility within the Contacts screen,
from here access the history tab and double click any job detailed on the bottom half of the screen.
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This screen will detail for you any jobs for your chosen client that match the criteria specified in the Batch Settings
Screen. If no criteria has been set there then all jobs relating to that customer will appear.
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One way to select the jobs that you wish to include in the batch
invoice is to type the job numbers here, each separated by a
comma. Alternatively click once on each relevant job in the list
and you will notice it becomes highlighted. The column titled
Include will then show a ‘yes’ and the job number is added to

You can tick or
untick this box to
either include or
ignore jobs with a

) zero value.
this box for you.
Uninvoiced Jobs for Herts = =)
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Addess: Herts _Time, <\‘\ payment reference
Contacts: Tel:, Mob:, eMail: Ignore Zero Value Jobs @ fleld |S Compu|50ry.

Completed, Un-invoiced Jobs {‘

Job No Site Address Created Email Sent Status Order No Net2| Include | Qustomer Orc . .
2074 Hartford Leisure Cir,Hil Crescent HertfordCwe 4| 04/09/2015 00:00:00 ‘Awaiting Payment 1304.84 This reference will
2075 Upominster StieetEpston PortCHES 3PT 04/03/2015 00:00:00 Awaiting Payment 33365 0.00]

show on the
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selected settings
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invoice settings
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search for relevant
associated jobs in
Uninvoiced Jobs: 2 Walue of uninvoiced Jobs: £ 1304.84 No of Jobs to Invoice: 0 Total Value to Invoice: £ 0.00 the fUtU re.
Figure 5

Once you are happy that you have all the
relevant jobs selected for inclusion, click
create invoice. The new invoice will be
generated using your chosen template.
See Figure 6 on how to assign your chosen
template.

The details shown here will adjust each time you
select or deselect a job to be included in the
invoice.

Job Tracker will automatically update each
job with the invoice number, and a copy
will be available within the Documents/
Emails/ SMS tab for each job, along with
all the relevant details.
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A template file can be created in the usual way and assigned here to be used as the default for batch Invoices.
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Modifying a Job Sheet or other Template

To change the details / layout of the Job Sheet or any other Word template
used by Job Tracker, 1st click Get Available Templates above. 2nd Select the
template from the list above. 3rd Click "Edit Document Template™. Further
help is available by clicking on HELF at the top of the main screen following by
"Creating Templates". Please note Intemet access is required for the aditional
help.

After you make any changes to a Template you should run Pre-Process on it.
Pre-Process enables the system to look at the fields you are using in your
template and speeds up the printing of the Job Sheet. Pre-Process uses the
template currently selected in the "'Templates Available' list above

Edit Document Template

MS Word Documents Only (If your fields are not being translated)

Pre-Process Template
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Figure 6
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Create the
template in the
normal way and
save in an
accessible location.

Within the control
panel access the
Documents tab.

Using this drop
down menu,
navigate and find
the appropriate
template that you
wish to use, then
click here on Set
Default Batch
Invoice. This is the
template that will
now be used each
time you create a
batch invoice. For
Excel templates
pre-processing is
not necessary.
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