Create An Invoice
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Overview
Invoices are the final bill within serviceminder, and there a couple of ways to create them. How you choose to do it

depends on workflow for your business.

Invoices push to QBO and pull in any deposits on the associated Proposals. Until then, deposits sit in
Undeposited Funds within your QBO account. This is the intended behavior, and does not require
any manual work on your side.

Settings and Navigation

You can find settings for invoices in Control Panel > Invoices.

You can find additional settings for when Invoices are automatically created inControl Panel Services > Edit or
Add (for new service) and look for Invoicing Mode. To learn more, read Service Settings: Invoicing Mode.

Users have permissions attached to Invoicing. Go to Control Panel > Users > Edit and select either Permissions
tab.

Invoices @ Grant O Crery
Invoices:Approve @ Grant O Deny
Inveoices:Delete @ Grant O Deny
Inwoices:Edit @ Grant O Dery
Invoices:ExcludefromEndOfPeriod (8) Grant () Deny
Invoices:Grid:All (®) crant () Deny
Invoices:Grid:Open @ Grant O Deny
Invoices:Grid:Paid (® crant () Deny
Invoices:Grid:Unapproved @ Grant O Deny
Inveoices:Veid @ Grant O Cery
Invoices:WritaOff (®) crant () Deny

You can find settings for Invoices and notifications in Control Panel > Notificationsin either Settings tab or Turn
Notifications On/Off tab.

D Email Invoices/Receipts to Contacts?
Invoices and receipts will be sent to heatherg@servicemindar.com if this is not checked.

Invoice Reminders 15

Hew many days between invoice reminders?


http://serviceminder.knowledgeowl.com/help/service-settings-invoicing-mode

Creating an Invoice from a Proposal

When a user wants to manually create an invoice for an Accepted Proposal, whether that's before the project is
complete, or when it's done, there are several choices. These are presented when the Invoice icon is clicked at the
bottom of the proposal, and the user is given "Invoice Type" choices:

Invoice

The Invoice button will only display if the user has the Invoice permission granted and the proposal
has a balance greater than $0.

Then, you will see this section and you must choose an Invoice Type.

Generate an Invoice

Invoice Type @ Full
O Select Lines

O Percentage | %

Progress between 1 and 21.45

O Amount

Amount between 1 and 460.00

Invoice Date

Invoice Type

1. Full - This means the invoice is created for the full amount of the sale.

2. Select Lines - Allows the user to choose one or many lines to invoice. This is particularly useful on a large,
long-term project where the agreement with the customer is that portions will be invoiced as they are
complete (these are known as Progress Payments in business-speak.) With this option, you are presented
with all lines "checked", so uncheck the lines you don't want to invoice at this time.

a. When you come back to invoice another section, the lines you have already invoiced will be grayed out.

3. Percentage - This is percentage of the total. This is also a typical progress payment scenario. The system will
keep track of how much you've previously invoiced on the project.

4. Amount - Finally, you can create an invoice based on a set dollar amount. Again, a progress payment scenario,
in which serviceminder keeps a tab on how much you have previously invoiced for this proposal.



Once you have made your choice, you need to click the Create Invoice button.

Create Invoice Cancel

You will see the created Invoice. It will also show if there are additional Open Invoices for that Contact and provide
a section to apply a payment.

Finish Invoice 1378817 for Molly Baker

Contact  Molly Baker
2308 Cleveland Ave | Saint Albans, WV 25177

Option Item Description Quantity Unit Price Amount

Ghost Removal v Removing ghosts with 5 year warranty. , 15 0 $340.00
&

i ° -option- 1. Disguise required for sleuthing PR 25 $25.00
4

Email  [®] heatherg@serviceminder.com

Open Invoices  NPSISSLIS Service Balance Due

1378816 7/22/2024 Ghost Removal $1,685.00
Apply excess to other invoices? D

This contact has other open invoices. If the amount entered below is more
than this invoice's balance, you can apply the excess as credit to other open
invoices, starting with oldest first

Applied Payments Type Date Amount Reference Recorded By

Cash 4/17/2024 $75.00 Deposit
Payment Method  _gelect Payment Method- ¥

Select a payment method to take a single payment now

Payment Amount 425

Reference

Invoice Date*  8/1/2024

Save vs. Save and Send

There are two options after creating the Invoice. You can simply Save it and no external notification will go out to
the Contact.

Or you can Save and Send, which will send an automated email with the link to the invoice to the Contact.

Save & Send Save

Taking Payment

If you have a payment processor set up in Integrations, you can make payments on the invoice in serviceminder.
The customer can also pay their invoice through the payment link that will go out in invoice emails.



If you don't have a processor set up with serviceminder, then you can record the payments on invoices manually
when the payments are made by the customer. Your payment methods can be configured to help with your

accounting.

You can add a payment plan (if you have them set up) on the main invoice view screen. You can also write off the

invoice from here.

Payments Pay | | instaliment Plan | | write Off

Actions Date Amount Type Ref By

You can split up the invoice so that more than one invoice will go out to the customer.

I Split an Invoice

How Many Invoices?™ 94

Interval* 1 Weekly ¥

Reminder Days* 1

You can also move a payment to another open invoice belonging to that customer.

Move to...

Move this payment to another open invoice

MoveTo  _.Sglect one-- ¥

I Payment for Invoice 1927

Merging Invoices

Occasionally a customer may have multiple open invoices that you'd like to combine so they can pay it as one.

Individually Merge

Open the invoice you want to "merge" other invoice(s) into, and select Merge.



llnvoicezEﬁz ) = [l [oeee] [o=] =]

Bodie Kohung # Sttt Opsaen I
1452 F Plana Phwy Crvener Karen Libky &
Plana, TX 75074 irrvsice Hursbers 2033
{805) T04-1X26 [Mobile) srvizn Date 725/2023
Fmail b bbykorend@gmad com Created & /2572073 &0
B To I
Attre Aocounty Payoble
1234 Main Siresd

Flano, Tx FHO0L

{BOS] 708.1326 [Mobile)
Cry Link

Bulk Merge

Choose one or more open invoices. Any open invoices that can be merged will show up for that same customer. You
may combine parts or leave them all separate. We recommend merging invoices for similar services that you'd like
the client to pay as one.

All merged invoices will be Voided and will be visible in the audit trail on the remaining invoice.

Merge from...

Balow ara all othar open involoss for this contact. Morgs tha sslacted involces into tha curment invokos. All kne iema will bs transferred o.{{J'\oo1Mmm9n i cormgplate, the selocted involoes wil be woeded. )

Marge from 8] 2004 - 100wr 2022 - 528000
[m] 179 - gvr0arzazs - Si08.25
CI FI8Z - DIAO543033 - 540867
2190 - awnar023 - gsa.00
197 - QUFIS/2033 - SHE0.00
|m] 7713 - 920302033 - 530835
(] 7245 - G225/ 2023 - SIT0.6,
1 BT = T ooy rd 5 )
12305 - narzsra02s - $270.63
] 239 - essass 2023 - S3520.00
ﬂ 2341 = 05/25/2023 - S2M061
|:| 2357 - 0573072023 - 550000
] 7264 - psrozvz023 - snsarr
:I TIB6 - DESI5S2023 - SITDES
:I 415 - OFNFT023 - 575000
::] 2417 - CFITA20F3 - 530000
[J 248 - 071772023 - 5500.00
) za20 - err28i2028 - 527063
C‘ 2447 = DX/ IA/202Y = S500.00
] 2408 - car2sr2023 - $270.63
i_—I 2490 - OF 247203 - 5130000

Credit Hold

Credit Hold is just a flag. It’s an internal check box used to mark an account if the customer is overdue on invoices.
When checked, whenever you bring up the client, it will flash at the top in red with the credit hold status. We will
also highlight their name for any appointments that get scheduled for them in the calendar (desktop only) in red.

We don’t block scheduling or other activities for a client that is marked on Credit Hold - it’s just a
visual cue.

Contact |P~v:-:v|">-o,i-||\d-;-]

The only way for this to be marked is for a SM user to check the box when adding a new contact.



Credit Hold? [®]

Here is more information on how to pay Multiple Invoices or handle Overpayments

Print an Invoice

After aninvoice has been generated, go to the invoice, and click the Print button up at the top.

ice

Delete

I Invoice 1378835

Holly Helper ¢ Status Open
Saint Albans Loop Tacketts Creek Owner Heather Gatlin ¢*
: '

.....................

Settings Merge | Timeline

This will open up a new tab with a printer friendly version of the invoice. You can then "print to PDF" or save it as a
PDF and then email it directly to the client.

FAQs
Why don't | see an Invoice button on my proposal?

Check the following things:
e Does the proposal have a balance? A $0 proposal will not have the option to Invoice.
e Does your User have the Invoices permission granted? This permission is required to create and edit
invoices.

We accidentally did some things out of order. How can we get rid of his first invoice and transfer the
ACH payment to the correct invoice attached to the proposal and appointment?

There are two options:

1. The payment can be moved to the correct invoice and void the original.

2. The new open one can just be voided now. If both are attached to the proposal, either way will fix it.

Voiding the new one is the easier option, but here's how to move a payment also:
o Go to the invoice with the payment, click the payment date (in the upper right).
o There's a Move button in the upper right corner, click that, and move it to the right invoice.
o Void the original.

Why can't | merge these invoices?

Only Open invoices that do not have payments on them can be merged. Make sure the invoice you want to
merge into another meets these qualifications. If there is a payment on the invoice, you can move the payment
first then merge the invoices.


https://serviceminder.io/support/index/290

Sometimes we generate an invoice before the appointment. When we "Finish" the install
appointment, it creates another invoice. Is there a way to finish the install appointment without it
creating a second invoice?

You will need to remove the pricing from the appointment so that it won't invoice again. So if there is a cost
showing on the Appointment, click on the blue penicon under the "Part" or "Service" description and remove
any "Base" or "Unit" pricing that is contributing to the total amount shown.

When | went to the appointment, since it was completed, | couldn't change any line items. How do |
get around this?

We don't have a way around it if the invoices were already merged and paid. The appointment cannot be altered
at that point.

| see an appointment completed but | don't see any invoice or payment.

Go to the "Audit" tab of the appointment to look for the cuase. If the appointment was auto marked closed, that
doesn't go through the regular start and finish process that generates an invoice. To fix, click Invoice on the
appointment to manually generate the Invoice.

| Additional Details

Map Notes (0) Pictures Audits Checklists
Page 1 of 1(1 items) -
N

2/22/2024 2:37 AM Auto Marked Closed

I am not having any invoices show up for approval in the Unapproved Invoice tab in the Snapshots
menu.

Direct create of invoices doesn't do the unapproved action. It happens when invoices are created automatically
by means of starting/finishing an appointment.

If you have the Finish Action of a specific Service (Control Panel > Services > Edit a service > Scroll to Invoicing)
set to "Generate Invoice" and check the "Mark Invoices Unapproved" box, then those invoices automatically
created from finished appointments of that service will be unapproved. You can change the invoicing mode on
that service as well.

Assuming all of those are set and an appointment is finished using that service, an unapproved invoice will auto
generate.



Finish Action Generate Invoice 7

Subscription Hours Kind None v
Invoicing Mode  \jja Appaintments v
Determines how proposals are inveiced

Mark Invoices Unapproved? EAuTomuficully mork appointment-generated inveices as unapproved
Auto Invoice? DAuh::mc:ficn::lllg.r invoice appeintments on day of or Auto Inveice Offset days before

Auto Invoice Offset day(s) before appointment

Customer isn't getting the invoice receipt.

If the customer isn't receiving invoices, check the Notificaitons first. Settings may be turned off in Control Panel
> Notifications. For instance, the "Invoice Receipt" box may need to be checked on so that you will have a Send
option.

Invoice Receipt D E

I"\\!l"\i-‘"ﬂ Dﬂml‘r\(‘lﬁf’ I-I

1]

| delete invoices and they reappear.

For the invoices, deleting will revert any associated appts back to an unfinished state, so that is the correct
workflow. Voiding is the best route in that situation.

We run into situations where we can't edit an accepted proposal and can't make changes to the
invoice, what do | do if | have to make edits to a work order and my technicians need to see the
updates?

Yes, you can use a Change Order if you need to edit an accepted proposal that already has been invoiced or
scheduled.

Essentially, with a change order, you can add new items, or remove line items by entering a negative quantity.
Once the change order has been accepted (either internally or by the client) you'll need to merge the invoices so
that your techs see the final information.


http://serviceminder.knowledgeowl.com/help/change-orders

