
Set Sail with Billing



Overview

In this webinar we are going to be going over 
the various types of invoices in the system, 
what they are best used for, and go over how 
they are connected to previous activities 
executed within the system.  



Areas to be Covered

• General Billing Concepts

• Billing Codes

• Sales Tax

• Invoices –Types

• Selling Parts

• Recurring Billing

• Key Reports



Invoicing Concepts

• When the steps of setting up a 
Job/WO/PO/payroll have all been completed, 
invoicing will be as easy as review and print

• For the different types of billing, there will be 
an invoice type that will be best to use

• Changes to any billing item will only effect 
future transactions, never retroactively



Billing Codes



Billing Codes



Sales Taxes



Sales Tax Items



Sales Tax



Invoices



Invoice Types

• Invoices

• Service Invoices

• Parts

• AIA/Percent Complete Invoices

• T&M Invoices

• Recurring Invoices



Invoices



Invoices - Detail Tab Pre-Entry



Invoices - Detail Tab Post entry



Print Types

• Plain Paper

– Base invoice type, logo can be added to this type

• Letterhead

– Going to be printed on letterhead paper, leaves a  
margin at the top and bottom for letterhead

• Form

– Going to be printed on pre-printed form paper



Invoices – Detailed vs. Summary



Invoices – Detailed vs. Summary



Sending the Invoice

E-mail from 

Reports Invoices Print not Printed



Sending the Invoice

E-mail button from print screen



So a Mistake was Made



So a Mistake was Made

• If the invoice is not exported, you can still 
make changes to it without needing to credit 
it out

• If the invoice was exported and was 
incorrectly taxed, use the Credit Tax button

• If the invoice was created erroneously and 
exported, use the Del/Credit button to create 
a credit memo. 



Service Invoice



Service Invoice -Detail



Service Invoice - Labor



Service Invoice - Materials



Parts Invoicing through Schedule Jobs



Parts Invoicing through Schedule Jobs



AIA/Percent Complete Invoices

What is the difference between AIA and 
percent complete Invoices?

The jobs are setup and invoiced the exact 
same, the only difference is AIA prints in 
AIA format while percent complete billing 
prints out like a normal invoice.



T&M Invoice



Recurring Billing



Recurring Billing



Recurring Billing



Recurring Invoices



Recurring Billing Notes

• The job date range is what is used for 
recurring billings, so a dispatcher extending or 
shortening a job will extend or shorten the 
billing without talking to accounting

• The recurring billing only shows up on the 
recurring invoices screen if there is a full term 
left.  If it is less, it will have to be manually 
billed. 



Key Reports



Job Profit/Loss Detail Report



Reports of Note

• Batch Audit Report

• Invoice Register Report

• Jobs Not Billed Report

• Job Line Items Not Billed report



Questions?

• Raise your hand via the Go-to-Webinar tab 
and we can open up your phone line to ask 
the question directly

• Ask Questions via the Questions Pane. 

• Ask Questions via Twitter with the hash tag

#FleetCostCare



Custom Webinars

• Fleet Cost & Care can setup custom webinars 
or redo previous webinars we have already 
hosted for your company.  Contact with us and 
we can discuss exactly what you would like.



Please check out our forums at 
www.fleetcostcare.com/forum

If you have any further questions, please give 
us a call at 1-800-281-9445 or e-mail me at 

Shawn.Fahle@fleetcostcare.com

http://www.fleetcostcare.com/forum
mailto:Shawn.Fahle@fleetcostcare.com

