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Agenda

Review different billing types and how customers are billed
ne overview of payment entry
ow to print a past due statement

ow to do basic adjustments to customer balances
+ SMS AMA/CNA
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Billing Types

There are 4 main types of billing types within SA5
Regular - an invoice is either printed and left behind or emailed
« Essentially - the balance is due at time of service / when the job is posted as completed
Statement Only - an invoice is printed that contains all services with the billing type that have been
completed within a time frame that have not yet been invoiced.
Installment - services with this billing type are not charged when completed, instead service totals are
added and broken into even payments.
CC/ACH - regardless of the way a customer is invoiced, this typical represents
customers with autopay setup and will be automatically charged when the service is

completed/invoiced.
Note: there is a class on Alternate Invoice Options that covers all of these in greater detail
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o ® e s s o o
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ol **| Call Ahead: email only
Dog
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mail memge renewed = o] see 2
Locked Gete

Through invoice printing,

typically one of the standard t
invoice forms that are printed or -
emailed.

French

The balance on the invoice is SHEE e

due based on the date it was o e
done.

Your Company Name
address line 1 orP. O. Bax

e = Your baiance i over 39 dayc okl
Mr. Russell Crowe Plaace remit Thank you. lefc cee
how mush room | really

Your Company Name ’
33r=sz inz 1 or 2.0 Bax Please Remit $121.60

co. e (LI O

Crmzcsesr 0 (nct Mowy) 1= 12 (vary Mo/, how el re . L3 recammend L3 Lo a fnenc neghe o 7,
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Statement Only

L] »
« Through invoice printing, typically the driver report iy
or worksheet are printed for the technician. Or you

go paperless with Real Green Mobile
« Services that are done more frequently are commonly

setup this way. Example Mowing.
Through ‘Monthly Invoices’ based on the date
completed, all services with this billing type that
have not yet been invoiced will be included on a
single invoice.
«  When the monthly invoice is printed, all the services will
e updated to have the same invoice number

There is an option for statement only billing services to st oot o s s oo, s st

Pteuepywnn IOdy;. Net.‘deay 1.5% theleafle!Pledecnllwuh y e.suo about your lawn. Ilwmuhmorecanlaet thi

nveniance, service wil contnue for saason to se r 2 change in servica, pleasa cal our office

be aged when the job is done or when the invoice is ity oot

V C(ml yN ame Yow Co pc y Logo
address line 1 or P. 0. Box : S

printed.

Check

Bill To Address

rrvice Assistant > Settings > General Setup - Financial

Col Kyle Roach
778 Biing Addresss Fids
Columbus, IN 47201

Invoice #: 25246

=T - IR
90

” = Your Company Name Cust#: 8
(O Use done date instead of invoice print date to age statement only billing services 357 address line 1 or P, O. Box
12U city, state zip Please Remit: $92.50

Printed: 12/30/2022
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Invoice

Y Sommny Linje-
o Customer #:7
m i Invoice # 24828
) L WRY. Service Adrass Printed: 12/30/2022
Tom Turkey
Your Company Name 9586 Sleeping Circle &t
es.

(800)422-7478 (123)456-7895 ictional City, ID 12365
hrp:/imy panywebsiteor: i

Bus. (682)885-4751
PO #:

An installment must be created on the

customer record with a breakdown of

charges to be made on a repeating =
schedule. iy g

« Typically the total amount of all services with
this billing type will be divided evenly and
billed monthly.

Installments can have invoices or

coupons mailed or emailed to the e

homeowner before the due date. ey Rl e —
(Coupons can be printed for the whole year) S o
Installments can have the amount due
‘posted’ on the due date automatically e
or they must be posted manually. e R

Cust# 7

i,

Please Remit $182.84
Printed: 12/30/2022
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Basic Payment Entry

Access from the customer

Scan (customer number) / Invoice No

Customer Information - customer status, notification if have
collection code.

Understanding Net, Prepay, Credit balances

Default Amount Due

Default Date

Review of the allocation grid

Saving

(o ¥ CONFIDENTIAL | workwave.com
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Payment Entry Screen

Scan/ enter customer number or enter in invoice number.
The customer details color matches customer status, and shows the customer

current balances.

The services and or installments thc:t have not been paid in full will be listed in

the allocation grid.

Use ‘Tab’ to move through the entry portion.

The amount will default to the remit balance if using
customer number. If the page is being opened the date
will default to current date. Once the date is changed,
that date will remain as long as the page remains open

and the journal has not been posted.

Payment Type default is setup under payment settings.
Any Note will be added to history and if a payment
receipt is sent, the note is added to the receipt.

CUSTOMER CONFERENCE ‘26
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Prepay Balance: $0.00

ed: @ $0.00
& Add New Adjustment

$70.75

$70.75
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Payment Entry from the Customer

Payments can be applied to a customer from any customer
screen using the window shade, but also the customer
screen, history screen, call log screen, program screen
(services), production entry, and the prepay calculator

iervice Assistant v

Collection Call - soft call

The default payment amount will
change based on the page
payment entry is accessed from.
If from history or service, the
amount will be the invoice
amount, from the customer, it
will be the net balance due.

CUSTOMER CONFERENCE ‘26
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Payment Entry Screen

Payments do not
NEED to be S .
allocated to specific =~
services. If nothing ; ™= o
is specified the —

Blair Underwood

payment will

automatically goto » .. e

Amount Allocated:

the oldest service. « == & o : s N
This does one
important thing, if
the oldest services , L
are ‘paid’ the - = (e x| e g =
account may not go : A e s o
on credit hold so .
that you can :
continue to treat it.

® ©

®
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Payment Entry Continued

© 41

Billy Bob

32645 Harvester Holw
Fictional City, ID 12365
(682) 986-5238

Net Balance:  $277.13

Prepay Balance: $0.00

+ Add New Service

Remit Balance: $277.13

Quick
select to
apply a
prepay to
all
eligable \

charges

Amount:
Payment Type:

Notes:

4 & Clear All

Prepay Code Allocate Ye art/Due

® 2022  4/13/2022

®
Quick = .
button to
apply
unpaid
amount to
service

2022

2022

2022  1/5/2022

2022 | 1/12/2022

2022 1/19/2022

2022 | 1/26/2022

2022  2/2j2022

022 2N

MO _\

The ‘save’ entry button can be changed so tha

Date:

Check Number:

'‘Deposit or partial payment amounts
can be entered here

Service/Instaliment Price Discount(s) Prepay Discount

L1- Lawn FertRd 1 $90.75 $0.00
L2 - Lawn Fert 2
L3 - Lawn FertRd 3
MOW - Weekly Mowing
MOW - Weekly Mowing
MOW - Weekly Mowing
W - Weekly Mowing $72.00 $0.00
MOW - Weekly Mowing $72.00 $0.00

v Manin €77 nn €N nn

ti

TN nn €72 n

nstead of going to the journal, the

G Amount Remaining: $277.13

Amount Allocated: $0.00

Total Amount Under Allocated: @ $0.00

& Add New Adjustment

Amount Unpaid DoneDate Invoice #

$86.55 $86.55 3/17/2022

$95.29 4/28/2022

entry

immediately is saved and posted. This is helpful when doing a CC payment while on the phone

with the customer.

BEY:"ND SERVICE
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Prepayments & Deposits

Prepayments typically have a discount applied, but more importantly they pay for the services selected in full.
Deposits can be any amount applied to a service, typically before it’s completed, where the money is being reserved.

Q’ 9131793 Net Balance: $0.00 Prepay Balance: $0.00 Credit Balance: $0.0
Wing Lake Woods Homeowners Assoc.
4125 Wing Mdw
B 0 7"V‘h 4} ‘.' -:;-“-‘
’14) 588-7771

Asoain ¢ 208 9( Date:
Amount ! Date: Amount Remaining
Payment Type: O neck Check Number Amount Allocated

Total Amount Under Allocated: ©

Payment allocated to 4 services/target
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Claim Journal

Users could have access to only enter but not post payments, payments
that come from mobile or caw can also be set to go to the journal and not
directly post. For a user with rights to post payments, they can go to the
‘Claim Journal’ tab to find payments that need to be posted.

Claim Journal

Owner ID
PP
PP
PP
PP
PP
PP
PP
PP
PP
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Payment Journal

rvice Assis Payment Entry

Payment journal

Showing

CustomerAddress « Remaining

Number of Payments: J Total Amount; 706 4¢

Payment Transaction Journal
11/8/2021 Entered By : EH - EBETH

Prepay Prepay Payment Payment Preferred

Check Number _ Payment Date Code  Amount Amount  Type  Customer/ Name Collection Code Phone Balance  Age
11/8/2021 60000 Check  Vantura Jesse (682) 954-5456 -57.19 180+
11/8/2021 10649 Check Underwood, Blar (682) 233-0870 106.49 180+

Payment Type Count Amount Count
Totals by Payment Type Check Regular Payments 706.49 2

Pre-Payments 0.00 0
Total 706.49
Number of Payments 200
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Statement Printing

How often should you print statements
Aging to charge Interest

Review of the steps with statement printing
Statement Options

(o CONFIDENTIAL | workwave.com
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Statement Printing

Statements are past due reminders.
« This is where aging categories come into play

Ideally statements should be printed frequently to keep the
number of statements to be processed each time to a
manageable number. (Weekly is recommended)

If interest or statement fees are added, this needs to be
done before statements are printed.

Customers have statement setting that could alter or
affect who is getting a statement to show up.

@ sevono service | (3 Realbreen
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Aging to charge Interest

. @

> Age Accounts

Age Accounts Utility

Branch: 4004 - boo boo

Aging Category Amount Charge Interest
1-30Days $34921
31-45Days
Residential
Residential
Residenticl/Commercial

Residential/Commercia

Total Amount: $992.21 Total Count: 12 Unique Customers: 9

aaeneest = The option to charge needs to be selected

Last Aging Date: 12/2 2 Charge if calculated interest is at least:
Charge if last interest before: 1y 2 @ Minimum interest charge:

Age date/charge interest on: 12/30 3 Percent of interest to charge:
 Cancel & Perform Aging

Number of customers charged interest: 2 Amount of interest charged:

ocne After Aging, there will be a total and option to go to adjustments srin
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Statements - Find Customers

> Statements

Step 1 is primarily to find
the customers that should

T T— get a statement based on
the selections.

(If printing directly from a
I ' ~customer account, step 1 is
Days Since Last Service: 5 Regardless of Balance ignorEd)

Days Since Last Statement:

All settings are ‘sticky’ for
the user so the next time
the page is accessed, the
sl settings should be the
same.

Aging Category: * = 6 items selectec

Q Cance
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Statement Details - Step 1
* Days Since Last Service ( PR __ )
is useful if Invoices
include previous
balance.
Days Since Last
Statement is almost
always set at 30 days
Include Prepay
Customers will pull in
any prepay customer
that has a balance
due, even if not aged.

+ Flag Codes

If planning on emailing statements and the preference Ema|I Statements is used to
identify customers, filter the list to just those customers through Advanced Options.
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Statement Details

207 Utensil Dr

o Step 2 haS a ” the J ota 5atem‘r‘::tsoz :DDQ M 713.80 o Z Tothemit Balance: $11724.00
customers identified
from step 1.

* Selections on step 2
affect how the
statement is sent,
what will be
included and how it

will be displayed.

* History date range should include current date to be the most accurate.
* If emailing; email first then print remaining. (If using the advanced option filter, go
back and remove the option before printing.
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Statement Details Cont.

‘Statement Options’ defines what is printed on the statement and also the main
layout.

A regular statement shows all history in order of the transaction date

Open invoice will only show services with an amount due or payments/adjustments
unapplied. (History date range is ignored)

Open invoice with paid services will list all history but grouped by the service
transaction.
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Statement Examples

STATEMENT

Printed
™\ Service Addvess

Your Company Name
(800) 422-7478  (123) 456-7895 ‘

> 4

Description Ck#/Inv#
Previous Balance |
Interest Charge
Payment Check **Thank You**
Landscape Service

Landscape Service

Lawn Fert Rd 1($2.75)

Payment Check **Thank You"*
Landscape Service

Payment Check **Thank You**
Pre-Payment Check **Thank You**
Lawn Fert Rd 3 ($2.75)

Lawn Fert Rd 4 ($2.75)
Landscape Service

Landscape Service ($15.00)
Landscape Service ($10.00)
Lawn Fert Rd 1

Lawn Fert 2

Payment Check **Thank You**
Lawn FertRd 3

Total Amount Due:

For your convenience, service will continue for season fo season. For & change in service, please call our offi

Date

01/04/2021
02/09/2021
021772021
03/15/2021
03/22/2021
03/30/2021
07/05/2021
0711372021
07/13/2021
07/13/2021
08/1a/2021
01/03/2022
02/01/2022
02/16/2022
04/12/2022
05/10/2022
05/13/2022
06/25/2022

12/30/2022 Cust

Bruce Campbell
2689 Wixom Curv

Fictional City ID 12365

Res. (682) 502-3354 Bus.

Amount T

$242
(3536.42)
$108.00
$108.00
$55.00
(8216.00)
$200.00
(50.66)
(3250.34)
$55.00
$55.00
$0.00
$1,645.00
$2,763.88
$70.00
$70.00
(3600.00)
$70.00

omer 4 1

Your Company Name
(123) 456-7895 ‘

(800) 422-7478

X Balance Ck#/Inv#

$534.66
$537.08
$0.66
$108.66
$216.66
$271.52
$55.52
$265.52
$264.86
$5.52
$60.38
$115.24
$115.24
$1,826.74
$4,718.31
$4,791.81
$4,865.31
$4,265.31
$4,338.81
$4,433.57

Description
Termite Treatment 1
Lawn Fert 2
Termite Treatment
Lawn FertRd 3
Total Amount Due:

Open
Invoice

STATEME

Prnted
7 Service Address

Res. (111)222-3333 Bus

Date
03/22/2022
05/05/2022
05/05/2022
06/23/2022

NT

12/30/2022 Customer 4 13

Mr. Robert Locke
7632 Lost Island Curv
Fictional City 12365

(333) 444-5555

Amount Tax

$1,560.00 $78.00
$90.75 $4.54

$1,560.00 $78.00
$90.75 $4.54

Balance

$3,466.58

For your convenience, service will continue for season fo season. For & change in service, please call our office.

Current | | 46-60days

3148 days

6190 days

91-120 days

Ovor 180 days Current | 31.48days | 46-60days

6190 days

91120 days | 121180 Over 180 days

$4,286.57 $0.00 $0.00

$0.00

$147.00 §0.00 $0.00

$0.00 I

Plaase pay within 10 days. Nel 30 days 1.5% therealter. Please call with

On 2 scale af O ot Mkely) 10 10 (very dkely). how Skaly are you o recommend us 1o 3 friendineighbor?

Voo Capany s Yow Company Logo

address ine 1 or P. O. Box
city, state zip

B To
Bruce Campbell

2689 Wixom Curv
Fictional City ID 12365

$0.00

$0.00 $3,466.58

n this hield? shoul 5¢ cal

On a sl of 0 (ot kaly) to 10 (vevy tkeiy). how Baly are you 1 recommend us 10 2 fiendineghbor?.

Voue Cotgisny Nove Yow Company Logo

address kne 1 or P. O. Box
city, state zip

Signature:

wowsers you are SO SO SO OLD

CUSTOMER #

Your Company Name
address line 1 or P. O. Box
city, state zip

PRINTED

RETURN Tk

BEY:"ND SERVICE

CUSTOMER CONFERENCE ‘26

8ilTo

Mr. Robert Locke
7632 Lost Istand Curv
Fictional City 12385

1

iy GUestons SbouT your lewn. How mi

in this held? shoul

Card#

Signature:

wowsers you are SO SO SO OLD

CUSTOMER # 13

Your Company Name
address line 1 or P. O. Box
city, state zip

$4,433.57

12/30/2022

G $2.466.58

PRINTED 12/30/2022

by WORKWAVE'

STATEMENT

Printed ~ 12/30/2022 Customer # 339131696

Your Company Name
(123) 456-7895

(800) 422-7478

Service Address
Billy Bass
1345 Lafayette Ave
Columbus IN 47201

Description
Referral Discount / Credit
Dormant Oil
Payment Check **Thank You**
Balance Due - Invoice # 22984
Lawn FertRd 1
Payment Check **Thank You™
Payment Check **Thank You**
Balance Due - Invoice # 22960
1&D Spray
Payment Check **Thank You**
Balance Due - Invoice # 23056
Lawn Fert 2
Payment Check **Thank You™
Payment Check **Thank You**
Balance Due - Invoice # 23745
Lawn Fert Rd 3
Payment Check **Thank You™
Payment Check **Thank You**
Balance Due - Invoice # 24139
Treerd 3
Payment Check **Thank You**
Balance Due - Invoice # 23056
Lawn Fert Rd 1
Balance Due - Invoice # 25556
Lawn Fert 2

Nin 32 crale Af N fnnt livaks) tn 10 fuar ibakl hous livaks 3rs wnes tn rermmmand 1 tn 3 friandinsinhhnr?

Res. (222) 555-5666 Bus.

Ck #/Inv# Date
01/18/2022
22984 03/23/2021

653 05/19/2021

Amount Balance
($5.00)
$36.00

($37.80)

$0.00
$49.00
($1.97)
($49.48)
$0.00
$36.00

($37.80)

$0.00
$49.00
(80.72)
(850.73)
$0.00
$53.60
(80.72)
(855.56)
$0.00
$36.00

($37.80)

$0.00

04/12/2021
09/25/2020
05/19/2021

04/14/2021
05/19/2021

05/10/2021
05/19/2021
06/17/2021

06/29/2021
06/17/2021
08/12/2021

07/02/2021
08/12/2021

25556 03/22/2022 $2.45

25728 04/28/2022 $2.45

£ FASF INNICATE PAYAIENT AMOIINT & CHECK NI IMRFR

Open Invoice with paid

This only works well with multiple pages (could be lots)
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Example Pre-Service Email

\( SuperGreen w Super Green

Service Reminder
Hello John Smith 123 Main St St Super Green Livonia will be servicing your property Service Reminder
on. Please ensure the service area is accessible and clear of any obstructions

SERVICE REMINDER ACCOUNT NO: 10783

We will be performing the following:

Hello John Smith 123 Main St St Super Green Livonia will be servicing your property LATE SPRING APPLICATION Add Iogo q nd bra nd colors to head er

on. Please ensure the service area is accessible and clear of any obstructions.
We will be performing the following:

LATE SPRING APPLICATION

Meet your technician!

Add your messaging and option to
Meet your technician! confirm OPPOintment Meet Joe Olson, a seasoned Lawn Care Specialist with an

impressive 16 years of hands-on experience in creating lush

JOSEPH OLSON vibrant landscapes. Born with a passion for the outdoors

Meet Joe Olson, a seasoned Lawn Care Specialist with an Joe has dedicated his career to transforming lawns into

impressive 16 years of hands-on experience in creating lush thriving green spaces that not only enhance curb appeal but
vibrant landscapes. Bomn with a passion for the outdoors, also contribute fo the overall well-being of communities
Joe has dedicated his career to transforming lawns into Pay Your Bl

thriving green spaces that not only enhance curb appeal but

also contribute to the overall well-being of communities

(800) 422-7478

e i s e s b B s T Introduce your technician

| Pay Your Bl SRS

(800) 4227478 a

If you'd rather not receive future emails from Super Green Livonia,

Add customer portal info and social links to footer.

BEY:"ND SERVICE nealﬁreen CONFIDENTIAL | workwave.com
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Examp

) Super Green Loaln©

Service Summary

SERVICE SUMMARY REPORT ACCOUNT NO: 0

Hello John We were at your property on 04-156-2024 at 11:30 AM to perform service.

Please see below for services that we performed

B View Invoice - Lawn Care Round 1
Technician: John Smith

License: 0451

Products Used:

« 126 . Units Weed Killer (12345.67)

We Noticed The Following Conditions...

While servicing your property your technician noted the folowing praperty ccnditicn:

Dandelions are perennial weeds that have bright
yellow flower heads. When the dandelion flower dries
out, the see-bearing white parachutes expand and lift
out of the dried flower head. These parachutes are
then carried by the wind or birds that spread the
seeds to the ground.

Technician's Recommendations

(800) 422.7478
¥ you'd rather not receive futurs emalls from Super Green Livonia,
unsubscribe hers

L <)

BEY:"ND SERVICE

CUSTOMER CONFERENCE ‘26

Please see below for services that we performed

P& View Invoice - Lawn Care Round 1

Technician: John Smith

License: 0451

Products Used:
« 1.26 . Units Weed Killer (12245.67)

Add invoice and services performed/products used

We Noticed The Following Conditions...

While servicing your property your technician noted the following property condition:

Dandelions are perennial weeds that have bright
yellow flower heads. When the dandelion flower dries
out, the see-bearing white parachutes expand and lift
out of the dried flower head. These parachutes are
then carried by the wind or birds that spread the
seeds to the ground.

Technician's Recommendations

Include conditions and technician
recommendations for upsell

by WORKWAVE

le Post-Service Email

W SuperGreen

Service Summary

SERVICE SUMMARY REPORT ACCOUNT NO: 0

Hello John We were at your property on 04.15.2024 at 11:30 AM fo perform service

Add logo and brand colors to
header, customize messaging

[B00) 422.7478
¥ you'd rather not recetve future emails from Super Green Livonika,
unsubscribe here

O RO

Add links in footer for autopay,
pay your bill and more

CONFIDENTIAL | workwave.com
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Example Payment Reminder Email

W Super Green Login© PAYMENT REMINDER ACCOUNT NO: 0

P t Remind Hello John Just a reminder, we recently performed service or charged an
ayment Reminaer - :
ym installment to your account at: 123 Main St Anytown M| 48108 We have not yet
received payment. Your account has a balance of $70.00. You can use this
message to conveniently make payment arrangements. Click this link to view
PAYMENT REMINDER ACCOUNT NO: 0

and pay your account on our website

Signup for AutoPay | Pay Your Bill

Hello John Just a reminder, we recently performed service or charged an customize you I‘ payment reminder

instaliment to your account at: 123 Main St Anytown MI 48108 We have not yet H 8601 Boulder Ct Walled Lake, MI 48451
messaging.

received payment. Your account has a balance of $70.00. You can use this (800) 422-7478
message to conveniently make payment arrangements. Click this link to view

and pay your account on our website

Make Payment

If you have already made the payment, please disregard this message. We

O RO

thank you for your prompt attention to this matter.

Signup for AutoPay — m Customize header and footer

(800) 422-7478 If you have already made the payment, please disregard this message. We WIth br.qnd COIOI'S qnd Iogo'
thank you for your prompt attention to this matter. Plus, Ilnks for pdyments,
0 auto-pay and more.

Drive customers directly to a payment portal
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Example New Service Email

NEW SERVICE REPORT ACCOUNT NO: 0

Service Address Billing Address

NEW SERVICE REPORT ACCOUNT NO: 0 (w super Green

Property Management Corp Property Management Corp
Mr. John Doe Mr. John Doe

Property Management Corp Property Management Corp &
oy e > 123 Main St 123 Main St

Mr. John Doe Me. John Doe

123 Main St 123 Main St Anytown, Mi 48108 Anytown, MI 48108 Service Confirmation

Anylown, M 48108 Anytown, M| 48108

) Super Green

Service Address Billing Address

We are excited to pravide you with service at 123 Main St, Anytawn, Mi 48108,
wil work diigently fo provide you an experience and results that are best in class!

We are excited to provide you with service at 123 Main St, Anytown, Mi 48108. We

Sacrice DencrRtion: will work diligently to provide you an experience and results that are best in class! customize headerlfooter with Iinks for pay

DESCRIPTION SUBTOTAL

S Custom message and property/billing confirmation options and more

& Rounds $360.00

DESCRIPTION SUBTOTAL . . .
Service Description:

Season Total $360.00
Additicnal Discounts $14.00

w2 F DESCRIPTION SUBTOTAL Pay Today & Save $17.65

Total Charge $352.80
Pay Today & Save s17.68 Prepay Amount $335.15

Propay Amount $335.45 Lawn Care Program
5 Rounds $350.00

Pro-Pay Now

DESCRIPTION SUBTOTAL

Season Total 350.00
Pre-Pay and Save! 3 < 2

Pre-pay Today and Save $17.65 Additional Discounts $14.00

Tax $16.80 Pre-Pay and Savel

ol CHiuge Sahe 0 Pre-pay Today and Save $17.65
Pay Today & Save $17.65
Prepay Amount $335.15

(800 4227478
" ‘would rather not receive future emalis from Super Green Livonia,
o unsubscribe hers

omn Add pre-pay offer and links to
- Service and cost description customer payment portal
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Questions?
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