UtilizeCore

WORKFLOW GUIDE - BULK INVOICING

Bulk Invoicing: a period, a storm, or a
Client, in one pass.

Filter the Work Orders to the billable set, select the set, generate in the background,
then lock and send from the Payables and Receivables pages. This guide shows
each screen and the one decision behind it.

APPLIES TO

AR and AP clerks, controllers, operations leads who bill by period

P1 P2 P3 P4 P5 P6 P7
Work Initiation Qualification Assignment Service Validation and Financial Reconciliation
and Planning and Dispatch Execution Resolution Processing and Closure

The one rule.

BEFORE THE FILTER

Bulk reads what is already on the verified Trip. It asks you
nothing.

Right Vendor, right rate, right Task on every Trip before you generate. One mistake in the set becomes a
hundred drafts.



DECIDE BEFORE YOU FILTER. BULK APPLIES THE STORED RATE AND ASKS YOU NOTHING.

Bulk it priced from a rate table, the same every time One at a time  the amount depends on a judgment
B Monthly recurring maintenance B Per Hour (T&M)
Per Service, one price per visit hours and materials are read from the Vendor bill
B Snow pushes after a storm B Anything with material markup
Per Task, one price per push the margin is decided per line
B A storm across many Sites B An NTE in play
Per Event, both sides at once the cap, not the rate, decides the amount
B Electronic invoicing programs B A disputed Work Order
one Client, hundreds of Sites, one period nothing generates until the dispute is closed

The test: is the price on a rate table, and is it the same every time? Yes on both, bulk it.

Bulk it, or one at a time. The amount on a bulk draft is the stored rate times the verified Task. If a person decides the
amount, it does not belong in the set.

1 Filter 2 Select all records 3 Generate in background 4 Background Tasks

Generate Receivable or The page is not the set. One row per Client or Done, or a red bar:
Generate Payable, then Click SELECT ALL n Vendor. Grouping and Download Failures.
Client and period. RECORDS. template read here. Route by Work Order.

I—I—I

Payables, to the Vendor Receivables, to the Client

Payables page. Vouch, then lock, then forward. Receivables page. Spot check, then lock, then send.

5 Review the drafts 5 Spot check
RECEIVE, then REVIEW with the pager. Reject, never edit, a Vendor number. EDIT two or three from different Sites. Client, Site, dates, amount.

6 Approve in bulk 6 Approve To Send
Select, Approve. The count says how many are eligible. Select, menu, Approve To Send. Lines are final.

7 Forward to Client 7 Send, or Mark Sent
Approved Payables become Draft Receivables with the markup. Send emails the PDF. Mark Sent is for portal and CMMS Clients.

The lock on each side is what starts the sync to your accounting system. Pay there.

The pass. Four shared steps on the Work Orders page, then each side locks its own drafts.

WORD WHAT IT MEANS

Generate Receivable, Action Filters on the Work Orders page. Each holds only Work Orders with a verified,

Generate Payable unbilled Trip on that side.

SELECT ALL n RECORDS The link that selects the whole set. The checkbox in the toolbar selects the page.

Generate in background Queues the run. Background Tasks shows it done, or shows a red Download
Failures bar.

Group Invoice By Client, Site, Work Order, or Event. Decides how many Receivables the set produces.

Approve, Approve To Send The locks. Approve on a Payable, Approve To Send on a Receivable. Lines are final
after them.
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WORD WHAT IT MEANS

Mark Sent Sent without an email, for Clients who read invoices in a portal or a CMMS. Starts
the sync the same way Send does.

PART A - FOR THE CONTROLLER

Four checks before the first batch.

Each one names where it lives, how it fails, and the data point that proves it is right.

n The rate table covers every Service and Task in the set.
WHERE Site » Service Rates, Client side and Vendor side. Products and Services > Services & Rates for the
defaults.

EXCEPTION A Vendor was replaced at forty Sites. The Work Orders were created before the new rate landed,
so forty drafts came out on the old Vendor at the old price.

CORRECTION Exportthe filtered set (the cloud icon in the toolbar) and read the Vendor and rate columns. No
blanks, no placeholder Vendors, before you generate.

n Verification stays on.

WHERE Products and Services » Services & Rates » the Service > Verification Required For Client Billing and
For Vendor Billing.

EXCEPTION The setting that allows invoices on unverified Trips was turned on to clear a backlog. The next
batch billed work nobody had proven.

CORRECTION The Generate Action Filters count only verified Trips. A Work Order missing from the set belongs in
Verify Trips, not in the batch.

a Each Client's grouping is written down.
WHERE The Generate Receivable(s) page, Group Invoice By, per Client row. Client, Site, Work Order, or
Event.

EXCEPTION A Client that pays per job was grouped by Client. Twelve jobs landed on one invoice and their AP
rejected it.

corRRECTION One line per Client in your AR notes: the grouping, the PDF template, and whether a Work Order
Report is attached.
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n The batch filter is a saved template.
WHERE Work Orders » the filter funnel » Save Current Filters as Template. Load it with Apply Filter
Template.

EXCEPTION The Work Order Custom Status operator landed on not equals. The set was everything except
Complete, and nobody read it until the drafts existed.

corRRECTION Onetemplate per batch shape, named for it. The record count matches the count you expected
before you select.

RESULT The export shows a Vendor and a rate on every row, the Generate Action Filter count matches the
period, and the template loads the set in one click.

PART B - FOR AR AND AP

The pass, screen by screen.

Receivables and Payables share the first four steps. Run the Client side and the Vendor side as two sets,
so each one is checked against its own rate.

P6 - FINANCIAL PROCESSING

Build the set.

P1 P2 P3 P4 P5 P6 P7
Work Initiation Qualification Assignment Service Validation and Financial Reconciliation
and Planning and Dispatch Execution Resolution Processing and Closure

% 3 — -
) ‘ | /A Generate Invoices 19 1% Generate Receivable 80 ]% Generate Payable 49 l‘ [A Senc > Clear (1) a 3 Show Map :
== : It

For Trades Services | Tasks Priority Actions

Newingion Ice Arena Snow Removal
I R I P-2 48 Hours SENERINVTRIP: |
i 300 Alumni Road, Newington, CT06111,us  —ov Remova 4 Did Not Service - Snow 1 9] = § | v

Generate Receivable. The Client side. Selecting it is the a The filter funnel. Client, period and status go here.

first filter. GENER INV TRIP on the row: the same generate, for
a Generate Payable. The Vendor side. Run it as a second one Work Order.
set.

The Work Orders page with Generate Receivable selected. The count is every Work Order with a verified, unbilled Trip
on the Client side.
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n The Action Filter in force.
e Apply Filter Template loads a saved set.
I 4 B Client Name, with the count of Clients picked.

S

1 o]

Y Filters X

TA Generate Receivable - IT V. Apply Filter Template

+ Add Filters. Trip Service Check-In (greater than

W H
S e i or equal, first day of the period) and Work Order
Custom Status (equals Complete) are the two to
l Work Order Status ] [ Work Order Number J [ Work Order Service J % add.
| Trip Status | | Work Order Custom Statws | [ Map ] k Save Current Filters as Template, once the count is
i right.
ClientName 1 X n
Z The filter panel. Filters apply as you pick them;
ic there is no Apply button to forget.

% Save Current Filters as Template Clear (2) &4

€

THE OPERATOR

Read the operator, not only the value.

Custom Status equals Complete and Custom Status not equals Complete are one click apart, and both
return a list.

L= el S

qll 19 records are selected. CLEAR SELECTION |

The page checkbox. On its own it selects only the rows Export. The set to a spreadsheet, for the rate check in
you can see. Part A.

Generate Receivable. The bulk action for the selection. u All n records are selected. Click SELECT ALL n

The tooltip names it. RECORDS when the page is smaller than the set.

Select the set. The toolbar checkbox selects the page. The line under it selects everything the filter returned.

RESULT The record count at the top of the grid equals the number of Work Orders you meant to bill, and the
line under the toolbar says every one is selected.
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P6

FINANCIAL PROCESSING

Generate in the background.

P1 P2 P3 P4 P5 P6 P7
Work Initiation Qualification Assignment Service Validation and Financial Reconciliation
and Planning and Dispatch Execution Resolution Processing and Closure

®

6 7
> Generate Receivable(s) x

U

3 2 3
Apply To All Clients ATTACH WORK ORDER DETAILS UPDATE INVOICE GROUPING UPDATE PDF TEMPLATE

Clients Work Order Report Group Invoice By ® PDF Template
. -] e ]
Generate Receivables toggle. The Client side of this n Group Invoice By: Client, Site, Work Order, or Event. This

run. decides how many invoices come out.

ATTACH WORK ORDER DETAILS. A Work Order Report B PDF Template. The Client’s default, or a different one
on every invoice in the run. + Add on the row does it for for this run only.

one Client. a GENERATE INVOICE(s). Runs now and holds your
UPDATE INVOICE GROUPING. Applies one grouping to screen.

every row. GENERATE IN BACKGROUND. Queues it. Anything over

a screenful goes here.

Generate Receivable(s). One row per Client in the set. Read the row before you click.

fl Nineteen Work Orders grouped by Client became one

Generate Receivable(s) X invoice. If the number surprises you, Cancel and

change the grouping.

ou are about to generate 1 invoices through a Background Task. Check
our ‘In Progress’ tasks 1o monitor progress and review once complete.

a GENERATE. The run goes to Background Tasks.

m The confirmation. It says how many invoices the
grouping will produce.

Recently completed

1

34207 - Bulk Invoice Generate (1/1
e, Sep 29, 2026 6:50 PM (EDT

Download Failures - Receivables

Bulk Invoice Generate, with the count done. Download Failures. Red means some Work Orders in
the set could not invoice. Download the file and route
each one by Work Order number.

Background Tasks. The run under Recently completed, and the bar that tells you whether every Work Order invoiced.
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FAILURES

A red bar is not an error in the run. It is the list of Work
Orders that were not ready.

No rate, no Task, an unverified Trip, or an open quote. Fix the cause on the Work Order, never on an
invoice, and run the set again.

THE VENDOR SIDE
Select Generate Payable, filter the same way, select the set, and the same bulk action produces one row per
Vendor. Payable drafts land on the Payables page.

REsSULT Background Tasks shows the run complete with no red bar, or a downloaded failures file with an
owner for each Work Order on it.

P6 - FINANCIAL PROCESSING

Payables: review, approve, forward.

P1 P2 P3 P4 P5 P6 P7
Work Initiation Qualification Assignment Service Validation and Financial Reconciliation
and Planning and Dispatch Execution Resolution Processing and Closure

i@ Payables « %Sends ] [AReviewz ]’AEdild ] IAFoIIowUpS ][APay 256 ] E
i B ¢

Inv # Status | Due Date Vendor Site Due Date Estimated Amount Actions
Pay Date Due
O 0220 Murray & Co. Champions Skating Center Sep 21,2026 3 $315.00 W
O 2345 WestCoast Services LLC Steinway Piano - Hartford Sep 24, 2026 2 $5.58 PAY |
O 2344 5 Approved Overdue By 13 days WestCoast Services LLC Newington Ice Arena Sep 16, 2026 2 $132.94 PAY |
0 2341 WestCoast Services LLC  Newington Ice Arena Aug 15,2026 - $1,063.50 PAY | :
m 2220 Bl _Daft Quordue By AR da Weet(naat Qervirea | 1 Newinatan Ire Arena Aun 1?2 2N26 - {a24 21 m
Send, Review, Edit, Follow Up, Pay. Drafts from the run a RECEIVE on a Draft, REVIEW on a Received, PAY on an
are in Send. Approved.
a Status and Due Date on each row. The filter funnel. Vendor, Site, and Issue Date narrow

the page to the run.

The Payables page after a run. Drafts arrive in the Send Action Filter; the primary button on each row is the next move.
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VOUCH FIRST

Bulk generates. A person still reads each Vendor bill.

RECEIVE, then REVIEW with the pager to walk the run without leaving the pane. Reject with a reason;

never edit a Vendor’'s numbers.

1 2 E]

B
4
25 records on this page are selectt

Inv # Status | Due Date @ Export for Sit

5 Print

2345 WestCoast Services LLC St
5
.

2344 WestCoast Services LLC ~ Ne
6

2341 WestCoast Services LLC ~ Ne

»”m 29220 = IR T L N N - W 1.} = WaethAaet Carvinae | I O Na

Approve Vendor Payable(s)

-
A\ Some Vendors are Non-Compliant 3 [[] Snooze All Alerts &
a
A ZR‘; a:iu;?:zesgm B [] Snooze alerts for 24 Hours
A ‘ Z:m:z [ Snooze alerts for 24 Hours
A He c;w;z;:ué‘y [ Snooze alerts for 24 Hours

ere you sure you want to approve 14 Payables(s)? This action cannot be undone ]
stimated Pay Date
8 Estimated Pay Date ]

[[] Show estimated pay date to Vendor(s)

Due Date

(® Same as current Due Date

(O Set custom Due Date for all Invoices|

Select Date
B Fri, Sep 11, 2026 (EDT)

Optional Note

5
(PXCZMlly  Approve 14 Payable(s)

~ Convert to Receivable

You will convert Invoice #2345 to client invoice.

E]Awly Markup (§) T
[TCIJ 1 PROCEED TO FORWARD ]

25.00

UTILIZECORE BULK INVOICING: A PERIOD,

A STORM,

Approve. The lock, for the whole selection.

Pay. Opens Create Payment(s) for the eligible
rows.

1)

Reject. Sends the selection back to the Vendor.

Forward to Client. Approved Payables become
Draft Receivables.

Send for Review. The Vendor confirms the amount
before you approve.

@ @& B

Void. Cancels and keeps the numbers.

Bulk actions on Payables. Select the rows, then the
toolbar or the menu.

Non-compliant Vendors in the selection, with a
snooze per Vendor. Approve nothing while the
compliance owner has not cleared them.

a

How many of the selected rows are eligible.
Twenty-five selected, fourteen approved.

Estimated Pay Date, and whether the Vendor sees
it.

© ®

Due Date: keep each invoice’s own, or set one date
for all.

Approve. Cannot be undone.

Approve Vendor Payable(s). One dialog for the
selection.

n Apply Markup. On by default.

v The markup, as a percentage of the Vendor's cost.
Remembered for the next forward.

£l PROCEED TO FORWARD. A Draft Receivable per
Payable, linked to the same Trips.

Forward to Client. Convert to Receivable, with the
markup applied to every line.

OR A CLIENT, IN ONE PASS.



REsULT The Send and Review Action Filters are empty for the run, every Approved Payable shows a Last
Accounting Sync Date, and the forwarded ones appear as Drafts on the Receivables page.

P6 - FINANCIAL PROCESSING

Receivables: spot check, lock, send.

P1 P2 P3 P4 P5 P6 P7
Work Initiation Qualification Assignment Service Validation and Financial Reconciliation
and Planning and Dispatch Execution Resolution Processing and Closure

&3 Receivables ~ % Send 146 ‘ lA Rejected 9 l [A Follow Up 25 ] [A Receive Payment 5 ] ﬁ]]
0 = E

imat Amount
Inv # Status | Due Date Client Site Due Date Estimated ount Action
Pay Date Due

0247 ZJ Draft Due In 2 days Macri Associates Newington Ice Arena Oct 1,2026 - $265.88

0 o
[ 0246 Macri Associates Newington Ice Arena May 2, 2026 - $0.00 m
O 0244 Macri Associates Newington Ice Arena Apr 12,2026 - $600.89 m
[ 0243 Macri Associates Champions Skating Center Apr 4,2026 - $0.00 m
Send, Rejected, Follow Up, Receive Payment. The run is EDIT on a Draft. Open two or three from different Sites
in Send. before you lock the run.
Draft Due In 2 days. The terms came from the Client The filter funnel. Client and Issue Date narrow the page
record. to the run.

The Receivables page after a run. The draft from the run sits at the top with its Due Date already counting.

25122 P> | B Send. Emails the PDF to each Client’s Billing

7 Contact Emails and marks the rows Sent.

25 records on this page are sel

Receive Payment. Records payment in the
Inv#  Status | Due Date 5 sit platform, for accounts with no accounting system
0247 Macri Associates Ne connected.
Void

0246 \iacri Associates Ne The menu.
0245 Approve To Send. The lock. Lines are final;
% 0244 Yo Kesoaites i someone with the SEND button sends.
CTY VPR . | . Mark Sent. Sent without an email. For portal and

CMMS Clients.
Void. Cancels and keeps the numbers.

Export and Print. The PDFs for the whole selection
in one download.

00 @ 00

Bulk actions on Receivables. Select the rows, then
the toolbar or the menu.
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TWO LOCKS

Approve To Send locks the lines. Send, or Mark Sent, starts
the sync.

Once a Receivable is Sent it cannot be edited. Void it and generate again.

Which statuses the action accepts, and how many
t. Pay X rows it will skip.

a PROCEED WITH n. The rest stay where they are.

nly invoice(s) with the following status can perform this action: Approved,

Enable to take this action on 17 Invoice(s).

artially Paid Eligibility. Every bulk action on both pages checks
status first and tells you the count.

o 2
Cancel PROCEED WITH 8 INVOICE(s)

REsULT The Send Action Filter is empty for the run, every Sent invoice shows a Last Accounting Sync Date,
and nothing at Approved To Send is older than today.

P7 - RECONCILIATION AND CLOSURE

Pay in bulk.

P1 P2 P3 P4 P5 P6 P7
Work Initiation Qualification Assignment Service Validation and Financial Reconciliation
and Planning and Dispatch Execution Resolution Processing and Closure

WHERE MONEY MOVES

On a connected account, pay in your accounting system.

Create Payment(s) exists for accounts with no accounting system connected. One payment can cover
every Approved Payable to one Vendor.
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@ > 2. > Create Payment(s) % *

Invoices & Credits

Payment Details

q.’ WestCoast Services LLC

Invoices A
Date Sent
£ Tue, Sep 29, 2026 (EDT)
Payment Amount * All Selected
$1724.84 ~
— Y All 8 records are selected. CLEAR SELECTION
Offline -
e Inv # Vendor Site Payment Amount
Credit Card -
Withdrawal Account* 2345  y¢ WesiCoast Services LLC Steinway Piano - Hartford
Income Account v
Total Amount To Ap.
2344 *J; WestCoast Services LLC Newington Ice Arena $132.94
Payment Details: Vendor, Date Sent, Payment Amount, Total Amount To Apply per invoice. Lower one for a
Channel, Method, Withdrawal Account, Reference no., partial payment.
Memo. u PAY. Each Payable moves to Paid, or Partially Paid.

Total Payment Amount across the selection.

Create Payment(s). Pay on a selection of Approved Payables opens it.

RECURRING WORK
A Scheduled Service can generate its own invoices on its own schedule, one per Site or one for all Sites, with
no batch at all. See Running Recurring Work.

RESULT Every Payable you meant to pay shows Paid. Anything still Approved is an exception with an owner,
routed by Work Order number, never adjusted to make the batch balance.

Where this goes wrong.

# WHAT YOU HEAR WHAT HAPPENED WHAT TO DO
1 “The drafts are on the The Vendor was replaced at the Site and  Export the filtered set before you generate
wrong Vendor, or the the change had not reached the rate and read the Vendor and rate columns.
price is blank.” table when the Work Order was created.  Send the misses to operations by Work

Order number.

2 “The filter returned the The operator on Work Order Custom Read the operator on every filter. Save the
wrong Work Orders.” Status landed on not equals. good set as a template and load the
template next time.

3 “Only 25 invoices The page was selected, not the set. Click SELECT ALL n RECORDS on the line
generated.” under the toolbar before you generate.

4 "One invoice came out for Group Invoice By was Client, and the Void it. Set Group Invoice By to Work
the whole month.” Client wanted one per job. Order, or Site, on that Client’s row and

generate again.

UTILIZECORE - BULK INVOICING: A PERIOD, A STORM, OR A CLIENT, IN ONE PASS. 11




# WHAT YOU HEAR WHAT HAPPENED WHAT TO DO

5 “Background Tasks Some Work Orders could not invoice: no  Download Failures. Fix each one on the
shows a red bar.” rate, no Task, an unverified Trip, or a Work Order, not on an invoice, then run the
quote still open. set again; the ones already invoiced are
skipped.
6 “Approve said 14 of 25.” Bulk actions act only on eligible That is the control working. The skipped
statuses and skip the rest. ones are still in Send or Review; clear

them one at a time.

What good looks like.

OBJECT PASS WHEN

The set One Client or Vendor, one period, one status, a saved template, and a record count that
matches the count you expected.

The run Generated in the background. Background Tasks shows it complete, and the failures file, if
any, has an owner per Work Order.

A Payable from the Vouched against the Vendor bill, approved in bulk with a Due Date and an Estimated Pay
run Date, and a Last Accounting Sync Date.

A Receivable from Spot checked, Approved To Send, then Sent or Marked Sent, and a Last Accounting Sync
the run Date.

The exception list Short, written by Work Order number, and already with operations. Nothing was edited to
make the totals agree.

QUESTIONS?

Contact your Customer Success team.

Or email support@utilizecore.com and a member of the team will get back to you.

UtilizeCore
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