UtilizeCore

WORKFLOW GUIDE - INVOICING

Invoicing: from verified Trip to paid.

Two audiences share one workflow. Operations proves the work and hands over a
verified Trip. Accounting turns it into a Payable to the Vendor, a Receivable to the
Client, and a record the accounting system can carry. This guide is written accounts
payable first, because the Vendor bill is what proves the Client bill.

APPLIES TO

AP and AR clerks, controllers, operations managers

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

How to read this.

THE SPLIT

The platform generates and approves. Your accounting
system owns the money.

Each status on the ladder locks something and sits in an Action Filter. Most failures at the end of this
guide come from fighting that split.



Operations dispatcher, operations manager
S —
Dispatch Complete Verify Generate

Trip assigned, L Check-in, photos, Trip Verified. Payable, Receivable,
Save & Dispatch. Tasks, check-out. Three Generate or both, from the
Action Filters appear. Work Order or Trips.

the handoff: a verified, generated invoice

the return: Rejected, Void, or a sync failure goes back to operations :

Accounting AP and AR clerk, controller, QuickBooks Online or Sage

Vouch Approve Send Sync and pay

Payable against the Save and Approve, or Receivable: Save and Last Accounting Sync
Vendor PDF. Custom ID APPROVE on Review. Send, or Mark Sent for Date fills in. Payments
is the Vendor number. Locks the line items. portal Clients. post in accounting.

Nothing crosses the line unverified. Nothing gets paid inside the platform by default.

Two lanes, one handoff each way. Operations owns everything up to and including Generate. Accounting owns Vouch,
Approve, Send and the sync. A rejection or a failed sync is the only thing that travels back.

WORD WHAT IT MEANS

Receivable Your invoice to a Client.

Payable A Vendor's invoice to you.

Custom ID/Name On a Payable, the Vendor’s own invoice number. Unique per Vendor.

Approved / Approved To Send The locks. After them the lines are final.

Last Accounting Sync Date The proof the invoice reached your accounting system.
Forward to Client Turns a Payable into a Receivable with a markup.
Void / Delete Void cancels and keeps the number. Delete exists only on a Draft Receivable.
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PART A - FOR THE CONTROLLER

Six settings that decide whether the Action Filters can
be trusted.

Set once, before the first invoice. Each card names where the setting lives, how it fails, and the data point
that proves it is right.

n Verification is required before either invoice can exist.
WHERE Products and Services » Services & Rates » the Service > Trip Level Default: Verification Required
For Client Billing and Verification Required For Vendor Billing.

EXCEPTION With both off, a Vendor invoice arrived for a Trip that never checked in, was approved by a clerk
who trusted the PDF, and was paid. The Client invoice for the same Trip went out and was rejected.

CORRECTION Bothtoggles on for every billable Service. Generate Payable on an unverified Trip returns nothing.

a Every Client and Vendor carries payment terms.

WHERE Client» Edit » Billing; Vendor » Edit > Billing. The Terms field.

EXCEPTION A Vendor with no terms produced Payables due the day they were issued. Every one showed
Overdue in red, and the Follow Up Action Filter stopped meaning anything.

CORRECTION Pick a Vendor on the Create Vendor Payable form and the Terms and Due Date change with it. The
same happens on a Receivable when you pick the Client.

a A PDF template is the default for each side.

WHERE Company Settings > Invoices. The Generate Receivable(s) and / or Payable(s) page shows the
defaults per Client and Vendor.

EXCEPTION Two clerks generated the same Client’s invoices with two templates in the same month. The
Client’'s AP asked which one was real.

CoRRECTION On the generate page, PDF Template reads the same name for every Client row (Batch in the
capture) and every Vendor row (New Five), without anyone changing it.

n The accounting connection is live and the mappings are complete.

WHERE Company Settings » Integrations » Accounting. QuickBooks Online, Sage, or NetSuite. Clients map
to customers, Vendors to vendors, Sites to customer sub-records where the system uses them, Services and Tasks
to items.

EXCEPTION Ten Clients were added mid-season and never mapped. Their Receivables reached Sent and never
synced, and nobody noticed until the month-end aging did not tie.

CORRECTION Everyrow on the Receivables list at Sent, and on the Payables list at Approved, shows a Last
Accounting Sync Date within five minutes of the status change.
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SCREEN

Company Settings > Integrations » Accounting.

[ |

a The Custom ID convention is written down and told to every Vendor.

WHERE Create Vendor Payable » Internal » Custom ID/Name. The Vendor’s own invoice number goes here,
and nothing else.

EXCEPTION One Vendor typed the Work Order number, another typed the date, a third left it blank. AP could not
match remittances, and the platform started suffixing duplicates with -2.

CORRECTION Sort Payables by Custom ID for one Vendor: the numbers run in sequence with no suffixes and no
blanks.

n Each Action Filter has one owner and each invoice has a Department.

WHERE The Payables Action Filters (Send, Review, Edit, Follow Up, Pay) belong to AP. The Receivables
Action Filters (Send, Rejected, Follow Up, Receive Payment) belong to AR. Assign Department is on every row
menu.

EXCEPTION Two people cleared the Review Action Filter on alternate days and each assumed the other had
called the Vendor about the rejected one. It sat for 158 days. The Payables capture below has one at 158 days.

corRECTION Names written next to each Action Filter in the AP/AR Day sheet, and the Department column on
both lists filled for every invoice issued this month.

RESULT The generate page shows the right template on every row, a new Payable picks up terms the
moment a Vendor is chosen, and the Last Accounting Sync Date column has no blanks past the lock status.
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PART B - FOR AP, AR AND OPERATIONS

From the verified Trip to the sync date.

The three phases of the workflow the platform draws across the top of every guide. P5 is the handoff. P6
is the invoice work, Payable first. P7 is the money and the close.

P5 - VALIDATION AND RESOLUTION

The handoff: a verified Trip grows three Action Filters.

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 THIS STARTS

Nothing here starts until a Trip is Verified.

The proof on screen: the pin disappears, UNVERIFY replaces VERIFY, and three Generate Action Filters
appear in the Work Order header.

% > WO#6453652 B gemmeaw.u., aee > (VBB o e N < - ¢
R:

& Trips 2 g) Reports %y Assets o [ Photos o eceivables 1 Payables 1 ) ™ Vendor Purchase Orders o W Client Purchase Orders o @ Client Proposals o @ Vendo >

B Overview A | 0OEe 1 5 Edit Columns B v Show: s )
wos Trip# I;it:huteo Scheduled & Actual ETA Actions
6453652 8] & Data
0w B oo o . -
e o OO et oy ™o D -
n Generate Invoices. One unbilled, verified Trip is u UNVERIFY. What VERIFY becomes once the Trip is
counted. This Action Filter is both sides at once. verified. The only way back.
a Generate Receivable. The Client side only. Generate Receivables tab on the Work Order. Every Client invoice
Payable, the Vendor side, is the next Action Filter to the linked to this job, with its status.
right. Payables tab. Every Vendor invoice linked to it. An
a GENER INV TRIP 2. The button form of the same thing, invoice that is not on one of these tabs is not linked to
for the Trip named on it. the job.

A Work Order with two verified Trips. The three Generate Action Filters are the handoff. They exist only while there is
something unbilled.

? Trips ~ [A Schedule 547 J [A Operations Failure 524 J [A Verify 208 n Generate Invoices 21 msevmate Receivable 94 ﬂ Generate Payable s4 ] @ ¥ Hide Map .
Generate Invoices: 21 Trips verified and not yet Generate Payable: 54 Trips with no Vendor invoice. The
invoiced on either side. gap between the two numbers is Trips the Vendor has

a Generate Receivable: 94 Trips with no Client invoice. billed and you have not.

The same three Action Filters on the Trips page. Company-wide counts, or your territory’s with a filter template pinned.
This is where a storm, a month, or one Client gets billed in one pass.
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WHO OWNS THE ACTION FILTER
Operations usually runs Generate Invoices at the end of the day or the storm, and AP and AR pick up the
Drafts. Whoever generates, the rule holds: never from an unverified Trip.

REsuLT Every verified Trip is counted in Generate Invoices on the Trips page, and every Trip in the Verify Trips
Action Filter has an owner. The two numbers add up to the day’s billable work.

P6 - FINANCIAL PROCESSING

Generate: one page, both sides, per Client and per Vendor.

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

Every Generate Action Filter, and the GENER INV TRIP button, opens the same page: one row per Client and
per Vendor on the selected Trips, generated in one pass. Read the row first. Template, grouping and
attachment are decided here, and the Client sees them.
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® > Generate Receivable(s) and / or Payable(s) x
i

Clients Work Order Report ﬁup Invoice By ® ﬁF Template
Macri Associates
| B atch -
M 1,71 N Farms Rd, Avon, CT, USA m ent ] BiC ]
5
() Generate Payables
Vendors Work Order Report Group Invoice By ® PDF Template
+#. WestCoast Services LLC
I L 5th Ave, New York, NY 10003, USA m New Five

Generate Receivables. Toggle the Client side on or off n PDF Template per Client. The default comes from Part

for this run. A, check 3. Change it here for one run only.

Pl ATTACH WORK ORDER DETAILS applies a Work Order Generate Payables. The Vendor side. Grouping is fixed
Report to every Client row; + Add on a row does it for at Work Order for Vendors.
one Client. GENERATE INVOICE(s) runs it now and opens the
Group Invoice By: Client, Site, Work Order, or Event. The result.
default is Client, which puts every selected Trip for that GENERATE IN BACKGROUND queues it. Use it for a
Client on one invoice. Deposits and per-job Clients storm; the Background Tasks bell tells you when it is
want Work Order. done.

Generate Receivable(s) and / or Payable(s). One Client row, one Vendor row, for a Work Order with two verified Trips.

Generate Report By: Work Order. Report Format: PDF.

Attach Work Order Details X
Twm o — | i Tiook A Inf:lude In Report. Thirty-ﬁ.ve items. The ones most
— e - Clients ask for: Include Trip Attachments (photos),
i B one e Show Check in and Check Out times, Field Signature,
g "lude TP Anachments Onlyimages Weather Conditions. Untick Profit / Losses Report; it is

PNG, JPG, BMP .
: ; yours, not theirs.

Show Work Order Description

% Show Trip Description £l Save. It applies to this run. Make the Client’s standard

Gne set a habit, or a saved filter template on the Trips

Show Check in and Check Out times page.

Display Vendor Details

M tiests Attach Work Order Details. The report the Client gets

Z::::y:hmsmo" " with the invoice: photos, check-in and check-out times,
a . Tasks, signatures, weather.

—
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FOUR WAYS AN INVOICE STARTS. THREE OF THEM START FROM VERIFIED WORK.

Work Order header

Generate Invoices, Generate Receivable,

Trips page Action Filters

Generate Invoices, Generate Receivable, Generate
Payable, with a filter template pinned.

Forward to Client
Row menu on a Payable, any status:
Convert to Receivable, Apply Markup.

Blank invoice
+ CLIENT INVOICE or + VENDOR INVOICE
on the list page.

Generate Payable Action Filters; GENER INV TRIP button.

One Work Order, one or more Trips.
The everyday path.

Bulk: a storm, a month, a Client. Group Invoice By
Client, Site, Work Order, or Event.

Vendor bill in, Client bill out, one click.
The markup is the margin.

No Trip behind it until you pick Vendor, Site,
Work Order and Trips to pull line items in.

Four ways an invoice starts. The first three start from verified work. The blank invoice is for the case the Trip cannot

cover, and it is the one that produces orphans.

~ Convert to Receivable

You will convert Invoice #2345 to client invoice.

'E]Apply Markup @ T 25'.60»

n Apply Markup. On by default.
Markup, as a percentage of the Vendor's cost. It is
remembered for the next forward.

EW PROCEED TO FORWARD. A Draft Receivable appears
on the Work Order, linked to the same Trips.

Forward to Client. On any Payable’'s row menu: Convert
to Receivable. The Vendor’s bill becomes the Client’s
bill with the markup applied.

REsSULT For each Trip that was in Generate Invoices, a Draft Payable and a Draft Receivable exist on the Work

Order’s tabs, and the Action Filter count on the Trips page is down by the same number.

P6 - FINANCIAL PROCESSING

Payable: vouch, receive, approve.

P1 P2 P3
Work Initiation Qualification Assignment
and Planning and Dispatch

P5 P6 P7
Validation and Financial Reconciliation
Resolution Processing and Closure

Accounts payable first. The Vendor’s bill proves the Client’s bill, and it is the one with a document to check
against. The Payables list is a queue of five Action Filters. Read left to right and the Action Filters are the

workflow.
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Send, Review, Edit, Follow Up, Pay. The counts are the
day.
Status | Due Date. Red is overdue; green is due in the

18 Followinn a faw non-imna  me

The primary button is the next move: RECEIVE on a
Draft, REVIEW on a Received or Approval Requested,
PAY on an Approved, EXPORT on a Void.

= 4 3
i@ Payables ~ “ Send + | | AReview 2 | |AEdt s | | AFollowtp s | | A Pey 2 )| [(¥)] +. ") VENDORINVOICE }
0O a2 (2 sanconmn: | [

Inv# Status | Due Date Vendor Site Due Date E:"l;::d 3;“:‘"“ Description Work Order # Actions
2 . HVAC, Repair Service Date:
0O 0220 ) Drsft Overdue By 1 days - Murray & Co. Champions Skating Center  Sep 21,2026 $315.00 S A R e 6397486
2345 Duein 2days WestCoast Services LLC  Steinway Piano - Hartford  Sep 24,2026 $5.58 6234137
O © Appeoved y y ,
0O 2344 WestCoast Services LLC  Newington Ice Arena Sep 16,2026 $132.04 5453652 m
0O 234 due By 38 day WestCoast Services LLC  Newington lce Arena Aug 15, 2026 $1,063.50 6357476 m
IRIEPEECIR 5 0ot Overdue By 41 daye WestCoast Services LLC  Newington lce Arena Aug 12, 2026 $824.21 5099368 m
PEEVIIN () seot for Review Overdue By 158 days WestCoast Services LLC  Newington lce Arena Apr 17,2026 $0.00 5069984
g P
(MR EEP I 5 et o Review Overdue By 178 deys WestCosst Services LLC  Newington lce Arena Mar 28,2026 $186.12 5001347 m
0O 2331 WestCoast Services LLC  Champions Sketing Center  Mar 20, 2026 $0.00 5029835 M
2324 WestCoast Services LLC  Backcountry - Rawlings Feb 26,2026 $200.00 Ferioda oftleevy Show o Aprl 17 | :ggpgyqs PAY | §
ry g ;

future. The number of days is computed from the Due
Date, which comes from the Vendor’s terms.

+ VENDOR INVOICE: a blank Payable, for a bill that
does not come from a Trip. Use it last.

The Payables list. Five Action Filters, one status chip per row, and a primary button that changes with the status.

ACTION FILTER HOLDS EVERY INVOICE WHOSE STATUS IS

YOUR MOVE

Send Draft

Review Received, Approval Requested, Approval
Requested Overdue

Edit Rejected

Follow Up Sent for Review, Sent for Review Overdue

Pay Approved, Approved Overdue, Partially Paid,

Partially Paid Overdue

liss: (A send 4 ] [AReview 2 | [AEdt s | [AFoIIWUp 1
s b < (© Paysble #0220 has been Received. X

Open it, vouch it against the Vendor’s PDF, then
Save and Approve, or RECEIVE it and approve
from the Review pane.

REVIEW opens the pane: APPROVE, Reject, or
Edit. This is where AP spends the morning.

You pushed it back. Either the Vendor fixes it in
the Vendor Portal or you Edit it yourself. Do not
leave it here.

You sent it to the Vendor to confirm and they
have not. A call, not a click.

The lock. It syncs to accounting from here and
gets paid there. PAY on the row is for accounts
with no accounting system connected.

== -
{Y ] © VENDOR INVOICE  }

2 Edit Columns | B
> Estimated Amount s ey &
: Status | Due Date Vendor site Due Date b boia s Description Work ( Actions
) ) HVAC, Repair Service Date:
20 . Murray & Co. Champions Skaling Center  Sep 21, 2026 $315.00 sl 63974

The toast is the only confirmation you get.
Status moves from Draft to Received, keeping its Due
Date.

REVIEW replaces RECEIVE. The invoice is now in the
Review Action Filter.

RECEIVE is one click, with no confirmation. The Draft becomes Received, the button becomes REVIEW, and the Send

count drops by one.
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@ > Vendor Payable# 0220

28 < m y W) = x

Summary  Attachment WO Summary 1 Activity > Line ltems
R e L R —
Service Details A wivoice iption
HVAC, Repair
Total Due Service Date: 08/14/2026 03:27 PM EDT
§315.00
4 Line items [E
o
' Murray & Co. Type
Service
Site
Champions Skating Center People on Site aty
Related Resource 1 1
6397486

APPROVE. The lock. The line items are final and the
Payable syncs to accounting.

Reject, or Edit. Reject sends it back to the Vendor with a
reason; Edit opens the form so you fix it yourself.
The pager. 1 of 392: press the arrow and the next
invoice in the list loads in the same pane. This is how a
morning’s vouching goes.

eject

Edit

(

Name

Repair Service
Rate @™ Trip 1 NTE Subtotal
$250.00 0.000% $0.00 $250.00

Non-Compliant Vendor. Orange, and the only warning.
Approve nothing while it shows.

B Trip 1 NTE. The Vendor NTE from the Trip, next to the

line. A line above it is the thing to reject.

The Review pane. REVIEW opens the Payable in a split view under the list, read-only, with the three decisions in one

button.
-
Vi il
Service Details ~ lrvlion Dencriitiom
Total Due
$0.00 Add Description
e
2 Aa
estCoast Services LLC - ]
Newingtan ice Arens @) - Line ttems [
5794876 @ 8. ]

Service

| Select all Trips) T 1.000

Billing Details N Description

Billing Cont

cc/ece
Aa

Billing Address
Service

Tax Exempt Quy
= . 1 1.000

n Non-Compliant Vendor appears the moment a non-
compliant Vendor is chosen, before anything is saved.

Vendor. Choosing it sets the Terms and the Due Date
from the Vendor record.

a Work Order. Choosing it lists the Trips and pulls one
line per Trip. A Payable without a Work Order here is an
orphan.

Trip: 1, 10:24 AM EST 01/13/2026, Sidewalk De-Icing, Did Not Service - Snow

Save As Draft

_ ADD LINE ITEM
v Snow Plow > .

- : 5
s N V.1 Trip 1 NTE Subtotal
$ 0.000 @/ 6350 3 $0.00 $0.00

- Snow Plow - -

Trip 2NTE Subtotal

$0.000 © 6350 % | Tee2
$0.00 50.00

Select all Trips. Or pick the ones this bill covers.

Trip NTE per line. The ceiling the Vendor agreed to on
that Trip. Further down the left column, under Internal,
is Custom ID/Name: the Vendor’s own invoice number,
unique per Vendor.

Create Vendor Payable. The same form the Vendor sees in the Vendor Portal. Most fields fill from the Work Order and

Trips.
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- a n SAVE AND APPROVE. Vouched and locked in one move. AP uses
X this when the PDF matches the lines.
—- - P8 Save And Receive. Saved as Received, into the Review Action Filter,
T Save And Receive | for someone else to approve.

‘ = Save As Draft. Into the Send Action Filter. Nothing has happened yet.
Save As Draft |

!

—

The Payable save menu. The primary button approves. The menu
holds the two softer saves.

RECEIVE, the primary button on a Draft.
374
@ B Forward to Client, in green. The one-click Receivable.
Edit. Opens the form. Void is the last item, and the only way to cancel.

A Draft Payable’s row menu. Export, Print, View, Share, Download, Change Template,
Forward to Client, Edit, Void. There is no Delete on a Payable at any status.

. Share

Change Template

"~
e Y el

Forward to Client

!
|
|
|

Download l

- |
|
|
|
g

WHAT TO VOUCH, IN ORDER
Check the Vendor’s PDF on the Attachment tab: Custom ID, Site and dates, each line under its Trip NTE, and
the total against Amount Due. Anything off is a Reject with a reason, never an Edit.

REsuLT The Send and Review Action Filters are empty, every Approved Payable of the day shows a Last
Accounting Sync Date, and every Rejected one has a reason on its Activity tab.

P6 - FINANCIAL PROCESSING

Receivable: check, approve, 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

Accounts receivable second, because by now the Vendor’s bill has confirmed the work. The Receivables
list has four visible Action Filters, a fifth that appears only when it has something in it, and one lock:
Approved To Send.
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@ Receivables ~ q&nd 145 | | A Rejected s | [ A FollowUp 25

| | A Receive Payment s ]

O 2

Inv &

0247

0246

0245

0244

0243

0242

0239

0238

0237

Status | Due Date

{5 Draft Overdue By 143 days

{5 Sent Overdue By 145 daye

£51 Approved 1o Send Overdue By 163 days

[ Draft Overdue By 171 days

£ Void Overdue By 193 days

[) Draft Overdue By 296 days

ent Overdue By 468 days

0 Draft Overdue By 524 days

Client

wace Macri Associates

wnce Macri Associates

Site
Newington Ice Arena

Newington Ice Arena

P p——
wicw Macri Associstes
wnce Macri Associates
wnce Macri Associates
s Backcountry Corporate
R Beckoountry Corporate

. Hartford Healthcare

y - Rawlings
Newington Ice Arena
Champions Skating Center
Newington Ice Arena
Backcountry- Boulder +1
Backcountry - Rawlings

Bagel Chalet

O
=]
O
O
O
(]
O
O
O
(@)
2

Send, Rejected, Follow Up, Receive Payment. A fifth
Action Filter, Review, appears only when a Sent invoice
is not yet overdue.

Status | Due Date. Draft Due In 9 days, Sent Overdue By
145 days, Approved To Send Overdue By 163 days. The
overdue count on an Approved to Send is the count of
days nobody clicked SEND.

Due Date
0Oct 1,2026
May 2, 2026
Apr 30,2026
Apr 12,2026
Apr4,2026
Mar 13,2026
Nov 30, 2025
Jun 11,2025

Apr 16,2025

Estimated Amount

Pay Date Disas Description Work Order # Action =
$265.88 6453652 h]l
$0.00 6069984 eor
0000 e brernre e 301710 [
$600.89 6001347 m
$0.00 5029835 o
$17.02 5881611
$0.00 m
P ot iyl
$14.62 5020459 E3R

EDIT on a Draft, SEND on an Approved To Send,
EXPORT on a Sent, PRINT on a Void or Paid.

+ CLIENT INVOICE: a blank Receivable. Same warning
as the Vendor side.

The filter funnel. Invoice Status, Invoice Due Date,
Invoice Accounting Sync Date, Client Name, Site Name,
Work Order Number are the standard chips.

The Receivables list. The status chip carries the Due Date math; the primary button carries the next move.

ACTION FILTER

HOLDS EVERY INVOICE WHOSE STATUS IS

YOUR MOVE

Send Draft

Review Sent, Awaiting Confirmation, Awaiting Confirmation
Overdue

Rejected Rejected

Follow Up Sent Overdue, Awaiting Confirmation, Awaiting
Confirmation Overdue

Receive Approved To Send, Approved To Send Overdue,

Payment Partially Paid, Partially Paid Overdue

UTILIZECORE INVOICING: FROM VERIFIED TRIP TO PAID.

Open it, check the lines and the PDF
template, then Save and Send, or Save and
Approve to Send if someone else sends.

Out with the Client and not yet overdue. The
Action Filter hides itself when the count is
zero, which is why you rarely see it.

The Client, usually through their portal,
pushed it back. Read the reason on the
Activity tab, fix the cause, send again.

Past the Due Date. The status is doing the
chasing; you do the calling.

Two different things share this Action Filter:
invoices approved but not yet sent (SEND
them), and invoices partly paid (finish them
in accounting).
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@ > Client Receivable# 0247 > w x

Summary Attachment WO Summary 1 Activity > Line Items

-
arvice Details A

axoice Description
Add Description
Aa
Macri Associates
A eem
“ - # Task - ‘S‘l;ovvel Municipal Sidewalks - .
n""g Details A g 1.000 $ 250,000 ® 6350 o | e Subbotal
$250.00
Mec‘nrhAs;s"oma(es v Description
Billing Contact - Trip: 1, 01:28 PM EDT 09/01/2026, Snow Removal, Shovel Municipal Sidewalks
Billing Contact Emails cc/Bcc
Aa
%1 N F;arn;s Rd, Avon, CT, USA
@ Taxed by Line tem
[] Tax Exempt ® Sub-Total $250.00)
0.00 = $0.00)
arms ~
Tax|(6.350 %) on $250.00 $15.88]

Date of Issue Total $250.00
E5 Tue, Sep 1, 2026 (EDT)

o Amount Due $265.88
F- Thu, Oct 1, 2026 (EDT) @ Markup amount $0.00
Net3o v (® Work Order NTE $0.00)

Internal A~
,,,,, m ID/Name

n SAVE AND SEND, with the menu beside it. The four Terms: Date of Issue, Due Date, Terms. Net 30 came
saves are the whole AR workflow. from the Client record.

a Generate description from Work Order. Puts the Work Line Items: Type, Name, People on Site, Qty, Rate, Tax,
Order’s description on the invoice so the Client's AP the Trip number, Subtotal, and a Description that carries
knows what they are paying for. the Visit's date and Tasks.

a Service Details: Total Due, the status chip, the Client, Sub-Total, Discount, Tax, Total, Amount Due, then
the Site, and Resources, which is the Work Order Markup amount and Work Order NTE. Amount Due over
number. Blank Resources means an orphan. the Work Order NTE is the thing the Client will reject.

n Billing Details: Billing Recipient, Billing Contact and

Emails (with CC/BCC), Billing Address, Tax Exempt. The
email list is who Save and Send sends to.

A Draft Receivable, open. Everything the Client will see is on this page; the PDF is only a rendering of it.
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a n SAVE AND SEND. Emails the PDF to the Billing Contact Emails and
- Save and Mark as Sent. Sent, without the email. For Clients who read
Tsa.,e and Mark as Sent ’ invoices in the Client Portal or through a CMMS connection.
! Save and Approve to Send. The lock without the send. For accounts
TSave and Approve to Send where a second person sends.
n Save. Stays a Draft. This is the click behind “the Client never got it”.
Save . . . . .
The Receivable save menu. Which one you click decides which
— Action Filter it lands in.

The row menu changes with the status, and the change is the rule about what each status locks.

EDIT 3

Export
q. Print
View
Share
Download
Change Template

Send

Assign Department

Approve To Send

- | Mark Sent

Void

il

Delete

n Approve To Send. The lock, from the list.

Mark Sent. Sent without an email.

Void. Keeps the number.

u Delete. Only here, and only because nothing has left.
a Send. Same as SAVE AND SEND on the form.

Draft. Twelve items, including Send, Approve To Send, Mark Sent, Void and Delete. The
only status with Delete.

UTILIZECORE - INVOICING: FROM VERIFIED TRIP TO PAID. 14



n Mark Sent, for portal Clients.
a Edit. Still possible, which is why Approved To Send is a soft lock: the hard one is Sent.

Export

Print
Approved To Send. Send and Approve To Send are gone; Edit, Mark Sent and Void

View remain, and SEND is the primary button.
Share

Download
Change Template

T Edn |

Assign Department

TMarkSem |l

Void
!

S Receive Payment. Records a payment in the platform. Use it only on accounts with no

m accounting system connected.

a Void. The only way to take a Sent invoice back. Then generate a fresh one.

Print
l EXPORT, the primary button, for the Client's AP.

Vi
i Sent. Seven items. No Edit, no Delete, no Send.
Share

Download

Change Template

T Receive Payment

T Void
A

RESULT The Send Action Filter is empty, the Receive Payment Action Filter holds nothing at Approved To
Send older than today, and every Sent invoice shows a Last Accounting Sync Date.
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P7 - RECONCILIATION AND CLOSURE

Money and the close: the platform syncs, accounting pays.

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

AFTER THE LOCK

Approved or Sent, it goes to accounting within minutes, and
accounting owns it from there.

Payments come back as Partially Paid or Paid. Last Accounting Sync Date is the proof.

Schedule i ast Accounting Total X -
Work Order # s Trip # Created Date i Rt Ay Departi

Actions
6397486 = Teip #1 Sep 11,2026  Sep 11,2026 - $315.00 m
6234137 - Tﬁp * Sep 9,2026 Sep9,2026 - $5.58 m
6453652 = Trip #1 Sep1,2026  Sep1,2026 - $132.94 m
6357476 E Trip #1 Jul31,2026  Jul31,2026 - $1,063.50 m
5000368 - Trip #1 Jul28,2026  Jul28,2026 - $824.21 m
5069084 . Trip #1 Apr 2, 2026 Apr 2, 2026 = $0.00 m
6001347 - Teip #1 Mar13,2026  Mar13,2026 - $186.12 m
5929835 : Trip #1 Mar5,2026  Mar5,2026 - $0.00 | review | : |
Last Accounting Sync Date. Add it to your default Issue Date, beside it. The gap between the two is how
columns with Edit Columns and sort by it. long an invoice waited.

Last Accounting Sync Date on the Payables list, scrolled right. On a connected account, a blank cell past the lock
status is an exception.

When the sync fails.

CAUSE WHAT IT MEANS FIX

Unmapped No matching customer or vendor in Create it, map it, re-approve.

party accounting.

Unmapped item A Service or Task with no item. Map it once; every later invoice carries it.
Duplicate The Custom ID or invoice number already Void the duplicate here.

number exists there.

Closed period The Issue Date falls in a closed period. Change the Issue Date or reopen the period, then

re-approve.

€ Your exception list: filter by Invoice Accounting Sync Date empty, status Approved or Sent.
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® > = > Create Payment(s)

Payment Details

WestCoast Services LLC

Date Sent

£ Tue, Sep 22, 2026 (EDT)

ffline

Brédicara

iithdrawal Account *
fncome Account

Invoices & Credits

Total Payment Amount $38.29
Invoices

All Selected

All 1 records are selected. CLEAR SELECTION

Inv#  Vendor

1727 WestCoast Services LLC

" Estimated
Site Due Date Pay Date Status | Due Date Payment Amount

Bagel Chalet  Sep 20,2025

Reference no

Amount to Credit $0.00

'8 Payment Amount, prefilled with the amount due.
)3 Channel (Offline), Method, Withdrawal Account,
Reference no., Memo. These become the payment

record.

Total Amount to Apply $38.29 Credits Used $0.00 Amount Due $0.00

Payment Amount per invoice on the right. Several
Approved Payables to one Vendor can be paid in one
record.

PAY. The Payable moves to Paid, or Partially Paid.

Create Payment(s). PAY on an Approved Payable opens it. It exists for accounts with no accounting system connected,;
on a connected account, pay in accounting and let the status sync back.

Closing the Work Order.

Close from the custom status when every Receivable is Sent, every Payable is Approved, and no Generate

Action Filter is left on the header. A late Vendor bill: reopen, let the Payable link, close again.

REsULT The Work Order’'s header shows no Generate Action Filters, both invoice tabs show every invoice

past its lock, and every one of them has a Last Accounting Sync Date.

The status ladder.

Every status the Invoice Status filter offers, on both lists, and what each one locks. The Action Filter

column in the figure is where to look for it.

UTILIZECORE
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TWO LADDERS.

EVERY STATUS SITS IN AN ACTION

FILTER,

OR IN NONE. THE LOCK MOVES UP WITH IT.

Receivable, to the Client

Two ladders. The lock is Approved on the Vendor side and Approved To Send on the Client side. Everything above the

Draft SEND Action Filter
Editable. Delete still possible. Nothing has left the building.

Approved To Send RECEIVE PAYMENT Action Filter
The lock. Edit, Mark Sent, or SEND. Line items are final.

Sent REVIEW Action Filter, hidden at zero
Out with the Client. Export, Receive Payment, Void only.

Sent Overdue FOLLOW UP Action Filter
Past the Due Date. Chase it; the status is doing the chasing for you.

Rejected REJECTED Action Filter
The Client pushed it back. Fix the cause, then a fresh send.

Partially Paid / Paid RECEIVE PAYMENT / none
Money applied in accounting. Print only.
Void

Cancelled on the record. The number stays. Never Delete, always Void.

none

lock is accounting’s; everything below it is still yours.

Payable, from the Vendor

Draft SEND Action Filter
Editable. RECEIVE on the row is one click, no confirmation.

Received REVIEW Action Filter
In your hands. APPROVE, Reject, or Edit from the Review pane.

Sent for Review FOLLOW UP Action Filter
Sent to the Vendor to confirm. Waiting on them.

Approval Requested REVIEW Action Filter
Vendor asked you to approve. Same three moves.

Rejected EDIT Action Filter
You pushed it back. The Vendor, or you, edits and resubmits.

Approved PAY Action Filter
The lock. PAY on the row, or pay in accounting after sync.

Partially Paid / Paid / Void

Void keeps the number. A Payable has no Delete at all.

PAY / none

STATUS SIDE WHAT IT MEANS, AND WHAT IT LOCKS

Draft Both Editable. On a Receivable, Delete still exists. Nothing has left the
building.

Received Payable You have the Vendor’s bill in hand. One click on RECEIVE gets here, with
no confirmation.

Sent for Review Payable Sent back to the Vendor to confirm the lines. Waiting on them.

Approval Requested Payable The Vendor submitted through the Vendor Portal and is asking you to
approve.

Approved Payable The lock. Line items are final. Syncs to accounting; pay it there.

Approved To Send Receivable The lock. Line items are final. Someone with the SEND button sends it.

Sent Receivable Out with the Client. Export, Receive Payment, Void are the only moves
left.

Sent Overdue Receivable Sent, and the Due Date has passed. Follow Up Action Filter.

Rejected Both Pushed back with a reason. Payables land in the Edit Action Filter,
Receivables in Rejected.

Partially Paid Both A payment smaller than the amount due has been applied.

Paid Both Amount due is zero. Print only.

UTILIZECORE
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STATUS SIDE WHAT IT MEANS, AND WHAT IT LOCKS

Void Both Cancelled on the record. The number stays so the sequence in
accounting has no hole. Never Delete a sent invoice; Void it.

Disputed, On Hold, Payment Receivable Portal and payment-gateway states. You will see them only if your

Processing, Payment Pending

Clients pay through the platform.

Each status also has an Overdue twin (Sent Overdue, Approved Overdue, Partially Paid Overdue, and so
on). The twin is the same status with the Due Date passed, and it is what the Follow Up Action Filters are

built from.

Where this goes wrong.

Ranked by how often the call comes in. The quote is what the caller says; the cause is what the screen

shows.

# WHAT YOU HEAR

WHAT HAPPENED

WHAT TO DO

1  “The Payable is not on
the Work Order.”

2 “Two Trips, one
invoice, and the
deposit is on the
wrong one.”

3  “The Custom ID has a
-2 on the end.”

4 “There are forty zero-
dollar drafts.”

5 “Generate Payable
came up blank.”

UTILIZECORE

INVOICING:

The Vendor keyed a blank invoice from +
VENDOR INVOICE and never picked the
Work Order and Trips, or the Work Order
was already closed when they billed.

A deposit was billed on Trip 1 and the
balance on Trip 2, then someone
generated one Receivable for both.

The Custom ID must be unique per
Vendor. A Vendor reused an invoice
number and the platform suffixed it.

Non Billable Trips, or Per Service Trips
with no rate loaded at the Site, were run
through Generate Invoices.

The Trip has no Vendor billing method,
the Vendor is on your own team (no
Payable exists for an employee), or the
Trip is not Verified.

FROM VERIFIED TRIP TO PAID.

Reject it with the reason “attach to Work
Order #". If the Work Order is closed,
operations reopens it, the Vendor
resubmits, then it closes again. Do not
approve an orphan; it will never sync to the
job.

Generate per Trip when a deposit is
involved. Group Invoice By is a bulk
convenience, not a rule; set it to Work Order
or leave the Trips separate.

Call the Vendor: which one is real? Void the
duplicate. Never approve both; the suffix is
the platform telling you it saw the number
twice.

Void them, then add the Site rate or set the
Trip to Non Billable so the generator skips
it. Leftover zero-dollar drafts are the fastest
way to make the Action Filter
untrustworthy.

Read the Trip: Assignment shows the
Vendor billing method; the pin shows
whether it is Verified. Fix the Trip, not the
invoice.
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# WHAT YOU HEAR

WHAT HAPPENED

WHAT TO DO

6  “l cannot generate; it
says verification is
required.”

7  “The Non-Compliant
Vendor chip is on the
Payable.”

8  “The Last Accounting
Sync Date is blank.”

9 “Someone deleted it.”

10 “The Client says they

never got it.”

Verification Required For Client Billing, or
For Vendor Billing, is on for the Service,
and the Trip is not Verified.

The Vendor’s compliance documents are
expired or missing. The platform still lets
you approve.

It has not reached its lock status, or the
sync failed on a mapping: an unmatched
Client or Vendor, a missing Site sub-
record, an unmapped item, or a duplicate
Custom ID.

A Draft Receivable was deleted instead
of voided, and accounting had already
seen the number.

Save was clicked, not Save and Send, so
the status is Approved To Send and it
sits in the Receive Payment Action Filter.
Or the Client is a portal Client and it
needed Mark Sent.

What good looks like.

Good. That is the control working. Send it
back to the Verify Action Filter. The setting
lives on the Service under Trip Level
Default.

Approve nothing until the compliance
owner clears it. The chip is the only warning
you get, and it is orange for a reason.

Sort the list by Last Accounting Sync Date.
Blank rows past the lock status are your
exception list. Fix the mapping in the
accounting system first, then re-approve.

Delete exists only on a Draft Receivable,
and only because nothing has left. Anything
sent or approved gets Void. Put it in the AR
clerk’s sheet in bold.

Receive Payment Action Filter, sorted by
Issue Date. Anything Approved To Send
older than a day gets SEND, or Mark Sent if
the Client reads it in their portal.

OBJECT PASS WHEN

A Payable Linked to a Work Order and its Trips, Custom ID equal to the number on the Vendor’s PDF, every
line at or under its Trip NTE, no compliance chip, Approved, and a Last Accounting Sync Date.

A Receivable Resources shows the Work Order number, the description names the job, Amount Due is at or

under the Work Order NTE, the Work Order Report is attached where the Client wants one, Sent,
and a Last Accounting Sync Date.

The Payables list
at 5 pm

The Receivables
listat 5 pm

The month

ties to the Follow Up Action Filters here.

UTILIZECORE
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FROM VERIFIED TRIP TO PAID.

Send and Review empty. Edit and Follow Up rows each have a note dated today. Pay holds only
what accounting has not yet run.

Send empty. Rejected rows have a reason and an owner. Receive Payment holds nothing at
Approved To Send from before today.

No invoice with a blank Last Accounting Sync Date past its lock. The aging report in accounting
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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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