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Establish Completed Jobs with Pending Invoices Report in Service Titan to review all

Purpose: T .

P invoices in pending status
Frequency: One Time
Process: Month-End Close

® Log into your ServiceTitan account
o https://go.servicetitan.com

e Navigate to Reports, Select Create Report (See Figure 1)

Figure 1
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e From the report builder screen (See Figure 2)
o Choose report type - select Accounting
o Select a report template - Invoices
o Select Deselect All
o Select the following columns to display

= Invoice #

= Invoice Status

= Customer Name
= Invoice Date

*  Total

= Job Type

= Job Status

*» Completion Date
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= Select Next
Figure 2
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e Set Details (See Figure 3)

o Name: Completed Jobs with Pending Invoices

o Category: Accounting

o Description: Open invoices that have not been exported to accounting software - reviewed at

minimum monthly to verify all billing is complete for the prior month

Select Sharing Options

Select Save
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Name

Completed Jobs with Pending Invoices

Category

Accounting

Description
Open invoices that have not been exported to accounting

software - reviewed at minimum monthly to verify all billing is
complete for the prior month

Template Invoices

Created by 2 Kasey Stanley BDR

Cancel Save Report

e Inthe Completed Jobs with Pending Invoices Report (See Figure 4)
o0 Inthe Filter By drop down select Invoice Date
o0 Inthe From —To box select Last 365 Days

Figure 4

¢ Backto All reports
Completed Jobs with Pending Invoices :

Open invoices that have not been exported to accounting software - reviewed at minimum monthly to verify all billing is complete for the prior month

Filter by * From - To* Business Unit
Invoice Date v o) Dec 4, 2023 - Dec 3, 2024 ~ Hide $0 invoices from completed jobs
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Select the filter icon next to Invoice Status (See Figure 5)
Change filter to “Is not one of”
= Add “Exported”
o Select Filter
Figure 5
Invoice # b 4 Customer Name Invoice Date
75709298 Pending i 12/3/2024
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-
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Select the filter icon next to Job Status (See Figure 6)

Change filter to “Is one of”
*» Add “Completed”
o Select Filter
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Figure 6
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o Select Save Changes
o Select Run Report (See Figure 7)
Figure 7
Completed Jobs with Pending Invoices : a B8
Open invoices that have not been exported to accounting software - reviewed at minimum monthly to verify all billing is complete for the prior month
Filter by * From - To* Business Unit

Invoice Date ~ 3 Dec4,2023-Dec3, 2024 ~ Hide $0 invoices from completed jobs
Export Save Changes || Edit Columns

Drag a column header and drop it here to group by that column

Invoice # Y  Invoice Status Y  Customer Name Y Invoice Date Y Total Y JobType Y  Job Status Y  Completion Date Y

o Abby McGillivray & . < PM - Residential
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Verification of Procedure Review

Employee Name

Signature

Date
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