Anniversary 4 Week Billing (28 Day)
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Anniversary 28-day billing runs on a 28-day cycle based on each account’s first billing date after service begins.
Because each account has its own billing anniversary, accounts in the same bill group may have different billing
dates. This is different than accounts with a regular 28-day billing cycle that follow a shared billing schedule, getting
billed on the same date.

This article explains the billing logic, setup requirements, and pre-billing review steps for Anniversary 28-day
billing. These elements ensure a consistent and accurate approach to recurring billing.
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Billing Logic

The first billing run for an account after service begins establishes its 28-day billing cycle. The next bill is due 28
days after that first billing run.
Example: If service begins on August 1 and the first billing run occurs on August 3, the next bill due is 28 days later, on
August 31.
A 28-day cycle is four weeks long, so billing dates move through the calendar rather than falling on the same date
each month. Unlike a regular 28-day schedule, Anniversary 28-day billing is based on each account’s own billing
date.

Proration Logic

Proration is set at theservice code level. The service code's proration method determines whether the charge is
adjusted for a partial period.

Setup Requirements

Permissions

Pathway: Setup > System > Permission
The following permissions are required to set up and process 28 Day Anniversary Billing:
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Permission

ID Permission Name Purpose
22 Setup \ Accounting Required for Bill Group setup.
109 View Billing Required to view the Billing screen and create and process a batch.
110 Add Billing Batch Required to create a billing batch.
111 Post Billing Batch Required to post a billing batch.
Bill Group

Pathway: Setup > Accounting > Bill Group
Configuration for Anniversary 28-day billing is established at the bill group level by selectingAnniversary 4
Week option from the Frequency field.

When Frequency is set to Anniversary 4 week billing, the Bill Unbilled Ended Services Through setting is
displayed at the Bill Group level. It determines the date through which an ended service is billed when it has
unbilled charges. It does NOT determine whether the charge is prorated; the service code's proration method
controls that.
e Service End Date: Bill the service through its recorded end date.
e End of Billing Period: Bill the service through the end of the billing period, even if its recorded end date is
earlier.

Additional setup selections should be made based on your company's billing procedures. Further documentation
on the Bill Group screen and the setup fields it includes can be reviewed here: Bill Group Setup.
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Account Setup

Pathway: Customer Service > Account

If an account is set to an Anniversary 28-day Bill Group, then the account must be set toBill by Site in Settings. If
Bill by Site is unchecked, that is not allowed and this message will be displayed:

EDIT ACCOUNT ?

Account Settings

Billing
BILL GROUP QA _Doc_4 Week Anniversary v BILLBY SITE »/  AUTO STATUS UPDATE v/
INVOICE BY EMAIL No - APPLY FINANCE CHARGES v/
INVOICE DETAIL LEVEL Detail - EXCLUDE FROM PAYMENT PROCESSING FEE
TERM cop - EXCLUDE FROM PAST DUE NOTIFICATION
CREDIT LIMIT 500 - HIDE WORK ORDER FORMAT RATE

INBOUND ORDER AUTO PRINT
P VALIDATION

DEFAULT PAYMENT METHOD = ACH 1099

Bill By Site is required for '4 Week Anniversary'

INSTRUCTIONS Always access using|

WARNING ON OPEN Verify payment status before scheduling additional service.

©

Process Billing

Similar to other billing procedures, review the Pre-Billing Analysis screen to verify accuracy, confirm billing details,
and ensure all account charges are correct before processing invoices.
Additional information about the billing process can be reviewed here: Pre-Billing Workflow.

To prevent the anniversary date from resetting, billing must be run daily, including holidays and
weekends. To avoid any lapses, run anniversary billing for those days either in advance, or on the first
day back.
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Pending and In Process

Process Billing
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FILTER

ROUTE 1 SITE
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Caribou Coffee

SCHEDULED 1 WO #

112 Chieftain St,

Tue 11/12/24 8735052
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QA Billing Cycle 10 QAWASTE 25920 All Charges
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QA Billing Notification QAWASTE 25909 All Charges
QA _Doc_4 Week Anniversary QAWASTE 25939 All Charges
Edit Batch
Pre-Billing
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SERVICE TYPE

TEST

STATUS INVOICE DATE
Not Started 12/01/2024
Not Started 10/21/2024

Posted 10/02/2024

Processed 06/01/2024
Not Started 11/12/2024

Work Orders Service Changes Manual Charges Pending Approval Adjustments

WO Completed - Not Posted

REVENUE 75.00
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12/31/2024
11/01/2024

06/30/2024

cosT

$75.00
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Pathway: Accounting > Billing

Customer Service Screen

For accounts using Anniversary 28-day billing, billing information will no longer appear in Account Details. Instead,
the Next Bill Date will be displayed in red within Site Details.

Next Bill Date at
the Site level

o 49232 Caribou Coffee (Parent: 49731 - Tamarack Village)
59 112 Chieftain St Active
Szceola, WI 54020 DIVISION
& ACCOUNT MGR
TERMS coD
% INVOICE DELIVERY Printed
CLASS
BILL GROUP
Not at the
account level SOURCE
° REBATE PAYMENT
CURRENT 1-30 31-60 61-90 91-120
1,1700( 000 = 000 = 000  0.00

Pathway: Customer Service

Related Articles

Create a Billing Batch
Pre-Billing Workflow
Process and Post a Billing Batch
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112 Chieftain St
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