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Adding Invoice Information for Billing

Step 1: To bill back a Vendor Invoice to an owner, find the existing Work Order in Asgard related to the work being billed
or create a new one to capture the Invoice Details.

Step 2: Open the Work Order Details and open the Billing Tab click Edit Costs:

Follow-Up Action Taken | — \/| On: |[:] 6/27/2022 10:47 AM || Mobile-Received:

Tasks {1/1) Biling m.‘l&} Associated Bilings Comments (1) Joumal Entries  Log Notifications

Bill this Work Orderto  Primary Owner of Urit ~ [ Bill No Service Charge
Work Order is Visible to Owners:  Always ~ Deduction Type:  None v
Add | Replace Convertte Standard Edit Action | Add Photo Remove Photg Delete (Drag costs between actions to move them)
Custom Category Name Eilling Method Needs Approva | Approval Reason Total Billed Total Cost | Photo A | Notes
(] (-]

i Third Party Invoice - Miscellaneo..: Time and Materials v : Action always requires...

Step 3: When the Cost wizard pops up, go to the Vendor Invoice Tab. Use the green bar to filter for the Vendor you are
billing for. In the gold column right of the Vendor name, enter the Total Cost and the Invoice # to be included on the
end-of-month reports to the owner:

Specify Wark Crder Costs -- Third Party Invoice - Miscellaneous >

Stock tems  Labor Vendor Invoices  Purchase Orders

& | Total Cost Invoice #
ref
" igeration, Air Conditioning & Sheetmetal, Inc. $0.00
Maui Refresh LLC £0.00

Reflection Glass Maui
Sturdevant Refrigeration & AC Inc.

1 6as]

Bill this Work Orderto:  Primary Owner of Unit w [] Bill No Service Charge

MNo Stock tems have been entered for this Work Order.
Mo Labor has been entered for this Wark Order.

oK Cancel

Step 4: After clicking OK, click Save on the Work Order to ensure the Vendor Invoice information is included in the next
Monthly Billing Report.
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