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AGENDA

• Creating Billing Groups & Reasons to Use Billing Groups

• Partial Billing

• Percentage Billing

• AIA Billing

BILLING GROUPS, PARTIAL BILLING
& AIA REPORTS



BILLING GROUPS…
WHAT ARE THEY GOOD FOR?
• Connects multiple orders for reporting and processing

• Can be used in a retail or commercial environment

• One Large Project with different phases or billings

• Different jobs that you want to associate

• Retail job with a repair or add-on

• Can be same or different sold to / ship to

• Change Order Designation and Tracking

• Baseline Creation and Review

• AIA Billing 

• Partial (Progress) Billing

• Percentage Billing



Billing Groups – Where do I start?

How do I know if 

something is 

already in a 

billing group?



Highlighting a non-billing group job & click on the Billing Group Icon

Billing Groups – Where do I start?

How do I use

the Billing Group 

Icon?



Highlight any order in a billing group & RIGHT click the 

Billing Group Icon

Billing Groups – Where do I start?



To open a billing group, double click on the order OR highlight the order and 

click on the Billing Group Icon

Billing Groups – Where do I start?

What if I highlight a Billing 

Group Job and click the 

Icon?



A Billing Group Shows:

• Every order in the 

billing group

• Designations for 

Change Orders

• The original contract 

amount

• Any discrepancies 

from the contract 

amount

• A full picture of all 

projected revenue, 

cost, and profit.  

Billing Groups – Where do I start?

What Just Happened?  



Change Orders:

• Color Designations 

show stage of C/O

• Keep track of all 

reference numbers, 

notes, contacts

• Ensure you get paid 

for every C/O

Billing Groups – Where do I start?

Change Orders?  You 

mean Game Changers!



Billing Groups – Where do I start?

Tell me about PROFIT!



Partial & Percentage Billing

So now I know I am going 

to make money, how do I 

bill it?

Partial Billing VS Percentage Billing
Partial Billing

• Billed by specific material and labor 

lines as completed

• True billed cost

• True gross profit

• Lines are exported from original job 

to a new job within billing group

• New job can be billed, booked, and 

delivered (or delivered in non 

ERRM) within billing group

Percentage Billing

• Billed by percentage

• Guesstimate of your billed cost(s)

• Can use desired GP

• Generates a negative percentage 

billing line on original order, and 

creates a new order with the 

percentage billing lines at 

designated revenue and costs. 



Partial Billing

OOOH, tell me more 

about Partial Billing!

• Click Export

• Select Export Lines to 

Another Order

• Tag Material Lines 

• Tag Labor Lines

• Click the Selector Tool

**Make sure EXPORT IN 

BILLING GROUP is 

selected **



Partial Billing

OOOH, tell me more 

about Partial Billing!

• Click Export

• Tag Material Lines 

• Tag Labor Lines

• Click the Selector Tool

**Make sure EXPORT IN 

BILLING GROUP is 

selected **



Partial Billing

Where did the lines 

GO?

• New Job #

• Those lines are 

removed from 

original job



Partial Billing

Aha!

• New job in 

Billing Group

• Lines on New 

Job

• This can now be 

billed, booked, 

and job costed.



Partial Billing

But what about 

provider labor that 

was on the original 

order?

• Move Labor Line to 

Any Uncosted Job

• Click Move Icon

• Select Job

• Click OK



Percentage Billing

So what if I don’t 

want to bill exact 

lines?

• Click Export

• Select Export Lines to 

Another Order

• Tag Material Lines 

• Tag Labor Lines

• Click the Selector Tool

**Make sure EXPORT IN 

BILLING GROUP is 

selected **



Percentage Billing

Oh Wow – LOTS of 

options!!

Can set:

Percent to Bill

Estimated GP

--OR--

You can manipulate the 

revenue and cost of the 

material and labor

THIS IS A ONE WAY 

STREET!!



Percentage Billing

Then What?



Percentage Billing
And where do 

THOSE lines go?



AIA Billing:  

Making Flooring Stores Happy Since 1992

• Standardized way for contractors to submit work related paperwork to architects

• Created in 1992

• AIA = American Institute of Architects

• Forms are the G702 and G703

• If your contractor requires the actual forms, must buy directly from the AIA

• Some contractors require their own forms/spreadsheets

• AIA Billing is NOT an Accounts Receivable action





AIA Billing

• Click on AIA Icon within Billing Group

• Listing of all previous AIA Billing Will 

Appear

• Click Green Plus to Create New Billing



AIA Billing

• Click on AIA Icon within Billing Group

• Listing of all previous AIA Billing Will 

Appear

• Click Green Plus to Create New Billing

• Set App Dates & Period To Date



AIA Billing

• Click on AIA Icon within Billing Group

• Listing of all previous AIA Billing Will 

Appear

• Click Green Plus to Create New Billing

• Set App Dates & Period To Date

• Selected All job costed order lines, or 

select order lines



AIA Billing

• White columns 

are editable

White columns are editable:

Description of work

Current %

Current Billing

Current Materials Stored



AIA Billing

White columns are editable:

Description of work – can edit from CARPET, for example, to a specific carpet style or any verbiage you choose

Current %

Current Billing – will automatically calculate, but you can overwrite, and it will edit the percentage to match

Current Materials Stored

WILL NOT allow you to overbill.  

You will get an error message.  



AIA Billing



AIA Billing



AIA Billing



AIA Billing



AIA Billing



AIA Billing



• Creating Billing Groups & Reasons to Use Billing Groups

• Partial Billing

• Percentage Billing

• AIA Billing

TODAY WE HAVE DISCUSSED:
BILLING GROUPS, PARTIAL BILLING

& AIA REPORTS

• Laura Thrasher

• lthrasher@rfms.com

• 800-701-7367 x 3529





THANK YOU FOR ATTENDING TODAY!


