
Billing Worksheet All Features 

Column Definitions 

Below is the List of all columns present in Billing Worksheet. 

- Checkbox: The Checkbox column is used to update the status of the records. 

- Status: The Status column is a dropdown displaying the record status with options: Review, 

Hold/Pending, Approved Batch, Invoiced-Not Sent, Invoiced, and Return To Audit. 

- Audit Notes: The Audit Notes column displays notes originating from the Audit worksheet 

when records are pushed to Solomon.  

- Batch #: The Batch # column displays the batch number generated when invoices are created. 

- Staff Number: The Staff Number column is a dropdown displaying the list of staff members. 

- Guest Name: The Guest Name column displays the name of the guest linked to the record. 

- P/E: The P/E column displays the phone number and email information for the guest. 

- Guest Claim: The Guest Claim column displays the claim number of the guest linked to the 

record. 

- Company Co-client: The Company / Co-Client column displays the company and co-client 

associated with the record. 

- MI Date: The MI Date column displays the guest’s move-in date. 

- Current EOA/ Original EOA: The Current EOA / Original EOA column displays both the current 

and the original expected-out dates for the guest. 

- Billing Start / Billing End: The Billing Start / Billing End column displays the billing period for 

the guest. 

- Unit ID/ Guest ID: The Unit ID / Guest ID column displays the corresponding Unit ID and Guest 

ID. 

- Property Name Property Address: The Property Name / Property Address column displays 

property details including name and address. 

- Property Type: The Property Type column displays the type of property such as hotel, 

apartment, etc. 

- Number Of Nights: The Number of Nights column displays the total number of nights the 

guest stayed at the property. 

- Billing To: The Billing To column displays whether billing is done to the company or the guest. 

- ALT: The ALT column is a checkbox indicating whether the record is an ALT record. 

- Daily - R (Client): The Daily – R (Client) column displays the Daily-R charge amount. 

- Parking (Client): The Parking (Client) column displays the parking charge amount. 

- Pet Fees (Client): The Pet Fees (Client) column displays the pet fee charge amount. 

- Taxes Daily - R (Client): The Taxes Daily – R (Client) column displays the taxes on the Daily-R 

charge. 

- Other Charges (Client): The Other Charges (Client) column displays any additional charge 

amounts. 



- Hotel Charges Client Hotel Charges: The Hotel Charges (Client) / Hotel Charges column displays 

the hotel charge amounts for the client. 

- THD - Mark Up Daily - R (Client): The THD – Mark Up Daily – R (Client) column displays the THD 

markup amount on Daily-R. 

- Total Charges: The Total Charges column displays the total charges for the guest. 

- Credit Card Type CC Number: The Credit Card Type / CC Number column displays the type 

(e.g., Visa, MasterCard) and the credit card number. 

- Last Confirm Date: The Last Confirm Date column displays today’s date. 

- Acct. Final: The Acct. Final column is a checkbox which shows record is Solomon unpushed or 

not. 

- Last Billed Through Date: The Last Billed Through Date column displays the maximum billing 

end date of the unit. 

- Total Amount Billed: The Total Amount Billed column displays the cumulative billed amount. 

- Billing Complete: The Billing Complete column displays a “Done” button that marks billing 

completion for the record. 

- Portal Notes: This column displays a notebook icon which displays the respective notes. 

- Furnishing Notes: This column displays a notebook icon which displays the respective notes. 

- Co Bill Notes: This column displays a notebook icon which displays the respective notes. 

- Critical Notes: This column displays a notebook icon which displays the respective notes. 

- All Notes: This column displays a notebook icon which displays the respective notes. 

- Docs: The Docs column displays an upload icon that opens the documents associated with the 

guest. 

- Adjuster: The Adjuster column displays the adjuster's name and allows sending emails by 

clicking on the name. 

- Statement Summary: The Statement Summary column displays a notebook icon that opens 

the Statement Summary popup. 

- Invoice: The Invoice column displays an Invoice button that opens the Invoice Maintenance 

popup. The button turns grey when an invoice is generated but remains clickable. 

- Invoice Num: The Invoice Num column displays the invoice number and allows reviewing or 

downloading the invoice PDF. 

- CL Status: The CL Status column displays an icon that opens the CoreLogic popup. 

 

Invoice Maintenance Pop up 

- Push the record to Solomon which needs to be Invoiced. 

- Go to the Billing Hotel/Lease worksheet depending on the type of Invoice. 

- Click on the Invoice button in the Billing worksheet to open the Invoice Maintenance Pop up. 



 

- The Draft number drop-down displays all the records in the same claim. 

- The Draft Number drop-down is multi-select. More than one draft can be chosen to include in a 

single Invoice. 

 

- The Invoice Number dropdown displays the list of Invoices generated for the claim. 

 

- The Doc Type dropdown displays the type of Invoice: Invoice, Credit Memo. 



 

- The Inv Format dropdown displays the list of available Invoice formats in the system. Currently 

when the Invoice Maintenance pop up is opened, this gets fetched by default as: 

o Based on companies: the Inv formats have been defaulted but can be updated as well 

for each record. 

o Based on stay type: For Lease Invoice: “01”, INS Hotel: “22”, BL Hotel: “08”, ALT: “24” 

 

- The Status dropdown displays the following statuses: 

o In Process: This is the default state for a draft which has not been invoiced or worked 

on. 

o Approved: This status makes sure the draft is approved. This record in the Billing 

worksheet also gets updated to “Approved-Batch Ready” so that a Batch Invoice can be 

generated if needed. 

o Posted: When an Invoice is successfully generated, the status is updated to Posted. All 

the update and save features in the Invoice maintenance pop up gets disabled. 

o Printed: In case the Invoice has been mailed using the Send Invoice feature, the status 

gets updated to this. 



 

- The “Invoice Doc Path” field is to set a Folder location to save Invoices in a specific location in 

the Server.  

o By default, all the Invoices get saved in TP360Invoices folder in the Invoices shared 

folder which THD team is using currently. 

o To add a new folder, just specify the name of the folder and that will be created inside 

the TP360Invoices folder.  

o For example: if the InvoiceDocPath field is set to “TestingInvoices” the new folder will 

be: “/TP360Invoices/TestingInvoices”. 

o Generating invoices will now save them to this specified location. 

 

- The “Customer” field is to display/update the Customer responsible for the Invoice 

o This is a searchable dropdown field which displays the users with Adjusters, Guest, 

Billing role related to that particular company. 

o The default value of the Customer field is the Adjuster related to the stay, but it can be 

updated as and when needed. 

 



- The “Billing To” dropdown displays whom the Invoice is getting billed to: Company/Guest. 

 

- The “Billing Start” and “Billing End” dates specify the period for which the record is being 

Invoiced.  

o The Billing Start and End dates can be dynamically set for “Lease” files. 

o Changing the duration for the Billing start and end date will automatically change the 

charges calculations. 

 

 

- The “Currency” field displays the Guest currency. All the charges in the Invoice and Invoice 

maintenance pop up are displayed in the Guest Currency but saved in both USD and guest 

currency. 

 

- The Charges Details are displayed in the details section of the Invoice maintenance pop up. 

o Units: This displays the number of nights for which the record is getting invoiced. In case 

of a One-Time/Deposit charge, this is set to 1. 

o Rate: displays per night cost for the record. 

o Amount: Units * Rate is the amount for the charge. 

o Write down units: Any change in the Units will update this field to the difference 

between the initial and current Units value. 



o Write down Amount: The Write down amount is updated in case the Amount field has 

any change to it. 

o Unit Nbr: Displays the unit id for the record 

o Draft Number: Displays the draft number for the record. 

o Inv Format Id: Displays the Invoice format id 

o Account Category: Displays the charge description for the charge 

o Start date: Specifies the charge start date. 

o End date: Specifies the charge end date. 

o Customer: Displays the customer id whom the invoice is getting billed to 

 

- The Select checkbox in the charges detail section is to select/unselect the charges as per the 

requirements for the Invoice. 

- Unselected charges can be invoiced in a separate draft. 

 

- The footer section of the Invoice Maintenance pop up contains: 

o Vendor: Displays the main Vendor for the record. 

o Unit Description: Invoice notes tracking field 

o Available Amount/ Amount Total: This displays the Total amount for all the charges in 

the Invoice. 

o Selected Total: This displays the sum of all the selected charges 

o Unselected Total: This displays the sum of all unselected charges 

o Write down total: This displays the sum of all Write down Amount 

o Hold Total: This displays the sum of all Write Down Units. 



 

Lease Invoices – Charges 

- The Lease Invoices charges are split into Flat Monthly/Calendar Monthly durations as per the 

record. 

o Flat Monthly: Treats each month duration as 30 days term and does all calculations 

based on this. This is by default calculation method. 

o Calendar Monthly: Considers total number of days for every month in the Billing 

duration and does all calculations accordingly. In case there is a Rent-Var charge, the 

record is calculated based on Calendar Monthly approach. 

- Example: Billing Start Date: 02/01/2025 - 05/01/2025 

o FLAT MONTHLY  

 Duration 1: 02/01/2025 - 02/28/2025 - 30 days (1 month) 

 Duration 2: 03/01/2025 - 03/31/2025 - 30 days (1 month) 

 Duration 3: 04/01/2025 - 04/30/2025 - 30 days (1 month) 

 Duration 4: 05/01/2025 - 05/01/2025 - 1 day 

 Total Duration: 3 month(s) 1 day(s). 

o CALENDAR MONTHLY 

 Duration 1: 02/01/2025 - 02/28/2025 - 28 days (1 month) 

 Duration 2: 03/01/2025 - 03/31/2025 - 31 days (1 month) 

 Duration 3: 04/01/2025 - 04/30/2025 - 30 days (1 month) 

 Duration 4: 05/01/2025 - 05/01/2025 - 1 day 

 Total Duration: 3 month(s) 1 day(s) 

- The calculations are done according to the formula:  

o Amount: months * (monthly_charge) + ((days*monthly_charge)/30) 

o Units: difference between the start and end date of each duration 

o Rate: amount/units 

How to add/delete a charge line? 

- The “Add New Line” button in the top right corner of the Invoice Maintenance pop up can be 

used to add a new charge to the existing charges of the record. 

- Please note that adding/deleting a charge will only be added to/deleted from the Invoice and 

will not affect TP Charges. 



- The new charge can be added by following the steps below: 

o Click on the “Add New Line” button to add a new line to the charges section. 

o Enter the “Units” and “Rate” and the “Amount” will be calculated based on: Units * 

Rate. 

o Enter the valid “Unit Id” based on the claim. If the “Unit Id” does not belong to the 

Guest Claim, an error message will be displayed. 

o Enter the Charge Description/Chart of accounts in the Account Category field and select 

the accurate charge to be added from the search dropdown. 

o Click on the Save button to reflect the changes. 

 

- To delete a charge, click on the checkbox in the end of the Charge row and click on the delete 

icon. The selected charge will be deleted. 

 

How to Generate an Invoice? 

- After updating all the necessary values as described above, click on the Approved button to 

approve the invoice. This is important to make sure that the Billing Voucher details are updated 

when the Invoices are generated. 



 

- Click on the Preview button to preview the Invoice. 

 

 

- The charges are clubbed based on the Category Description for the charge in the Invoice format. 

- Click on the “Generate” button to generate the Invoice. 



 

- Once the Invoice is generated, the Invoice button in the Billing worksheet gets greyed out. It can 

still be accessed. The Invoice Number is added to the Invoice Num field. 

 

How to generate Multiple Drafts in same Invoice? 

- Click on the “Invoice” button in the billing worksheet for a claim which has multiple stays in the 

Billing worksheet with same billing duration and same stay type. 

 

- Click on the Draft Number dropdown and select the Draft numbers to be invoiced together. 

- The charges will be reloaded.  

- The new charges detail section will now have charges from both the stays. 

- Update the details as per the requirements 

- Follow the same procedure to generate the Invoice as mentioned above. 



How to generate Multiple Invoices of a single Draft? 

- Click on the “Invoice” button in the billing worksheet for which the Invoice needs to be 

generated. 

- Unselect the charges that need to be separated into different Invoices. 

  

- Update the details as per the requirement 

- Follow the same procedure as above to generate the First Invoice of the draft. 

- Click on the “Invoice” button in the Billing worksheet, to open the Invoice Maintenance to 

generate the other Invoice. 

 

- Click on the Invoice Number dropdown and select the Blank option. 

 

- The unselected charges are loaded, and all the fields get enabled and can be edited/updated. 



 

- Make necessary changes to the new invoice as per the requirements. 

- Follow the same procedure to generate the Invoice as mentioned above. 

- Once the Invoice is generated, the Invoice Num field will have the latest Invoice number. 

 

- To view both the Invoices, click on the Invoice button and open the Invoice Maintenance Pop 

Up. 

- Select the Invoice Number from the drop-down. 

- Click on the “View Invoice” button to view the selected Invoice. 

 

Batch Invoices 

- The Invoices can be generated in batches from the Billing worksheet. 

- Select the records that needs to be Invoices together. 

- Update the Status to “Approved - Batch Ready” by clicking on the “Update All” button. 



 

- Click on the “Invoice Batch” option from the drop-down and click on the “Process” button. 

 

- The "Invoice Batch” pop up will open.  

- Select the checkbox for the records that need to be Invoiced together. 

 

- Click on the “View” button to preview the Invoice if needed. 

 



 

- Click on the “Generate and Send” button to generate all the selected invoices. 

 

- Once all the Invoices are generated, the “Send Invoice” pop-up opens. 

- The status of the records that are Invoiced is updated to “Invoiced-Not Sent”. 

 



Send Invoices 

- Select the “Send Invoice” option from the drop-down in the Billing worksheet and click on the 

“Process” button. 

 

- The “Send Invoice” pop-up opens, and all the records in the “Invoiced-Not Sent” are displayed. 

 

- Select the Send checkbox for the records for which the Invoices must be mailed. 

 



- Update the To, CC, BCC Subject and body accordingly and click on the Send button to Send 

Invoice. 

- Once the Send button is clicked, the status is updated to “Invoiced”, and the record is removed 

from the pop-up. 

Consolidated Invoices 

- Select the Invoice Consolidated option from the drop-down in the Billing worksheet. Click on the 

Process button to open the pop-up. 

 

- The From date is set to Yesterday’s date and To Date is set to the next day’s date. 

- Select the Company Name from the dropdown for which the Consolidated Invoice needs to be 

generated. 

- Select the records that need to be Consolidated in the report together. 

- Click on the Export button to generate the Consolidated Invoice report for all the selected 

records. 

 

Document Import 

- Click on the Document Import button in the Billing worksheet. This is used to import data to SL. 

 
- The pop up opens with the default dates as Yesterday’s date to Next day’s date. 

 



- The Voucher details for all the records that are Invoiced in the above duration are displayed in 

the pop up. 

- Click on the “All” button to load the voucher text irrespective of the dates. 

 

- Select the records that needs to be Exported together in a voucher text document. 

- Click on the Export button to download the Voucher text that can be imported to SL. 

 

Summary Statement  

• The Summary button has been added to the Invoice Maintenance popup and as a 
new column in the Billing Worksheet. 

 
• The Summary button can be clicked to view all invoice summary based on the 

Guest ID and Customer ID. 



 
• The Amount & Credit fields can be updated to modify the Paid column. 

 
• Click on the Export button to export the Excel for the Statement Summary. 

 
• The Summary table has also been added to the Email Preview when sending 

invoices. 
• The Summary Table has been added to the same Send Email popup used for 

sending invoices. 



 

Last Billed Through Date 

• The Last Billed Through Date column has been added in place of the Next Billing Date in 

the Billing Hotel and Billing Lease Worksheets. 

• This will display the maximum Billing End Date of the unit. 

 



• The Review Status and Billing Start Date are highlighted in red when the Billing Start 
Date is earlier than the Last Billed Through Date. 
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