Update Billing Category Preference or Add Billing Note
If you notice that your invoice is separated by project end date. Meaning that when you pull WIP for Bookkeeping you see 5 lines (1 for each project) instead of 1 for all of the WIP please go to the client dashboard and update the preferences.
1. Go to the client dashboard in edit mode
2. Scroll to the bottom to select the billing tab and then the preference settings tab.   (You will notice that there may already be one in the client – this one is defective and a second one will need to be added. If there is not this setting listed you should only have to add one)                Select New Client Preference
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3. In the client preference enter a start date of 1/1/2024 and invoice type of Group by Billing Category
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4. Select Save and this is complete.
This is also the location that you can enter in Billing Notes. Billing Notes are used to communicate items on client records while billing. Common notes are things like: BKM $250 (Bookkeeping Monthly $250) or ST$85 (Sales tax $85) or 1040 for 2025 quoted at $1250.  These will appear on the Excel Export and are great for billing and in case a book gets moved between managers.
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Follow the same steps above: Select New Client Preference, enter a start date, a line of business is optional, enter in the billing note, and select save.
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