
SF Release Notes:  December 22, 2020 
 

Dispatch Board 
 

Ability to Add Additional “Visits” to Completed Work Orders that have not yet 
been Posted to Accounting 
 
You can now change the status of a “Completed” Work Order that has not been posted to 
accounting back to “None” which will allow you to assign the Work Order to additional 
technicians or times on the Dispatch Board.  Prior to this release, once you marked the status of a 
Work Order “Complete” (not the Dispatch Status, but the Work Order Status), you could no 
longer assign the Work Order to additional technicians, dates or times on the Dispatch Board.  
Now, if a technician marks the call complete and you realize that you need to go back out on the 
call, you can change the status of the Work Order back to “None” and add additional visits to the 
call from the Dispatch Board. 
 
To change the Work Order Status, go to the Invoice Screen, click the Change Status button and 
choose the status to “None”.  To assign the call to an additional technician, date or time, find the 
call on the Dispatch Board, click the customer’s name and click the Copy Work Order button.  
This will place the new visit in the “Holding Area” of the dispatch board, from where you can 
drag and drop the new visit to the appropriate technician’s time slot. 
 

 



Project Management 

AIA Style Job Billing 
 
This release will now allow you to print an additional Project Management (Job) Invoice format 
that is similar to an AIA Invoice.  AIA Billing is a standard method of billing in the construction 
industry based on a percentage of completion for a Schedule of Values associated with the Job.  
The new billing format will allow you to track stored material on the Job and print a Payment 
Application and a Continuation Page with a detailed breakdown of the schedule of values, 
including the amounts from previous periods, the current period and the amount of material 
currently stored. 
 
NOTE - AIA Billing was developed by the American Institute of Architects in the early 1990s 
and typically consists of 2 forms, the G-702, Contractors Application for Payment and the G-
703, Continuation Sheet.  All AIA Forms are copyrighted by the American Institute of 
Architects, and therefore prohibit software providers from an exact duplication of the forms.  
However, ServiceFactor provides all of the data in a similar format that is different enough to 
avoid copyright violation and is not considered an “official” AIA Document.  If your contractor 
requires an Official AIA document, the figures from the ServiceFactor Invoice can be used to fill 
in your official AIA documents.  All AIA related documents, including G-702 and G-703 
mentioned herein are trademarks of the American Institute of Architects and Team Management 
Systems makes no claims of any kind to these works. 
 
When setting up your Schedule of Values, you can choose if you want the invoice to be a 
Regular Invoice, an AIA Standard type of Invoice or an AIA CMA Type invoice.  If you choose 
an AIA type invoice, you will have an additional column on the Job Cost Invoice to enter the 
dollar value of “Stored Material” if applicable. 
 

 
 
 
 



Ability to Add Negative Change Orders to Project Management Jobs 
 
This release will now allow you to add a negative change order to a Project Management Job.  
Negative change orders can be used for adjustments to the original contract that will lower the 
sell price of the original contract.  Prior to this release, you would need to make an adjustment to 
the billing screen and adjust your schedule of values to reflect the change in price.  This will 
allow you to better track the reason for the change of value, and will also allow you to print the 
change on Job Invoices. 
 

 
 
 

ServiceFactor Mobile 
 

Ability to add Work Order Attachments 
 
You can now add “Attachments” directly to the Work Order from ServiceFactor Mobile.  
Attachments are added by tapping the “+” icon in the Attachments Section of ServiceFactor 
Mobile.  This will add the attachment back to the  
 

 



Reports 

Project Management Over/Under Bonding Report 
 
A new “Ending Date” option has been added to the Selection Filter.  If you enter an “Ending 
Date”, the report will only include costs that have been incurred through the ending date.  Costs 
will come from Work Orders that have been posted through the date selected, Direct Charges 
with dates through the date selected, labor that has been entered through the date selected and 
any items from Purchase Orders that have been received through the date selected. 
 

 
 
  

Contract Required Materials by Customer Report 
 
A new report has been added that will show you the material required for a particular month by 
customer.  This report is very similar to the Contract Required Materials Report, but instead of 
listing the each customer for each item, it will list the items required for each customer.  The 
items on this report are based on the materials listed in the “Maintenance Schedule” screen of the 
Service Agreement.  This report will list the Item Name and Description, Quantity required and 
the piece of equipment for which it is required, if applicable, for each customer for the month 
selected.  This report can be found under the “Contract Reports” section on the Reports Menu. 
 

 Committed Inventory Report 
 
A new Committed Inventory Report has been added to the system that will list any Inventory 
Items that have a Committed or Received Committed value.  Committed values are based on 
Inventory Items that have been added to an Invoice, but have not yet been posted to accounting, 
while Received Committed values are based on Inventory Items that have been received against 
a Purchase Order but have not yet had a Vendor Bill entered for the items in ServcieFactor.  This 
report can be run as a Summary or with Detail.  The summary version will list the Item along 
with the Total Quantity on Hand, Committed Quantity and the Received Committed Quantity 
with all locations combined.  The Detail version will include the Total Quantity on Hand, 
Committed Quantity and the Received Committed Quantity for each individual location.  If you 
elect to show the breakdown, the report will list each Work Order or Purchase Order on which or 
from which the item is committed.  This report can be found under the “Inventory Reports” 
menu option. 



 

Equipment Mailing Labels Report 
 
The Equipment Mailing Labels Report prints standard mailing labels, based on your Equipment 
File. The various selection options allow you to create labels for equipment that has reached a 
certain age, or equipment with warranty coverage that is due to expire soon, or has expired, etc. 
You can also print labels for all of the equipment with a certain model number, to assist you with 
add-on sales or product recalls. This report can be run for customers with or without Service 
Agreements, for Active or Inactive Equipment, for a specific Customer Type and more.  The data 
from this report can be used for various marketing activities based on new system sales, expiring 
warranties, specific equipment types, and more.  The Equipment Labels have been calibrated to 
print on Avery 5160 labels (1" x 2-5/8", 3-across). 
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