
SF Release Notes:  April 5, 2022 
The Ability to Automatically E-Mail or Print Service Agreement Invoices 
That Have Been Automatically Created has Been Added to the System 
 
You can now define if you want the system to automatically E-Mail or Print Service Agreement 
Invoices when they are created by the system.  A new “Automatically Send the Invoice” slider has 
been added to the “Billing Schedule” screen of the Service Agreement.  If you turn the slider on, 
you will be prompted as to whether you want to Email and/or Print the invoice.  If you choose to 
email the invoice, you will be prompted as to which customer contact you want the email sent.  If 
you elect to Print the invoice, it will be added to a batch along with all the other invoices that are 
generated and send an alert via the “Bell” icon at the top of the screen.  You can then print the batch 
and “Snail Mail” the invoices to the customers.  NOTE – Clicking on the Bell Icon will display any 
Print Batches that have not yet been printed.  Once they have been printed, the alert will be 
removed.  NOTE 2 – Only “Bill from Office” and “Automatic Credit Card” billing types are 
eligible to be automatically Printed or Emailed.  “Bill on Inspection” invoices will be printed or 
emailed upon completion. 
 
 

 
 
 
If you have defined your invoices to be “Automatically Sent” and selected the “Print” option, one 
PDF will be created that includes all of the invoices so defined.  You can print the PDF, which will 
print each Invoice on its own page.  You can find the PDF by clicking on the Bell Icon when it 
alerts you that a PDF Batch has been created.  To print the PDF, go to the “Invoices” menu option 
and click the “Print Run” button. 
 

 



 

 
 
 

 
 
 

 
 
 

The ability to Manually Mass Renew Service Agreements Has Been 
Added 
 
You now have the ability to manually renew a group of Service Agreements in bulk, as opposed to 
renewing them individually, or waiting for the system to renew them automatically upon expiration.  
This feature also allows you to export the list of Service Agreements that are ready for renewal, 
which can be used to create a “Word Merge” if you want to send renewal letters to your customers 
in advance.  The export will include the current contract sales price as well as the new contract 
amount with and without sales tax.  The Mass Renewal Feature can be accessed from the 
“Agreements” Menu Option and will allow you to filter the agreements by the Expiration 
Month/Year, Agreement Type and Renewal option.  You also have the option to send or not send 
the Renewal Communication.  NOTE – If you have a lot of Service Agreements, the system may 
take several minutes to complete the Renewal Process.  If you click the Renewal Status button from 
the Mass Renewal Screen, you will be able to see the progress and whether it is still processing or if 
it has completed processing. 



 

 
 
 

 
 
 
 

 
 
 
 
 

The Ability to Manually Mass Create Service Agreement Invoices has 
been Added 
 
The ability to manually mass create Service Agreement Invoices has been added to the system.  The 
system was initially designed to automatically create Service Agreement Invoices on a pre-defined 
schedule, eliminating the need for manual intervention.  However, some customers prefer to 
manually create their Service Agreement invoices prior to the scheduled creation date and send 
them out all at once.  As a result, we added a new button to the Invoices Menu for Mass Creation.  
This will allow you to pick a starting and ending date, an agreement type and billing type and 
manually create the Service Agreement invoices selected in bulk.  This feature is a nice 
complement to the ability to Mass Renew service agreements.  If you Mass Renew your Service 
Agreements in advance, you may want to also send the invoices in advance, which this feature will 
allow you to do.   
 



 
 
 

 
 
 
NOTE – After the invoices have been processed, the system will show a number next to the “Bell 
Icon” at the top of the screen.  Clicking on the Icon will show you any notifications having to do 
with the processing of Invoices.  Clicking on one of the notifications will remove it from the Alert. 
 

 
 

 “Call Back” Tracking has been added to the System 
 
A new “Call Back” slider has been added to the Invoice Screen.  If you enable the slider, you will 
be prompted for the Original Work Order Number.  Once you select the Original Work Order 
Number, the screen will display the original Lead Technician. NOTE – A Call Back Report will be 
added to the system in the near future 
 



 
 

The “Easy Edit/View” Popup has been added to the Description field in 
the Quotes Module 
 
The “Edit/View” feature that was added to the Invoice screen in the last update has been added to 
the Quotes Module.  You will notice a new icon in the Description field on Quotes.  Clicking this 
icon will open an “Edit Description” box that displays the description of the field selected and 
allows you to edit the data.  This will make it faster and easier to view or edit long descriptions on 
the Quote in ServiceFactor. If you only want to view the data, use the “Cancel” button at the bottom 
of the screen or click the “X” at the top of the popup to close the screen.  If you made an edit and 
want to save it, use the Save button to save any changes 
 

 



A Markup Calculator Has Been Added to the Quotes Screen 
 
A Markup Calculator has been added to the Quotes Screen that will calculate the Sell Price based 
on the Markup Table selected for the Quote and the cost of an Item.  Simply click the “Calculator” 
icon next to the “Search and Select” field and enter the Cost of an Item.  The calculator will 
automatically calculate the Sell Price based on the Markup Table listed.  This is useful if you do not 
have your costs defined properly for an item that you are using on a Quote.  For example you might 
have a generic item that you use for ordering items that you don’t typically sell. NOTE – You will 
need to manually enter the Sell Price in the “Rate” field for the particular item. 
 

 
 
 
 

Customers Can Now Schedule Their Inspections Online (Beta) 
 
A new feature has been added to the Service Agreements that will allow your customers to schedule 
their inspections online.  If you set up a Service Agreement to allow online scheduling, an email 
and/or text message will be sent to the customer indicating that it is time for them to schedule their 
inspection along with a link for online scheduling.  When the customer clicks the link, it will take 
them to a calendar showing available dates.  When they choose a date, it will show them available 
appointment time windows from which they can choose.  Once they choose a time window and 
confirm, the system will automatically add the call to the schedule for the appropriate date and time 
based on what technician has the appropriate skill level and has been assigned to the customer’s 
zone.  Imagine the time and money you will save by having the customer schedule their inspections 
without ever having to speak to someone at the office.  Online scheduling is quick, easy and 
convenient and allows the customer to schedule their inspections when it is convenient for them to 
schedule it, as opposed to being interrupted by a phone call from your office during the day.  
 



   
 

 
 



Customer Portal has Been Introduced (Beta) 
 
A new Customer Portal feature has been added to the system that will allow your customer to 
access their account and perform various functions, such as viewing their history, viewing their 
equipment, pay their bills online, schedule a service call, view their inspection schedule and 
schedule an upcoming inspection and request a quote.  This feature gives you the option to include 
or exclude any of the features from the Customer Portal.  Imagine how convenient it will be for 
your customers to schedule a service call online at any hour of the day, pay their bills online, view 
their history, schedule their inspection, etc. without ever having to pick up the phone.  The 
Customer Portal can be accessed from a regular computer or from a Smart Device such as an Apple 
or Android phone. 
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