
SF Release Notes:  July 04, 2023 
Profitability Screen has been added to the Customer File 
 
A Profitability Screen has been added to the Customer File that will show you the Sales, Costs and 
Gross Profits for all posted invoices associated with a customer.  The screen will give you the 
overall profitability for each type of work that you do which includes Regular Work Orders 
(typically associated with service calls), Invoice Only Invoices (such as over the counter sales), 
Quotes, Service Agreements and Project Management Jobs and will also break down each type of 
work by the material and labor sales, discounts given, and material and labor costs.  For regular 
work orders, it will even break out your costs for Call Backs and Warranty.  The profitability will 
even show you the total number of hours associated with each type of work.  The profitability will 
be shown for the current period, prior period and all time.  By default the current period will be the 
current year and the prior period will be last year, but you can change the period dates customize 
the timeframe for your needs.  The profitability for a customer can also be printed, which will give 
you all of the information in a printed format. 
 

 

 



 
 
 

Customer File – Inactive Service Agreements will be hidden by default 
 
When you view the Service Agreement Tab in the Customer File, expired agreements will be 
hidden by default, but can be viewed again by changing the Hide Inactive slider. 
 

  
 
 

 
 
 



Customer File – Hyperlink to the Customer Detail Center has been 
added to the View Customer Screen 
 
When you use the “View” option from the Customer Listing, you now have the option to drill 
directly into the Customer Center without having to exit back to the Customer List.   
 

 
 
 

 
 
 

 
 



Dispatch Board – When changing Dispatch Status to Incomplete, you 
can record a reason the dispatch is incomplete 
 
When you change the Dispatch Status to Incomplete on the Dispatch Board, you will now be 
prompted with a reason that the call is incomplete.  If you enter a reason, there will be an “Alert” 
symbol on the Dispatch Card showing you there is an Incomplete Alert associated with the 
Dispatch Status.  Clicking on the Dispatch Status again will display the “Incomplete Reason”. 
 
In addition to the Alert showing on the Dispatch Card, there is also a new Tab for Alerts in the 
bottom section of the dispatch board when the Work Order Search is open that will list all of the 
records with an active alert.  Once the Incomplete Alert has been acknowledged and/or addressed, 
the Alert can be removed so that it no longer shows in the list or on the Dispatch Card. 
 

   



 
 
 

 
 



 
 
 

 
 
 

   
 



Dispatch Board – If the invoice is status is set to “Bill from Office”, the 
completed check mark will be blue 
 
If you have an invoice that is set to “Bill from Office”, the check mark indicating that the Dispatch 
Status is completed will now be blue.  This will allow you to quickly identify any Work Orders that 
need to have the invoice completed and sent from the office. 
 

 
 
 

Work Order – The End Date and Time will appear in red if the End Date 
is different than the Start Date 
 
If the End Date is different than the Start Date in the Timesheet tab, the date and time will appear in 
Red to bring attention that the dates are different.  This can happen if a technician forgets to change 
their status to “Completed” when they finished working on a call the prior day and dispatch 
themselves to a new call the next day.  In that case, the system will automatically enter the current 
date and time as their end date and time on their prior call. 
 

 



Invoice – Review Status feature has been added to the Change Status 
Screen 
 
A new feature has been added to the Change Status screen that will allow you to mark an invoice as 
needing to be reviewed before it can be posted to Accounting.  This will allow someone in the 
office to complete the invoice and get it ready to be posted, but not allow it to be posted until the 
invoice has been reviewed and released.  The Review statuses are as follows: 
 

• N/A – Not Applicable – This will be the default status on all invoices and indicates 
that it does not need to be reviewed prior to Posting to Accounting. 

• Needs Review – This status indicates that the invoice needs to be reviewed and will 
not allow it to be posted to accounting when it is in this status. 

• Hold – This indicates that the invoice has been put on “Hold” and will not allow it to 
be posted to accounting when it is in this status.  If this status is selected, you will 
have the option to enter the reason it is on hold, which will write the reason to the 
Timeline.  

• Reviewed – This status indicates that the invoice has been reviewed and can be 
posted to accounting as long as all other posting requirements have been met. 

 

 
 



Invoice Listing – A new “Review Status” tab has been added to the 
Invoice Listing 
 
A new tab has been added to the Invoice Listing called “Review Status”.  This tab will show any 
invoices in a “Completed” status that have a Review Status of ‘Needs Review’, ‘Hold’ or 
‘Reviewed’.  Once a ‘Reviewed’ invoice has been posted to Accounting, it will no longer be 
displayed in the list.  NOTE – You can use the Advanced Filters to filter by a specific Review 
Status. 
 

 
 

Invoice Listing – The “Review Status” has been added to the Advanced 
Filter 
 
The “Review Status” has been added to the Invoice Advanced Filter.  This will allow you to filter 
the invoices by a specific review status.  If you select the “Lock Filter” option, the filter will stay 
active when leaving and returning to the Invoice Listing. 
 

 



Invoice – Ability to Not Send “Work Completed” notification when 
changing Invoice Status from the office 
 
A new slider has been added to the Change status screen that will allow you to NOT send the 
“Work Completed” notification if you so desire.  At the bottom of the Change Status screen is a 
slider called “Send Default Notifications”.  If you set it to “No”, the Work Completed notification 
will not be sent.  NOTE – The “Work Completed” notification can be found in the Communication 
Templates. 
 

 



Payments – Note field has been added to Payments 
 
When adding a Payment to an invoice, a new Notes Field has been added so that you can record 
information about the payment.  For example, if you receive a check with a different name than the 
vendor, or if the invoice was paid from a credit company, etc., you can record notes about it for 
future reference.  The notes will appear in the Payment screen associated with the particular 
payment. 
 
 

 
 
 

 
 



Purchase Orders – Ability to add attachments has been added 
 
The ability to add attachments to a Purchase Orders has been added to ServiceFactor.  The PO 
Attachments will be located at the bottom of the item listing on the PO. 
 
To add an attachment, enter a description and choose the attachement by clicking the paper clip 
icon.  
 
 

 
 



Purchase Orders – Search Field will now include the Vendor Name 
 
In addtion to the Purchase Order Number column, the PO Search field will also search the Vendor 
Name column. 
 
 

 
 
 

Purchase Orders – Advanced Filters have been added 
 
Advanced Filters have been added to the Purchase Orders that will allow you to filter by PO Type, 
PO Dates, PO Delivery Dates, PO Status and Vendor Invoice Number.  It will also allow you to 
“Lock the Filter” so that the selection set will not be reset when leaving and re-entering the PO 
Menu Option. 
 

 



Purchase Orders – Clicking the Billed to Date amount will list the 
Invoices Associated with the PO and allow you to view the Vendor Bill 
 
You can now click on the Billed to Date value and view any invoices associated with the Purchase 
Order.  If you click on an Invoice Number, you can view the Vendor Bill.  
 

 
 
 

 
 



Project Management – New column has been added to the Job Invoice 
for the current billing amount 
 
A new option has been added to Project Mangement Invoices (Job Invoices) that will allow you to 
display the break down of the current value due for each schedule of value.  Prior to this release, the 
schedule of value would show the total amount being billed for each line item and the invoice total 
at the bottom would display the amount due for the current invoice.  Now you can show the “$ Net 
this Invoice” on each line item. 
 

 
 

 



Project Mangement – Retainage Text and Column will be suppressed on 
Printed/Emailed Job Invoices if Retainage is not being withheld on the 
job 
 
If you print or email a Project Management Job Invoice, the Retainage column and Retainage line 
in the totals section will be suppressed if Retainage has not been withheld on the job.  This should 
eliminate unneccesry questions about retainage from recipients of Job Invoices. 
 

 
 
 

 



Service Agreements – Ability to clear the original PO Number on a 
Renewed Service Agreement 
 
A new check box has been added to the Service Agreement screen that will allow the system to 
clear the Purchase Order Number upon renewal.  Prior to this release, the system would maintain 
the same PO # upon renewal.  This will give you the option to re-use the same PO# or clear it upon 
renewal. 
 

 
 
 
 

Communication Template – The “Payment Link” insert code has been 
added to S/A Invoice and Offie Invoice templates 
 
The “Payment Link” insert code has been added to both the Service Agreement Invoice and Office 
Invoice Templates.  The “Payment Link” will still automatically print (if applicable) at the bottom 
of the S/A Invoice and Office Invoices, but this will allow you to add the link anywhere you want in 
the Email Template.  For example, If you have a lot of text in your S/A Invoice and Office Invoice 
Templates, some customers may not scroll to the bottom of the Email to see that there is a link to 
click on.  By adding the Payment Link insert code at or near the top of the invoice, it should 
increase the online payment usage, cutting down on phone calls and improving collection times. 
 



Dashboard – Graph in the Service Agreement section can now scroll 
 
The Graph in the Service Agreement section will now scroll if you have more Service Agreements 
than will fit in the designated space.  Prior to this all of the lines would be displayed, but the text to 
the left of the bar graph would not line up properly if you have many agreements. 
 
Helpful Tip – You can click on any of the bars to see the details of which service agreements make 
up the totals.  
 

 
 

 
 
 



Reports – Review Status Report 
 
A new “Review Status Report” has been added to the Work Order Reports under the Accounting 
heading.  The Review Status Report produces a list of any invoices that are in a "Completed" status 
and will list the "Review Status" of the particular invoice. Review statuses are assigned in the 
Change Status option in the Invoice Screen. By default, all Invoices will have a status of 'N/A - Not 
Applicable', but can be changed to 'Needs Review', 'Hold', or 'Reviewed'. Only invoices in a 'N/A - 
Not Applicable' or 'Reviewed' status can be posted to Accounting. If an invoice is in an 'Assigned' 
or 'Posted' status, it will not appear on this report. 
 

 
 

 
 
 

Reports – Payment Note field has been added to the COD Payment 
report 
 
The new ‘Notes’ field has been added to the COD Payment Report if you choos to show the 
payment detail. 
 

 



ServiceFactor Mobile – The contact name will now be displayed with the 
phone numbers and email addresses 
 
When you tap the ‘Call’, ‘Text’ or ‘Email’ buttons on the Work Order Details screen, the contact 
name associated with the phone numbers and email addresses will be displayed below the 
appropriate phone number, SMS (text) number or email address.  This will make it easier to know 
what phone number to use or email address to use when there are more than one. 
 

  



ServiceFactor Mobile – Work Order History Summary 
 
A new Work Order History Summary field has been added to SF Mobile that will allow the 
technician to enter a brief description of the work that was performed.  The WO History Summary 
field will automatically popup when the technician is finished entering items on the Work Order 
and taps the “View Invoice” button.  The WO History Summary is for internal use only and will not 
appear on the invoice.  If the technician wants to edit the WO History Summary after they have 
entered it, they can do so from the “Print Options” screen.  The WO History Summary will appear 
in the History Screens in both the Office version and Mobile version of ServiceFactor. 
 
NOTE – If you do not want the WO History Summary Screen to automatically appear when 
tapping the View Invoice button, you can disable the feature per employee in the Employee File. 
 

  
 



SFServiceFactor Mobile – WO History Summary from prior Work Orders 
can be viewed in the History Screen 
 
The WO History Summary will appear on SF Mobile History screen.  The description will appear 
without having to expand the history to view the summary. 
 

 



 

ServiceFactor Mobile – You can now enter a reason that a call has been 
marked incomplete 
 
When you change the dispatch status to Incomplete in SF Mobile, you will be prompted to enter the 
reason that you marked the call Incomplete.  This will enter an alert on the dispatch card and can be 
viewed in the office as to why the call was marked incomplete. 
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