
SF Release Notes:  August 28, 2024 
New Change Ownership Procedure 
 
You now have the ability to easily Change the Ownership of a customer in ServiceFactor.  
Changing ownership will create a new customer record, move the equipment from the original 
customer to the new customer, add the history from the original customer to the “Imported History” 
tab of the new customer and will inactivate the original customer in ServiceFactor.  This feature 
will allow you to maintain the history with the original customer and if the original customer still 
owes you money, it will maintain the open invoices with the original customer in both 
ServiceFactor and QuickBooks.  Any equipment from the original customer will now be associated 
with the new customer. 
 
NOTE – In order to change ownership, all work orders, invoices, quotes and jobs will need to be 
completed and/or posted or voided.  In addition, any active service agreements for the original 
customer will need to be inactivated. 
 
NOTE 2 – The Change Ownership feature is typically used when a location is sold to a new owner.  
Some examples would be if a homeowner sells their house and you are now going to do work for 
the new home owner, or a restaurant is sold to a completely new owner, for whom you will now do 
work, etc.  Change Ownership is different than making a customer a “Sub Customer of” another 
customer.  A “Sub Customer of” is typically used when one customer owns multiple sites, such as 
rentals, multiple franchise locations, etc. 
 
NOTE 3 – Once the Change Ownership process has been completed, you will no longer be able to 
add work orders, quotes, service agreements, jobs, equipment or invoices to the original owner.  
However, you will be able view history, view past jobs, view prior quotes, view prior work orders 
and apply payments to any open invoices for the original owner. 
 

 
 
 



 
 
 

 
 



 
 
 
 

 
 
 

 
 
 



 
 
 

 
 
 

Online Bill Pay will now give instructions to place a check mark next to 
each invoice you would like to pay 
 
Users will now be prompted to place a check mark next to the Invoices they would like to pay when 
using the online bill pay feature.  This should help eliminate confusion that some users experienced. 

 



Enhanced Email Tracking 
 
A new feature has been added that will allow you to view emails sent from ServiceFactor in an 
overview screen.  In addition to the history of when and to whom emails were sent, rejected emails 
will be listed in a separate tab, so that they can be addressed.  The email history and rejected emails 
will be displayed in the overview screen for 30 days.  
 
 

 
 

 
 

 
 



Invoices, Quotes, Purchase Orders, etc. – Ability to change the ‘Theme 
Color’ has been implemented 
 
You now have the ability to change the “Theme Color” of Invoices, Quotes, Purchase Orders, etc. 
from the original blue default to a different color.  This will be beneficial if your company logo 
colors clash with the blue default.  To change the default color, click the “Invoice and Quote Theme 
Color” block in the Master Settings and choose a color. 
 

 
 
 

 



Purchase Orders – You can now enter a “Custom Ship To” address on 
Purchase Orders 
 
A new ‘Custom Address’ option has been added to the ‘Ship to’ dropdown on Purchase Orders.  If 

you choose the ‘Custom Address’ option, you can click the address icon to enter a custom 
address.  This will use the Custom Address you enter on the printed or emailed Purchase Order. 
 
NOTE – The custom address can be up to 4 lines and will print in the ‘Ship To’ section of the 
purchase order. 
 

 
 
 



 
 

 
 
 



Service Agreements – New filters added to the Service Agreement 
Listing screen 
 
The ‘Zip Code’ was added to the default Service Agreement listing search box and the ‘Zone’ was 
added to the Advanced Filters.   This will be beneficial when trying to review and schedule Missed 
Inspections. 
 

 
 
 

 
 
 
 



 

SF Mobile – You can now select additional forms on a Work Order 
 
In SF Mobile, you can now select additional Forms that might be pertinent to a Work Order, as 
opposed to only being able to use the default work order and/or equipment form.  Prior to this 
release, you could only have one ‘Work Order’ form (the default form associated with the Problem 
Code) and one ‘Equipment Form’ (the default form associated with an Equipment Type).  By 
default, the work order will only list forms associated with the Problem Code or the Equipment 
selected, but you can add additional forms to be filled out if applicable.  This will be helpful when 
working for a particular customer that might have several specific forms that they need completed. 
 
NOTE – Additional Work Orders will appear in the Attachments section of the Work Order 
timeline screen. 
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