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The Billing Process 
 
CurrentTrack® works well with any outside accounting program. It maintains the financial data necessary to 
manage a job over the course of its Critical Path (e.g. Purchase Orders, Time Sheets, etc.) while your 
accounting program maintains your General Ledger, Accounts Receivable (A/R) and Accounts Payable (A/P) – 
information your accountant needs at tax time. 
 
CurrentTrack enables you to extract financial data in an organized, easy-to-use format so it can be entered 
into your accounting program. This training document will guide you through two billing types – Work in 
progress and final. 
 
 
Work In Progress Billing 
 
Up to this point, employees have recorded time, out-of-pocket expenses and media costs in CurrentTrack. 
This information is automatically displayed in the [job] Financial Report (Figures 1-2). 
 

 
Figure 1 
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Figure 2 

 
Output the Printer Friendly version of the [job] Financial Report by clicking on the printer icon (Figure 3). 
Review the figures with the Account Executive (AE) to determine what should be billed. Once you’ve arrived 
at a figure, determine which of the lines should be transferred to your accounting program. 
 

 
Figure 3 

 
The level of detail transferred to your accounting program is entirely up to you. You could enter each 
employee Work Code total, for example, or the totals found in the Time Summary section (Figure 4).  
The same is true of Expenses. Some users prefer to transfer totals as they’re submitted, while others wait 
until progress or final billing. 
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Figure 4 

 
Once you’ve transferred the figures, generate an Invoice in your accounting program and review it with the 
AE. Once approved, send the Invoice to the Client. 
 
Lastly, create a Billing Entry within CurrentTrack (Figure 5). You can create as many Entries as required over a 
job’s lifecycle. They’re automatically compiled in the job’s Billing History. 
 

 
Figure 5 
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Once you submit the Entry, its total, in addition to any other Billing Entries, will appear in the Billed Amount 
to Date field (Figure 6). By referring to the Billed Amount, the AE can quickly determine what’s been billed. 
S(he) can also determine the remaining balance by referring to the Unbilled Amount. 
 

 
Figure 6 

 
To enter additional progress bills, simply refer to the Work In Progress Report (Figure 7). Enter the date 
immediately following your last progress bill (i.e. Date From) and a Date To (e.g. today’s date)(Figure 8). Next, 
select the Client and/or Job and Media Types; click Show WIP. 
 

 
Figure 7 
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Figure 8 

 
Scroll down the Job Title column (Figure 9). Immediately to its right, you’ll see columns for Hours, WIP in Date 
Range, et. al. Click on the desired Job Title to view its date-specific Financial Report (a breakdown of the WIP 
in Date Range figure). Remember, the date-specific Report will only reflect figures recorded between the 
From and To dates entered on the previous screen. 
 

 
Figure 9 

 
Once you’ve transferred the figures into your accounting program, generate an Invoice and review it with the 
AE. Once approved, send the Invoice to the Client; create a Billing Entry (Figure 5). Repeat the WIP billing 
process as often as needed.
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Final Billing 
 
Up to this point, employees have recorded their time, out-of-pocket expenses and media costs in 
CurrentTrack. This information is automatically displayed in the Financial Report of each project (Figures 1-2). 
 

 
Figure 1 

 

 
Figure 2 
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Output the Printer Friendly version of the [job] Financial Report by clicking on the printer icon (Figure 3). 
Review the figures with the Account Executive (AE) to determine what should be billed. Once you’ve arrived 
at a figure, determine which of the lines should be transferred to your accounting program. 
 

 
Figure 3 

 
The level of detail transferred to your accounting program is entirely up to you. You could enter each 
employee Work Code total, for example, or the totals found in the Time Summary section (Figure 4).  
The same is true of Expenses. Some users prefer to transfer totals as they’re submitted, while others wait 
until progress or final billing. 
 

 
Figure 4 

 
Generate an Invoice in your accounting program, once you’ve transferred the figures, and review it with the 
AE. Once approved, send the Invoice to the Client; create a Billing Entry (Figure 5). 
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Figure 5 

 
Once you submit your Entry, its total, in addition to any other previously filed Entries, will be reflected in the 
Billed Amount to Date field of the job’s Financial Report (Figure 6). 
 

 
Figure 6 

 
Once you’ve completed final billing steps, the job may be archived. Change the job’s Status to Sleeping  
(Figure 7) and click Edit This Job. All records associated with the job (e.g. Change Orders, Billing Entries, etc.) 
will be moved to the Client’s Sleeping Job Folders (Figure 8). 
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Figure 7 

 

 
Figure 8 

 
You can see how easily CurrentTrack® works with an outside accounting program. By enabling you to 
transfer the information in CurrentTrack, at a level of detail with which you’re most comfortable, you retain 
tighter control over your agency’s financial data. 
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