
New WIP Approval Workflow Process 
Initiating the approval process at quarter end 
 

1) Finance – Navigate to Billing -> WIP, enter the ‘WIP date as at’ and Press ‘Send for Approval’ 

 

2) Finance – Select the clients you wish to send for approval – this will default to all clients 

selected. 

 

3) Click Save icon to send it. 

Approving WIP (Client Administrators & Client Directors) 
 

1) Administrators and Client Directors will receive a notification that WIP requires their 

approval. 

 

2) Approver – click on Billing -> My Approvals. 

 

 

 

 



3) This screen will show the Approver all items where it is their turn to approve them, for 

clarification the Client Director will not see any entries until the Client Administrator has 

actioned them. Finance can see an overview of all Approvals and who has not yet approved 

a client. 

 

4) Approver – click ‘View WIP’ 

 

To Change the approval status of a fee click this Icon: 

 

This will bring up these options: 

 

If you would like to Write-off the fee, click write-off, to charge the fee press ‘Approve’ if you would 

like to leave the fee for the next billing run press pending. For example, ‘Accounts prep’. 

 

 

 

 

Approving time charges 



 

Click the blue hyperlink underneath the authorised time – pending approval: 

 

 

This will list all time charges that are awaiting invoicing, each item must be Approved, Written-Off or 

left Pending for the next Invoice run. If you wish to change the amount of an item, click the Pencil to 

edit it, you cannot change the units but can reduce the rate: 

 

 



 

 

Click Save when you are happy with the details. You can click Calculate if you wish to change the 

total amount charged for that entry, the rate will then be automatically calculated for you. 

 

When you have finished changing the status of time and set the status to Approved, Written-Off or 

‘Pending’, you can click ‘Confirm’. Please note the total charges are displayed at the bottom but do 

not include the additional 3% Disbursement charges that will be added by Finance. This will then 

move the process to the second approver (Client Director) or if you are the second approver this will 

move to Finance to raise the invoice. 

Raising an Invoice when WIP has been approved 
 

Finance – Navigate to Billing -> My Approvals, this will show you all WIP Approval items, you can 

filter by Status, by changing the drop down. The green ticks show which approvers have actioned the 

WIP. When it has been approved by both approvers the ‘Ready to invoice’ icon will appear and you 

can click ‘Raise invoice’ 

 

 

 

 

 



 

 

This will launch the following screen 

 

Keep all items selected and click Next 

 

This will then show you all items that have been approved or written-off as part of the invoice run. 

Click Next 



 

A summary will then be displayed of all the WIP that is going to be charged to the client, you can at 

this point click ‘Add disbursement’ to add any additional charges such as the 3% Disbursement 

charge which is manually calculated. 

Click Next 

 

If the client has been setup to automatically receive their Invoice by email, the email will appear. 

Press Approve if you are happy with the email content. Please note that the subject contains 

‘{{Invoice number}}’ this will be populated once an Invoice number has been generated. 

 

The email and PDF will then be sent to the client and the Workflow status will then change to ‘Client 

Invoiced’ 

If the client was not setup to receive the invoice automatically, the PDF version has been 

automatically saved to their documents ‘Invoices’ Workspace. 

 



 

Receipting funds when an invoice is settled 
Post a journal for the entity that has issued the invoice, to do this go to Entities -> Accounting -> 

Manual Journal. When entering a transaction, click the ‘Invoice’ icon. 

 

This will bring up a list of all Issued/ Received invoices. Pick the invoice you wish to allocate funds to, 

you can search by client reference, name or invoice number: 

 

Tab and press enter or click the desired invoice. This will then complete the journal entry for you. 

Click Add to add it to the batch. 

 

 



 

You will now need to put in a separate transaction against the opposite G/L account e.g. Bank 

Accounts – General. You can press F3 as a shortcut to invert the previous transaction. In the G/L 

account box, select the opposite account. 

When you have finished the journal, press Post Batch this will go green when everything balances. 


