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Terminology

• Advanced Billing = invoices sent to customers ahead of when work is done/media runs; 

will have no # or letter, the “ADV” & # is added after it’s approved by you

• Revenue Recognition = invoices NOT sent to customers so we can better sync when 

work happens/media costs come in; will have a # and a letter

• Regular Invoices = invoices sent to customers that are for recurring, one-off and all other 

work being completed; will just have a #

• Billing Schedules = triggers and provides the right detailed info. for the advance bills, 

revenue recognition and recurring invoices to be available for the Finance team to invoice

• Project Invoice History = best place in WMJ to find a history of what all has been invoiced 

for a specific project

• Billing Status = this is another trigger for invoices to be available for the Finance team



Advanced Billing

• Why do we do it? Helps ensure 

we’ve received customers’ money 

before we do a significant amount of 

work or we have to pay vendors for 

outside costs

• Currently 12 customers are set up 

with advanced bills

• Tracked via WMJ and advanced 

reconciliation spreadsheet

• Invoice example (shown at right) –

has ADV-# and any other notes for 

team/customer



Revenue Recognition
• Why do we do it? Gives us a better 

picture of when work is happening in 

the agency each month, better aligns 

revenue when outside costs will hit 

and helps with resourcing decisions

• Tracked via WMJ and advanced 

reconciliation spreadsheet to ensure 

revenue is applied against advance 

invoice already sent to customer

• Invoice example (shown at right) –

has a # and letter and notes 

referencing it’s an internal invoice 

only & should not go to the customer



Regular Invoices

• Why do we do it? These are for 

work where a straightforward 

invoice is best for both the 

customer and the agency

• Tracked via WMJ

• Invoice example (shown at right) 

– has only a # and any other 

notes for team/customer



Billing Schedule

• Why do we do it? So the finance team knows which advanced, revenue recognition or 

recurring invoices need to be sent by month and the amount of the invoice; automatically 

pulls through to their WMJ billing feed

• How it benefits you? Can help with ensuring forecasts are synced with when client facing 

invoices are planning to come through for approval

• How does it happen? Susan T creates these based on media flowcharts and collaborates 

with other departments for bigger projects based on their understanding of timing

• How can you help? If you feel some of the timing for either advance invoices or revenue 

recognition should be shifted based on customer insights, please talk with her about 

making any adjustments – better to catch ahead of time vs. reject invoices that are sent by 

the finance team



Billing Schedule

• Find it by clicking 

on a project, 

going to Project 

Settings under 

Setup and then 

clicking on Billing 

Schedule 

(shown at right)



Project Invoice History

• How it benefits you? Helps provide a much more streamlined way to view all invoices 

associated with a specific project. Beneficial for customers with more detailed budget 

tracking requirements.

• Find it by clicking on a project, going to Billing and then clicking on Existing Invoices 

(image shown on next page)

- Note: if the project has both advance and revenue invoices – they will show 

separately and also provide relevant invoice details



Project Invoice History



Billing Status

• Why do we do it? So the finance team knows which invoices need to be sent by month; 

automatically pulls through to their WMJ billing feed

• How does it happen? Susan T, JoAnn or Megan would choose the correct status for 

each project so we know which invoice category it falls into

• Find it by clicking on a project, seeing Project Billing Status under Project Details (image 

shown on next page)

- Note: You’ll see a variety of status options available – the main ones we use are 

“Ready for Estimate Billing” for regular invoices; “Ready for Progress Billing” which 

is a mixture of invoice types; “Adv Billing – Recog Rev – Do Not Send to Client” for 

revenue recognition



Billing Status



Questions?

Please see Nikki, Susan G or Susan T
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