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BILLING PLANS 

 

A Billing plan needs to be added to each monthly phase. As you can see in the snippet of the plan 

below the value of the plan is split between phase types. Agency Fee, Bought In, Data, Media & 

Telemarketing.  

If we were building March into Synergist, our phases would look like this: 

 

This means that the nominal codes will be correct for Agresso. Invoices to the client (planned value 

column in Synergist) are rolled up and invoiced at phase level.  

In the picture below you would total all the values the Mar- 23 this shows £53,427.00 needs to be 

invoiced to the client in the month March.   

 



All revenue recognition invoices (recognise tab) are invoiced at stage level. 

 

 

 

 

 

 

 

Below is a snippet of the March Agency Fee phase. We want to ensure both our planned value & 

recognise totals at the bottom match, otherwise the month end Rev Rec report will not balance at 

the end of the campaign.  



 

 

 

 

 

 

Purch & Exp  



 

When we have an expense to raise against a job (A cost to a supplier). We will need to ensure we are 

raising the cost against the correct phase. This will show us which revenue the cost is going against. 

For example: If we have a Telemarking cost £4100.91 to raise for 4M for Marh.  

We would go into our March Telemarking phase. We can see from the billing plan we have already 

planned in a cost £4511 to cover the cost to supplier. This is accounting the mark up. 

 

We can then go to our Purch & Exp tab to raise a PO. We enter the cost amount under the actual 

costs. (The estimated column is what we estimated the cost to be).  

We can then raise the PO in our accounting system Agresso, the PO will be produced, approved and 

sent to the supplier. Upon raising the PO we will get ref number (requisition number). This is then 

added the PO we have raised in Synergist under Their Ref. This way we can keep tack of the POs we 

have raised in both systems. We can know click ‘approve this purchase’ to complete this task. 

 

 



Converting an Opportunity to a Live job. 

After we complete an opportunity, we need a contract in place before we can make the job live in 

Synergist. When we are ready to convert a job live we can do this by selecting Live from the drop 

down menu.  

 

We will then get the following message:  

 

 

We select no. This will ensure all the dates we have built in phases stay the same. 

All we have left to do is adjust the Gant chart at phase level so each stage in the correct month. This 

will help with the client services capacity reporting. 

At job level go to phases, click onto Gantt. We can now move each stage to make sure it is sat under 

the correct month. 



 

 

 The job build is now complete, you now can go back to the teams and check their rev rec is sat in 

the correct month.  

 


