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This document describes Heritage Village Masters Association (HVMA) Servicom to AUC Transfer Processing. The process 

will transfer the Servicom data to AUC, and email reports to members of the SERVICOM email distribution list. The 

transaction records will be accessible on the Miscellaneous Billing Query and Customer Maintenance screens. Once the 

data transfer is complete and the email is received, the amounts for the Servicom invoices will be available on statements. 
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1 Initiate Transfer from Servicom 
To initiate the transfer from Servicom to pull the data into the AUC Miscellaneous Billing module, open the Servicom 
application to the Batch summary screen. 

  

Figure 1 Initiate the invoices transfer from Servicom 

Click on the [Transfer] Button. 

 

 
ADMINS worked with the local IT staff to set up the directory 
where the invoices would be sent. The directory is f:\Servicom, 
available from the Servicom software and the AUC server. 
 

Figure 2 The Servicom / Peachtree Link will display a popup stating that the Invoice Export is complete 
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2 Scheduled Task Uploads Available Files 
A scheduled task runs every ten minutes from 7:30 am to 6:30 pm Monday through Friday to upload the sales.txt file into a 
Work-in-Progress (WIP) file and assign a batch number. The AUC server will check the transfer directory to see if new 
transactions are available for import into AUC. If a transfer is initiated over a weekend, it will be processed first thing on 
Monday morning. Do not initiate another transfer until you receive the email saying the first one has been processed. 

2.1 Email Received 

A report listing the Servicom Invoices will be attached to the email. 
 

 
 

 

When transactions are found, the process will pull the 
transactions into AUC and send an email notifying 
members of the SERVICOM distribution list that the new 
invoices were uploaded. 
 

Figure 3 Email notice that the Invoices were uploaded – now they are ready for review 

3 Error Checking the Upload File 
When the file from SERVICOM is 

loaded it checks if: 

1. The Bill Date is in the current 

month,  

2. The DOC # from SERVICOM has 

already been loaded in AUC (is it 

a duplicate?) 

During the scheduled task that loads 

the file from SERVICOM it will check 

both errors above and if there are 

any duplicate Document #s it will 

issue a separate report showing the 

Invoice information from AUC. 

The error conditions are described in 

section 3.1.1 below. 

If there are no duplicates in the upload this duplicate report will not be 

generated therefore will not be included in the email. 

Report 1 will always be included in the email as it is a list of all uploaded 

transactions. If there are any errors, they will be displayed on this 

report. 

Report 2 will only be included in the email if there is a duplicate 

Document # in the upload file. This example shows both reports are in 

the attachment.

 

Figure 4 Sample e-mail from Servicom 
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1. Transfer Doc# - is the 

document number  in 

the Upload file 

2. Everything listed under 

“Duplicate Document# 

Invoices found” will list 

the actual invoice that 

already exists in AUC; 

investigate and 

determine if the 

duplicate should be 

processed or not. 

 
Figure 5 Sample of the duplicate Document report  

3.1.1 Sample of Attached SERVICOM Transfer Interface Report 

The same report will be 
issued for error-free batches 
and batches with errors.  
 
This example shows an error 
on one of the lines, which 
must be corrected before the 
entire batch can be posted.  
 
The assigned Batch number is 
in the upper left corner, and 
the error and associated error 
message are highlighted. 

 

 
 

Once this email is received – review the SERVICOM Transfer Interface Report to: 

− Check that the total matches the transfer report issued by SERVICOM, and,  

− Check for and fix errors which must be corrected before the batch can be selected for processing. 

 

4 Review SERVICOM Transfer Batches Screen to Correct Errors 
If there are errors found, they will be marked with one of the Error numbers shown below. Each is described in the 

following sections. The screen displays the error number (1-5, described below) in the error column to make it easy to find 

any transactions that need to be adjusted. Records without an error number have a valid bill date. To review the errors, 

from the menu, select: 
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Misc Billing  Billing  Review SERVICOM Transfer Batches 

 

 
See section 5 for Upload File error detail. 
 

4.1 Correcting Errors in the Review Screen  

 
Figure 6 Cannot select records within a batch if there are any errors on any records in the batch 

To correct errors, there are some options:  

1. The Bill Date can be changed on this screen if outside current month. 

2. The Revenue account can be updated on this screen if the wrong account was in SERVICOM.  

3. Create a new service type and assign it this account number. 
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As soon as the Revenue 
Account is correct on the 
screen, the 

 process 
will automatically run. The 
screen will look like this: 

 

Click on  to run the error check and view the report. 
 
If the batch is not selected (and errors have been fixed other than changing the account number on this screen, e.g., adding 

a new service type) click on the [1 Select/error check] button to select and error check the batch and click on . 
 
If errors remain, the transactions in the batch will remain unselected. Correct the remaining errors. 

4.2 Select/Error Check 

The process will recheck the batch for any errors including if the Bill Date is in the current month and for 
duplicate Document #s. If there are any errors, it will display the error report and if there are duplicate Document #s it will 
display the duplicate Document # report as shown in the sample in Figure 5. 

5 Upload File Errors Detail 
There are errors that can be shown on the reports and review screen. Directions to remedy each are provided below. 

5.1 Export from SERVICOM Missing Revenue Account (Error #1) 

The Revenue Account that should be set up in the GL Model table in SERVICOM is missing. Review the GL model table in 
SERVICOM to ensure that the Revenue Account is entered and run the export again.  

5.1.1 Review SERVICOM Transfer Batches 

After the “Transfer files from SERVICOM” process runs through the scheduled task, the batches and documents therein are 
available for review on this screen. To access the screen, from the menu, select: 
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Misc Billing  Billing  Review SERVICOM Transfer Batches 

 

 

 

Review any errors and fix them 
(change incorrect account numbers 
directly on this screen). These are 
some error conditions that will be 
reported: 
 

• Missing revenue account 

• Invalid Revenue account 

• No Service Type was found that 
uses the revenue account 

Figure 7 The Review SERVICOM Transfer Batches screen 

In the example above, a batch is shown with many transactions, and there is a single error identified in the error column. 
No transactions within this batch can be selected for posting until all the transactions in the batch are error-free. 
 
The review screen allows corrections to the account number. When making corrections using a new account number, the 
system will check for the following: 
 

• User has account security for the account 

• Must be a posting account 

• The account must be active 
 

If a new account is entered and accepted on the screen, the system will automatically run a . 

5.2 Revenue Account is not valid in GL Chart for Current FY (Error #2) 

The Revenue Account exported in the SERVICOM file is not a valid account in the AUC GL Chart of Accounts for the fiscal 
year. Make sure the Revenue Account exists in the Current Fiscal Year Chart of account, and the account is Active. Contact 
(Tina or Regina in) the Finance Office and ask them to check the account. To access the chart of accounts, from the menu, 
select: 

Ledgers  Account Maintenance  Chart of Accounts 

 

5.3 No Service Type Found Using the Revenue Account (Error #3) 

This may be the most common type of error. This error means that the GL Model has been updated in SERVICOM with a 
Revenue Account, but the Service Type associated with that revenue account in AUC Misc Billing is not set up in the 
Service Type table, or the account number used in SERVICOM GL Model Table is the wrong account.  
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Verify with (Tina or Regina in) the Finance office that the account number exported from SERVICOM was the correct 
account number. If it is incorrect, check first if the account that should be used has already been assigned to a code in the 
Service Type Table. Check what accounts have been assigned a code by going to the:  

Misc Billing  Tables  Service Type 

Click  to display 
this prompt. Run the 
edit list as shown for 
the current bill year. 
Select the  
 Accounts Only radio 
button and  PDF; click 

on . 
 

 

Review the report and 
check if the (line 2) 
Revenue Account has 
the account number 
that should be used. 
  

5.3.1 Account Number Already Assigned to a Code in AUC Service Type Table  

After verifying that the Revenue account that should be assigned to the Invoice has already been assigned a code in AUC, 
update the incorrect Account number in the export with the correct account number. To update the account number in the 
export, from the menu, select: 

Misc Billing  Billing  Review SERVICOM Transfer Batches 

Go to the Invoice with 
the incorrect account 
number and enter the 
correct account number 
in the Revenue Account 
Column. 

 

Then click the  button to verify all errors have been corrected before Posting the Transfer. Make sure 
that the GL Model Table in SERVICOM has been updated to the use the correct Revenue Account. 

5.3.2 Account Number not Assigned; New Service Type Needed  

To set up a new Service Type, see the instructions in Section 8 below.  
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5.4 Bill Date Outside Current Month (Error #4) 

The Bill Date imported from SERVICOM is outside the current month. If today’s date is 2-September-2023 and the Bill date 
is 31-August-2023, the Bill Date is outside the current month. All invoices from SERVICOM must be posted to the current 
month. To update the bill date on the SERVICOM Transfer Batches review screen, from the menu, select: 

Misc Billing  Billing  Review SERVICOM Transfer Batches  

To update the Bill Date, 
click in the Bill Date 
column and update the 
Bill Date to a date 
within the current 
month. 

 

5.5 Duplicate Document # (Error #5) 

The SERVICOM export does not distinguish between a new invoice and a modified invoice. Users should not modify an 
existing invoice once it has been “posted” or exported to AUC. If it does happen, and this is really a duplicate invoice, 
uncheck this invoice from the transfer process so that it does not create a duplicate invoice in AUC.  

Misc. Billing  Billing  Review SERVICOM Transfer Batches  

The duplicate report 

provides information 

to investigate if this 

duplicate should be 

processed or not. 

 

 

The error code (5) 

indicates which 

transactions are 

duplicates. If the 

transactions must be 

processed –do not do 

anything, if the SEL 

column is checked it 

will generate an 

invoice in AUC. 
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If the transactions 

should NOT be 

processed – Uncheck 

the Sel  on the 

duplicate Document # 

invoice before clicking 

Post Transfer; the 

transactions will not 

be transferred into 

AUC. 

 

6 Post the SERVICOM Transfers to AUC 
Once the batch(es) have been selected, click [Post Transfer] to create invoices in MB and create GL Transactions. (The 
transactions will be “closed out” of the Misc Billing module and moved to the General Ledger unposted file.) 

6.1.1 If No Transactions are Ready for Posting 

 

If this happens, click on 

, correct 
errors, run the error 
check (if the system 
does not automatically 
run it) and then try 
again. 
 

Figure 8 Trying to Post Transfers when no transactions are selected 



 

ADMINS Unified Community MB–625 HVMA Servicom to AUC Processing 

HVMA – Miscellaneous Billing 1 December 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 21 

6.1.2 If At Least One Transaction is Ready for Posting 

 

Click on ; the 
transactions will be 
posted to their 
respective customer 
accounts and GL 
transactions will be 
created for Finance to 
review and post. 
 

Figure 9 Posting the Transfer Batch when there are transactions selected 

 

6.1.2.1 Servicom GL Posting Report 

 

Figure 10 Servicom Transfer GL Posting Report 
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6.1.2.2 Servicom Transfer Interface List of Invoices & Work Orders 

 
Figure 11 Servicom Transfer Interface report of Invoices and work orders 

The Transfer Interface report provides a list of the invoices and work orders that will now appear on the customer records 
using the Customer Query or Customer Maintenance screen. 

6.1.3 Verify the Data on the Customer Record 

To verify the data is visible on the customer record, from the menu, select:  

Misc Billing  Queries  Transactions 

 
Figure 12 The Bill History tab showing the SERVICOM transaction 
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6.1.3.1 The SERVICOM Charges on the Statement 
Once the posting is complete, the charges are available on the Customer Statement: 

 

Figure 13 SERVICOM Charges on the Customer Statement 

7 Finance Posts to the GL 
The GL Posting Report provides an audit trail of the overall amounts posted to the various GL revenue accounts in the 
unposted file. Finance will review the report and post the transactions to the general ledger.  

 

Figure 14 The Servicom transactions on the GL Transaction History screen 
 
After posting to the GL, they are available in the transaction history query screen as shown in Figure 14. 
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8 Set Up a New Service Type 
Misc. Billing  Tables  Service Type 

 
 

At the top of the service type screen are three editable fields. To access the Servicom 
Service Type for 2023, type:  

• current Bill Year, e.g., “2023” 

• Bill Type “95” 

• Program “SERVICOM” 

 

 
 
To Add a new Service Type, 

click the  button:  
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This system will display this pop-up:  

 

 

Enter the current bill year and enter the Program Type 
“SERVICOM” (or select it from the lookup). 
In the Enter Service Type, enter up to 12 characters as a code 
to identify the new SERVICOM bill type you are setting up. 
E.g., ELEC-LABOR for Electric Labor costs. “PEST–LABOR” is 
used in the example.  

 

Click ; the new Service Type “PEST-LABOR” will be 
displayed at the top of the screen.  

 

 

8.1 Set up the Accounting 

To set up the Accounting for this new Service Type, click on the [Accounting] Tab: 

 
 
 

Enter a full description of the 
new Service type and check the 
Include in Refunds  checkbox 
(to allow refunding from this type 
if it is overpaid.) 
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These are the 4 accounts that need to be set up for each service type. 

Account Type Description Value 

Cash Cash Account  01-000-1000-1001-000 

Revenue This is the account into which the revenue should be 
received. This must match the revenue account set up 
in SERVICOM 

01-405-3000-3013-000  
While the image uses 01-405-3000-
3013-000, this is only an example. 

Deferred Revenue Enter the same account here as was used for the 
Revenue account 

01-405-3000-3013-000 

Accounts Receivable Account Receivable account 01-000-1000-1100-000 

 
 

When entering the Revenue Account, if the account is already 
in use on another code, the system pops up an error:  

 

 

It means that the revenue account has already been 
used on another SERVICOM code and cannot be 
used again. The highlighted text shows the name of 
the code using the specified revenue account. Enter 
a different revenue account. If no errors are 
displayed, then the service type has been set up 
correctly. 

9 Making Corrections to Customers or Invoices 
Occasionally an error will be made resulting in a Servicom invoice being issued to the wrong customer. 

9.1 Incorrect Invoice Not Yet Transferred to AUC 

If the invoice with the error has not yet been transferred to AUC, cancel the original invoice in Servicom and issue a new 
one in Servicom. Only the new invoice will be transferred to AUC. 
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9.2 Incorrect Invoice has been Transferred to AUC 

If the incorrect invoice was transferred to AUC, cancel the original invoice in Servicom and issue a correct invoice in 
Servicom to the correct customer. 
 
A supervisor will issue a credit slip to Betsy. Betsy will process an adjustment to reverse the charges from the incorrect 
invoice/bill. The new bill will come into AUC when transferred. 

Misc Billing  Queries  Customer Query  [4 Bill History] 

 

9.2.1 Processing Adjustments to Invoices 

See MB–210 Adjustments and Transfers for the full details in the Misc Billing Help Reference Library. Below is a quick guide 
for making simple adjustments. 

9.2.2 Create Adjustment Batch 

Adjustments must be entered in batches. From the menu, select: 

Misc. BillingCollections Adjustment Batch Entry. 

 

 
To create a new batch, click on Add Batch.  



 

ADMINS Unified Community MB–625 HVMA Servicom to AUC Processing 

HVMA – Miscellaneous Billing 1 December 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 18 of 21 

 

 
Since HVMA allows B (Both), enter either an alphanumeric batch designator or leave the field blank for a system-assigned 
number. ADMINS recommends allowing the system to assign the number. The Adjustment Batch screen will look like this: 

9.2.3 Misc Bill Adjustment Batch Screen Entry 

 

1. Enter a Deposit Date. 

2. Enter the amount of the payment or the 

charge (to be reversed as a negative 

number). 

3. Click on the [3 Enter Adjust] button and 

select Adjustment Entry from the drop-

down list. 

 

9.2.4 Adjustment Entry Screen – Select the Customer # & Transaction Code 

1. Click on the [8 Add by Cust #] button; use the [Find] or [Search] button to filter the selection. 

2. The system presents the Bills by Customer # number lookup; select and click on . 

3. The system immediately displays the list of Transaction Codes. Select ADJ for Adjustment and click on . 
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9.2.5 Make & Accept the Adjustments & Return to the Batch Screen 
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9.2.6 Adjustment Batch Screen after data entry is complete 

Click on the button to move the batch into a status to be posted. 

 

The system will produce a submission report, and the  [6 Post Batch] button will be available (before this it was 
grayed out and could not be used.) 

9.2.7 Post the Batch 

 

 
The posting report will be displayed on the screen. 
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Click on the  button.  

The adjustment is complete and 
will show up on the Customer 
Query screen. 

 

9.2.8 Bill Query Screen after Adjustment 

To verify the data is visible on the customer screen, from the menu, select:  

Misc Billing  Queries  Customer Query  [4 Bill History] 

 

Figure 15 The bill shows the adjustments 

9.2.9 Finance Posts the Adjustment Batch 

 


