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Configuring Autotask and Synthesize Billing for MRR

The Synthesize billing platform integrates with AutoTask to manage monthly license counts. (This
platform is also referred to as “Gradient.”) Once initial configuration has been completed, a series of
cards will be presented that displays the number of licenses on record in AutoTask, and compares this
number to the number of licenses on record with the license vendor. These totals can be adjusted or
approved as needed.
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These cards will only be displayed once the initial setup process has been finished, configuring
the AutoTask/Synthesize systems for this integration. There are two phases to this setup
process:

e Enter Services, and Billing Codes into AutoTask
e Map Autotask Clients and Services to their vendors through Gradient

This document will cover entering services and billing codes into AutoTask.
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Step One: Enter Contracts into AutoTask

From the Autotask Home Menu, Choose
Admin and then Features and Settings.

1.

Home ADMIN CATEGORIES
CRM Company Settings & Users
Contracts | Features & Settings |
Projects Automation
Service Desk Acﬂ%’ons
Timesheets Extesions & Integrations
Inventory COMMPNLY USED
orts
\?Ep Gettihg Started
Qutsource Resqurces (Users)

" Form Templates
Notification Templates
datto | rMM Workflow Rules
User-Defined Fields
System Settings
Client Portal Global Settings
Manage Client Portal Companies

dattoBcor

REPORTS

Reports

» how...

From the page of options presented, open the Products, Services, and Inventory category, then

select Services.

AI Products, Services, & Inventorylﬁ,

Product Categories
Set up and manage the categories and sub-categories that

organize the list of products that your company sells or supports.

Products
Set up the list of items (hardware or software) that your business
sells or supports.

Purchase Order Templates
Create templates that allow you to define the layout, style
elements and data fields on your purchase orders.

Utilities

Product Import
Import products and view the import history.

!! Up l!e service offerings that will be billed on a monthly,

quarterly or yearly basis as part of a Recurring Services Contract.

Service Bundles
Bundle individual services that are often requested together into a
single offering.

Inventory ltem Import
Import inventory products and stocked items and view the import
history.
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No services will initially be displayed. Press Search to display all current services. To register a
new service, press “New.”

Services  Service Bundles

~ Search Filters Clear Filter Values  Choose Filters

Service Name

B oo v B D impor/ ey venprcein
N

Service Name Description i i Service Level A Vendor Period Type U

Desktop Monitaring Monthly
Server Monitoring Monthly

Hosted Email

Monthly
Vebsite Hosting Monthly
Taskfire Montnly

erver SLA Support Monthly

PC SLA Support Monthly

£ Hosted Exchange Monthly

The new service window appears.

New Service + 3

B Save&Close

~ General

Hame* B sctive

Manufacturer/Service Provider

Deszription
Manufacturer/Service Provider Product Number
Catalog Number/Part Number
Ea
400
Service SKU
Inesice Description
Internal Service ID
External Service ID
Ea
1000
Service Level Agreement
Service Link [URL)
~
Vendar Name
=]
~ Billing
Unit Cast Period Type*
0.0000 v
Unit Prica® Service Cade®
0.0000 8 +

Markup %
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Here is a full list of the fields to set up a new service:

New Service

Field Description

Name* This field should be descriptive enough to ensure the

correct service is being added to the contract. Important Note:
this name must exactly match the name of the service as
presented by the vendor. If there is a mismatch in the name, the

service will not map correctly.

Active Selected by default. Clear this check box to make
the service inactive. Inactive services cannot be added to contracts
or service bundles, but existing contracts or service bundles are

not impacted.

Enter a detailed description of the entity instance, the issue with

Description
which the customer needs help, or the service that they
requested.

Invoice Description Enter the description that will appear on invoices. This description

can be modified at the contract level to add more information

(domain names, etc.).

The point of an SLA is standardization. A service level is a
performance standard that defines the time frame in which an
issue will be resolved, based on its severity and impact.

A service level agreement is a minimum set of service levels that
your company defines to meet the service needs of one or more
customers. For example, you promise your customers that critical
tickets that impact multiple contacts will be resolved within 8
business hours 90% of the time.

Service Level Agreement

You should rarely have to manually select an SLA. If they are
correctly set up, SLAs should be applied automatically.
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New Service

Field Description

If an entity is created from or associated with multiple entities
that can default in a service level agreement, the more specific
SLA is prioritized over a more general one:

1. Manual selection (or applying a form template, which
counts as manual selection)

2. SLA on the device
3. SLA on the recurring contract service or service bundle

4. SLA on the contract

This applies also to tickets created in the Client Portal.

A vendor is an organization whose primary business relationship
with your company is to provide goods and services.

Vendor Name

e Products can be associated with multiple vendors, one of
which is designated as the default vendor.

e All other entities that reference a product vendor are
associated with one specific vendor (the one from which
the item was actually purchased). The field will default to
the Product Default Vendor, but additional Product
Vendors (associated with the product) and Other
Vendors (not associated with the product) are available
from the dropdown menu.

e Services can only have one vendor. If you change the
vendor of a service, contracts that include the service will
reference the new vendor as of the next billing period.

NOTE When you associate a service with a vendor and provide a
Unit Cost, you can track profitability by vendor and report on
vendor payments.
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New Service

Field Description

Manufacturer/Service Provider | This is an optional field that you can use to track a manufacturer
or service provider, which may be different than the vendor who

supplies the service.

Manufacturer/Service Provider | This is an optional field that you can use to track a manufacturer

Product Number or service provider product number.

Catalog Number/Part Number | This is an optional field that you can use to track the catalog or

part number.

Service SKU This is an optional field that you can use to track the service SKU.

Internal Service ID This is an optional field that you can use to track an

internal service ID.

External Service ID This is an optional field that you can use to track an

external service ID.

Service Link (URL) This is an optional field that you can use to provide a link to a

website for the service. The text will appear as a hyperlink.
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Billing

Field Description

Unit Cost This field allows you to capture costs of providing a service,
such as licensing fees. Unit cost can be edited on the Recurring
Contract > Services page. You can enter up to 4 decimals.

Markup % This field appears on entities that are part of the billing
workflow. It is hidden from users who do not have permission
to view internal cost data. It indicates the difference

between Unit Cost and Unit Price as a percentage.

When you select the item name, the Markup % field is
populated but it can be edited.

Unit Price* This is the default price for the service per billing period and
unit. You can enter up to 4 decimals, but note that the Extended
Price field on quotes and invoices will be rounded to 2
decimals.

Period Type* The choices are Monthly, Quarterly, Semi-Annual, and Yearly.

When the service/bundle is assigned to a contract, the period
type will be used in conjunction with the contract period type to
determine the time interval at which the service will be billed.

« If the service/bundle has a longer billing period type than the
contract, the service/bundle will be billed in its entirety. If

the service/bundle period type is quarterly and the contract
period type is monthly, the service/bundle will be billed for the
entire quarter on the next contract billing date.
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« If the contract billing period is longer, the service/bundle will
be billed for the number of times that would have occurred
since the last billing. For example, if the service/bundle period
type is quarterly and the contract period type is semi-

annual, service will be billed twice on the next contract billing
date. The table below illustrates the combinations of monthly

and quarterly periods for services/bundles and contracts.

Monthly $10 | Monthly | $10 = $10 | $10 @ $10
Quarterly $10 Monthly = $10 - - 810
Monthly $10 | Quarterly | $30 - -1 $30
Quarterly $10 = Quarterly = $10 - - 810

Also note that if services are added to a bundle, the bundle's
period will always override the periods of the services added.

Service Code* Click the selector icon and select a Service Code.
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During the process of setting up a new service, it may become necessary to add a new service code, if a
pre-existing code is not available. To set up a new service code, take the following steps:

From the Autotask Home Menu, Choose
Admin and then Features and Settings.

Home ADMIN CATEGORIES
CRM Company Settings & Users
Contracts | Features & Settings |
Projects Automation
Service Desk Ac‘ﬂ@ﬁons
Timesheets Extefisions & Integrations
Inventory COMMPNLY USED
orts
\Pep Gettihg Started
Qutsource

Resdurces (Users)

Fitoty “Torm Templates
Notification Templates

datto | rvm Workflow Rules

datto | scoR User-Defined Fields

System Settings
Client Portal Global Settings
Manage Client Portal Companies

REPORTS

Reports

2 howr...
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From the Finance, Accounting, and Invoicing section, select Billing Codes.

~ Finance, Accounting, & Invoicing

des that associate billing items with a tax
category and can reference a general ledger account or external
number that is used to transfer billing items to an external
accounting application. Billing code types are work types,
material codes, intemnal time codes, expense categories, service
codes and milestone codes.

Roles
Set up billing roles that determine the rate at which labor will be
billed.

General Ledger Accounts

Set up optional fields that can be associated with a billing code to
cross-reference billing items with external accounting
applications.

Tax Regions & Categories
Set up tax regions and tax categories, and populate your
customized tax grid.

Price List

Edit and compare costs and prices for Products, Services, Service
Bundles, Material Codes, and Roles all in one location. If multi-
currency functions are enabled, different prices can be set in each
currency.

& Billing Codes

4+ New ~ View Price List

Work Type
Material Code

Internal Time Code

Payment Types
Manage the payment types that can be selected on an expense
report.

Payment Terms
Set up the list of payment terms that can be selected on quotes
and invoices.

Shipping Types
Set up the list of carriers that will be used for product shipments

Payroll Export

Configure a feature that allows you 1o export time tracked in
Autotask for use in payroll software (currently ADP and Paychex).
The export generates a txt file formatted to be imported into your
«chosen payroll system.

From the Billing Codes screen, select New and then choose Service Code from the drop down menu.
Service codes are also available from the Service tab.

imal Time Expense Categories @ Milestone

onitar a resourca's wng

issociated wighOr ccount and exported to your comp
Expensze Category
I Service Code I General Ledger Account Department External
Number

Milestone Code

azk= issues, and tickets. They allow you 1
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The New Service Code window appears.

New Service Code X

General

Name *

Active

Billing/Accounting

If you use an external accounting system, specify the General Ledger
Account or External Number used by that system for this billing code.

General Ledger Account
External Number

Tax Category

New Service Code Fields

Field Description

Name (required) Enter a unique name.

Active Select the check box to activate, clear it to
deactivate this Billing Code.

General Ledger Account Select the corresponding General Ledger Account
that is used in your accounting software. This will
ensure that the item associated with this billing

code references the correct general ledger account
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New Service Code Fields

Field Description

when it is exported to an external accounting
software.

External Number Enter a reference number or the general ledger
account that is used in your accounting software.
This will ensure that the billing item references the
correct general ledger account when it is exported to
an external accounting software.

Some integrations use the External Number, and
others use the General Ledger Account field for
integration with Autotask.

Tax Category Select the Tax Category from the list.

Once all information has been added, select the Save button. The new code is now available and can be
used to set up a new service.
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