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Master Accounts Overview 

Master Accounts is one of the most powerful yet under-used features in SedonaOffice.  This 
session is designed to communicate concepts and provide a deeper knowledge of the features 
and functionality as they pertain to Master Accounts and Subaccounts.  The concepts of this 
track will be demonstrated using two different scenarios to illustrate the available functionality. 
The topics that will be covered within this document are: 

 Master Account Concepts 
 Master and Subaccount Setup 
 Bill To’s 
 Recurring Lines 
 Cycle Invoice Presentation 
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Master Account Concepts 

Master Accounts are a customer structure designed to accommodate customers with a large 
number of Site locations, typically ten or more.  Complex or special billing situations that cannot 
be accommodated with the Regular customer structure may usually be accomplished using 
Master Account features.   

Data Retrieval 
This customer structure was specifically designed to handle the retrieval of large volumes of 
data quickly and efficiently.  When a Regular Customer record is retrieved, the software is 
loading into memory, all the data linked to the Customer including its sites, systems, 
equipment, invoices, credits, payments etc.  For Customers with a large number of sites and/or 
a huge volume of historical data transactions, loading a Regular Customer could take several 
seconds or minutes which may cause frustration to Users. 

When a Master Account is retrieved, the software loads data related to the Master Account 
only and presents a listing of attached Subaccounts.  A User selects one Subaccount at a time to 
retrieve the information and transactions pertinent to the Subaccount.  Users may have 
multiple Subaccount records open at the same time.  
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Structure of a Master Account 
The best way to describe Master Accounts and Subaccounts would be a parent-child 
relationship.  The Master Account is the parent while the Subaccounts are the children related 
to the parent.  A Master Account structure does not contain Site or System records; the Master 
Account is designed to group several Customers together under one account and simplifies the 
account management for these individual customers. 

A Master Account contains three levels; the Master Account [Customer], Bill To, and 
Subaccounts.  Each unique Subaccount linked to the Master Account typically has four levels to 
the structure; at least one Bill To, at least one Site and optionally but most likely at least one 
System. 

Accounts Receivable may be maintained separately for the Master Account and for each 
Subaccount if needed.  This all depends upon whether the Subaccount invoice is billing to the 
Master Account or to the Subaccount. 

The Master Account 
The Master Account is a business or individual with whom your company has established a 
business relationship under which your company will provide products and/or services.  A 
Master Account may be responsible for paying the invoices generated for any type of services 
incurred with a Subaccount or the Subaccount itself may be responsible for all or some invoices 
generated by the Subaccount.   

The Subaccount 
Attached to each Master Account record are one or more Subaccount records.  A Subaccount is 
a Regular Customer record attached to a Master Account.  The Subaccount consists of its own 
Bill To’s, Sites, Systems and RMR. 
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Below is a very simple graphical representation of the Master Account/Subaccount structure. 
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Setup for Master Accounts and Subaccounts  

Successful invoicing with Master Accounts begins by understanding your customer’s needs and 
translating that need into the Bill To setup at the Master Account and/or the Subaccount level.  
As previously mentioned, accounts receivable may be maintained at the Master Account and/or 
the Subaccount; this all depends on the setup of Bill To’s and properly assigning to the Sites and 
Recurring Lines of the Subaccounts. 

We will use two scenarios to demonstrate how to setup Bill To’s to accommodate our 
customer’s billing needs.   

 
Scenario #1: 

Our customer is the corporate office for a restaurant chain.  The company owns several 
restaurants throughout a geographical area.  Each restaurant is responsible for the accounts 
receivable for all recurring invoices yet the invoices are to be mailed to the corporate office.  
The one exception is the Subaccount for the corporate office; all invoices will bill to the Master 
Account for this one Subaccount. 

For Job and Service invoices, the accounts receivable will again belong to the individual 
restaurants yet be mailed directly to the restaurant. 

Setup 

Two Bill To’s will be setup for each restaurant Subaccount.   

 The first Bill To will be the address of the Subaccount  
 The second Bill To will be the address of the corporate office.   
 We will flag the corporate office Bill To as the primary for RMR invoices 
 We will flag the Subaccount Bill To as the primary for Job, Service and Miscellaneous 

Invoices 
 When creating the Recurring Lines, the Bill To will automatically default to the corporate 

office Bill To. 
 The Corporate Office Subaccount will be flagged to Bill To the Master Account as the 

default. 
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Restaurant Subaccount Bill To Setup.  Once setup, when creating new Recurring Lines, the Bill 
To will default to the corporate Bill To record, and all other invoice types will default to the 
Subaccount’s Bill To address. 
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Restaurant Subaccount Recurring Line Bill To Setup. 
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Corporate Office Subaccount – Default all Invoicing to Bill to the Master Account (for this 
Subaccount only). 

 

 

 

 

 

 

 

 

Notes 



        Master Accounts 

 

 

SedonaOffice  Page 12 of 44 

Corporate Office Subaccount – Site default – Bill To Master 
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Corporate Office Subaccount - Recurring Bill To Master. 

When the recurring line is flagged as “Receivable to Master”, when clicking on the Bill To 
button, a list of only the Master Account Bill To’s are displayed.  In this case, there is only one 
Bill To setup for the Master Account. 
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After generating the cycle invoices for December 2016, amounts are posted to the accounts 
receivable of each Subaccount and for the corporate office Subaccount, the accounts receivable 
has posted to the Master Account. 
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Completed Master Account/Subaccount setup for Scenario #1 
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Scenario #2: 

Our customer is a property management company.  This customer manages tenants in several 
office buildings and shopping centers.  The property management company is responsible for 
paying for all services rendered for both recurring and non-recurring; all the accounts 
receivable will be held under the property management company.  The customer wants 
separate cycle invoices for each managed property. 

Setup 

 The property management company will be setup as the Master Account. 
 Each managed property will be setup as a Subaccount. 
 On the Master Account a Bill To will be setup for each managed property (Subaccount). 
 Each tenant will be setup as a Site under the appropriate Subaccount. 
 Each Site’s default Bill To will be set to the appropriate Master Account Bill To. 
 All recurring lines will be flagged to Bill To the appropriate Master Account Bill To record 

and marked as “Receivable to Master”.  
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Master and Subaccount Setup  
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Subaccount Setup (managed property) 
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Site Setup for one Tenant.  Select the appropriate default Master Account Bill To for the Site. 
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Each of the Sites has been setup with two Systems; Fire and Intrusion.  Recurring Lines have 
been created at the System level, and the “Receivable To Master” flag is selected for each.  
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Scenario #3: 

Our customer is the owner of an office building containing several office suites.  The building 
owner is responsible for paying for all services rendered related to the fire and intrusion 
systems; all the accounts receivable will be held under the building owner.  The customer wants 
one cycle invoice for all services for all suites in the building. 

Each tenant in the office building is responsible for any other systems installed and monitored, 
and is responsible for the accounts receivable for both recurring and non-recurring services.  
Some of the tenants have installed camera and/or access control systems. 

Setup 

 The building owner will be setup as the Master Account.   
 Each tenant will be setup as a Subaccount. 
 Recurring lines related to the fire and intrusion systems will be flagged as “Receivable to 

Master”. 
 Recurring lines not related to the fire or intrusion systems will bill directly to the 

Subaccount. 
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Master and Subaccount Setup  
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Subaccount and Recurring Line Setup (suite in office building). 
Recurring services for the Intrusion/Fire system are billed to the Master Account. 
Recurring services for the CCTV system are billed directly to the Subaccount (tenant). 
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Cycle Invoice Presentation 

The presentation of Master Account and Subaccount cycle invoices depends upon how the 
account is setup and the invoice form selected for printing. 

For recurring services that bill to the Master Account, companies have various invoice printing 
forms designed for Master Accounts from which to select. 

For recurring services that are billed to Subaccounts, there are many more choices for the 
invoice printing form. 

If your company has never used Master Accounts before, it is a good idea to practice first in 
your Sandbox company and preview the various printing forms that are available prior to 
implementing Master Accounts in your live company. 

On the following pages, we will view cycle invoices that were created for each of the three 
Master Account scenarios we have discussed.  Although there are many invoice forms from 
which to choose, we will demonstrate two of the most popular forms; Bridgestone Standard 
and the Standard Invoice. 
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Cycle Invoices for Scenario #1 

In this scenario, recurring services for the corporate office are billing directly to the Master 
Account; this invoice is produced when generating the Master Accounts cycle billing. 

The recurring services for the Subaccounts bill separately for each subaccount, and all use the 
same corporate billing address.  These invoices are produced when generating the regular cycle 
billing (non-masters). 

Master Account Cycle Invoice – Bridgestone Standard form 
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Master Account Cycle Invoice – Standard Invoice form 
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Subaccount Cycle Invoice – Bridgestone Standard form 
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Subaccount Cycle Invoice –Standard Invoice form 
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Cycle Invoices for Scenario #2 

In this scenario, recurring services for the corporate office are billing directly to the Master 
Account; one cycle invoice for each Subaccount.  These invoices are produced when generating 
the Master Accounts cycle billing.  Below is one of the two cycle invoices produced. 

Master Account Cycle Invoice – Bridgestone Standard form (this is a 2-page invoice) 
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Master Account Cycle Invoice –Standard Invoice form (this is a 3-page invoice) 
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Cycle Invoices for Scenario #3 

In this scenario, recurring services related to the intrusion/fire system are billing directly to the 
Master Account; this invoice is produced when generating the Master Accounts cycle billing. 

The recurring services for the Subaccounts bill separately for each subaccount, and bill to the 
address of each tenant.  These invoices are produced when generating the regular cycle billing 
(non-masters). 

Master Account Cycle Invoice – Bridgestone Standard form (this is a 2-page invoice) 
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Master Account Cycle Invoice –Standard Invoice form (this is a 3-page invoice) 
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Subaccount Cycle Invoice – Bridgestone Standard form 
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Subaccount Cycle Invoice –Standard Invoice form 

 

 


