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Introduction
The Invoice Generation Best Practice assumes that all route / pricing and all customer additions / cancellations have been completed (visit the BEST PRACTICES —
NEW ACCOUNT document if you are unsure). Invoicing is an integral part of your business. Invoices should be generated on the Thursday prior to the following
week; they may be generated earlier, but Thursday is a good day as it:

a) Allows all customer changes to be carried out
b) Allows for the Corporate Information Technology Department time to respond, if there are gene ration issues.

Also, always make sure that you are following the 7C’s when it comes to invoice generation, as that will impact the quality of the invoice, which is directly related
to increasing the likely hood that the invoice is converted to a QB invoice:

7'Cs

1.

Correct Route

Ensuring the customer is on the correct route, will ensure that the customer is served by the same technician all the time and that route
is effectively loaded, balanced and routed. The objective is to NOT have technicians passing each other, Routes should be geographically
sequenced.

Correct Day

Arriving on the correct day and more importantly, always arriving on that same day of the week, builds a routine with your customers,
so that they know that the uniformed technician (with the red box) is always here on Tuesdays (for example). This in turn makes you a
part of their week and their process. Continually changing or shifting routine service is not advised.

Correct Stop

Sequencing your stops ensures that the technician is driving in an optimum order, arrives at the correct accounts during the preferred
service window times (example: arriving at a restaurant when it is not lunchtime). This sequence will again build that routine with your
customer and make your technician happier that they are completing their work efficiently.

Correct Contact

Ensuring the customer service address, the contact full name and phone details are critical. This allows the technician to know where
they are going (and can GPS the address if lost), know who they are meeting (so they can greet them by name) and call them if they are
unable to service the account. Building that name greeting familiarity, adds that personal touch to our service-oriented business.

Correct Details

Customer Terms, Tax Rates, Tax Codes, Default Delivery Method, Preferred Send Method, etc., ensures that the technician is creating an
invoice that will be easily collectable and not disputed due to incorrect information.

Correct Pricing

Correctly priced Items is of paramount importance to you and your customer. Having this in place will reduce billing disputes and
ensure that you are delivering the revenue to your franchise, with minimal review.

Correct Notes

The grand — daddy of the 6C’s. Now that your technician has made it to the customer on the correct day and time, was able to greet
them by name and has an invoice / work order that is correct, having work instructions (or route notes) is of vital importance. Route
Notes ensure that the technician knows what to do while onsite, ensuring that products and services are delivered as prescribed; all

rooms and fixtures are looked after; and any special access codes or routines are adhered to.
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Invoice Generation Lifecycle

4 ®

INVOICES

Double w/ Logo v ‘

Invoice Generation Life Cycle

@ ADVANCE
n B Schedule

Route Schedulé

8 Print Dashboard

\ / Customers /

Tasks

Routes

-~

Schedule

GENERATE SCHEDULE

(8 Auto-Generate

& Print Route Sheets

New Inwoice

Unlike Invoice Processing, which can be picked up at various stages, Invoice Generation always follows a pretty standard sequence of events:

Advance Route Dates— ALWAYS starting at advance, advance the schedule from this week to next
Print the Route Schedule - Print the following week route schedule (portrait or landscape)
Generate the Invoices - generate the following weeks invoices (select a Sunday to Saturday week)
Print the Invoices — print the following weeks invoices (format double w/logo)
Note: These 4 steps are broken into 2 sections, as Route Sheets may be printed, prior to generating invoices.
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Advance Route Dates

Advancing the schedule is the trickiest part of the entire process and must be carried out with minimal disruption. Selecting the incorrect date sequences will
create an incorrect schedule, which must be manually fixed. We always want our route schedule to begin on the Sunday or Monday of the current week, unless,
we have advanced the route schedule, then the beginning dates would be the following Sunday or Monday.

So for example, if Today was Thursday January 14"

| would set my advance dates to the current week:

January

01/10/2021 -01/16/2021

Which results in a new schedule being generated for the
following week:

01/17/2021 -01/23/2021

January 2021

Su Mo
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In RSO, Routes / Schedule, this schedule (starting on a Monday):

Route Schedule '+ & & Home / Route Schedule

=Menu |~ & = £ Refresh/Clear Filters

O Last
Freguency Route Date Day Assigned To
1 weekly CORP2 01112021 Monday CORP2
2 | weekly CORP2 01112021 Monday CORP2
3 weekly CORP2 01112021 Monday CORP2
4 | weekly CORPS 011142021 Monday CORPS
3 weekly CORPS 01112021 Monday CORPS

Assigned Date
0171172021
011172021
0171142021
0171142021
0171142021

Stop

Pod | =2 | P | P | D

o T

,would be advanced with this date range (Sunday to Saturday of current week)(the date picker is at the bottom of the screen):

Route All Routes v | Start, 01/10/2021 0  End o01/16/2021

(] M Advance Route Dates

,and results in this schedule (starting on a Monday — 1 week later) :

Route Schedule © & / Home / Route Schedule

=Menu ~ | ® -~ & Refresh/Clear Filters

O Last
Frequency Route Date Day Assigned To
1 weekly CORP2 01/18/2021 Monday CORP2
2 | weekly CORP2 01/18/2021 Monday CORP2
3 | weekly CORP2 011872021 Monday CORP2
4 | weekly CORPS 01/18/2021 Monday CORPS
2 | weekly CORPS 01182021 Monday CORPS

Assigned Date
011182021
01/18/2021
011182021
01/18/2021
01/18/2021

Stop

Post Route Schedule

Are you sure you want to post routes?

conen SR

Pd | = P2 D

aiinil=
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Print Route Sheets

Once the schedule has been advanced, it is time to print the Route Schedule.

In RSO, Routes / Schedule / Menu /Print:

Route Schedule / & / Home / Route Schedule
=Menu =~ & = || 2 Refresh/Clear Filters
+ Add Stops
P _ &= Print Route Sheets » .
te | Stop
Frequency Setup ! ol Start Date: | A
i= Category Setup } v R [P— = 2 | Castl
= Missed Reasons t 0 2| CBRE
} 0| End Date: 1| MH-1
Reschedule :
) i L O | o1/23/2021 ' £ b
M Reser Assigned ! 0 3| Castid
3 Auto-Generate } 0| Route: 4| MH-1
M Norify Stops L . Choose.. b o i
! 0 0| Ching
t 0 3| Casds
¥ Geocode Entire Custormer List Category: :
t 0 5| MH-1
- i I Choose.. hd
= Optimize i 0 1| MH-Y
M \Mapping } 0 Version: 1| TESTH
7= Schedule History f & V1 (Portrait) w ]
! 0 0| Alrur
! 0 1| Real {
& Print . ea
! 0 1| Alrur.
Recpor v o I 2| s
[0 [ weekly TCORPS 01720720217 |Wednesday | CORPS 01720720727 0| Alur.

(there are a few options to choose from, V1 (Portriat), V2 (Landscape), V3 (Route by Week)
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- Portrait Version:

Route Sheet V1

Routes: All
Date(s): 01/18/2021 - 01/18/2021

# Frequency Route Date Category Customer
2 weekly CORP2 0MM18/2021  Sani Castle Aventura
Address:Suite 500 Charlotte, NC 28217
Contact:

Phona: 51368523710
Motes: 3 RR\'s [ 3 FS/ 3 AF / Sani-Guard Kitchen

1 wieekly CORPS 01182021 Sani MH-12\Lot2
Address: 5555 City Center Charlotte, NC 28277
Contact:
Phone: 5136523710
Motes: 2 mrs / 2 af / 2 fa ] 4 fixtures

2 weekly CORPS 01182021 Sani mih2
Address:5200 77 Center Dr Charlotte, NC 28217
Contact:
Phone: 5136523710
Motes: 3 RR/ &5 FS /3 AF / 2 urinal screens if needed

3 weekly CORPS 0MM8/2021  Scrub Castle Aventura
Address:Suite 500 Charlotte, NC 28217
Contact:
Phone: 5136523710
Motes: & RR with AF / 2 UM / no F3 Start with 2 restrooms up front -1 U/ 3
Bowls | 2 Sinks

4 weekly CORPS 082021 Sani MH-17
Address:9805 Longstone Ln Charlotte, NC 28277
Contact:
Phone: 7048018317
Motes: COD / RRV's / 9 fixtures [ 2 AF [ 4FS ) 3 JRT dispensers / 4 TEOOOWs

5 weekly CORPS 01182021 Serub MICHAEL COD
Address: 9805 Longstone Ln Charlotte, NC 28277
Contact:
Phone: 7049018317
Motes: DO THE HALLWAY AS WELL PLEASE




RSO — INVOICE GENERATION

{:’n Vfro-Master’

ervices

- Landscape Version:

Route Sheet V2

Routes: All
Date(s): 01/18/2021 - 01/18/2021

# Frequency Route Date Customer

2 waekly CORP2 o1/18/2021 Castle Aventura
Suite 500 Charlotte, NC 28217
5136523710

1 weekly CORPS5 01182021 MH-12\Lot2
5555 City Center Charlotte, NC 28277
5136523710

2 waakly CORPS 01M18/2021 mh2
5200 77 Center Dr Charlotte, NC 28217
5136523710

3 weakly CORPS oM 82021 Castle Aventura
Suite 500 Charlofte, NC 28217
5136523710

4 weekly CORP5 0182021 MH-17
9805 Longstone Ln Charlotie, NC 2B277
7049018317

5 weakly CORPS 011812021 MICHAEL COD
9805 Longstone Ln Charlotte, NC 28277
7049018317

Notes

3RRYs /3 FS /3 AF / Sani-Guard Kitchen

2msf2afl 2fs /4 fixtures

3RR/5FS5 /3 AF 2 urinal screens if needed

6 RR with AF / 2 UM / no FS Start with 2 restrooms up front - 1 U/ 3 Bowls [ 2

Sinks

COD/ RRYVs /9 fixtures / 2 AF / 4F5 [ 3 JRT dispensers / 4 TB000\s

DO THE HALLWAY AS WELL PLEASE

Terms

30 Days

Met 30

MNet 30

coo

- Route by Week version

Weekly Route Schedule

Route: CORPS - Michael - SCRUE Dates: 01/15/2021-01/18/2021

Manday Tusday Wednazday Thursday
. MH-120L0e2
2

1

2.m

3. Castle Aventura
5

. MH-17
. MICHAEL COD

Friday Saturday Sunday
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- Scrub Schedule

& Print Route Sheets

Start Date:

0141872021

End Date:

0343172021

Route:

Choose..

Category:

Scrub

Version:

W1 (Portrait)

(notice date is out 3 months):

Route Sheet V1

Routes: All

Date(s): 01/18/2021 - 03/31/2021

#  Frequency
3 weekly
5 weekly
4 weekly
] weekly-2
B Weekhy-M

& Weekly-Th

] Monithly-28

Route

CORP3

CORP3

CORP2

CORP1

CORP3

CORP3

CORP3

Date

011872021

01/18/2021

01/20/2021

012172021

01/25/2021

021172021

D2/26/2021

Category

Scrub

Serub

Serub

Serub

Serub

Serub

Scrub

Customer
Castle Aventura
Address:Suite 500 Charlotte, NC 28217
Contact:

Phone: 5136523710
MNotes: & RR with AF / 2 UM / no FS Start with 2 restrooms up front-1UJ 3
Bowls | 2 Sinks

MICHAEL COD

Address:9805 Longstone Ln Charlofte, NC 28277
Contact:

Phone: TO48018317

Motes: DO THE HALLWAY AS WELL PLEASE

Castle Aventura

Address:Suite 500 Charlotte, NC 28217
Contact:

Phone: 51368523710

Notes:

Castle Aventura

Address:Suite 500 Charlotte, NC 28217
Contact:

Phone: 51368523710

Notes:

Enviro Testing School - Location A
Address: 100 Main St Fort Mill, SC 29715
Contact:Michael Hanschke

Phone: 513-652-3710

MNotes: MON - 2RR/2AF/2FS arrive by TAM

Enviro Testing School - Location A
Address: 100 Main 5t Fort Mill, 3C 29715
Contact:Michael Hanschke

Phone: 513-652-3710

Notes: THU - 2RRI2ZAF/2FS arrive by TAM

Beer NV [envy)

Address:Jamie Ficco Reno, NV 88511
Contact:

Phone: 51368523710

MNotes: load the van

10
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Generate Invoices

Invoice Generation is a critical component to your business. If you have implemented the 7C’s, then you will be guaranteed that you are creating the correct
invocies. There are 2 type of invoices:

1. Those generated by utilizing the auto-generate feature on the Route Schedule. This is predominently the method used. These are recurring
2. Those that are generated Manaually. These are used for Installations, emenergency service, etc. These are ad-hoc

When examining an invoice, you can tell how the invoice was created:

CORP1195 1201172020 CORP2 CORPZ2 0 | Beer NV (enwvy) Roure Ticket
CORP1197 12/165202 admin CORM CBRE:T-Mobile - Jefferson - CO Manual Invoice |

Recurring invoices generated by the auto-generate feature are labelled “Route Ticket”, those manually generated are labelled “Manual Invoice”.

Route Ticket (recurring)

Once you have advanced your route schedule, it is time to generate invoices. From the Routes / Schedule screen, select Menu / Auto-Generate:

RouteStar

Route Schedule # / Home / Route Schedule

A& Dashboard
Customers
& >Ervlenu - ® - = Refresh/Clear Filters
+ Add SIDPE WMot Optimized f stomer Detail <+ Create W Delete Stop SES
Routes # Routes/Crews .
or - Ite Date Day Assigned To Assigned
cchadule requency Setu I
S e e ! 01/18/2021 = |Monday | CORP2 01/12/2021
= Category Setup ! 01/18/2021 Monday CORP2 01/18/2021
i= Mis=ed Reasons ! 01/18/2021 Monday CORP2 01/18/2021
£ Reschedule ] 01/18/2021 Monday CORP5 01/18/2021
} 01/18/2021 Maonday CORPS 01/18/2021
______ W0 Reser Assigned b 01/18/2021 = | Monday CORPS 01/18/2021
[E Auto-Generate } 0122021 Monday CORPS 011872021

11
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Complete the fields as shown, selecting the date range for your particular week. You may generate by route or by customer if you wish.

5 8 =
RouteStar b= Search Everything... qb (-] h ? ‘ . admin
Autogenerate Invoices / # / Home / Autogenerate Invoices =)
#& Dashboard
& Customers
i Tasks
Start Date
® Routss 01/17/2021 [
End Date
01/23/2021 |
Route
| All Routes ")
Customer

| All Customers

What items from customer specific pricing do you want to load?

. All L
Invoices
eadst QUOtes
——

ltemns

Note: Invoices will only be generated once for the date range — the software checks if an invoice already exists for that customer/route/date combination.

Once they are generated, you will be notified:

12
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The screen will switch to the Pending Invoices Grid and either select Refresh / Clear Filters or enter the date range to display your invoices:

Invoice List + & / Home / Invoice List
=Menu - | ® - | & Refresh/Clear Filters
AllRoutes 01/17/2021 | 01/23/2021 m] Select Report v | ShowTotal/Qty No S Print Grouping Choose.. v E
O Last
Invoice # Date Entered By Assigned To Stop Customer Type Status Complete Poste Total Last Modified
CORP1199 0171872021 CORP2 CORP2 2 | Castle Aventura Route Ticket 0 ] 01/13/20211
2 CORP1200 0171872021 CORP3 CORP3 MH-12\Lot2 Route Ticket O (] 01/13/2021 10
3 CORP1201 0171872021 CORP3 CORP3 2 |mh2 Route Ticket 0 (] $0.00| 01/13/20211
4 [corp1202 0171872021 CORP3 CORP3 3 | Castle Aventura Route Ticket 0 0 01/13/20211
> CORP1203 017182021 CORP3 CORP3 4 |MH-17 Route Ticket 0 0 01/13/2021 10
&
——|CORP1204 017182021 CORP3 CORP3 5 |MICHAEL COD Route Ticket 0 0 01
!
e CORP1205 01/19/2021 CORP2 CORP2 3 | Castle Aventura Route Ticket 0 0 01/13/202
g CORP1206 01/19/2021 CORP2 CORP2 5 [MH-11\ot 1 Route Ticket 0 ] 01/13/202
10 |CORP1207 01/19/2021 CORP5 CORP5 Route Tickert .| (] 01/13/202
Manual Invoice
Manual invoices can be created from the Customer record:
Customer Detail #& /| Home Customers / Customer Deta
B ee r N V ( e n Vy) 4 Task | +Invoice 4 Quote # Geocode | W Delete Close
Created: 01/27/2020 2:52 PM  Last Modified: 12/03/2020 9:14 AM

or the Invoice Menu:

Invoices Service Stats
01/13/2021
= Pending Im My CORF

13
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Once the screen loads, complete the highlighted fields and select Save and Continue:

Invoice Entry / # / Home / InvoiceList / Invoice Entry )
= Create New Invoice
Customer Date Entered By Assigned To
Enviro Testing School - Location A M 01/13/2021 = admin CORP1 hd
Billing Address Service Address
Erwiro Testing School - Location A Enwiro Testing School - Location A
100 Main St 100 Main 5t
Address Line 3 Address Line 3
Fort Mill sC 29715 Fort Mill sC 20015
€ Cancel and Go Back Save and Continue =
-—.—-.-.’-_____--_
Once the invoice loads, select Load Pricing:
| Enviro Testing School - Location A o 01113/2021 = CORP1 i
513-652-3710 mhanschke@gmail.com CORP1215
O Print Later [ Email Later +" Complete Invoice
Line ltems
- Choose.. | + & Load Pricing | & Load Price Group | W Remove Unsold

14
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You now have a Pending Invoice, ready to go:

= Details

© GoBack B Save & Print | =

& Email

Customer Info

Billing Address

W Void X Delete % PosttoQB

Service Address

© Closelnvoice @8 Memorize | & Customer Details

Service Details

Enviro Testing School - Location A = 0111372021 =
513-652-3710 mhanschke@gmail.com
O Print Later  [J Email Later
Line items
| choose.. - | + £ Load Pricing
Itemn Description Quy Rate Amaount Class
1 Services:7001-5ani Service Weekly Sani Service - Weekly 1 $65.00 $65.00 | CORP1
2 Services:6006-Trip Charges Trip Charge 1 $5.00 $5.00 | CORP1
3 Services:7001-5ani Service Weekly Sani Service - Weekly 1 $50.00 $50.00 | CORP1
4 | Services:6006-Trip Charges Trip Charge 1 £5.00 £5.00 | CORP1
5 Choose.,

Misc Info

CORF1

CORP12135

" Compiete Invoice

B Load Price Group

Warehouse

Status:

W Remove Unsold

Tax Code
Mon
MNon
MNon

MNon

Note: You may add additional items to the invoice. Items added to the invoice will qualify as upsells and will be added to the pricing tab, after theinvoice has

been posted to QuickBooks,

15
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Print Invoices

Printing invoices is pretty straightforward. Navigate to Invoices / Pending Invoices, select the date range, the invoice format and select Print:

Invoice List / & / Home / Invoice List
=Menu | = | ® = | £ Refresh/Clear Filers
All Routes = 01/17/2021 (m} 01/23/2021 (m] Double w/ Logo % Show Total/Qty| Mo “ | S Print
O Last
Invoice & [ 7] Date |7| Entered By AssignedTo  [*]| Swp [*]| Customer [¥]| Type [¥]| Staws [¥]| Complere [7] Posted

1 CORP1199 01/187/2021 CORP2 CORP2 2 | Castle Aventura Route Ticket " - (] (]

2 CORP1200 01/18/2021 CORP5 CORP5 1 [MH-12\Lot2 Route Ticket (] l

3 CORP1201 01182021 CORPS CORPS 21mh2 Boute Ticker M M

The software will prepare a Print Preview of the invoices, which you can then print:

# embeta.routestar.onling/web/bulkprinthtml/

I=nviro-Master
Services
Enviro-Master .
B0 Box 12350 Invoice #:
Charlotte, MC 28220
Phone: 7048018317 Date:
Email: mhanschke@enviro-master. com
Route:
Billing Address Service Address
3200 77 Cenler Drive S200 77 Cenler Drive:
Sul= 200

CORP1212
01/21/2021

CORP1 (Maw
Employee)

I=nviro-Master
Services
Enviro-Master .
PO Bax 12350 Invoice #:
Charlotie, MC 28220
Phone: 7048018317 Date:
Email: mhanschke@enviro-master com
Route:
Biling Address Service Address
5200 77 Cenler Drive: S200 77 Cenler Drive:
Sul= 200

CORP1Z
012112C

CORP1
Employe

a # O ®» QP
Mew tab Ctrl+T
Mew window Ctrl+MN
Mew incognito window  Ctrl+Shift=N
History »
Downloads Ctrl+J
Bookmarks 4
Zoon - a0%e - m
Cast...
Find... Ctrl+F

16
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- Paperless

Invoices are created for all accounts that are routed and not suspended. The paperless flag means that the invoice will not be printed.

Customers / #& / Home / Customers
=Menu = || ® |~ || & Search Cug
0 Last
Customer Address City State Zip Phone Email Active Paperless
16 | Envire Testing School - Location A 100 Main 5t Fort Mill S 29715 _513—652-3?'3 mhanschke@gmail.com
17 | Enviro Testing School - Location B
18 |envy 11655 Fat Branch CI Dr Charlotte NC 28277 [123 mh@gmail.com O
19 |mh MH 5136523710 mhanschke@enviro-master.com O
20 |MH12 Woodvine Court Indian Trail NC 28079 5138523710 mhanschke@gmail.com
21 MH-01s 2027 Morson St Charlotre NC 28208 513 mhanschke@gmail.com O
22  |MH-11\Mot 1 100 Main 5t Fart Mill 5 29715 5136523710 mhanschke@enviro-master.com
23 | MH-12\Lot2 5555 City Center Charlotte NC 28277 5136523710 mhanschke@@gmail.com O
24 |MH-17 0805 Longstone Ln Charlotte NC 28277 7049018317 mhanschke@enviro-master.com O
- Suspended

Invoices are created for all accounts that are routed and not suspended. The suspended flag means that the invoices will not be created or printed.

11
12
13
14
15
16
17
18
19

Route Schedule © &

=Menu | = ® -

O Last

Home

Frequency Route
weTRTy CoTre
Weekly-Th CORP3
Weelkdy-M CORPS
weekly CORP2
weekly CORP2
weekly CORP2
weekly CORP2
weekly CORP5
weekly-2 CORP1
weekly CORP2

Route 5ch

edule

£ Refresh/Clear Filters

Dare Day Assigned To
T TIrEuE T rucsuay o
0211172021 Thursday CORPS
01/25/2021 Monday CORP5
01/19/2021 Tuesday CORP2
0171872021 Monday CORP2
01/21/2021 Thursday CORP2
0172002021 Wednesday | CORP2
01/18/2021 Monday CORP5
01/21/2021 Thursday CORP1
01/19/2021 Tuesday CORP2

Assigned Date

02/11/2021
01/25/2021
01/19/2021
01/18/2021
01/21/2021
01/20/2021
01/18/2021
01/21/2021
01/19/2021

Stop

Actions Legend:

M Mot Optimized [ Stop Completed

B Customer Detail 4 Create W Delete Stop

W o w

Castle Aventura

Customer + Service Address Suspended
ST T TUUIVIGITT T TOTE VI, e 257 T3 (.
6| Envire Testing School - Location A 100 Main 5t Fort Mill, 5C 29715 ]
6| Enviro Testing School - Location A 100 Main 5t Fort Mill, 5C 29715 ]
0| China Chef Kit Lay Fernley, NV 89408
2| CBRE:T-Mobile - Jefferson - CO Mitchell Court River Rouge, M| 48218
1| CBRE:T-Maobile - Jefferson - CO Mitchell Court River Rouge, MI 48218
4| Castle Aventura Suite 500 Charlotte, NC 28217 ]
Caste Aventura Suite 500 Charlotre, NC 28217 ]
(Caste Aventura Suite 500 Charlotre, NC 28217 ]
7

Suite 500 Charlotre, NC 2821

C

17
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