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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.  

2. 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. 

3. 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.  

4. 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. 

5. 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.  

6. 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. 

7. 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 

 

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 14th 

I would set my advance dates to the current week: 

01/10/2021 – 01/16/2021 

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

01/17/2021 – 01/23/2021 
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In RSO, Routes / Schedule, this schedule (starting on a Monday): 

 

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

  

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

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

 

- Route by Week version 
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- Scrub Schedule  
 
 

 

         

 

 

 

 

 

 

 

 

 
(notice date is out 3 months): 
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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: 

 

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: 
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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. 

  
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: 
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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: 

 

Manual Invoice 

Manual invoices can be created from the Customer record: 

 

or the Invoice Menu: 
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Once the screen loads, complete the highlighted fields and select Save and Continue: 

 

Once the invoice loads, select Load Pricing: 
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You now have a Pending Invoice, ready to go: 

 

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, 
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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: 

 

 

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

 
 

- 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. 
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