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Introduction 
Invoicing is an integral part of your business.  Timely conversion of routed customers to invoices is imperative.  When reviewing your Pending Invoices, you 
should have a MAXIMUM of 3 weeks’ worth of invoices in your pending invoice grid: 

1. Current Weeks Invoices are those invoices that the technicians are currently working on in the field 
2. Previous Weeks Invoices are those invoices that need to be posted to QuickBooks, no later than the following Week, EOD Monday 
3. Three Weeks Back Invoices are those scrubs or invoices that may not have been completed. These need to be posted or deleted 

 
 

The typical Invoice Life Cycle 

 
Schedule – The Route Schedule is up-to-date, advanced, and ready to generate Invoices  

 
Pending – You have either auto-generated or manually (office or field) generated an invoice 

 

 
Completed – The field technician has performed the service and has completed the invoice 

 

 
Posted – You have reviewed the invoices and they are being Posted to QuickBooks 

 

 
Closed – The invoice is in QuickBooks and is not on the Pending Invoice list any longer 

 
 
Note: This document does not cover Invoice creation, rather invoice processing. 
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Each step of the cycle has multiple opening (or starting) and closing points.  It always starts with the Route Schedule and Generating Invoices. 

When to Post? 
Invoices may be posted to QuickBooks at any point during the week, however, Invoices from the previous week must be posted by Close of day the following 
Monday of the new week.  One-offs may be delayed by an additional week, but the majority of the posting needs to be completed.  Reasons for this are: 

1. Invoices that are Consolidated Billed by Corporate, need to be reflected in our Data Warehouse, so that consolidated invoices can be generated 
2. Posting invoices and keeping the Pending Invoice Queue up to date is just a great business practice, so as to not fall behind 
3. Corporate needs the invoices posted in a timely manner, so that payments can be applied timely. 
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Invoices – Pending Invoices Grid 
 
As mentioned earlier, this is a dynamic grid or queue.  Various type of invoices will be contained on this grid, those that are waiting to be completed in the field, 
those completed by the field and momentarily, those posted to QuickBooks. 

In RSO, navigate to Invoices / Pending Invoices: 

 

 

Immediately, press the Refresh / Clear Filters, to clear any previous date filters and/or reset it away from the current date: 
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This will display ALL invoices in the Pending Grid.   

 

In this Pending Invoice Grid, Invoices may be: 

Pending - Invoices that you have auto generated or manually created. They are waiting for the technicians to complete the actual service and then fill 
out quantities, obtain signatures, send PDF invoices and the Complete the invoice 

Completed – The technician has performed the service and completed the invoice. It is waiting for you to post it. 

Posted – The invoice has been reviewed and batch or individually posted for QuickBooks. Posted will be removed from the list once it has sync’d to 
QuickBooks and will move to the Invoices, Closed Invoices Grid. 

Pending/Completed/Posted Invoices 
It is important that the Pending Invoice Grid is kept up to date – meaning it should contain only a Maximum of 3 weeks’ worth of invoices. As mentioned, 
invoices can be in any of the 3 states in this grid; Pending, Completed or Posted – the grid is dynamic, meaning it changes all the time.  Posted status will typically 
only be in the Grid for up to 30 minutes, if it stays longer, you will need to visit the QB Dashboard to review the posting queues. The 3 weeks are defined as: 

Current Week – These are the current weeks invoices that are being worked on 

Previous Week – Should all be posted by the Current Week, end of day Monday 

Three Weeks Back – Special cases – looking for paperwork confirmation, delayed scrubs, waiting for information, etc. But typically, these should be few 
and far between.  We would not expect to see anything older than that. 

The reason for this logic, is that we can ensure that all invoices are posted. Customers wish to receive their invoices in a timely manner, Corporate Account 
consolidated billing may miss those invoices if they are not posted into QuickBooks, Statements might be missing these invoices. 

Note: QuickBooks is the system of record, meaning that is where A/R is collected from, Statements are created, Consolidated bills are created. 
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Individual Post 
 
You also have the option to post invoices individually. Simply open the Completed Invoice, review for accuracy and Select Post to QB. This will change its state 
from Completed to Posted. 

 

  



RSO – INVOICE PROCESSING 

8 
 

These are invoice that have been posted to QuickBooks successfully. They no longer reside on the Invoice Pending Grid: 

 
Note: These invoices can be re-opened from the grid and: 

Printed – Print a signed copy to mail to the customer 
Email – Email a signed copy to mail to the customer 
Deleted – Will be removed from RSO (not QB) 
Post to QB – Would post another copy of the invoice to QB and create a duplicate copy (not recommended) 
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Batch Post 
Your Primary Posting tools are the Route, Start / End Dates and the Post to QuickBooks Button: 

 
 
You will typically review invoices by route and date or date range. Once you are satisfied that the electronic Completed invoices are accurate and match up to 
the paper invoices, you are free to select the Post Button. This will change those Completed invoices from Completed to Posted: 

 

Note: The Post button will only post invoices which have been completed.  Pending invoices do not post. 

  
Note: Posting an invoice with a zero Qty and zero $, will result in a posting error, which will need to be cleared up (see the Fixing Errors section) 
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Individual Delete 
If you have determined that the invoice is not required (it may be a duplicate, or was created in error), you may delete this individual invoice.  
Simply select the invoice, select the Delete Button and Confirm the deletion: 

 
 

Confirm the deletion: 
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Batch Delete 
If you have determined that there are multiple Pending invoices which are not required (they may be old invoices, or were not completed for various reasons), 
you may batch delete these individual invoices (in this example, I have determined these October invoices are no longer required): 

 
  
Select Menu, Delete Invoices and select the date range and press Delete:  

  

Invoices – Closed 
 

 

 

 

 

 

 

NOTES: There is no confirmation button after you select DELETE, so BE VERY CAREFUL IN SELECTING THE DATE RANGE 

 This delete utility will only delete Pending Invoices, Completed invoices need to be deleted individually. 
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Invoicing Errors 
 
How do I tell if I have invoicing issues / errors? 

Errors will show up on the Status Bar: 

 

The Heads Up! Popup: 

 

Or the Reminder Popup: 
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QB Dashboard – QB Sync Queue 
 
Syncing occurs every 30 minutes in the background, using the QuickBooks web connector. This is an automated process that replicates RSO & QB customers, 
Items, Invoices, Credit memos and Payments.  Click on the QB Icon to see the last sync time and then the QuickBooks Dashboard button to look at the details 
behind the scenes: 

 

Note: Syncing takes 30 minutes. Exceptions to this are: 

• Payments – will take 60 minutes, as the invoice needs to sync first 
• Errors – Empty transactions cannot be recorded in QuickBooks, so each time the process attempts to sync an empty invoice, the queue will stop and 

reset itself. So for example, if you have 6 empty transactions to sync, the process will take 6 x 30 minutes, plus an additional sync, so 3.5 hours 
• Duplicate customer or vendor name – will stop the sync completely until resolved 
• Empty transactions – will hold it 30 minutes/transaction, but not stop it 
• Blank items – will hold it 30 minutes/transaction, but not stop it 
• Invalid Items – will hold it 30 minutes/transaction, but not stop it 

Resolution: Follow the Fixing Issues section in this guide, or log a RSO ? Help Desk ticket 

Other than the transactional expectations listed above, there are software reasons which can also hold up the queue: 

• QB open in Single User Mode – sync will not occur 
• Sync s/w crashed – sync will not occur 
• Sync s/w hung-up – sync will not occur 
• Bank Feeds – sync will not occur 
• Memorized transactions – sync will not occur 

Resolution: Log a Corporate Help Desk Ticket at: support@enviromastersupport.freshdesk.com 

mailto:support@enviromastersupport.freshdesk.com
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QB Dashboard – Posting Errors 
In this example, there are no customers, invoices or payments that are waiting to be sync’d, the QB Posting Queue is empty.  The  Posting Errors queue has 2 
errors that will need addressing: 
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QB Dashboard – Error Log 
 

There is also an Error Log, which logs informational messages regarding the sync process, They can be used to diagnose sync or other issues with the platform:
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Fixing issues  
 

“To be e-mailed” 
3180 - There was an error when saving a Invoice. QuickBooks error message: The email address specified for this customer is invalid, and the transaction is marked 'To be e-mailed' 

 

This error means that the RSO Customer Additional Info tab, Default Delivery Method field was set to Email: 

 

and there is either no email address on the Customer Details tab, Email field or the address format is incorrect: 

 
 
Resolution: Add an email address, correct the email address, or set Default Delivery Method to None. 
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“The Transaction is empty” 
3180 - There was an error when saving a Invoice. QuickBooks error message: The transaction is empty. 

 

This error means that the transaction is empty, meaning no quantities are selected.   

Resolution: These types of invoices need to be processed first, before processing completed non-empty invoices.   
Either Delete the invoice: 

 

or add a 9999-Missed Stop Item to the Invoice, Quantity 1 and Post to QB

 



RSO – INVOICE PROCESSING 

18 
 

“before the closing date of the company “ 
3171 - An attempt was made to modify a Invoice with a date that is on or before the closing date of the company. If you are sure you really want to do this, please ask a user with Admin privileges to remove the 
password for editing transactions on or before to closing date (this setting is in the Accounting Company Preferences), then try again. 

 

This means that an invoice had a transaction date that belongs to a period in QuickBooks that has been closed (usually seen for invoices that were missed and 
then attempted to be posted).   

Resolution: If the invoice is only a week or 2 into the closed period, you can ask Top2Bottom to assist with getting this into QuickBooks (they will need to unlock 
the period). 

If the invoice is really old, best practice is to delete it, as customers usually frown on getting invoices that are months and months old (for the same reason, they 
have probably closed that accounting period): 
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“list id" is invalid” 
 3000 - The given object ID "" in the field "list id" is invalid. 

 

This usually means that a customer name is missing on the invoice or there is an extra blank item on the invoice. 

Resolution: If the customer name is blank, then this typically means that there is an invoice being generated for a customer that has been inactivated, but is still 
routed.  Simply open the invoice and delete it.  If it is an extra line item on the invoice, open the invoice, right-click Remove row: 

 

and re-post the invoice: 
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"line item rate/ratepercent" 

 

This usually means that there is an invalid line item selected on the invoice. 

Resolution: Review the invoice and look for an out of place line item, find the offending line items and right-click Remove row: 

 

Post to QB:
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