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Introduction 
RouteStar Online (RSO) has a built in Leads & Quotes system which replaces ZoHo.  Benefits of using the RSO Leads & Quotes platform is:  

1. License fees are not required to be paid for ZoHo licenses 

2. Leads can be converted to quotes, thus eliminating double entry (Converted leads will also sync into QuickBooks) 

3. Quotes can be generated from the system to present to a potential customer or existing customer 

 

The definition of “Leads and Quotes” is: 

1. “Leads” are essentially businesses that you are prospecting, which are not current customers 

2. “Quotes” are the products and services you quote for a lead or an existing customer 
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Leads and Quotes are accessed from the Menu structure in RSO, “Leads and Quotes.” Sub menu Items include: 

- Lead Entry – entry screen for the beginning of the Lead process (identical to setting up a new account) 

- Leads List – an exportable grid or list that displays the details of the quotes (much like the customer list) 

- Quote Entry – entry screen for the beginning of the Quote process (like adding items to a customer) 

- Quote List – an exportable grid or list that displays the details of the quotes and a status dashboard 

- Buy Leads – a future program to purchase leads and have them loaded directly into RSO 

 

Basic Elements of Leads & Quotes is: 

1. Create a lead or use an existing customer 

2. Create a Quote for that lead or customer 

3. Convert the lead to a customer (if you started with a lead) 

4. Award the Quote Items, Route the customer, create an install ticket and put them on the route schedule 

Lead Entry 
Login to RSO with your user credentials and select Leads & Quotes, Lead Entry, you will see this screen: 
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Enter the Lead name and Lead contact Info: 

 

Next, start typing the lead address in the Search for Service Address.  With Locations services allowed on your browser, the address should start to auto-fill: 

 

Most locations will have the same Bill to Address, so just select the checkbox: 
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Your completed address(es) will be filled in with the correct QuickBooks formatting that is required for a good Geo-Coding: 
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Complete the Phone and Email fields and your sales rep initials (the other fields are discretionary and may be completed once the lead converts to a customer) 

 

We now have all the information required to create the lead (or Clear to start over). Press Create Customer/Lead. 
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The screen will refresh, and you will be presented with your New Lead (Note the Convert to Customer button): 

 

This lead will be visible in the Lead List (the lead list can be exported to Excel and the grid can also be sorted and filtered like all normal RSO grids): 
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Quote Entry 
Next step is to create a quote for that lead (or an existing customer).  If you are still on the lead record, you may select + Quote from the top menu screen,  

or, alternatively, you may select Leads & Quotes, Quote Entry 

 

Either method will open the Quote screen: 
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Enter the estimated Value of Account on the Customer/Lead Info tab: 

 

Complete the Stage and Status Fields on the Quote Details tab: 
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Enter a Quote Good Through and  Follow Up Date on the Misc Info tab: 

 

Next it is time to add Line Items to the quote.  For a new customer, you would most likely add all services and products. For an existing customer, you may likely 

add an additioanl service or products.  Either way, it is the same for a new or existing customer. Use the Choose field and select the + sign to add to the quote: 

 
TIP: Use natural language when searchin for an item. Entering scrub, will display all items that reference the word scrub. 

Completed Line Items on the quote:
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You may want to add a Quote Description at the bottom of the quote and review the totals: 

 
NOTE: We did not select a tax rate in the field when we created this quote, so no taxes are being displayed. So it may be a good idea to determine the Tax code, 

so that a more accurate quote may be prepared.  

Quotes are visible on the Quote List Grid: 

 

With a Total Quoted vs Awarded and percentage:
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and in Map format: 

 

Or also visible on the Transactions tab, on the lead itself: 
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Sending a Quote 
At this point, you may elect to Print or Email the quote: 
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Email a Quote: 
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Quote in customer Inbox: 
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Print a Quote: 
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Quotes – Other tabs 
 

Attachments – add any other documents or images to the Lead for future reference 

 

Equipment – this would typically be added after the customer was won. 

Tasks – Use the Create Task menu (we will be building a RSO – Tasks document, which will go deeper into detail, this covers the basics): 
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Enter the pertinent Information on the Task (Task Types are maintained on the Create New Task function): 
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Assign the task to somebody for follow up and Save & Close ! 

 

Text Notification: 
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Email Notification: 
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Task Tracker from Email or Text: 
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Steps After Winning Quote  
#1. Award the Line Items on the Quote that your new customer agreed to 

 

#2. Convert to Customer 
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#3. Add Customer to QB, from the Quote 

 

#4. Assign to a Route, by Clicking the Assign to a Route Button 
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Enter the name, Get Distance and then use the arrows to insert before or after another stop: 

 

#5. Add Items to Pricing, which will add the awarded line items to the Pricing Tab 
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Awarded Items will be added to the pricing: 

 

#6. (optional) Notify Driver / Create Follow up Task 
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Notifies the driver with an email or SMS text that they have a new customer on their route: 
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#7. Update your Quote, so that is correctly reflected on your dashboard 
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#8. Update Preferred Delivery Method in QuickBooks 

 

This setting is used to determine how your customer will receive their monthly statement, or on-demand printed invoices from the A/R team 

• None – defauly value, meaning they will not receive a statement (mainly used by Corporate Accounts) 

• Mail – they will receive a hardcopy emailed statement 

• E-Mail - they will receive an emailed statement (they must have a valid email address on the customer card) 
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Quote List 
The quote will now appear on your Quote Dashboard: 

 

And Grid, where they are also exportable to Excel: 

 

Stages, Cases and Status are maintained from the Menu dropdown under the Quote List: 
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Pre-populated Stages: 

 

Pre-Populated Status: 

 

 


