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Process Overview



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

Process Overview

Invoicing: Step 1 
Searching for 

Services

Routing
Routing Assistant

Production Entry
Invoicing: Step 2 

Create Invoice 
Batches

Invoicing: Step 3
Generate Invoices
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What Are Billing Types?

Billing Types control how your customers pay for 
services, and the forms that are needed for 
remittance. 

Billing Types:
• Regular/Invoice – Balance is due at time of service, 

or due when the job is posted as completed 
• Statement – Balances are due for a set time frame 

after services are completed (Monthly, Weekly, etc.)
• Installment – Balances do not accrue from services, 

but are billed equally on the same day over a set 
time frame (Monthly, Bi-Monthly, Quarterly, etc.)

• Credit Card/ACH – Both are considered autopay 
billing, and automatically charge the card or bank 
account on file after services are completed
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What Is Invoicing?

Invoicing in SA5 is many things:
• Generating/Printing Invoices
• Updating services to note that the work is 

progressing toward completion
• The process by which you will assign work 

to technicians and/or push that 
information to RealGreen Mobile
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What Is Routing?

Routes in Service Assistant define a subset of 
your entire production data.  Routes provide 
the ability to group customers/services by 
geographic region, which is the best practice 
method of defining routes.

Alternatively, routes can be defined by:
• An employee licensed for or capable of 

completing specific services
• A vehicle equipped especially for certain 

services
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What Is Production Entry?

Production entry is the process of entering 
information into Service Assistant 5 for 
completed work. Posting production will 
update the customer’s balance to reflect the 
charge for work completed. 

Production Terminology:
• Journal: where production entries are saved 

once the details about the completed work 
are added and saved

• Claim Journal: the process of pulling 
information from another user’s journal or a 
RealGreen Mobile technician’s journal into 
your journal
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Billing Types
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Regular/Invoice Billing

Balance is due at time of service, or due when the job is 
posted as completed through production entry.
• Balances age as of the done date on the service
• Regular/Invoice billed services may be prepaid as normal

Remittance Forms:
Regular/Invoice billing services would generally require a 
standard invoice to be printed or emailed through the 
standard Invoice module, or Reprint Invoices.
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Statement Billing

Balances are due for a set time frame after services are completed 
(Monthly, Weekly, etc.), generally used for frequently done services 
like mowing or snow removal.
• Balances age as of the done date on the service

• Optionally age the balance as of the Monthly Invoice print 
date

• Statement services may be prepaid as normal
• Paid/Prepaid services will still display on the Monthly Invoice

Remittance Forms:
Statement billing services require a Monthly Invoice to be printed 
or emailed through the Monthly Invoice module or Reprint Monthly 
Invoices.
Monthly Invoices will include all Statement billing services without 
invoice numbers between the done dates selected.
*Option to charge card on file for Statement billing services 
included on the invoice.
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Installment Billing

Balances do not accrue from services but are billed 
equally on the same day over a set time frame (Monthly, 
Bi-Monthly, Quarterly, etc.).
• Balances are aged as of the Installment due dates
• Installment charges can be prepaid, Installment billed 

services cannot
• Installment charges can be set to autopost on the 

due dates
• Installments can be set to automatically bill a 

customer’s credit card or ACH account

Remittance Forms:
Installments can have Installment Invoices or Coupons 
printed or emailed.  Coupons are typically printed for the 
whole year.
Installment Invoices printed after the due date has 
passed will need the ‘Reprint’ option enabled.
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Credit Card/ACH Billing

Both are considered autopay billing, and automatically 
charge the card or bank account on file after services are 
completed
• Credit Card/ACH billed services will charge the card after 

the service has been posted as complete
• Credit Card/ACH billed services may be prepaid as 

normal, and will not charge the card after the service is 
completed

Remittance Forms:
Credit Card/ACH billing services generally don’t require a 
invoices or remittance to be printed, but the Invoices can be 
printed or emailed through the standard Invoice module, or 
Reprint Invoices.
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Invoicing
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Invoicing

To access the Invoicing and Routing 
Wizard, navigate to the Main Menu > 
Invoices > Invoice Printing. 
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Invoicing Step 1: Search for Services

Branch: Select the Branch to generate 
invoices for. Multiple can be selected.

Year: Select the Service Year. 

Search By: Specify your search by criteria.

Automatic Association: If this box is checked 
and multiple services are selected, any 
customer with more than one service will 
generate a single invoice with multiple 
services assigned to that invoice.
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Invoicing Step 1: Search for Services

Services: Select the services that need to be routed and/or invoiced.
There are two service panels in this area:
• All Services: the left panel is displaying all available services in your 

database
• Selected Services: the right panel displays the services selected from 

the All Services Panel 

Services selected on the right side will be used in your results as you 
move into Step 2.
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Invoicing Step 1: Search for Services

Date Based On: If the rounds of a program are dependent, you 
can pull services based on when the last service in a program 
was completed by specifying how many Days Ago the service 
must have been completed.

Early View: This drop-down allows you to specify customers 
that may be close enough to the last serviced date if they are 
in the same neighborhood that you will be working in. These 
days are added to the Last Serviced days. I.e. If you normally 
service at 35 days since last serviced, you will set your Last 
Serviced days as 30 and leave Early View at 5 to capture 
anyone between 30 and 35 days as Early View customers.

Schedule Date: Selecting this allows you to specify the 
scheduled date rage as a criteria to pull invoices. To use this 
effectively, services will need specific scheduled dates
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Invoicing Step 1: Search for Services

Only Services That Can Be Done On: You can 
restrict the results by acceptable days. This 
looks at the specific day(s) on each 
customer’s job screen under the Scheduling 
subsection.

Route: If you have services that are tied to a 
route, you can filter the route here.  

With Inventory Items: Filter services based on 
the Customer’s Property Inventory subsection 
on the customer’s account page. 

Customer Type: Select if the customer can be 
Residential, Commercial, or Both.
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Invoicing Step 1: Search for Services

Credit Hold Settings: Override default Credit Hold Settings configured in Settings > General Setup Financial. This may 
be useful as you approach the end of the time window for a given service.

Add Associations: Manually associate or filter the invoices pulled based on whether a customer does or does not 
have a defined associated service. This requires Automatic Association to be disabled. Define your primary service 
only in the top service area and then use this area to define required associations. You can utilize different “date 
based on” criteria for the associated service(s).

With or Without Services: Restrict the invoices by whether a customer simply has or does not have a selected service 
on their account in an active 8 or 9 status. If you do not define selected services in the Add Associations or the With or 
without services areas, then these are ignored, and only the upper service selection is honored.
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Invoicing Step 1: Search for Services

Flag Codes: Filter customers by flag codes that 
have been added to the Customer’s accounts. 

Advanced Options: Explore this section for 
additional options to filter the results of your 
search criteria. 

Once all options have been selected, 
click Add to Search and Next to proceed to Step 2. 
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Invoicing Step 2: Create Invoice Batch

Selecting Jobs to Be Performed: The results from Step 1 will appear in this grid and can 
be selected based on your needs for routing and assignment purposes. Selecting the 
jobs to be performed is as easy as clicking the checkbox on the line of the customer you 
would like to route.

You can group, filter, or sort by the different headers listed in the table by clicking on the 
Group By above the table or dragging the column header to the Group By area, clicking 
on the funnel in each header, or by selecting the title in each column.
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Invoicing Step 2: Create Invoice Batch

Below the Table:
Details about the selected services are listed:
• Totals (with or without Association): based on the Include Associated Services 

in Totals option at the bottom right of the page
• Services Selected: total services selected
• Unique Customers Selected: total number of unique customer accounts 

selected
• Size: total size selected
“i” button below displays size totals by Unit of Measure
• Charge: total charge selected
• Total Time: total estimated production time selected
• Call Aheads: total # of call aheads selected

The ability to click the different Quick Select options to select all services that fall 
into any of the specified categories.
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Invoicing Step 2: Create Invoice Batch
Once your services have been selected, you can now move on to the Routing step or select Create Batch to move to the 
Generate Invoices step (See Slide 29).
Click on the Send to Routing verbiage in the upper right corner to take selected stops to the map.
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Routing
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Routing
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Routing

Selection Tools: you can use these tools to 
select the services on the screen. From one stop 
at a time to multiple, there are several options 
to choose from. 

Check Box: select all stops on the map.

Empty Box: clear current selection. 

“i”: pull up the information for all customers on 
the screen with this button. 

Halo: show key-coded identifiers for customers. 

Search: search for a specific address. 

Arrows: while you can navigate around the 
map with your mouse, these arrows will allow 
you to also move left, right, up, and down 
throughout the routing screen. 

Plus/Minus: zoom in and out. 

Eye: map view in default or satellite view. 

Compass: view the map in a different direction.

Settings: map options for auto zoom and 
default pan tool. 
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Routing

Select the stops you would like to 
assign to your technician using the 
available select tools.



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

Routing

After the services have been selected, review the selected 
stops to confirm the list for your technician. It is important to 
review the bottom portion on the left side of the screen to 
confirm Drive Time and Production Time are correct for your 
technician’s work window. 

If you need to remove or change any stops, you can do so by 
clicking the X to remove the stop or using the six dots to move 
a customer up and down in the list. 

You can also right click on a stop to lock the stop as the first or 
last stop in the route. 
*Needs to be done BEFORE optimizing.
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Routing
Optimize: after the route list set, click the Optimize button to ensure the 
route is optimized based on the most efficient order.

Marker Options: choose to make the markers larger or show different 
information inside the pushpins, like how long it has been since last 
serviced or sold. 

Filters: additional filters are available to prioritize the stops based on 
selected criteria. 

Reverse Route: reverse the current route order. 

Update Customer & Service: this pop-up will allow you to update routes, 
taxes, and scheduling details for the selected services. 

Maps: if your technicians are not using RealGreen Mobile, you can print off 
a helpful map and directions. 

Add Stops: if you have stops that were invoiced but not completed, you can 
use this tool to grab those stops and add them into your route list. This is a 
great alternative to Route Loose Work.
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Routing

The last step before creating the batch is to assign the route list to your 
technician on the day for the day of expected completion. 

Assign To: assign the route to an employee or a crew. 

Employee or Crew: select the employee or crew to assign. 

Assigned Date: assign the date the route should be completed. 
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Routing

The last step before creating the batch is to assign the route list to your 
technician on the day for the day of expected completion. 

Assign To: assign the route to an employee or a crew. 

Employee or Crew: select the employee or crew to assign. 

Assigned Date: assign the date the route should be completed. 

The final step is to Click on the Create Batch button.

Once clicked, the selected stops will disappear from the map. Additional 
routes can be created before moving to the final step.

Once finished, click Next and move on to Step 3.
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Invoicing Step 3: Generate Invoices
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Invoicing Step 3: Generate Invoices

Created batches are displayed in this area. Last minute date or 
employee assignment changes can be made before generating 
and finalizing the route assignment. 
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Invoicing Step 3: Generate Invoices

Select any forms to include when generating the invoices. If no physical invoice or 
paperwork is required at the time of generation, select Generate & Mark as Printed to 
mark the invoice as printed on the customer’s account.
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Invoicing Step 3: Generate Invoices

Several Invoice options available. Please ensure 
the correct format is selected that correlate with 
your pre-printed invoice paper before printing. 

Only Basic format Invoices will be emailed if you 
opt to email the invoice from this screen. 
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Invoicing Step 3: Generate Invoices

The Driver Invoice Report provides details about the 
work being performed. It also provides space for 
your technicians to leave notes. This document does 
include customer pricing information. 

This form is a good alternative if your technician is 
not using RealGreen Mobile. 
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Invoicing Step 3: Generate Invoices

The Worksheet provides details about the work 
being performed. This document does NOT include 
customer pricing information and is often used for 
mowing crews or sub-contractor work.

This form is a good alternative if your technician is 
not using RealGreen Mobile.
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Invoicing Step 3: Generate Invoices

The Schedule provides a high-level overview of the 
stops scheduled for the day.

It is recommended to at least print this document 
each time a route is created to ensure the 
technician has a schedule if something were to 
happen to their RealGreen Mobile device. 
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Invoicing Step 3: Generate Invoices

Upsells or generic customer messages can be included on your 
invoice.

Selecting the pre-created messages under Sales Messages.

Create these messages under Settings > Invoice/Statement 
Message Gallery.

Sales Message 1 can be assigned as a default under Settings > 
Company/Branch Info. All others are sticky settings. 
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Invoicing Step 3: Generate Invoices

Invoicing Options provide options for what printed 
information to include on the invoice. These settings 
are defaults pulled from Settings > General Setup –
Documents/Letters.

Printer Offset moves the page vertically up or down 
depending on printer alignment and/or predefined 
margins.
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Invoicing Step 3: Generate Invoices

Email Documents: email the invoice directly to 
the customer instead of generating them to print.

Invoice batches can also be emailed from 
Invoice > Reprint Invoice, or directly from the 
customer’s account.

Save Linked Documents: save the invoice 
as a pdf document on the customer’s 
account.

RealGreen does not recommend saving 
linked copies of the invoices for each route. 
Invoices can be reprinted under Invoice > 
Reprint Invoice, or directly from the 
customer’s account.
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Invoicing Step 3: Generate Invoices

Generate: all selected forms will open pdf versions in 
a new tab for each form type. If documents were 
selected to email, a pop-up status update will show 
how many emailed.

Clicking Generate will send the route listing to the 
assigned technician’s RealGreen Mobile device.

Preview: preview invoices and supporting 
documentation to verify layout and information are 
correct before generating.

To print physical copies of the documents, find and click the printer icon along the top edge of the document. This 
launches the browser print dialog box.

Verify your printer selection and settings. It is recommended that you expand “More settings” to specify the paper 
size and scaling. Prior to printing all the invoices, it is recommended that you run a test on one page to confirm that 
it is printing as expected. If invoices are not aligned vertically, you may need to adjust the printer offset.
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Production Entry
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Production Entry

To access Production Entry, 
navigate to the Main Menu > 
Production > Production Entry. 
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Production Entry

Production Entry: find the Service that was completed 
for the customer by the invoice number or by the 
customer’s account number, Year and Service.

Claim Journal: select another Service Assistant user’s 
production journal, or a RealGreen Mobile technician’s 
production journal to “claim” and add into your journal. 

Production Journal: all saved production entries, and 
where to finalize the production process and post work 
as completed to the customer history.

Enter in the desired information 
and click Search.
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Production Entry

All scheduled services on the invoice will show up on the 
left side of the Production Entry screen.

Skip & Undo Print: Skip or undo an invoice for a services 
that could not be completed. If skipping, select a skip 
reason from the dropdown.
If you plan to do the service later, check the Undo Print 
checkbox and select the reason the service was not 
performed. 



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

Production Entry

Date: the date the service was completed. 

Employee: the originally assigned employee will 
automatically be selected. If another employee, or 
additional employees helped completed the work, 
change it here.

Done Date: enter the date the service was performed.

Start & End Time: enter the started and end times. 

Vehicle: the vehicle used, if applicable. 

Percentage: if only one person completed the service, 
the percentage will default to 100%. If multiple people 
performed the service, percentages will be split equally 
by default but can be changed as needed. 

Man Hours: This field will automatically calculate based 
on the Start and End Times entered, and the number of 
employees that performed the work.
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Production Entry

Size: the size will automatically populate based on what 
was on the customer’s service. 

Charge: the charge of the service. 

Balance Details: overview of the charges, discounts, and 
taxes for the service.  

Notes: technician notes about what was performed, or 
any comments about what was observed.

Products: products used during the completion of the service. Add products with the + button. Once added, you can 
update the amount used, treated areas, locations, the application method, the rate of application, and the target 
pest/weed/etc. the product works on.
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Production Entry

Wind Speed & Direction: enter in the wind speed and 
direction during the time of application. 

pH: enter in the pH of the soil collected that day, if 
applicable.

Rating: if applicable, enter in the company’s internal 
rating for the condition of the property. 

Temperature: enter in the temperature during the time 
of the service. 

Condition Codes: conditions are like flag codes for services. They can include details observed on property such as 
insects or damages, you can highlight who was home during the time of visit, or specific weather conditions.

Click Save to proceed to the Production Journal. 



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

Production Entry

Once all services have been entered as completed to the Production Journal, click the 
Post button to finalize production and record the services as complete in history.
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Session Feedback

• Login to the Event Mobile App
• Add this session to your schedule
• Click Survey
• Give it a rating 1-5 stars
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Questions?
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Sign up on 2/4 
and receive 20% 

off your ticket!
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