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Chapter 1 — Introduction:  What is Special Invoices? 
 
 
Special Invoices is a CLIP module that provides a means of tracking payments applied to specific 
invoice numbers.  It was developed at the request of CLIP users who service large commercial 
accounts requiring “true invoicing”.  
 
With the addition of Special Invoices to the CLIP Pro Family, you may choose a Balance 
Forward or Open Invoice system for each customer.  This flexibility permits you to choose only 
those customers who require “true” invoices and to continue using the Balance Forward system 
for all others.  You may also choose an Open Invoice system for all your customers. 
 
We hope that this additional module will help make your company more profitable and your 
paperwork more efficient. 

Special Invoices is an optional module for CLIP Pro that allows you to change specified customers from a 
Balance Forward Billing to an Open Invoice Billing Customer.  The difference between the two types of billing is: 
 
Balance Forward: 
Activity for a customer is not assigned an invoice number 

All payments apply first to the oldest outstanding debit 
Each Month starts with a Previous Balance and all credits and debits show only the current month’s 
activity. 

Open Invoice: 
All activity for a customer is assigned to an Invoice Number 
Every Invoice Number is unique 
Each Invoice can include multiple lines or multiple debits 
Statements reference invoice numbers and only show total amounts 
All payments must be applied to an invoice number 
If there is no invoice number to apply a payment to, a credit memo is created and can be later applied to an 
invoice number. 
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Chapter 2 — Changing from Balance Forward to Open Invoice 
 
You will want to change specified customers to the Open Invoice billing method.  This is 
accomplished quite easily. 
 
If conversion is done in the middle of the month, a transaction entry will be generated with the 
“Balance from previous billing method” which is their balance as of the last billing cycle.  You 
can, at that time, generate the invoice for that transaction or leave it to be assigned to the invoice 
at the end of the month.  All current debits will be left for you to assign to an invoice or to leave 
for the End of Month closing process to assign to an invoice.  All current credits will be totaled 
and a credit memo created.  You will then have to manually apply that credit memo to the invoice 
that was generated with the balance information. 
 
NOTE:   We have determined that the changeover process runs much more smoothly if 
converted right after the End of Month billing process.  This will take the total balance owed at 
the time of billing and generate an invoice (and line item in the history) with “balance from 
previous billing method.”  Please note, also, that this eliminates the process of having to apply 
credit memos to the newly generated invoice. 
 
Search for the customer in the Quick Search button in File Maintenance. 
When the desired customer appears, press the Invoices button. 
 
 

 
Billing Type displays whether the customer is under the Open Invoice or the Balance Forward 
system. 
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CLIP will ask you if you want to change the customer to Open Invoice Billing. 
 
If your customer has outstanding balances and activity you will see the following warning: 

 
 
 
Select “Proceed” if you want to generate an invoice based on the customer’s outstanding balance.   
If you select “Return”, CLIP will automatically generate an invoice when you close the period. 
 

 
If your customer does not have a prior balance or activity, you will see the following warning: 
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Once you hit “Yes” you will get a confirmation window as seen below. 
 

 
Warning:  Once a customer is set up as an Open Invoice 
customer YOU CANNOT CHANGE THE CUSTOMER 
BACK TO THE BALANCE FORWARD SYSTEM.  You must 
delete and re-enter that customer as a new customer, losing all 
your history for that customer. 
 
Once you press the “Yes” button, the customer is an Open Invoice Customer.  If there is any 
outstanding balance, the balance will be set to zero and the amount will be converted to a straight 
debit.  At this time you can create an invoice for the debit amount or let CLIP do it automatically 
at the end of the billing period. 
 
If the customer has credits in the current period, CLIP will set up an Open Credit Memo to which 
you may apply it to a specific invoice when a debit is generated.   
 
Please note:  Payments are not automatically applied in an Open Invoice System.  You must 
apply them directly yourself. 
 
In addition, for your contract customers, the only time you will be able to bill the monthly 
installment for an open invoice type customer is at the End of Month Billing.  You will no longer 
be able to use the midmonth billing for open invoice customers or to bill the installments for 
them.  If you want to bill your installments prior to the end of the month, you will have to forgo 
the installment function of CLIP and set your monthly installments as a monthly job in the 
customer’s job list.  You can then mark that job as completed and manually generate your 
invoices for those installments.  Our recommendation would be to review your current procedures 
and change to billing them at the end of the month for the installments.  This will be the easiest 
method to billing for contract installments. 
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Chapter 3 — Generating an Invoice 
 

 
 
 
CLIP generates invoices in two ways: 
 
Automatically at the end of a billing period. 
Invoices cannot “bridge” over a billing period in CLIP.  In order to maintain the integrity of the 
data, all debits that are to be included on an invoice must be assigned to an invoice before the 
period is closed.  To accomplish this, CLIP takes all outstanding debits before the close of the 
period and assigns them to new invoice numbers.  These invoices will include all debits created 
through “Record Work”, “Enter Transactions” or any automatic debits, such as monthly 
installments.  This process does not require any input from the user. 
 
Manually assigning debits to invoices. 
You can generate invoices manually by using the Invoices button from File Maintenance or the 
Generate Invoices from the Special Invoices sub-menu.  This option allows you to “build” an 
invoice for the debits generated through “Record Work” or “Enter Transactions”.  When you use 
the Generate Invoices option, an Invoice Header (date of invoice, date due, and invoice number) 
is created and you may select outstanding debits to assign to the invoice.  
 
You may generate invoices from File Maintenance or from the “Special Invoices” main menu 
screen: 

File Maintenance Menu Special Invoices Main Menu
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Selecting Generate Invoices from the Special Invoices menu opens the Quick Find window so 
you can type the customer name or number for which you want to generate an invoice. 

 
After you select your customer, the Invoice Header window will appear.  This will allow you to 
modify the date of the invoice in addition to the payment due date.    You cannot change the 
invoice number.  Press the Proceed button and the debits that have not been assigned to an 
invoice for the period will be displayed.  
 
Note:  The button to the right of the date fields will allow you to select a date from the calendar. 
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When you press <Space Bar> an “X” will appear, indicating that these line items have been 
selected and will appear on the invoice.  You can unmark each line by pressing the <Space Bar> 
again.  When you have chosen all the lines you want to include on this invoice, press the <Enter> 
key.  To cancel the operation hit the <ESC> key.  If you hit <ESC> you will get a message stating 
the operation has been cancelled. 
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Chapter 4 — Printing an Invoice 
 
To print or preview an invoice for only one customer, select Invoices from the File Maintenance 
screen.  If you are printing invoices for more than one customer, it is best to use the Print Invoices 
option under the Special Invoices sub-menu. 
From File Maintenance 
 
Select the customer for which you want to print an invoice.  In the File maintenance window, 
click on the Invoices button at the top of the screen.  In the invoice options menu, click on Print 
Invoices. 

 
You will then get the Print Configuration window: 

 
Previewing will allow you to view all open invoices for this customer on the screen before 
actually printing.  
 
You may enter a three-line message in the Billing Message area which will print on all invoices.   
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Please Note:  The only option you have is by “Customer,” when going through File Maintenance.  
You cannot print for other customers from the File Maintenance side, only for the current 
customer whose record you are in. 
  
 
Invoices are listed in numerical invoice order (the most recent at the end of the list).  To select the 
invoice you want to print/preview, go to the invoice you want to print and hit the <space bar>.  
Once you are done selecting the invoices, hit <enter> to print/preview.  To cancel the process, hit 
<esc>. 

 
Follow the same steps to print invoices from File Maintenance.  When you have selected the 
invoices you want to print by pressing the <spacebar>, press the Return button on the screen to 
preview and/or print.  Once that is completed you will be asked if you want the Invoices to be 
marked as printed.  Hit “Yes” to prevent them from reprinting at the end of month when you print 
all unprinted invoices that have been generated either prior to or during the Billing Process. 



 - 14 - 

From the Special Invoices Main Menu: 
 
It is best to print from the Special Invoices main menu when you have more than one customer 
for which you want to print invoices.   
 
 
Choose Print Invoices from the Special Invoices menu. 
CLIP provides several options for printing invoices. 

 
By Customer 

This is a good way to select a customer and print an invoice for them when you do not 
know the exact invoice number.  You can select the customer and then it will bring up a 
list of invoices that belong to that customer that meet the criteria you set in the “filter” 
and “configuration” section of this window.  This works the same as in the File 
Maintenance portion of the program. 
 

By Invoice Number 
If you know the invoice number and want to print it, use this option. 

 
All Unprinted Invoices 

When you print an invoice CLIP will ask you if you want to mark it as having been 
printed. This option will print invoices that have not yet been marked as printed.  You 
will use this option to print invoices automatically generated from the End of Month 
Billing process 

 
Customer Range 

This option will allow you to print invoices for a specific customer range “Print” will 
print all your selected invoices.  When you have printed your invoices CLIP will ask you 
if you want to mark the invoices as printed.  If you answer “yes”, the next time you select 
“All Unprinted Invoices” these invoices will not print unless you specifically ask for 
them.  You can reprint any invoice at anytime using either Individual by Customer or 
Individual Invoice by Number. 
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Configuring the Invoices 
 
The options here function the same as with the balance forward method of billing. 
 
Print Company Name 

Use this option if you are not using preprinted forms with your company name or logo.  
This will print your return address and company name on the upper left hand side of the 
invoice. 
 

Include Notes 
If you have Invoice Notes for your job(s) that have been marked done and posted, this 
will print the notes under the line item on the Invoice. 
 

Print Notes in Arial Font 
This will print your notes in Arial font so that they stand out on the invoice from the line 
items.  If unchecked, they will default to Courier New as the rest of the invoice. 
 

Print Project Detail 
This feature is for those using the Projects Module in CLIP.  This will print out the line 
item detail of the project being charged with the breakdown of parts and the charge for 
those parts underneath the Project Name on the invoice. 
 

Include Items with No Charge 
Select this feature if you want your contract work that has a zero charge to show on the 
invoice.  If you prefer not to show this detail or if your customer has asked for an invoice 
with just the Installment amount, uncheck the box. 
 

Include Paid Invoices 
If you want to preview/print all invoices for a customer, check this box.  If it is 
unchecked, you will only see unpaid/outstanding invoices. 
 

Print Reference Numbers 
This will print the “Done to Date” number to the left of the line item on the invoice. 
 

Print Property Name (“Svcs Rend”) 
If the property name is different from the billing name, selecting this box will show the 
property name for which the work was done.  This is especially helpful when you do 
maintenance for a company that has multiple properties. 

Sort by Date 
This feature will sort the line item detail on the invoice by the posting date vs. the order 
of entry. 
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Chapter 5 — Statements 
Now that you have generated invoices, you can print or preview your statements.  Unlike the 
regular CLIP statements, Open Invoice Statements only reference Invoice Numbers and only 
show the Invoice Number, the date generated, the date due and payments applied as well as any 
open credits (credit memos).  You can preview or print your statements at any time from either 
the Special Invoices menu or the Invoices button in File Maintenance. 
 
 
From the Main Menu option you will see the following options: 

                 
All Customers: 

This will print out a statement for every “Open Invoice” customer you have. 
 
Only Overdue Customers: 
 

This option will print statements only for customers that have overdue invoices. 
 

Only Customers with a Balance: 
 

This option will print statements for all customers that owe you money or have a 
credit balance.  This will include overdue customers and those with a current 
balance. 
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Individuals: 
This option allows you to choose a customer for which you want to print a 
statement. 

 
 
 
The summary report displays your statements in summary form.  This is useful for providing an 
overview of each customer’s account. 
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Sample of a CLIP statement:  
 
 
 
 
You can also print a statement from File Maintenance.  Use File Maintenance for printing 
statements for specific clients.  

Invoices will be 
listed on this 
side of the page 
with the total of 
the invoice. 

All credits will be 
displayed here.  If 
credits are not 
applied, they will 
show up at the top 
as Credit Memos. 
Any credits that 
are applied will be 
next to the invoice 
to which they 
were applied. 

The total 
due is based 
on the total 
outstanding 
invoices 
less any 
credits. 
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Chapter 6 — Credits:  Entering Transactions  
 
Entering Credits from Enter Transactions: 
 
Credits are entered the same way for Open Invoice Customers just as balance forward customers 
with one exception:  you must apply the credit to a specific invoice or create a credit memo. 
 
When you enter a transaction and press <Save> for an Open Invoice Customer you will see the 
remaining open invoices for that customer. 
 

Pressing Save 
will generate 
the list of Open 
Invoices. 
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Use your arrow keys or your mouse to move up and down through the open invoice list.  Press the 
<Space Bar> key to select the invoice(s) for which you want to apply payment.  The column 
marked “Paid Amt” will reflect the payment you just applied.  Press <enter> to apply the payment 
to the selected invoice(s).  Each invoice can have multiple credits. In other words, if your 
payment amount is greater than the amount of one invoice, when you select one invoice to apply 
partial payment to, you will see the amount “left to be applied” in the window above the list of 
invoices.  You can then select another invoice to which you may want to apply the remaining 
amount.  If you do not apply the remaining amount of the credit, a credit memo will then be 
generated for that customer. 
 

This is the list of 
open invoices for 
this customer. 
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Chapter 7 — Applying Credit Memos 
A credit memo is a credit that was received but not applied to an invoice.  The Billing Status 
option in File Maintenance will indicate if a customer has a credit that has not been applied or 
you may check the customer’s statement. 
 
Most credits will be applied as you record the payment received through Enter Transactions.  
When you have received a payment and do not want to apply it to a specific invoice, a credit 
memo is created.  Credit memos do not expire and are held in the customer’s record until applied 
to an invoice. 
 
To apply credit memos to an invoice, choose Apply Open Credits from the Special Invoices 
menu.  
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By Customer: 
Selecting “By Customer” allows you to choose a specific customer account number or name to 
apply a credit memo. 
 

 
 
All Credit Memos for this customer will appear. .  Highlight the one you want to apply to an 
invoice and push the “Select” button. 
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Pressing the “Select” button on the highlighted item will indicate to CLIP that you want to apply 
$189.00 to an Open Invoice and will present you with a list of Open Invoices for that customer. 

 
 
Select an Invoice Number to apply the Credit Memo of $189.00 by arrowing down to it and 
hitting the <space bar>.  If there is a balance on the credit memo, CLIP will alert you of the 
unapplied amount.  
 

 
In the above example, the credit memo chosen was in the amount of $189.00.  The Invoice 
Number chosen to apply the Credit Memo to was only $101.00, hence the message that a new 
credit memo in the amount of $88.00 will be generated. 
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By Credit Memo 
 
When you select “By Credit Memo” you will see a list of all Open Credit Memos.  Choose the 
Credit memo you wish to apply payment to by highlighting it. 

 
 
You will be presented with the list of Open Invoices for that customer.  Choose the Invoice to 
which you want to apply payment by pressing <Space Bar>. Hit <Enter> to proceed to apply the 
credit memo and return to the main menu. 
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Chapter 8 — Un-applying Credit Memos 
CLIP allows you to “Un-apply” credit memos.   
 
The Un-apply Credits function will take a payment applied to an invoice and convert it to a credit 
memo.  The new Credit Memo can then be applied to another invoice. 
 

 
 
Step 1:  Type in the Invoice Number to which you want to un-apply credits and click the “Process 
the Un-Apply” button. 

 
 
Step 2:  If the invoice number is correct, press “Yes” and CLIP will inform you that the payment 
has been un-applied.  
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Chapter 9 — Overdue Report 
All invoices are due on the due date you put on the Invoice Header when you generate an Invoice.  
To view overdue customers, select the Overdue Report. 
 
 The Overdue Report has various options. 
 

 
All Invoices: 

All Invoices displays or prints all generated invoices, both those in history and those that 
are current.  

 
Only Overdue Invoices: 

Only Overdue Invoices displays or prints invoices that are overdue. 
 
Only Invoices Due Between (Date Range):   

Fill in the specific start and stop dates for which you want to display or print invoices. 
 

Sort Options: 
 

 Sort Options: allows you to display or print invoices by a number of options. 
 

 Invoice Date:                 Sorts the printouts by the Date of the Invoice. 
 

 Due Date:                      Prints in order by the Invoice Due date. 
 

 Total Invoice Amount:   Orders the list by the total due on the invoice. 
 

 Amount Outstanding:    Sorts the reports by the amount still due on the invoice. 
 

 Customer Number:        Prints in numerical order by account number. 
 

 Invoice Number:            Will list the overdue invoices by Invoice number. 
Note:  You may also view your overdue customers by printing statements. 
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Chapter 10 — Invoice Company Status  
 

You may preview or print a Company Status report for Open Invoice Customers. 
 
 
The check boxes to the right of each total allow you to print or display reports that itemize each 
section.  This feature permits you to review how each total was derived.  If there are zero 
balances you will not be able to view a report when you click on the check boxes. 
 
The lower half of the Company Status screen allows you to select a specific date range for 
analysis of credits, taxes and debits. 
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Chapter 11 — Voiding Invoices 
 
 
You may void an invoice if it is within the current period and no payments have been applied to 
it.  Invoices generated prior to a period closing must be adjusted (See Chapter 16 - Invoice 
Adjustments). 
 
 
Voiding an invoice will erase all record of the invoice (almost…the voided invoices will appear 
in the Invoice Company Status Report).  Any transactions that were applied to that invoice will 
now be available to apply to a new invoice.  

 
 
We highly recommend that you void invoices only when the situation can not be avoided.  
Remember that you can always enter correcting or reversing entries. 
 
To void an invoice, you must enter the invoice number you want to void.  Make sure you enter it 
correctly. 
 
You will be prompted before the actual voiding occurs: 
 
If you answer “No” you will be returned to the Invoice Sub Menu. 
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Chapter 12 — Voiding Credit Memos 

 
This function will allow you to void credit memos that were accidentally created for the wrong 
customer through Enter Transactions.  For Special Invoice type customers, this is the only way 
you can void a credit transaction.  DO NOT DELETE the line from the History screen in File 
Maintenance.  This will delete the transaction but leave a credit memo without a matching 
transaction and throw off the balances. 
 
You have two options through which to void a credit memo. 
 
By Customer: 
 
This option will bring up the customer selector and allow you to select the customer for whom 
you want the void the credit memo. 
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Once you have selected your customer, a list of credit memos that exist for them will come from 
which you can choose to void. 

 
Use the arrow keys to go up and down the list.  When the box is highlighted next to the credit 
memo you want to void, hit the Enter key. 
 
Now you will be prompted to make sure you want to delete the credit memo. 

 
 
Once you hit YES it will bring back to the Void Unapplied Credits window.  Hit Return to go 
back to the main screen. 
 
 
By Credit Memo: 
 
This option will display a list of unapplied credit memos that you can void. 
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Use the arrow keys to go up and down the list.  When the box is highlighted next to the credit 
memo you want to void, hit the Enter key. 

 
Now you will be prompted to make sure you want to delete the credit memo.  Once you hit YES 
it will bring back to the Void Unapplied Credits window.  Hit Return to go back to the main 
screen.   
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Chapter 13 — Tax Report 
Because payments are applied directly to debits, CLIP can now track taxes based on sales tax 
paid, not just sales tax charged.  When you print the Tax Report, CLIP will mark all taxes as 
having been reported to you and will report them subsequently. 
 

 
 
 
 
Enter the date range for the Invoice Due dates, and select to show only paid invoices (this is 
selected by default) if that is what you want to see.  If you want to see all taxes charged on the 
invoices due during that time, then deselect this box.  This will now list all invoices due between 
the dates you selected and the taxes charged on them.   
 
This report will also break down the total taxable sales, the total non-taxable sales and the total 
taxes on the invoices by tax area. 
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Chapter 14 — Invoice Adjustments 
 
This will allow you to correct invoices that have had mistakes and for which the period has 
already been closed.  This is where you will make your corrective entries for your Special Invoice 
type customers 
 
Click on find Invoice and the window will open prompting you for the invoice to which you want 
to make the adjustment. 

 
Once you have typed in the invoice number and hit OK, a preview screen will open up allowing 
you to view the invoice to insure that you have selected the correct one. 
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You will now have the adjustment screen which will allow you to enter the correction. 
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In our example, we are crediting back an over charge of $5.00 for services that were posted to this 
invoice.   
 
Please note that the code used is the same code for which the job was charged and that the 
amount being credited is a negative amount.  This will reduce the invoice total allowing for the 
correction.  You may also add charges through this function that were not entered and should 
have been and need to go on the same invoice. 
 
Once you have made the corrective entry, click on save.  When you are finished making your 
corrections, click on Post.  This works the same way as posting in Enter Transactions.  You will 
be given the opportunity to print a final list of transactions.  Keeping a printout copy is beneficial 
if your hard drive was to crash and you would need to re-enter the information after restoring 
your backup. 
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Chapter 15 — Accounts Receivable Report 
 
This report will give you a list of those customers who still owe you money.  There are no options 
except for the output location.  The list goes strictly by the due date of the invoice verses the 
current date.   

 
Note the report shows the status of every customer’s billing status.  If an invoice is even one day 
overdue it will appear in the 1-29 days overdue column   
 

 
You may also export this report to a database, Excel Worksheet, or even directly to an MS Word 
merge document. 
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Chapter 16 — Billing Status 
The Billing Status box in File Maintenance for an Open Invoice Customer is very different than 
that of the Balance Forward customer. The billing status box is changed since the methods for 
aging and applying payments are different. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Invoices Due line 
shows you all outstanding 
invoice amounts that have 
been assigned for this 
customer.  Aging is based 
on the due date of the 
invoice, not the 
transaction date. 

Credit totals represent those 
that have been entered for 
this customer during the 
current period. 

CLIP keeps track of 
all voided invoices.

The Taxes area allows you to 
track the exact amount of sales 
tax your customers have paid, 
not just the tax that you have 
charged. 

Debits include 
both the debits 
assigned to 
invoices and 
the “open” 
debits that are 
still waiting to 
be assigned. 
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Chapter 17 — What happens at the regular billing cycle? 
You must close the month every month even if all your customers are Open Invoice Customers.  
 
During a Billing cycle CLIP finds all Open Invoice Customers and searches the Journal to find 
any debits that have not been assigned to an invoice.  CLIP adds each of these “open” debits to a 
new Invoice number automatically. Also at this time monthly installments are generated. If the 
“Due Upon Receipt” option in the billing screen is checked off CLIP automatically assigns a 7 
day due date to any automatically generated invoices otherwise it will use the “Due Date” in the 
billing screen. 
 
When you close the period, CLIP creates Service Charges, as applicable.  Service Charges will be 
placed on separate automatic invoice listing the overdue invoice(s) for which the service charges 
were applied.   
 
As soon as you have closed the period, you should Print Statements from the Special Invoices 
Menu selection.  This will provide your customers with their payment status and charges.  You 
should also print all Un-printed Invoices so they can be mailed to your customers. 
 
Note:  The Open Invoice Customer will not show up on Balance Forward Overdue lists and 
reports.  Overdue payments are handled in the Open Invoice Statement and Invoice Printing and 
Previewing options (see Chapter 10 for more information). 
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Chapter 18 — What about Route Sheet Invoices? 
 
Normally, a “true” invoice is not an Invoice until the job has been completed and an Invoice has 
been printed.  In the case of Route Sheet Invoices, they are “before the fact” and therefore are 
work orders, not invoices.  That has now changed in CLIP Pro. 
 
NEW to the Special Invoices Module – You can now create a true invoice in the route sheet 
invoices section of CLIP for your Open Invoice customers.  There is a new form, “Legal Size 
Plain” and this is the only form that will work.  The following information will detail how this 
function works in addition to the features it entails. 
 
Start with the Job screen in File Maintenance: 

You will see new fields in the job details screen.  These fields are updated through the 
“Print Route Sheet Invoices” function of CLIP: 

 
RT Invoice Printed - This field is used with the Legal size Route Sheet Invoice.  The box will 
be checked when the Invoice is printed.  When the job is recorded as done and posted, the check 
mark will disappear.  When you see this boxed checked it means that the invoice has been printed 
but the job has not been recorded as done yet. 
 
Invoice # - Used with the Legal Size Route Sheet Invoice.  When the route sheet invoice is 
printed a true Invoice number is reserved and the number is placed in the invoice number field in 
the job details. You can re-print the route sheet invoice with the same invoice number on it 
provided you have not recorded and posted the work. When the job is recorded as done and 
posted this field will be cleared.    
 
Date Printed - Used with the Legal Size Route Sheet Invoice, this field gets filled in when the 
job is printed on the route sheet and then gets cleared out after the job is posted. 
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Printing Route Sheet Invoices: 
 

 
In order to generate true invoices for your Open Invoice customers in the route sheet invoices, 
you must select the “Legal Size Plain Paper” form. 
 
When you print the invoices on this form it performs the follow tasks: 
Generates an invoice and assigns an invoice number to that job on the invoice. 
Records the “Date Printed” in the job details. 
Prompts you as to whether or not to mark the invoices as printed 
If you choose to mark them as printed, it will mark the checkbox in the Job Details screen for 
“RT Invoice Printed. 
 
When the invoice is marked as printed in the job details and you decide to reprint the invoice, the 
invoice will appear with a watermark that says “Reprint.”  To reprint an invoice, go back into 
“Print Route Sheet Invoices” and choose “By Individual” to select the customers for which you 
want to reprint an invoice. 
 
Once you mark the job as completed in the Record Work section of CLIP and post it, the invoice 
will be assigned and posted to the account. 
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Sample Route Sheet Invoice  
(Legal Size Plain)  

These are the job 
numbers of the jobs 
that this customer 
has

Customer Directions 
go here. 

Invoice Notes go 
here. 
 

Route Sheet Notes 
go here. 
 Job History goes 

here. 


