
 

 

 

 

End of Day Invoice 

Processing 
 



Introduction 

As orders are entered each day, they (delivery tickets) are stored in the delivery ticket file (OE200). At the end of the day 

or the established cutoff time, each order will need to be finalized. This process gives the chance to review each ticket and 

make sure that the gross profit margins are acceptable and that the ships and returns have all been entered.  

Note: there is also a training video on this topic. 

 

Finalizing Your Tickets 

To start the process, go to the Finalizer and follow these 

steps: 

1. Select the appropriate sort order and date 
options. Multiple dates can be chosen, but 
from an audit standpoint it is better to 
process one day at a time. 

2. Make any changes needed to the delivery 
tickets. This would include cylinder returns, 
correcting pricing, etc. If the ticket number is 
in red, then the profit margins on that ticket 
are below the margins that were set. At this 
point, it should be confirmed that the pricing 
is correct.  If there is a red asterisk in the CYL 
column it means that there are cylinders on 
that ticket and it should be confirmed that 
the ships and returns were entered correctly. 

3. Once all of the changes have been made it 
will be time to finalize the tickets. Select each 
ticket that has been finished by clicking on 
the box to the left of the ticket.  If it’s 
preferred, you can wait until all the changes 
have been made and select all tickets by 
clicking on the box with a check mark in it 
next to the order number heading.  

4. When the finalize button is selected, the type 
of ticket is changed from delivery ticket to on 
account. However it is still in the delivery 
ticket file (OE200). 

5. When finalizing, make sure to use the correct 
ship date when prompted.   

 

 

Moving the Tickets and Orders into the Daily 

Invoice File 

After the delivery tickets and orders have been finalized, 

they will need to be moved into the Daily Invoice file so 

that they can be updated.  

 

 

 

Note: the Finalizer program does not update the orders 

and tickets in the sense of applying them to the customer 

account. It simply prepares them for updating in the 

billing update which will be discussed later.  

Here are the steps for moving the tickets and orders to 

the Daily Invoice file: 

1. While still in the Finalizer program, use the order 
type filter and select all types. Each ticket that is 
ready to be processed will need to be selected. 
 

2. Next, select the Update button at the top of the 
screen. This will move the tickets into the invoice 
file for processing. The program will move the 
finalized orders into the Daily Invoice file when 
the update button is selected.  

 

Updating the Invoices 

1. The first step in this process is to run the invoice 
register and check for errors. It is recommended 
that the register be printed to the screen using 
the PDF printer option. This will make it possible 
to do all of the error checking without ever 
having to print the register. 
 

2. If any corrections need to be made:  
Go to Point of Sale > select Options at the top of 
the screen > Order Mode > select Invoice Entry.  
 
At this point in the process, changes cannot be 
made with the Point of Sale programs. 
 

3. Once the errors have been corrected (the register 
will need to be re-run if corrections were made) 
the register will need to be saved using the PDF 
printer option. We recommend setting up a 
directory for billing registers with a sub directory 
for each year and one more sub directory for the 
month and year. When the register is saved, try 
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giving it a name that helps in finding the desired 
register.  
 
Example: 2015-01-15-Billing Registers.  
 
This format puts all of the registers for the month 
in date sequence. If the register is misplaced by 
putting it in the wrong directory, then it can be 
searched for by the name. 
 

4. Invoices are now ready to be printed.  
 
Go to Billing > Ticket Invoice Processing > Invoice 
Printing > choose the printer. The choices here 
are to print all Invoices or a selected date.  
Regardless of the option selected, the register 
must have been run with the same options. 
 

5. Invoices can be printed, emailed or faxed.  
 
Note: if invoices are going to be emailed or faxed 
to customers, then they must have email 
addresses and/or fax numbers in the contact file.   
 
The invoices with the appropriate contact 
information will be emailed or faxed and any 
invoice without an email address or fax number 
will be printed to the assigned printer. 
 

6. After the invoices have been emailed, faxed or 
printed, the Daily Invoice Update is ready to be 
run.  
 
Note: for data security reasons, everyone must be 
out of CylTech 2 before this update can be run.  
 
To run the update: go to Billing > Ticket Invoice 
Processing > Invoice Update. Enter the 
appropriate company letter and use the same 

date option that was used when running the 
invoice register. If the invoice register was run 
for all dates, then leave the date blank. If the 
update is to be run immediately (with everyone 
off of the system) press enter to pass through the 
timer option. 
 

7. If it is not practical to have everyone off of the 
system during the initial process, then the update 
can be scheduled for a later time i.e. midnight. 
The option to enter a scheduled time for the 
update to start is found on the last screen.  

 
 

Backing Up Your Files 

It is recommended that all files be backed up before 

running the daily invoice update. If there is a power 

failure during the update, then the process would have to 

be restarted and the data possibly re-entered. To avoid 

this scenario, set the backup to start at a specific time 

each day. A recommended option would be to set the 

backup to start at 9:00 p.m. and the update to start at 

11:00 p.m. Each environment is different, therefore we 

recommend discussing the options with your Support 

Representative to find the best approach. 

 

Have questions? Feel free to Send us an Email, we 

welcome the questions!  
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