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Closing a Service Ticket 
In RSSS, Maestro or Maestro SBE you can access Close Service Ticket off the Main 
Service Department Menu. 
 
Once all parts have been posted for a service ticket, you are ready to finalize the 
ticket.  The close process will create an invoice for each customer service ticket on 
which parts were posted. 
 
You may enter the ticket number of select it from a list based upon the customer 
number.  See Figure 5-1. 
 

Figure 5- 1 Close Ticket Screen 
 
Once the ticket is retrieved, you must specify who is to be billed for the invoice.  If 
the invoice is to be billed to the store or Narda/Nesda, you will be prompted to 
supply the appropriate BILL TO account number.  This number may be selected from 
a lookup window. 
 
Once you have selected the billing account number, you are prompted for any 
additional parts that might need to be posted to the ticket before it is billed.  You can 
post parts that are billable to the store, Narda or ESP, depending on which one you 
selected for this ticket.  See Figure 5-2. 
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Figure 5- 2 Close Ticket Post Parts before closing Screen 
 
Press the F9 key when you have finished with any changes to the parts on the ticket.  
This will bring up the totals screen.  See Figure 5-3. 
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Figure 5- 3 Close Ticket Totals Screen 
 
You may make any changes to any of the fields on the total page.  Once you are 
finished entering all of the billing information, you have to assign the invoice to a 
payment form.  You can enter up to four payment forms for the invoice.  The 
payment form set up on the Service Department Control Record will be used to 
create a standard payment form entry. 
 
You can select any valid payment form(s).  The only requirement is that the invoice 
amount must be allocated in it’s entirety to the payment form(s).  See Figure 5-4. 
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Figure 5- 4 Close Ticket Totals Screen Payment Forms Window 
 
Once you have entered all the payment information, you can press the F9 key to 
proceed to the next screen.  See Figure 5-5. 
 
Please note that you will need to use the RP process to take a payment 
against any customer tickets that are charged to the Revolving Accounts 
Receivable account in the payment forms area.  
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Figure 5- 5 Close Ticket Totals Screen Everything okay? prompt 
 
You will be prompted to review the screen and make sure that all the payment 
information is entered correctly before continuing to the next screen.  Please review 
the information that you have entered and make sure it is correct. It will be a lot 
easier to correct it now.  You can not get back to this screen after you leave it.  Enter 
Y for yes if everything is correct and you will proceed to the next screen.   
See Figure 5-6. 
 



Chapter 5 – Closing A Ticket 

Page 6 of 7 
Version#6.9.2006  Service Department 11.5 

Figure 5- 6 Close Ticket Totals Screen Print the invoice? prompt 
 
The last step in this process is to actually print the Service Department invoice.  You 
will be prompted for the printer ID on which to print the invoice if you selected Y for 
yes to actually print the invoice.  After the invoice completes printing, you will be 
returned to the original screen where you can close any other invoices that are ready 
to be closed. 
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Figure 5- 7 Close Ticket Totals Screen  
 
You are given an opportunity to create additional invoices for the store, Narda/Nesda 
or ESP.  See Figure 5-7. 
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