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Chapter 1B — Overview

Before getting started

Many new features have been added to this verdi®oote Manager
Advanced™, which has caused thger Guideto grow in features and
content. This being the case, thser Guides being presented as two
separate volumes:

User Guide — Volume A:Contains information on setting up and using the
program as well as definitions for all items lochtéthin theFile, Lists and
Transactiongads.

User Guide — Volume B:This volume contains definitions for all items
located withinReports HandheldsTools andHelp pads.

In some cases, there may be some cross-referesicmgterial and
information between the two manuals.

Introduction

Route Manager Advanceédintegrates state-of-the-art handheld technology
with sophisticated accounts receivable softwarkis provides a cost-
effective solution for field data collection in anety of route accounting
applications serving a number of different induestri

The two volume manual contains the necessary irdtom to help you set up
the system quickly and operate it efficiently. Tdwemplete collection of
manuals includes:

» Getting Started Guide

» Desktop User Manual (A & B)
e Supplemental Manual

* Handheld Guide

These manuals, along with our web-based trainidgos and other aids, will
help you quickly get the program operating and eygés using it
effectively.

Route Manager Advanced User Guide B Chapter 1B — Overview 9



Intentionally left blank.
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Chapter 2B — Reports

Overview

TheReportspad contains a variety of reports that can be rge@@ within the
program.

Accounting Reports
Management Reports
Communication Reports
Route Reports
Equipment

Inventory

ECI Reports
Statements

Dunning Motices
Pre-Sale E-Mail

T ¥ v ¥ ¥ v v T

List Reports g
Graphs

E Custom Reports F

These report options and their submenus (indidagdalack arrows to the
right) are described in detail within this chapter.

Route Manager Advanced User Guide B Chapter 2B — Reports 11



Accounting Reports

The menu groups available undecounting Reportdivide the reports into
separate categories so you can easily find thetrepmformation you need.

Lookup

The Lookupreport sub-menu lists invoice and payment reports.

Invoice Reprint

Thelnvoice Reprinbption can be used to reprint any invoice createthe
desktop or handheld.

NOTE: Additionally, you can reprint individual invoicessing thenvoice
Lookupoption within each customer’s account.

-
Er—

Fields:

12 ¢ Reports — Chapter 2B
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Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

*  Account Number

* Invoice Number

* Account Name
Acct Number: The range of accounts to include in the report.
Date: The range of invoice dates to include in the report

Invoice Number: The range of invoice numbers to include in the repo
from the first to last invoice number.

Customer Type:The range of customer types to include in the riepor
Customer types are set up in tbestomer Type Codéield, under the
Customer Setup Codeésthelistspad and are applied to each account.

Print as: Select the account number to include on the inwice
* Master Account Number
*  Sub-Account Number
Open invoices:Select this box to show only open invoices.
Close Invoices: Select this box to show only closed invoices
Both: Select this box to show both open and closedicego
Rent Invoices Only: Will only print rental invoices.
Include Summary: Prints a summary of reprinted invoices.

Invoice Lookup

Thelnvoice Lookupption allows you to search for a specific invoizesed
on the invoice number, amount, or P.O. number.

NOTE: You may search by the invoice number, the invaic®unt or both.
However, if both the invoice number and amountused, they must match
for results to be shown.

IET=
Invoice Mo, | 105513 Include Previous I 3 3: months
Imvoice Amaunt 0.00
P.0O. Mo

I Mo, Inv Date Arnaunt Acct Mo, Customer Mame F.0. Mo,
100000 R rdan

o | EXIT

Press ESC to stop lookup

Fields:

Invoice Number: Enter the desired invoice number to search for.

Include Previous [ ] Months: Enter the number of previous months to
include in the search.

Invoice Amount: Enter the dollar amount to search for.
P.O. Number: Enter a P.O. number if there is one.

Route Manager Advanced User Guide B Chapter 2B — Reports 13



Payment Lookup

The Payment Lookupption allows you to search for a specific payment

based on a check number, amount, batch numbemarsl

NOTE: Press ESC while looking up payments to abortabkup and

display the results already found.

I
Check Number Range Include Prewious| 3 = Months
Frarn | 1546 Batch Mo
To [1548 Document ID
Check Date lmﬂ Receipt Mates I
Payment Amount W Account Mo l—
Docurnent ID CheckMo.  PayDate  Amount  Acct No Batch Mo. Customer Name Receipt Mote

1543 Jozzrizons | 47.44 [rooooo | |Fokert Jordan =l
|

Press ESC to stop lookup

o | EXIT

1 Records Found

Fields:

Check Number From: and To RangeThe range of check numbers to search

for.
Check Date: The date on the check(s).
Payment Amount: The payment amount to search for.

Include Previous...Months: Indicate the number of previous months to

include in the search.

Batch Number: The batch number to include in the search.

Document ID: Enter a document ID to search for.
Receipt Notes:Enter notes to search for.

Acct Number: The account number assigned to the invoice.

14 « Reports — Chapter 2B
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Open Invoices

TheOpen Invoices Repodaillows you to view all of the unpaid invoices

within each customer’s account.

NOTE: Open items are only available on accounts thee lige ‘Open
Invoice’ option selected within th@redit tab ofCustomer Information

o]
Open Invoices
Sort Option 1
|DV Acct No __I. Acct. No. Invoice Date CreditClass  Credit Controller
. From 000100 From 042712012 3| From[s -] From| -
laslalis To 599999 To[04z7i2012/ 2 T | =] [koam ]
= o ~ o |F -
Inylnvmce Mo 'l El Lo Kavitm) i
¥ ALL
Customer Type Open balance Invoice Amount Major Acct.
From [ =] From| -0999939999 | 99999939999 From| |
TDID | To | 9999999999.99 | 9999999999.99 To[spn |
@ Standard Report ' No Sub Account Breakdown
¢ Standard Report With Aging ~ Group Sub Account Within Master
" Open Balance Summary With Single Line Aging | | Show Sub Accounts Individually
¢ Open Balance Summary With Multi Line Aging
[~ Only Unapplied Credits
& | X [B]a&|m |l =

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» Account Number

* Invoice Number

* Account Name
Acct Number: The range of accounts to include in this report.
Invoice Date: The range of invoice dates to include in the report
Credit Class The range of credit classes to include in thpore

Credit Controller: The range o€redit Controller Typeso include in the
report.

All:  Check this box to include the full range of datatfee Credit Controller
fields.

Customer Type:The range oCustomer Type® include in the report.
Open Balance: The range of open balances to include in the report
Invoice Amount: Enter the invoice amount range to include in thpore
Major Account: Enter the range dflajor Accountdo include in the report.

Standard Report: Select this option to include outstanding itemste
indicated accounts in a single-line format.

Standard Report with Aging:Select this option to include outstanding items
on the indicated accounts in a single-line formiihwn aged balance
summary.

Route Manager Advanced User Guide B Chapter 2B — Reports 15



Open Balance Summary with Single Line AgingSelect this option to
include an aged balance summary on the indicateauats in a single-line
format.

Open Balance Summary With Multi-line Aging:Select this option to
include an aged balance summary on the indicateauats in a multi-line
detailed format.

No Sub Account BreakdownSelect this option to suppress detaifad
Accountinformation on the report.

Group Sub Account within Master:Select this option to include sub account
detail under each master account on the report.

Show Sub Accounts Individually:Select this option to list sub accounts
individually on the report.

Only Unapplied Credits:Check this box to only include credit invoices or
unapplied payments on the report.

16 « Reports — Chapter 2B
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Paid Invoices

The Paid Invoicegeport will list all paid invoices o®pen Itemaccounts.

NOTE: Open Itemare only available on accounts that have the ‘Open
Invoice’ option selected within th@redit tab ofCustomer Information

pETES
Paid Invoices
Sort Option 1
I—_I‘“‘ Acct No = Acct. No. Invoice Date Payment Date
. From 000100 From 041272012 2 From [oarz7iz012 3
Sort Option 2 = =
To [999939 To|oaz7z012 3 To[osr7i2012 3
by Invaice No. o
Customer Type
From | A -
To|p -
' No SubAccount Breakdown
~ Group Sub Account Within Master
~ Show Sub Accounts Individually
8| X|&|6& ||l e

Primary Sort: The primary fields to sort by; you can choose fitbim
following categories:

» Account Number

* Invoice Number

* Account Name
Acct Number: The range of account numbers to include on thertepo
Invoice Date: The range of account numbers to include on thertepo
Payment Date: The range of account numbers to include on thertepo
Customer Type:The range of account numbers to include on therte

No Sub Account BreakdownSelect this option to suppress detaifad
Accountinformation and include all paid invoice detailghin their
associated/laster Accounbn the report.

Group Sub Account within Master:Select this option to list all of the paid
Sub Accouninvoices under eadWlaster Accounbn the report.

Show Sub Accounts Individually:Select this option to list all of thgub
Accountsndividually on the report.
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Sales

The Salesreport sub-menu contains detailed sales and paymalaed
reports.
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Sales Detail Report

The Sales Detail Repogtrovides detailed product sales figures based on a

variety of criteria.

NOTE: This popular report has great versatility. Thgpat of the report

will reflect the sort options selected.

RIS
Sales Detail Report
Sort Option 1 Acct. No. Cust Type Sales Rep Dates
[ oy Branch | From|oo0100 From[# =]  From[sc =] From[osnzo010/ 2]
Sort Option 2 To 289500 Tolo - To|sa =l To[osi3112010 2]
Ih, A A I~ Al
I Do not group by Master Accounts (o1 pany 2 0 3 ¢ 1,283 @
Sort Option3 I Som e e aceouns. | o 2030 1263
|N0n9 'l Chrg Code Product Class Route Major Acct. Code
me|1UU1 j From I’ j From IA j FrumIDG j
Tofoas -] Tow = Tz 2 1
Al A a1 Al
[e | X |B& |8 |rm| S| =
Fields:

Sort Option 1, 2, 3:You can choose from the following categories:
+ Branch
e Customer Type
* Account Number
 Date
* Charge Code
* Product Class
 Employee ID
* Route
Major Acct. Code
e Period (Will break down sales per period)

» Price

» Stop

* Invoices
*  Quantity
o Sales

* Gallons

* Group Area
« None
Account Number: The range of account numbers to include in thente

Route Manager Advanced User Guide B Chapter 2B — Reports 19



All: Default to include all customers.

Do not group by Master AccountsChoose this option to include sub
account information on the report if using mast#ini.

Don't include inactive Accounts:Choose this option to exclude account
information for inactive customers.

Hide Profit Information: Check this box to suppress all of the “profit”
related figures from the report (i.€ost of GoodsaindGross Margir).

Customer Type:The range of customer types to include in the ntepo
All:  Default to include all Customer Types in the mpo

Sales Rep:The range of Sales Reps to include in the report.

All: Default to include all Sales Reps in the report.

Sales Rep 1-3Select the desireSales Reffield to include in the report.
Driver 1-3: Select the desired Driver field to include in teport.

Dates: The range of dates to include in this report.

Charge Code:The range of charge codes to include in this report
All:  Default to include all Charge Codes in the report

Product Class The range of Product Class Codes to includberréport.
All: Default to include all product Class Codes i@ téport.

Route: The range of route ID’s to include in the report.

All: Default to include all Route ID’s in the report.

Major Account Code: The major account number range to include in the
report.

NOTE: Itis not required to have such a code on eacbuat.

All: Default to include all Major Account Codes in tieport.

20 « Reports — Chapter 2B
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Sales Comparison Report

The Sales Comparison Rep@tovides detailed product sales figures based

on multiple date ranges and a variety of additiangéria.

T
Sales Comparison Report
Sort Option 1 Acct. No. Cust Type Sales Rep
|y Branch I R s From[A  -|  Fom[se ]
Sort Option 2 To 993808 To[p -] To|sa |
Mone -I [ Al IV All I Al
[~ Do not group by Master Accounts SalesRen1 € 20 3 C 1283 &
Sort Option3 - Santtaelhachepciunis” 5000 0 50 5 v e
Mone 'I Chrg Code Product Class Route Major Acct. Code
me|1UU‘1 j From I’ j From IA j FrumIDG j
To[sss -] Ta [w | To|z - Tefeem o]
I Al I Al [+ &l I Al
Date Range 1 Date Range 2 Date Range 3
From|0s/01/2010 él From|07/01/2010 é’ From | 06/01/2010 él
To oer31/2010 2] To[o7s31/2010 2] To oBG0iz010 2]
[~ Naone [~ None
| X |B|a | rm| 5]
Fields:
Sort Option 1, 2, 3:You can choose from the following categories:
* Branch
e Customer Type

Account Number
Date

Charge Code
Product Class
Employee ID
Route

Major Acct. Code
Period

Price

Stop

Invoice Number
Quantity

Sales

Gallons

Group Area
* None

Account Number: The range of account numbers to include in tpente
All:

Do not group by Master AccountsChoose this option to include sub
account information on the report if using mast#ini.

Default to include all customers.
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Don't include inactive Accounts:Choose this option to exclude account
information for inactive customers.

Hide Profit Information: Check this box to suppress all of the “profit”
related figures from the report (i.€ost of GoodsaindGross Margir).

Customer Type:The range of Customer Types to include in the nepo
All:  Default to include alCustomer Typei the report.

Sales Rep:The range ofales Repto include in the report.

All: Default to include albales Repm the report.

Sales Rep 1-3Select the desireSales Reffield to include in the report.
Driver 1-3: Select the desire@river field to include in the report.
Charge Code:The range of charge codes to include in this report
All: Default to include all charge codes in the report

Product Class The range oProduct Class Code® include in the report.
All: Default to include alProduct Class Codés the report.

Route: The range oRoutelD’s to include in the report.

All: Default to include alRoutelD’s in the report.

Major Account Code: The major account number range to include in the
report.

All: Default to include alMajor Account Codem the report.
Date Range 1-3 Enter up to three date ranges to compare inghert.

None (Date Ranges 2 and 3Belect this option to disable the date range
from being included in the report.

22 « Reports — Chapter 2B
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Daily Sales Report

TheDaily Sales Reporllows you to print a sales report for a selectaté.
The report contains summarized posted totals fdtte listed.

NOTE: If multiple postings were done on the same dagreport will
include a combined total for the date selected.

—TETX]
Period Dates *

Current Maonth - ;I
MO_DEC - 2010
MO_JaM - 2011
MO_FEB - 2011
MO_MAR - 2011
MO_APR - 2011
MO_MAY - 2011
MO_JUN - 201
Mo_JuL - 2011
MO_ALG - 201

M SFP - 2011 j LI

**To select multiple days, press CTRL and click
%H )¢

After selecting the desired day(s), click ‘OK’.
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Customer Sales by Product Class

The Customer Sales by Product Class Repretudes product sales
information separated lBroduct Clasgper customer. The report includes
individual columns for eacRroduct Classand a total sales summary.

NOTE: This report can only be viewed within Microsoftdel.

ET
Customer Sales by Product Class
Sort Option 1
|;\m_ No. - Dates Acct. No. Major Acct. Code
F |04¢2712012 = F F vI
Sort Option 2 me|w2wzu12§ ron 999999 me JPM I
I —_I o - [ M -
Customer Name - 4
Cust Type
Froml 'I
ToID 'I
Available Product Class Selected Product Class
- Empty Bottles > | -
>> |
=
<< | =
Output File Name| custsalesbyclass.ds
& | X|B|& ||| m|
Fields:

Primary and Secondary SortsThe primary fields to sort by. You can
choose from the following categories:

» Account Number
e Customer Name
* Highest Balance
Dates: The range of dates to include in the report.
Account Number: The range of account numbers to include in tphente

Major Account Code: The range ofMajor Account Code®o include in the
report.

Customer Type:The range oCustomer Typew include in the report.

Available Product Class:Includes all of the availableéroduct Classethat
can be added to the report.

Selected Product Clasdncludes all of thé’roduct Classethat will be
included in the report.

NOTE: Use the arrows or double-click on ed&oduct Clasgo add or
remove from the list.

Output File Name: Specify the file name that you would like to gssio the
report.
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Payment Summary from History

This report includes a summary of payments recefoethe date and route

entered.
I
Payment Summary from History
Sort Option 1
I;TL_I Payment Date Route
vuate From Imﬁ Frnmm
Sort Option 2 . = -
lm [J |n4mzrzuus = To|C [
[~ Totals Only
[~ Include unposted Payments
8| X |B|& || ||
Fields:

Primary and Secondary SortsThe primary fields to sort by. You can
choose from the following categories:

 Date

* Route

e Account No.
Payment Date: The range of dates to include in your report.
Route: The range of routes to include in the report.
Totals Only: Select this to include only the payment totals.

Include Unposted PaymentsSelect this to include unposted payments in the
report.
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Cash Received by Employee Report

This report includes payments collectedSajes Reper Drivers.

NOTE: This report is often used to pay commissions dasepayment
received totals.

=g
Cash Received by Employee Report
Sort Option 1
by vt o | Date EmployeeID  Acct No.
MM melmﬂ FromIAC j FrnmIDUmUU

by Employee ID :I' To| 0410272008 2] To[s4 |  To[sssass

* Sales Rep
" Driver

‘G‘Sa\es Rep 1 " Sales Rep 2  SalesRep1or2

Include Detail ¥

& | X [B]|a| x| |

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
Select one of the following categories:

» Account Number

 Employee ID
Date: The range of dates to include in the report.
Employee ID: The range of employee ID numbers to include érdport.
Account Number: Enter the account number range to include on therte

Sales Rep/Driver:Select either button for the report to represegtrgnts
received by either group of employees.

Sales Reps:Select which sales representative to includenenréport from
the list below.

e SalesRep1
e SalesRep?2
e SalesReplor2

Include Detail: Check this box to only include a complete listlefails of
the monies collect to the dates chosen.
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Disputed Invoices Report

This report includes a list of all invoices tha¢ Brisputedor Resolvedvithin
each customer’s account.

NOTE: Simply right-click on an invoice listed withingl©pen Invoices
section of the customer’s accountisputeor Resolvehe item.
Alternatively, theDisputed Invoicesption can be used undBransactions >
Paymentdo dispute or resolve items.

p=TF

Disputed Invoices Report
Sort Option 1

Im Acct. No. Date Statement

. From | 000000 From | 11/26/2008 : From ooooat
Sort Option 2 I I :I I

Ihylnvmce Date - To 999209 To|11/26/2008 ﬂ To| EECEEE]

& Disputed
" Resolved
" Both

o [X] B | & [ o | 2] v

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
Select one of the following categories:

* Invoice Number

* Invoice Date
Acct Number: The range of account numbers to include in thisrep
Invoice Date: The range of invoice dates to include.
Statement: The range of statement numbers to include.
Disputed: Select this option to print disputed invoices.
Resolved: Select this option to print resolved invoices.
Both: Select this option to print disputed and resolvemices.
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Prepay Quantities Report

This report includes each customéd?i®pay Productsletails.

NOTE: For further information on threpay Product®ption, refer to
Chapter 2.0%f theSupplemental Guide

5%
PrePay Quantities Report

Sort Option 1

Ibymt' Mo | Acct. No. Chrg. Code Product Balance

Sort Option 2 From 000100 From 1001 x| From| 59999
|bv Charge Code 5 To | 2992939 To| 229 | To| -39959

Branch Dates
From[or = From 117262008 3 iEﬁT:nraseu
To[onot  » To 1112802008 3 € Used
o | x [B] & | | 23| |
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
Select one of the following categories:

Account Number
e Charge Code

« Date
 Balance
 Branch

Acct Number: The range of account numbers to include in thisrep
Charge Code:The range of product codes to include in the report
Product Balance: The range of ‘pre-paid’ balances to include inrtgort.
Branch: The range of company branches to include in thertep

Dates: The range of prepay purchases to include in thertep

Either: Select this option to include both purchasedwsell information in
the report.

Purchased: Select this option to only include customer pyeparchases in
the report.

Used: Select this option to only include customers tigate used (any
portion of) their prepay products, in the report.
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Sales vs. Returns Report

The Sales vs. Returns Repartludes detailed sales and product return
information that also calculates the percentagsat#s vs. returns for the date
range entered.

NOTE: For further information on setting up and mangginoduct returns,
refer toChapter 2.13f theSupplemental Guide

[5ales vs Returns Detai

PRSI
Sales vs Returns Detail Report
Sort Option 1 Acct. No. Cust Type Sales Rep Dates
[ by Branch ! From|ooo7o0 From[~ =]  From[sc =] From[os0tr2010 2
Sort Option 2 To| 999993 Tolo - To|sa | To 053172010 2]
by Route :Iv F ?)”0 not group by Master,’I\:ci;ILnts L
Sort Option 3 I Don't Include Inactive Accounts
by Charge Code I Chrg Code Product Class Route Major Acct. Code
Frum|1ElE|1 j From I" j From IA j From I DG j
To[aas | To [w = Tz =l Toluem -]
A & A &

Available Return Reasons

Selected Return Reasons

§|X|@|§?|FAX|E]|'@|

Fields:

Sort Option 1, 2, 3:You can choose from the following categories:

Branch
Customer Type
Account Number
Date

Charge Code
Product Class
Employee ID
Route

Major Acct. Code
Period

Price

Stop

Return Reason
None

Account Number: The range of account numbers to include in tpente

All:

Default to include all customers.

Do not group by Master AccountsChoose this option to include sub
account information on the report if using masi#ing.
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Don't include inactive Accounts:Choose this option to exclude account
information for inactive customers.

Customer Type:The range of Customer Types to include in the ntepo
All: Default to include alCustomer Typein the report.

Sales Rep:The range ofales Rept include in the report.

All: Default to include alSales Repm the report.

Dates: The range of dates to include in this report.

Charge Code:The range of charge codes to include in this report
All: Default to include all charge codes in the report

Product Class The range oProduct Class Code® include in the report.
All: Default to include alProduct Class Codés the report.

Route: The range oRoutelD’s to include in the report.

All: Default to include alRoutelD’s in the report.

Major Account Code: The major account number range to include in the
report.

All: Default to include alMajor Account Codem the report.

Available Return Reasonslincludes all of the availableeturn Code
Reasons

Selected Return Reasondncludes all of thdReturn Code Reasoiisat will
be included in the report.

NOTE: Use the arrows or double-click on ed&turn Code Reasdn add
or remove from each list.
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Weekly Returns Report

TheWeekly Returns Repdricludes detailed product return information for
any seven day period. Additionally, this repodlirdes product quantities,
dollar values, and percentage information.

NOTE: For further information on setting up and mangginoduct returns,
refer toChapter 2.13f theSupplemental Guide

F
Weekly Returns Report
Sort Option 1 Acct. No. Cust Type Sales Rep Dates
[y Route | From[o00100 From|4 =]  From|AC =] From|os01iz010 2]
Sort Option 2 To|329393 Tolp 7| ED = 4
Maone - Al Al Al
[~ Do not group by Master Accounts
SortO tiorl 3 I-Domlnclude Inactive Accounts
Mone I Chrg Code Product Class Route Major Acct. Code
mel 1001 j From I* j From IA j From I DG j
To[sss 7] To [w = To|z = T H]
™Al Al A Al
Available Return Reasons Selected Return Reasons
I™ Extended Totals Summarny
=] | X|@|§?|FAX||"_%;||>E|
Fields:

Sort Option 1, 2, 3:You can choose from the following categories:

 Branch

e Customer Type

e Account Number

e Date

* Charge Code

e Product Class

 Employee ID

¢ Route

* Major Acct. Code

e Period
* Price
» Stop

¢ Return Reason

* None

Account Number: The range of account numbers to include in thente
All: Default to include all customers.

Do not group by Master AccountsChoose this option to include sub
account information on the report if using mast#inig.

Don't include inactive Accounts:Choose this option to exclude account
information for inactive customers.
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Customer Type:The range of Customer Types to include in the nepo
All:  Default to include alCustomer Typei the report.

Sales Rep:The range ofales Repto include in the report.

All: Default to include albales Repm the report.

Dates: The range of dates to include in this report.

Charge Code:The range of charge codes to include in this report
All: Default to include all charge codes in the report

Product Class The range oProduct Class Code® include in the report.
All: Default to include alProduct Class Codéds the report.

Route: The range oRoutelD’s to include in the report.

All: Default to include alRoutelD’s in the report.

Major Account Code: The major account number range to include in the
report.

All: Default to include alMajor Account Codem the report.

Available Return Reasonsincludes all of the availableeturn Code
Reasons

Selected Return Reasondncludes all of théReturn Code Reasotisat will
be included in the report.

NOTE: Use the arrows or double-click on ed&#turn Code Reasdn add
or remove from each list.

Extended Totals SummarySelect this option to includget SalesGross
Margin, and additional totals on the report.
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Returns by Reason Report

TheReturns by Reason Repartludes detailed product return information
listed perReturn Code Reason

NOTE: For further information on setting up and mangginoduct returns,
refer toChapter 2.13f theSupplemental Guide

o sl
Returns by Reason Report
Sort Option 1 Acct. No. Cust Type Sales Rep Dates
[y Return Reasan = From[000100 From|# x|  From|ac =] From|osmi12010 2]
Sort Option 2 To| 999959 Tolo 7| To|s4 | To 0513172010 2
W Al I~ Al Al
™ Do not graup by Master Accounts
Sol’to ti0n3 l_ DontInclude Inactive Accounts.
Mane I Chrg Code Product Class Route Major Acct. Code
me|mm j From I* j From IA j meIDG j
To[asa =] To |w =l To |z =l Tofew ]
Al ™Al Al ™Al
Available Return Reasens Selected Return Reasons

8| x|B|a&r| x| 2| e

Fields:
Sort Option 1, 2, 3:You can choose from the following categories:
*  Account Number
 Date
* Charge Code
* Product Class
 Employee ID

* Route

* Major Acct. Code
* Period

* Price

» Stop

* Return Reason

* None
Account Number: The range of account numbers to include in thente
All: Default to include all customers.

Do not group by Master AccountsChoose this option to include sub
account information on the report if using mast#inig.

Don't include inactive Accounts:Choose this option to exclude account
information for inactive customers.

Customer Type:The range of Customer Types to include in the ntepo
All: Default to include alCustomer Typei the report.
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Dates: The range of dates to include in this report.

Charge Code:The range of charge codes to include in this report

All: Default to include all charge codes in the report

Product Class The range oProduct Class Code® include in the report.
All: Default to include alProduct Class Codés the report.

Route: The range oRoutelD’s to include in the report.

All: Default to include alRoutelD’s in the report.

Major Account Code: The major account number range to include in the
report.

All: Default to include alMajor Account Codem the report.

Available Return Reasonsincludes all of the availablReturn Code
Reasons

Selected Return Reasondncludes all of théReturn Code Reasotisat will
be included in the report.

NOTE: Use the arrows or double-click on ed&#turn Code Reasdn add
or remove from each list.
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Tax

The Taxreport sub-menu contains detailed sales and &ssetports.

Sales and Tax Repott
Sales Tax Collected Repork

fszet Tax Report

Sales and Tax Report

This report provides sales and tax information sed by month, quarter,
and year-to-date.

NOTE: Do not use this report solely for sales figurtse theSales Detail
Reportfor this information.

RIS
Sales and Tax Report
Sales Tax ID
From|Ex vl
To| 3T 'I

Calculate from History [

§|X|@|§?|FAX||>E|

Fields:
Sales Tax ID: The range of sales tax codes to include in thertepo

Date: Specify the date range to be used on the reffdntse two fields only
show if Calculate from History is checked.

Calculate from History: Choose this option to calculate taxes with a date
range.
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Sales Tax Collected

This report includes the total amount in taxes tzet been collected from
your customers.

NOTE: This report is based on payments collected. akdaxes billed to
your customers, use ti8ales and Tax Report

=151
Sales Tax Collected
Sort Option 1 Sales Tax ID Date
[osatesTaxip 7] Fom[cx =] From:| 03/0112007 3
Sort Option 2 o Toi 0310312007 3]
IW[ Include Detail ¥

6| X |B|a|rx |||

Fields:
Sort Option 1 & 2:
 Sales Tax ID
e Description
Sales Tax ID: The range of Sales Tax ID numbers to include irrépert.
Date: The date range to include in the report.

Include Detail: Choosing this option will include detailed inveic
information on the report.
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Asset Tax Report

TheAsset Tax Repodllows you to print a report that indicates thaader
number and location of any equipment that needbe twmacked, for taxing
purposes.

PRIET
Asset Tax Report

Sort Option 1

by Assel Tax 1D :I' Equipment ID Asset Tax Code Purchase Date

Sort 09tion2 FrnmIBZDmHZD j mel j melgm 512007 é’

by Equipment 1D | To:[as0104125 =] To:[x =] To:[ 01/152007 2]

Acct #

From: | 000000
To: | 953953

Summary Only [ Exclude Equipment ¥vith Period Code '3' [
Warksheet Farmat [ Exclude Equipment ivith Period Code Z' [
Exclude Customer Owned Equipment [

8| X |B|&|rax || Em|

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
Select one of the following categories:

 EquipmentID

e AssetTax ID

 Date

« AcctNo
Equipment ID: The range of equipment ID numbers to include inrdport.
Asset Tax CodeThe range of asset tax ID numbers to includaénréport.

Purchase Date: The date the purchase order was entered, ofatieetiue
products were purchased/paid for.

Account Number: Enter the account number range to include on therte

Summary Only: Check this box to only include a list of acconnombers in
the report.

Work Sheet Format: This option will print in a format that can be it
on.

Exclude Equipment with Period Code ‘3'Choose this option to exclude
equipment assigned Period Code 3 (Sold Equipment).

Exclude Equipment with Period Code ‘Z'Choose this option to exclude
equipment assigned Period Code Z (No Rent).

Exclude Customer Owned Equipmenthoose this option to exclude
equipment designated as ‘Customer Owned'.
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General

Ledger

The General Ledgereport sub-menu contains detailed G/L and deferred

rental reports.

Reprint G/L Feport(s)
Deferred Rentals

Reprint G/L Report(s)

This option allows you to generate G/L totals basedhe range of dates

entered.

NOTE: This is a useful alternative to tBeneral Ledger PostingReport—
found under th@ ransactionsnenu — for users that do not wish to capture
month-to-date totals only.

 Reprint Gene;

Create General Ledger report for

Cate Range

From I 04/01/2012 é’

To [ 0412012012 2}

[~ Export GIL File
[ Show Detail

]

Account Range
From |uunun1

To I.//'./././././.r".f/'.///././.

o | X |

Fields:

Date RangeThe range of dates to include in the report.

Account Range: The range of account numbers to include in thentepo
Export G/L File: Select this option to export the G/L totals (Quickigs).
Show Detail: Check this box to include all pertinent detailstioa report.
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Deferred Rentals Report
This report will displayDeferred Rentotals for theG/L Periodselected.

NOTE: Refer toChapter 4.07f theSupplemental Guidir further
information onDeferred Rentals

e
Deferred Rental Report
Sort Option 1
Ihy serae | Account No. Serial No. Product
Sort Option 2 From [000001 From | From [s30 =
lm To 999933 To |zzzzrrz777777777  To [631 -]
GIL Period
[mo_aPR 2008 |
¥ Inglude Detail
(& | X | B | @ | rax || vem |
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» Serial number

»  Customer
Account No.: The range of account numbers to include on thientep
Serial No: The range of equipment serial numbers to includéhe report.
Product Enter the range of rental codes to include enréport.
GI/L Period: Select the appropriate G/L period to view.

Include Detail: Check this box to obtain a detailed report, nst p
summary report.
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Customer

The Customereport sub-menu contains various customer relagedrts.
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Aging Analysis

This report displays customer balances by the numibgays outstanding,
and identifies the accounts that have fallen behirghyments.

NOTE: Phone numbers are included on the report foraming these
customers. Additionally, this report functionsaas'Aged A/R Report'.

RlAging Analysis =101 x]
Aging Analysis
Sort Option 1
byAcet No - ’
Acct. No. Customer Type Credit Class Acct. Status
Sort Option 2 From From |A - F“)""IA j From IA j
by Acct. Name | To[ 999999 To[o -] Toff -] To[P =
¥ ALL v ALL ¥ ALL v ALL
[~ Age Sub Account Individually
Balance Major Acct Code. Credit Controller
From| -99999999993 From | H From E
Tol 9999999999.99 To[spn | To | Key, Amy v
¥ Current ¥ ALL v ALL
[¥ 31 Days I
. Summary Only
[# 61 Days Periods I~ Hold Senvice Only (Credit Class)
¥ 81 Days W [~ Hold Senvice Only (Forced)
¥ 121 Days [™ Exclude Zero Balance Custamers
[ Over 150 Days
AL [~ Export Route for First Stop
8| X|B|a|m |l =]

Fields:

Primary Sort: The primary fields to sort by. You can choose fritwa
following categories:

e Account Number

e Account Name

+ Balance

e Credit Class

e Status Code

e Branch

« Balance (High to Low)
Account Number: The range of accounts to include in the report.
Customer Type:The range of customer types to include in the riepor

Credit Class: The range of classes to include - Credit Classeset up in
theList pad and applied to each customer account.

Acct Status: Select the range of codes to include in this repaccount

status codes are defined in thastomer Statufield in Customer Setup
CodesunderLists.

All:  Check these boxes to include all accounts ingpert, regardless of the
specified criteria.

Age Sub Accounts Individually:Select this option to include detailed aged

balance information for eacdub Accounseparate from their associated
Master Account

Balance: The range of balances to include, from low to high.
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Major Account Code: The range of major account codes to include on the
report.

Credit Controller: The range o€redit Controller Typeso include in the
report.

All: Check these boxes to include all availaBtedit Controllersin the
report, regardless of the specified criteria.

Periods: Select the appropriate period from the dropdownumen

Include: Choose the columns to include on your reporte pilogram
automatically lists all delinquent accounts. Hoewou can narrow the list
by selecting:Current, 30, 60, 90, or 120 or more days overdue.

Summary Only: Only the aged A/R totals will print on the report.

Hold Service Only (Credit Class)Select this option to only include
customers, bgredit Classthat are ondold Servicestatus in the report.

Hold Service Only (Forced):Select this option to only include customers
that have been manually placedtold Service

Exclude Zero Balance Customersrhis will exclude all accounts on the
report with a zero balance.

Export Route for First Stop: Select this option to include tfRoute IDwith
the first customer when exporting the report (dgaéng the export button).

Collections Accounts

Use this report to view customers that are assitmedCollections’ type
Credit Class Codevithin Customer Information

eI
Collection Accounts
Sort Option 1
I—_Ibyf-\cct Mo = Customer
S Acct. No. Customer Type Credit Class Ending Date
Sort Option 2 From| 000001 From[s -] [« =] From | 14m1/2008 3]
[oppectvame =] To[ 550350 To[o [ To [ 0amzi2008 2]
Balance
From o.oao
To| 99909999959
8| X |B| & x|
Fields:

Primary Sort: The primary fields to sort by. You can choose fritw
following categories:

» Account Number

* Account Name

» Balance
Acct Number: The range of accounts to include in the report.
Customer Type:The range of customer types to include in the riepor

Credit Class: Designate a specific credit class from the dropsabst. If
you use a credit class code other than "W" to at@icollection accounts,
select that code.

Customer Ending Date:The range of customer ending dates.
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Balance: The range of balances to include in the repootnflow to high.
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Returned Checks Report

This report includes information regarding unpaidg paid, returned checks
processed through RMA.

=
Returned Checks Report

Sort Option 1
[y Enty Date | Acct. No. Entry Date Check Amount
Sort Option 2 From 000001 From [02/02r2008 2] From| 000000000.00

[y scet. o - =
To [293999 To[ow0zz008 3 To| 00093299303

M Unpaid
™ Paid

8| X |B|a|rax | e

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Entry Date

*  Account Number

*  Check Amount
Acct Number: The range of accounts to include in the report.
Entry Date: The range of entry dates to include in the report.

Check Amount: The range of check amounts to include in the repprto
999,999.99 for each check.

Unpaid: Select this box to only show returned checks tilaae not been
paid.
Paid: Select this box to only show returned checks liaat been paid.

NOTE: You may select both ‘Paid’ and ‘Unpaid’ if deslre
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Inactive Accounts with Balances

Use this report to view accounts that are inactivg,have a remaining
balance.

by Custamer |

.
=
by End Dat
yena bate B 0@ 412008 =) EZR

(e X |B | & |m |||

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e Customer
« End Date

Ending Date: Enter the date range you would like to includehia teport.
The Ending Date is the date the customer was placédactive status.

Acct Number: The range of accounts to include in the report.
Account Status: The account status range to include in the report
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Customer Credit Limit Report

This reportidentifies customers that have exceeded their msdigredit limit.

_ Customer Credit Limil =100 x|
Customer Credit Limit
Sort Option 1
by Acct. No & Acct. No. Start Date Customer Type  Sales Rep
Sort Option 2 From| 000001 From[0z11/2008 5| From[s x| From| =
[fy acet riarne = To|933393 To| 021172002 2] Tolo -] L
Credit Class Acct. Status Major Acct.
From |4 | From|A - From =
To IF - To|T = Tolrm 7|
Exclude Accts Mot Ower Credit Limit
Include Mear Limit (80%) [
Exclude 0 Credit Limit Accounts F
a|xX|B|a|rmx ||
Fields:

Sort Options 1&2: You can choose from the following categories:

e Account Number

* Name

*  Credit Limit
Account Number: The range of accounts to include in the report.
Start Date: The range of customer start dates to includberréport.
Customer Type:The range of customer types to include in the repor
Sales Rep:The range of sales reps to include in the report.
Credit Class: The range of credit classes to include in the epo
Account Status: The range of account status to include in the tepor
Major Acct. Code: The range of major account codes to include irr¢jpert.

Exclude Accounts Not Over Credit LimitSelect this option to view only
customers that have exceeded their allotted cliedit

Include Near Limit (80%): Select this option to include customers that have
used at least 80% of their allotted credit limit.

Exclude 0 Credit Limit Accounts:Select this option to exclude customers
that do not have an assigned credit limit (e.@0p.
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Customer Refunds List

This report includes information regarding custosrtat have a credit
balance and are no longer active.

NOTE: Leave thd=rom Dateblank to include active customers with a credit
balance.

[ustnmer Refunds List

P ES
Customer Refunds List

Sort Option 1
IbyAcct. Marne - Acct. No.

Sort Option 2

From | 000001 From | -999999.99 From |09/03/2010 §|
IbyAccl. Mo -
To [ sa09as To | 395999.99 To [09/032010 ﬂ

Amount

Term Date

§|X|@|ﬁ?|mx|%||>ﬁ|

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Account Name
» Account Number
 Date
* Refund Amount
Account Number: The account range to include in the report.

Amount: The range of account balances to use in the refdm. amount can
range from $-0.01 to $-999, 99.99.

Term Date: The range of dates to include in the report. Téport selects
dates based on the customer’s termination date.
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Consolidated Billing Summary

This report includes a balance summary of eachuat@ssigned to the
Consolidated Statemeaption withinCustomer Information

=0
Consolidated Billing Summary

Sort Optien 1

p Date | Statement Types Acct. No.

Sort Option 2 F— IC—LI o | 000001

by Acct Mo d

y | Tofcssase
Close DateIDBJBHZDDB é’

o | x [B] 8| rae |1y vmm|

Fields:
Sort Option 1 & 2: Choose from the following categories:
 Date
*  Account Number
* Account Name
e Customer Type
e Major Account Code
* Zip Code
+ Tax Code
Statement TypesThe statement range to include in the report.
Acct No: The account number range to include in the report
Close Date: Enter thePeriod Close Dat¢hat will be listed on the report.
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Account Deposit Report

This report includes deposit totals entered inDbpositfield within
Customer Informationon theFinancetab.

NOTE: TheDepositfield is updated each time a product is sold it
‘Update Account Deposit’ flag checked witHtoduct Charge CodesThis
option is typically used for miscellaneous depo@tg., equipment deposit).

=Ty
Account Deposit Report
Sort Option 1
by Date d Acct. No. Start Date Customer Type
Sort Option 2 From| From[05012012 2] From| |
[y Acet No. = To|ag9a99 To| 050172012 3] To[p -]
Only non-terminated customers [~
8] X |8 | &M mm
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

 Date

» Account Number

* Account Name

e Customer Type

* Major Account Code

e Zip Code

» Tax Code
Account Number: The range of accounts to include on the report.
Start Date: Select the range of customer start dates to apethe report.
Customer Type:The range of customer types to include on thpere

Only Non-Terminated CustomersCheck this box to filter out all inactive
accounts.
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Default Products by Customer Report

This report includes information related to defgutiducts assigned to each
customer.

T
Default Products by Customer
Sort Option 1
lm Account No Product Class Charge Code
y Product Class -
FromIUUUUU‘I From |~ hd From | 015 'I
Sort Option 2
TDIQQQQQQ To|W 2 To | TAX 'I
by Charge Code 'l
Customer Type
From | & - ™ Customer Level Detail
To |D =
NOTE: This report only shows non-terminated customers.
ltems are shown for Default Products OMLY.
This will not use Price List, Price Levels, or other pricing methods.
8| X |8 |ar| el e=

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

*  Product Class
e Charge Code
e Customer

Account Number: The range of accounts to include on the report.
Product Class: Select the range of Product Classes to appeteareport.
Charge Code: Select the range of Charge Codes to include isrr¢port.
Customer Type:The range of customer types to include on thpere

Customer Level Detail:Select this option to include account numbers en th
report.
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Point Status Report

Use this report to view earned points per custoaeepart of th€€ustomer
Retention Program

NOTE: TheCustomer Retention Prograallows you to provide incentives

to your customers for purchases. RefeChapter 4.040f theSupplemental
Guidefor further information.

=100X]

Reward Points Status Report

Sort Option 1

by Customer | | Acct. No. Current Points Date

Sort Option 2 From [000001 From | 0.00 From |05m112u12 §|

by Type B To [303999 To | 999999 99 To |05m112012 él

I Summary Totals Only
& X |2 | @ | mx ||
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e Customer

« Type
e Points
« Date

Acct Number: Select the range of account humbers to includin@meport.
Current Points: Select the range of current points to includthareport.
Date: Input the range of dates you want to includehanreport.

Summary totals only: Check this box to only print the summary pagéhef
report, not the details.
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Top Customer Report

This report allows you to view customers that arecpasing a high volume
of items from the company.

gRieIb
Top Customer Report
Sort Option 1
IbyRUute -
Routes Dates TopBy
Sort Option 2 ’
FIDII’IIA - Ffﬂmlngfﬂ'][j[mg é’ 1+ Units
IhyAcct Mo s " Amount
TnIC - To =
04/02/2008 E’ Purchased more than 5
Available Products Selected products
1374 1 5 1b Mugget St a| o 1510 1 5 Gallon Wars|
(377 1 5 1b Hugget Be
(460 ] 5 lb MBear Col B
(462 ] 5 1b Punch Bow
[500 ] 10 1b Dry Ice
(520 ] Eeuipment Sale £
(525 ] Eeuipment Rent P
[530 ] Beuipment Rent v| =
™ Remember tems in List
™ Combine Products
& | X [E] & | rax |0 |

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Route
* Account number
e Units
* Amount
Routes: The range of routes to include in the report.
Date: Input the range of dates you want to includehenreport.

Top By: Choose to sort by the highest number of unitd solby dollar
amount.

Purchased More than:Insert a minimum number in the box to select only
top customers.

Available Products and Selected ProductSelect which charge codes are to
be included in this report and move them to thecetl products box.

Remember Items in List:Check this box to maintain this same list.

Combine Products:Click this box to display one entry per produsttbe
report.
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Top Customer by Geographic Area

Use this report to display the top customers imamographic area serviced
by your company.

NOTE: Group Area Coderneed to be assigned to each customer.

Top Customer By Geographic Area

030172008 mModesto
EREE -
o]

(e8] X |B | &7 ||| m)

Fields:

Period Date: Enter the date range to include in the report.

Geographic Area: Enter the range of geographic areas to includieen
report.
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Other (Accounting Reports)

The Otherreport sub-menu contains miscellaneous productastbmer
related reports.

Credit/Write-Off Invoices
Product Deposits on Hand Report
Product Comparison Sales Report
Refund Check List

Destroyed Hard Drive Report

Credit/Write-Off Invoices

Use this report to display ‘credit’ and ‘write-offivoices posted to each
customer’s account.

NOTE: Credit NoteandWrite-Off Reasonare found undekists >
Accounting SetupThese codes can be assigned to invoices frohinatiie
Customer Finance Assistant

__Credit/Write-0ff Invo =IO
Credit/Write-Off Invoice Report
Sort Option 1
by Invoice Mo, -
Sort Option 2 Acct. No. Invoice Date_‘ Credit Class Customer Type
Sl F F 2 F - -
W rom [non1 o rom |n1/01/2009 3 From [« = From |A
To [5asass To [mi26i2008 £ To [F = Tolp =
Amount Reason
% Wirite-Offs
F From -
rom u.oo B  Credits
To 599549.59 To |oT j  Credits & Write-Offs

8| x| B|a|rmx | =]

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Invoice Number

* Invoice Date
Acct Number: Enter the range of customers to include in teport.
Invoice Date: Enter the range of invoice dates to include is taport.
Credit Class: Enter the range of credit classes to includéimieport.
Customer Type:Enter the range of customer types to includéimsreport.
Amount: Enter the invoice amounts to include in this répo
Reason: Enter the range of ‘write-off reasons’ to includehe report.
Write-Offs: Include only write-offs on the report.
Credits Include only credits on the report.
Credits & Write-Offs Include both credits and write-offs on the répor
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Product Deposits on Hand

This report shows the total number of bottles (aomrs) at each customer’s
location.

B Product Deposits on =100 x]
Product Deposits on Hand

Sort Option 1
byAcct No -

Deposits on Hand
Sort Option 2

From | 700 - From | 000001 Froml -99999
byAcct Mame -

Product Code Acct. No.

To|735 -
Tolgagaga To[  ggga0a
I Print Details

[ Include Customers with Zero Quantities
I~ Show Customer Activity

8] X|B|& ||l =]

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Account Number
* Account Name
e Quantity
Product Code: The range of product ID’s to include in the report.
Acct Number: Select the range of customers to generate imepisrt.
Bottles on Hand: The range of the number of bottles on hand.
Print Details: Select this option to include account level detailthe report.

Include Customers with Zero QuantitiesCheck this box to include
customers without any bottles-on-hand quantities.

Show Customer Activity:Select this option to display the report based on
range of customer activity dates.

Route Manager Advanced User Guide B

Chapter 2B — Reports 55



Product Comparison Sales Report

Use this report to compare two products and thediing trends.

5 Gallan Distilled ’— A Gallan Spring |—

-
T

(e | X [B| &7 || y| =)

Fields:

Product: In these two fields, enter two products to be campa

Last Period/This Period:Establish two periods for making the comparisons
for the two selected product charge codes.

Cust ID: The range of account numbers to include on dpent.
Major Acct ID: The range of Major Account codes to include onrdport.
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Refund Check List

This report displays processed refund check inftiona

Check Number r

0172602009 2] 00001
EEZE
creskpsts B 0112662008 5]

(& X [B|&|mx|g| e

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

¢ Check Number

¢ Check Date

e Acct Number

e Acct Name
Check Date: Enter the refund check date range to includeérréiport.
Acct Number: Select the range of customers to generate imepisrt.

Check Number: Enter the refund check number range to includéénréport
(date range available when selected).
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Management Reports

This section includes several reports that wilphgur management team
obtain important high level information.

Each report is explained within the section below.
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Starts and Stops

This report allows you to monitor the reasons whstomers are starting and
stopping service with the company.

s
Starts / Stops Report
Sort Option 1 Acct. No. Date Reason ZIP Code
By Acet M. =l | From [o00001 From 08012008 2| From [+ =] Fom[sszz ]
Sort Option 2 To [as0sas To[oartaiz00s 3 Ta[Ts 5| mfssas ]
a = ‘r—‘smes Rep 1 ¢~ Bales Rep 2 " Bales Rep 3 " Bales Rep 1,2 or 2 |
Sales Rep Customer Status
FrnmIAC j FromIA j
To |z | To|T |

Which Report? I anly include accounts with credit balances
& Additions ™ only include accounts with no payment
 Terminations ™ Include start/ stop reason summary

I Extended Information

(5] X | B | @] rae |19 v

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

Account Number

« Date
e Reason
e ZIP Code

 Employee ID
Account Number: The range of accounts to include in the report.
Start Date: The range of start dates to include in the report.
Reason: The range of Start/Stop Reasons to include imepert.
ZIP Code: The range of ZIP Codes to include on the report.

Sales Reps From: and ToThe range of sales reps (one to three) to include
on the report.

Customer Status:The range of customer status designations todecin the
report (leave th&rom field blank when not in use).

Which Report? Select the type of report you wish to print.
» Additions(Starts)
e Terminations(Stops)

Only include accounts with credit balancesCheck this box to include only
accounts with a credit balance.

Only include accounts with no paymeniCheck this box to include only
people refusing to pay.

Include start/stop reason summaryCheck this box to include a start/stop
reason summary at the end of the report.
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Extended Information: This option will enable more detailed informatin

be printed on the report.

NOTE: Extended Informatiois only included when th&rminationreport

option is selected.

Business Pulse Report

This one page report includes information such /& #alances, cash

collected, and rent totals for the month.

Business Pulse Report
Selected Branches: Al
Total Invoices 165579 04 Total 19817347 Total Write-Offs 000
# of Invoices 11183 # of Payments 3873 # of Write-Offs 0
Total Rents 18670 Total Deposits 4714500
# of Rents 26 # of Deposits 1160 Total Gallons 000
Total Due CURRENT 1-30 DAYS 31-60 DAYS 61-90 DAYS  91-120 DAYS OVER 12(
346774.21 11857930 60764 21 533981 4088.65 158002.24 0.0c¢
Tax Authority Water Misc Rent Exempt
Al 40 HA 5304.7900 945.2500 8.9900 0.0000
Al EX TAX EXEMPT 0.0000 0.0000 0.0000 0.0000
Al RERESALE 0.4400 0.0000 0.0000 0.0000
Tax Total 000 53052300 9482500 59900 0.0000

Business Flash Report

TheBusiness Flash Repadd a powerful tool to measure the performance of
your operations. It consists of two parts: settingls, and accumulating
performance statistics. Before you can run thi®rg it is necessary to enter
your company goals for several key indicators. sTfidone irf-lash Report

Setup,underTools

NOTE: For further information on setting up this repg@iease contact

Advantage Route Systems.

., Business Flash Report

Business Flash Report

Branch
Period | Current vl TuIUDm 2
Frnml[l[lm E

=100 ]

8| X |B|a|emx| |

Fields:

Period: Input the period that you want reflected in thpart.

Branch To and From: Select the range of Branches to be includeden th

report.
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Route Commission Report

This report includes product and commission tdiais/our drivers and route
salesmen.

NOTE: Refer toChapter 2.0%f the Supplemental Guidir further
information on setting up commissions.

Route Commission Report
Sort Option 1

by Emplaoyes D 'l Employee Commission Route
FromIAC j FromIA j IA j
N To|C = [0 -

& Drivers ™ Un-posted Invoices
" Gales Person 1 ™ Include Inactive Employees

" Sales Person 2

I~ Show Detail
" Sales Person 3

I~ Suppress Empty Commission Classes
I~ Summary

Invoice Date

From 09012009 £
To [nart as2008 2]

I Include Beginning Balance

5]X|@|§?|FAX|%}|>@|

Fields:

Primary Sort: This option is defaulted for you. This report cary be
printed by employee ID.

Employee: The range of employees to include in the report.
Select the type of employee to run this reporfifiom the list:

» Drivers

» Sales Person 1

» Sales Person 2

» Sales Person 3
Commission: The range of commission codes to include in thentep
Route: The range of routes to include in the report.

Chrg. Code (Only if Show Detail is selectedJ:he range of product charge
codes to include in the report.

Unposted Invoices:Use this option to only include invoices that haoe
been posted on the report.

Include Inactive Employees:Select this option to include employees with a
release date on the report.

Show Detail: Selecting this box will bring up the Product Cha€e filter.
This way you may select details for certain proguct

Suppress Empty Commission Classe&Shoose this option to remove
commission classes without any activity.

Summary Check this box to obtain a summary report only.

Invoice Date: The range of invoice dates to include in the repdtie
primary invoice is typically the current month.
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Include Beginning Balance: Select this box to include beginning balance on
the report, these totals are established withirethployee setup screen.

Sales Commission Report

If your company pays commission to sales reps asdigp each account, this

report can be used to calculate commissions bas#uegpercentage entered
manually for a given date range.

. 5ales Commission Report

(o]
Sales Commission Report
Sort Option 1
Iby Ermployee D :I' Salesman Commission Rate (%)
From|AC - 1.00
To|sA e
Customer Start Date Invoice Date
FrnmIEISJ'EHIEEII]E é’ From|03/01/2008 é’
To[ 0373112008 2] To[ 0310112008 2]

8| X |B|ar| x|y

Fields:

Sort Option 1: The sort option is defaulted for you. This repam only be
sorted by Employee ID.

Salesman: Enter the range of sales reps to include in ¢ipent.

Customer Start Date:Enter the customer start date range to includiban
report.

Commission Rate:Enter the commission rate (percentage) that shioel
used in calculating the sales rep(s) rates.

Invoice Date: Enter the invoice date range to include in thmore
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Driver Summary Report

This report includes product sales totals and payiméormation based on
the Commission Class Codassigned to each product.

NOTE: Use theRoute Commission Repda view a more traditional
commission report that includes totals that shanalghaid to each employee.

s
Driver Summary Report

Sort Option 1
bry Driver v Employee

q Initials Invoice Date Commission Codes
Dt i A |Group A Lnits * =1

by Invoice Date - meIAC j FlumIUBJDHQDUS E’ B [Group B Units

ToISA j Toluajamuus é’ C  |5% Commission

Un-posted [~
All Emplovess [
Include Inactive Employees

EH

De-select All

6| X|B|ar|m|ig|m|

Fields:

Primary and Secondary SortThe primary and secondary sort options are:
* Driver
* Invoice Date
Employee Initials: The range of drivers to include in the report.
Invoice Date: The range of invoice dates to include in the report
Unposted: This report is generated from unposted transastio

All Employees: Check this box to include all employees and drivethe
Driver Summaryeport.

Include Inactive Employees:Select this option to include employees with a
Release Date on the report.

Commission CodesSelect the commission codes that you wish to irelud
from the list that appears. If you do not selg@eicific commission codes, the
program will include all commission codes in thpos.

De-select All Check this box to restart the selection process.
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Production Planning Forecast

To help you plan how much product you will needyour route demands,
use the following report. It not only looks backat base period, but will also
let you add or subtract a percentage from your pasied to accommodate
fluctuations in seasonal demand, temperature fm@rdactors. By entering
ending inventory levels, you can also prepare fgh demands.

sk
Production Planning Forecast
Sort Option 1
Ibv Charge Code -
Baseline Date Forecast Date
From 030172008 3] From 043072006 2]
TnIEISJ'BHZEII]E é’
Product Charge Code|515 -
Growth over base line period 5 %
Ending Inventory requirement 10
8| X |B|&| x| S| vem

Fields:

Primary Sort: This option is defaulted for you. This reporhamly be
printed by charge code order, and you can onlyt piigreport for one
product at a time.

Baseline Date: Input a range of dates that you would like to fasehe
baseline. Typically, this is one month or one we&ko large a period is
difficult to use and too short a period can be arpodicator for the future.

Forecast Date: Input the date for the beginning of the forecae ending
date will match the same period length that yousetor the baseline date.

Product Charge Code:nput the charge code you wish to forecast. @mnig
code is allowed.

Growth over base line periodinput the change from the baseline values that
you would like to add or subtract for the growttsades of the product in the
forecasted period. This percentage can be eittetiye or negative to meet
your needs.

Ending Inventory requirement: Input the required quantity of this product to
be in your inventory at the end of the sales faseca
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Production Batch Report

This report is used for reference to products ceedk with an assigned
ProductionBatch Code

producton satch neport Bk
Production Batch Report
Sort Option 1
by Prod. Batch Code 'I
e — Prod. Batch Code Date Acct. No.
i ol 2 -
IDOMNOH—_l From From [ 05/01/2012 3’ From 000100
W ACCL No. .
To | zzzzzzzzzez To 051012012 i’ To 999999
Summary Only ™
& [ B | & | oo | | |
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e By Prod. Batch Code

* By Account No.

* By Quantity
Prod. Batch Code:Enter the range of batch numbers to include inr¢pert.
Date: Enter the date range to include in the report.
Acct No.: Enter the account number range to include in thente

Include Unposted Invoices:Choose this option to include unposted
transactions in the report.

Summary Only: Choose this option to suppress the detailed rimddion on
the report.
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Request Cancel Date Report

This report will display the customers that havguested to cancel their
service.

NOTE: This information is available when a date is egddn the ‘Request
Cancel Acct.’ field withinCustomer Informationon theCredit tab.

REE
Request Cancel Date Report

Sort Option 1

lml Branches Reguest Dates

Sort Option 2 =
From| o1 - From [o4272008 2

by Request Cancel Date |«

To| 000z - To [0ars0i2008 4]

a| x| B|a|rax |2 rem|

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Account Number
* Request Cancel Date
 Employee ID

Branches: You may choose to run the report for a singlenbineor a range of
branches. Select the first and last branch tadebn this report.

Request Dates:Enter the date range to be included on the report
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Expiring Contracts Report

This report will provide you with information retad to the contract
management system in RMA.

NOTE: RMA includes contract optiorthat will allow you to create, edit,
and manage contract information on your custonastounts. This feature
can be used in a variety of different ways. R&deChapter 4.08f the
Supplemental Guidtr further information.

SIS
Expiring Contracts Report
Sort Option 1
IW, Account No. Contract Type Contract No.
From | 000000 From |5 - FromIU
Sort Option 2
lm To | 999999 To|s To|n
Start Date Expiration Date
From [02/14/2011 §| From | 03/14/2011 §|
To | 031412011 §| To | 03/14/2011 §|
™ Include Equipment Detail
8| X |5 |6 |||
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» Contract Number

* Account Number

» Expiration Date

* Contract Type
Account Number: The range of accounts to include in the report.
Contact Type:The range of contract types to include in the repor
Contract No: Enter the range of contract numbers to includé&énreport.
Start Date: The range of contract start dates to include irréipert.

Expiration Date: The range of contract expiration dates to includthe
report.

Include Equipment Detail: Select this option to include contract assigned
equipment per customer in the report.
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Projected Delivery Report

This report calculates customer delivery needsdaseheir projected usage.

NOTE: This report is generally only used in the propikistry.

Projected Delivery Report
Sort Option 1 Available Praducts Selected Products
= [1001 | Gallon Propane =
LI (102 | Propane - Gallem
(1030 1 0il Waste
Sort Option 2 ey [300 ] % Gallon Spring
by % Full B [301 ] 2 Gallon Distilled
(ke :I (302 1 Symbol Truck HH Kit
< (303 1 HP Truck HH Kit
(304 1 Multiple User Licens
<« [30& ] Serwice Plan RMa
[206 ] SBerw: Plan RMZ
=l (208 | 7 lb Bag =
& Cylinders
 Bulk
Cut off Date | 08/03/2010 é’
% Full From i}
To 100
I™ Include Dearee Days
Cityfrarm [
Tn!
Look back last] 23: deliveries
8| X|B|ar|rm |G| e

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» City
 Percent Full
e Zip Code

Available Products: The product list available.

Selected ProductsAdd the product range that should be included én th
report.

Cylinders/Bulk: Choose one of the radio options to control theldisd
column headings on the report:

» Cylinders= Bottles per Day / Capacity of Racks (for 20Ib
Cylinders).
» Bulk= Gallons per Day / Tank Capacity.

Cut Off Date: The projected end date the report should includset) on the
customer’s delivery calendars (generally enterag:@k or more in advance).

% Full From/To: The projected amount full that the system shouttliche
in the report (e.g., 1 to 60%).

Include Degree Days:Select this option to includeaily Temperature
Recordingreport figures.

NOTE: For further information obaily Temperature Recordingsed
primarily in the propane industry, refer@apter 3.22f theSupplemental
Guide

City From/To: Enter the range of cities to include in the report.

Look back last __ deliveriesEnter up to five previous deliveries to include
in the report — increasing the number of deliveriésresult in a more even
approximation.
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Customer Consumption Summary

The Customer Consumption Repartludes various information on rate of
product consumption.

NOTE: This report can only be viewed within Microsoftdel.

]
Customer Consumption Report
Sort Option 1
lﬁ Acct No. Cust Type Sales Rep Dates
cct. Mo. = — al
From | 000000 From |A - From|AC e From | 04/30/2011 E’
Sort Option 2 To| 999999 To[p -] To[sF | To| 041202012 2]
Sales Rep. - Al = Al 7 al
Charge Code Product Class Route Major Acct. Code
Froml 015 | From I” =] From IA =] From I DG =l
To[tax -] To[w | To[zzz I I Y FET
I Al I+ Al I Al I All
*** NOTE: This report exports to Excel only. Once generated, the spreadsheet will be shown and you will
have the option to PRINT or SAVE from within Excel.
s [X| B | & | |iin| |
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» Account Number

e Sales Rep:

o Start Date

*  Current Price

e Customer Type

* Route

e Major Account Code
Account Number: The range of accounts to include in the report.
Customer Type:The range o€ustomer Typew include in the report.
Sales Rep:Enter the range of Sales Representatives todedtuthe report.
Dates: The range of activity dates to include in theomtp
Charge Code: The range o€harge Codes$o include in the report.
Product Class: Select the range &froduct Classeto include in the report.
Route: The range of routes to include in the report.

Major Acct Code: The range oMajor Account Codeto include in the
report.
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Expired Purchase Orders

This report includes expired purchase order infdioneentered within the
Routetab ofCustomer Information

[RJExpired Purchase ord I ] 1
Expired Purchase Orders
Sort Option 1
by Acct. Mo -
Sort Option 2
by P.0. NO - Expiration Date Customer Type
From [09m1i2009 2] From [ B!
To [ogir4rz000 ] To [0 =]
AT
Percent Amount
0 33
AT
8| X|B|a&|rmx| ||
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
Sort by the following categories:

e Account Number
e PO number

Expiration Date: The range of expiration dates to include on thigore
All: Default to include all expiration dates.
Customer Type:The range of customer types to include on thisntepo

Percent Amount: The percentage to include on the report baseden th
amount available on the P.O. number.

All: Default to include all percent amounts.

Percent Qty: The percentage to include on the report base¢teqguantity of
products available on the P.O. number.

All: Default to include all percent quantities.
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Key Point Index by Route

This report allows you to view delivery statistiwsr route based on posted
invoices and payments.

11420/2009

(& X |B|ar|rm|) e

Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by, gan
choose from the following categories:

* By Route

¢ By Date
Date: Enter a range of delivery day(s) dates to inclindde report.
Operator (Route): Enter a range of routes to include in the report.
Include Invoice Details: Check this box to retrieve all details.
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Pre-Route Total Net/Serviced Customers
Report:

This report will track the number of customer’stthave been “serviced”
each delivery day — based on the items added tBrib@ucts Indicating
Servicedield located withirLists > Routes > Handheld Classn theUpload
Reports Zab.

[eJPre-RouteTotal Net/Ser

=10l ]
Pre-RouteTotal Net/Serviced Customers Report
Sort Option 1
Ihy Route - Date Operator
S G From 051712010 2] From [» -
Im To| 051752010 ﬂ ToIZ =
I Include Invoice Details
& | X|8 |8 |||
Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by, gan
choose from the following categories:

* By Route

« By Date
Date: Enter a range of delivery day(s) dates to inclndde report.
Operator (Route): Enter a range of routes to include in the report.
Include Invoice Details Check this box to receive the full detailed neépo
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Free Product Report

TheFree Product Repoittas been created for companies that generatdscredi
for free products on the desktop when udtegiod Discount Pricing— this
report does not apply to the percentage discouitrop

NOTE: For further information oReriod Discount Pricingrefer toChapter
2.150f theSupplemental Guide

RJFree Product Repart

=10rx]

Free Product Report
Sort Option 1
iy Acct. o, 'I Date Acct. No. Major Acct. Code

From [05m172010 2] me|nnnnm From |05 -|

To [usr312010 2] To [azazas To [P -|
8] X |B|ar|rmx| 5] m]
Fields:

Sort Option 1: The primary fields to sort by. You can choogmfrthe
following categories:

e By Account Number
» By Period Discount Code
Date: Enter a range of invoice dates to include inrtyort.
Account Number: Enter a range of account numbers to includeerréiport.

Major Account Codes:Enter a range d¥laster Account Codes include in
the report.
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Customer Promotions Report

The Customer Promotions Reparicludes information related ©ustomer
Promotionsfound undet.ists > Customer Setup Codes

NOTE: This report can only be viewed within Microsoftdel.

Customer Promotions Report
Sort Option 1
I—_I Acct. No. Cust Type Dates
by Route . Al
From | 000000 FromIA j From |U=1J3Uf2011 3’
Sort Option 2 To|o09000 To[D | To [04130/2012 §|
Ib\;’Date > I All I All AN
Promotion Route
From IS%X j From IA j
TDIAAZ j TDIZZZ j
I Al 7 Al

*** NOTE: This report exports to Excel only. Once generated, the spreadsheet will be shown and you will
have the option to PRINT or SAVE from within Excel.

6| X |B|a&r ||| e

Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by, gan
choose from the following categories:

* By Route
« By Date
* By Account No.

Account Number: Enter a range of account numbers to includeerrd¢iport.
Customer Type:

Date: Enter a range of delivery day(s) dates to inclindde report.

Promotion: Select the range @ustomer Promotion® include in the
report.

Route: Enter a range of routes to include in the report.
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Communication Reports

This section contains several reports that wilphglu track customer
communications with your service staff.

These reports include the following:

Delivery Crders
Pre-Sale Delivery Orders

Contack History Messages

Log Repoark

These reports are explained in detail within thetisa below.

Delivery Orders Report

This report includes all of tHeelivery Ordersentered and scheduled by your
employees.

Delivery Order

=10 x|

Sort Option 1 Acct. No. Primary Date Secondary Date Employee
[oyacane ] | From]co0000
byAcct. No. > — [Entereanalr| |Promises 7] | schedutea =

To| 999999 3
Sort Option 2 From | 05/01/2012 < 05/01/2012 From -
Sort Option 2 E— | 2l From| % From[ -]
oy Primary Date X omfocot To[0s012012 5] Tofos012012 3 To[zzz o]

&+ Open Tickets

To| 2259  Completed Tickets Print Qty 'll_ Exclusive
~ Both u Group by Employee

Dropdown Filter

Reasons
.M. Delivery

Selected Reasons

Quiek Delivery [ Include Blank Reasons
Out of Product I Include Message
New display case ™ Include Reason Codes

™ Include Address
I Include Phone No

|=||I” verbose Reason Cades

8| X |8 |ar ||| e=

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

*  Account Number
* Primary Date
* Secondary Date
« Employee
* Route
Acct Number: Enter the range of account numbers to includberreport.

Time: When selecting entered orders you can specify dle tange the

order was taken. This can be helpful, for examplgu only want the new
orders for the next two hours.

Primary & Secondary Date:Select the criteria for the primary and

secondary date. Then, enter the range of primaaysacondary dates to
include in the report.
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Employee: Select the criteria for the employees. Therectehe range of
employees that entered the request to include eretbort.

Open Tickets: Select this option to view all delivery orderatthave not yet
been filled.

Completed Tickets:Select this option to view all delivery orderatthave
been completed.

Both: Select this option to view both open and completelivery orders.

Print Qty: Products available in this drop-down are assigoneahy pending
orders on the delivery tickets. Only one produst be selected to print on
the report.

Exclusive: Choose this option when assigning a product toRhat Qty’
drop-down to filter out all orders that do not gk the product in Bending
Order.

Group by Employees Dropdown FilterCheck this box to print the report by
the established Employee Groups.

Reasons: A list of delivery orders that have been entérgd the system
underLists, Delivery Orders

Click this button to move the selected deliverges from the list of
Reasongo SelectedReasons

Click this button to move all of the delivery erd inReasonsgo
SelectedReasons

Click this button to move the selected deliverges fromSelected
Reasongo Reasons

Click this button to move all of the delivery erd inSelected
Reasongo Reasons

Selected ReasonsThis list shows which delivery orders you arduing
on the report.

Include Blank Reasons:Select this option to include pending orders that
were not assigned a Delivery Order Reason.

Include Message:Select this option to include messages in thertep

Include Reason CodeSelect this option to include reason codes in the
report.

Include Address: Select this option to include customer’s addreghen
report.

Include Phone Number:Select this option to include customer’s phone
number in the report.

Verbose Reason Code&elect this option to include Verbose Reason Codes
in the report.
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Pre-Sale Delivery Orders

This report includes all of tHeelivery Orderscreated using thRoute Pre-
Salefunction on theRoutemenu.

Pre-Sale Delivery Orders

Sort Option 1

Ivacct. Mo, -

Sort Option 2

Ihy Primary Date -

Acct. No. Primary Date Secondary Date Employee
From
T IEnIered Daj IPrum\sed j ISchedu\edj
o
From 0422002 3] From | 04272008 2 From| =
From To[oanz00s & Te[owvzzone 3 To[c -]
& Open Tickets
To " Completed Tickets
 Bath
Contact Via Codes

¥ Telaphane
Iv Cther

=100 ]

8| X |B|a|emx| |

Fields:

Sort Option 1 & 2: Sort by the following fields:

* Account number

* Primary Date

e Secondary Date

 Employee

¢ Route

Acct No: The account number range to include in the report.
Time: Time that the Pre-Sale was completed to includéhe report.
Primary & Secondary Date:Enter the range of primary and secondary dates

to include in the report.

Open Tickets: Choose this option to display the open orders.
Completed Tickets:Choose this option to display only the compleiedkrs.
Both: Choose this option to include both the Open aonhileted orders on

the report.

Employee: Select the criteria for the employees. Thereaéhe range of
employees that entered the request to include eretbort.

Contact Via Codes:Choose the contact codes to include on the report

e E-mall
e Fax

e Telephone

e Other
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Contact History Messages

This report allows you to print a summary of cohtaessages entered by
your staff for the selected search criteria. Thgilble format allows you to

see a report by a variety of parameters includatgs operators, and reasons.
This will allow you to maintain a high degree ohtwl over customer

service personnel so that quality service can bengio your customers.

NOTE: Contact history messages are originally enteretheContactstab
in the Customer Informatioiscreen.

pisip
Contact History Messages
Sort Option 1
[f st . cl Acctho. Entered Date Follow-up Date  Employee Follow Up
Sort Option 2 From| 100001 From| 030172007 2} From 031212007 ﬂ From s -[From [4C
[tz Date =) | Tolsasase Tofourz2007 & Tofoszoow 3 To s o] Te[sn =
 Open Tickets
# Completed Tickets
oth
Cluse Account '_mC\LIUB Blank Reasons
Driver Complaint
Past Due acct Call
a | Xl@l@?lFAxll’El

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Account Number
+ Date
« Employee
Acct Number: Enter the range of account numbers to includberreport.

Entered Date: Input a range of dates that the message wasdr@include
on the report.

Follow Up Date: Enter a range of follow up dates to include anréport.
This allows you to use the report for future itetimest may be coming due.

Employee: Select the range of employee initials that oafjinentered the
request for this report.

Follow Up: Select the range of employee initials that followspdon the
request.

Open Tickets: Will only include the Open Tickets on the report.
Completed Tickets:Will only include the Completed Tickets on the retpo

Both: Will include both Open and Completed Tickets ongbeerated
report.

Reasons: You may choose the contact message reasonsathatquld like
to include on the report.

Click this button to move the selected contacssage reason from
available Reasons to Selected Reasons.

Click this button to move all of the availablentact messages from
Reasondo SelectedReasons
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Click this button to move the selected contactsage reason from
SelectedReasongo Reasons

Click this button to move all contact messagsoea from the
SelectedReasongo Reasons

Selected ReasonsThis list shows which contact message reasonag®u
including on the report.

NOTE: You may also double-click on a selected item tvenit from one
area to the other.

Include Blank Reasons:Select this box to include blank reasons on the
report.
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Log Report

For quality control certain changes made by useRMA will be recorded in
the Log Report. The amount of information logged be adjusted under
Branch Setupon thel oggingtab.

P [ 3
Log Report
Sort Option 1
Modifed Dale | Modified Date  Employee ID Acct.
Sort Option 2 From lmﬁl FrnmIADM j meIDUDUm
Emptoyee [0 I To [vanzsz008 2] To[som -] To| sea0ea
Log Type
| @ Customer Lag " Admin Lag |
Fields Selected Fields
A:ded Product i| ;I [#[Deletad Produce =]
: =
irud Cust 308 LI
broa pesce oo (A -
(8] X |B |8 ||| e
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Modified Date
 Employee ID

Modified Date: Input the range of dates the record(s) showrnsiréport
were modified.

Employee ID: Select the range of employee ID numbers you \wahided
on the report.

Acct: Select the range of Account numbers you want irediuoh the report.

Log Type: The user can select either the customer log oadnanistrative
log to obtain the desired information.

Fields: The list of available fields to include on thpoet.

Selected Fields:This list shows the fields you have chosen ttuite on the
report.

Click this button to move the selected field frémaldsto Selected
Fields

Click this button to move all of the fields Fiieldsto SelectecFields

Click this button to move the selected field fr&@lected-ieldsto
Fields

Click this button to move all of the fields 8electedrieldsto Fields
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Route Reports

This section has a diverse selection of reportetp your route managers
when they need information.

These reports consist of the following categories:

Draily

Sales
Managerment
Reprink
Cther

b . . A .

Daily

The following nine reports are normally printed lea@ay as a summary of
route activities.

Past Due fverage by Route
Past Due by Raoute Day

Authorization Codes

Paymenk Surnmary
Tickets Mok Printed Report
Printed Tickets Mot Entered

Delivery Order Skatus

Special Orders Report
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Past Due Average by Route

The Past Due Average by Routport will help determine the scale of
delinquency and which routes have the most probleitisdelinquent
accounts. Priorities for collection and collectiechniques can be
established in terms of routes or areas to targatould also be helpful in
deciding on the necessary actions to take to cottneqproblems or prevent
future problems.

i S
Past Due Average by Route
Sort Option1
IbyAcct. No. = Route Balance
From m melm
To m Tnlm

Include Detail ¥
Shaw Colurn Totals = [~
Include Special Stops [

** Customers with multiple stops will affect totals, does not match Aging Report

& [X|B|a&|rmx || =]

Fields:

Primary Sort: Select this option to sort by a customer’s accoumber or
account name.

Route: The range of routes to include in the report.

Balance: The range of balances to include in the reportu st have the
“Include Detail” box checked before you can inpgufes into this field.

Include Detail: Select this box to include the transaction detailthe report.
Check this box to allow sorting by Account NameAocount No.

Show Column Totals **; The totals will not match the aging report.
Include Special StopsClick this box to include special stops in the m¢po
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Past Due by Route Day

Print this report by day and distribute to the ayppiate driver or sales person
to place urgency on collecting payments from cusiegm

Sk
Past Due by Route Day
Sort Option 1
by Acct. No d Route Promised Date Include Blank Lines
Sort Option 2 From[s -]  From[oswiz012 g ¥ Cument ¥ Days 0]
R To[zzz  ~| To 05112012 2 AUEED - [E
byAcct. N 4 hd o -
I vAcd Hame ¥ 121Days ¥ Over 150 Da
Credit Class Acct. Status Acct. Type
From |4 - From| A - From| A vI
el = R CE
™ Include Authorization Codes
I™ Include All Dates For This Route
[~ Summary Totals Only
™ Include all Customers on Route
™ DontInclude Wil Call Customers
& | X | B[ |||

Sort Option 1 & 2: You can choose from the following categories:
» Account Number
* Account Name
* By Sequence
* Credit class
» Status Code
» Customer Type

Route: Specify a range of routes to include in the refrorn the drop-down
list.

Promised Date:The range of route dates to include in the report.
Include: Choose the data ranges to include in this report.

Blank Lines: Select how many blank lines you want between @acbunt
on the report.

Credit Class: The range of credit classes to include in the tepo
Account Status: The range of account status codes to includegmeport.
Acct Type: The range of customer account types to includberreport.

Include Authorization Codes:Select this box to have the requested
Authorization Codes listed on the report.

Include All Dates for this Route:Checking this box to include ALL Dates
on the route(s) specified.

Summary Totals Only:Choose this option to suppress the detailed custome
information on the report.

Include all Customers on RouteChoose this option to include all customers
on the report, regardless of balance or past diiesst

Don't Include Will Call Customers: Choose this option to exclude accounts
marked as ‘Will Call' from the report.

Route Manager Advanced User Guide B Chapter 2B — Reports 83



Authorization Codes

The Authorization Codeseport includes release codes that can be entered
the handheld on the date and route selected. ddesanay apply to one or
more of the following account standingdpld ServicePast Due
Suspendeddver Credit Limit andCOD.

NOTE: Release Codeequirements are optional and can be established
underLists > Routes > Handheld Classn theFinancetab.

oere

rross 3]

(@ | X | B | & | rx |||
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following options:

e Account Number

* Route
Route Date: The range of delivery dates to include on the repor
Route: The range of routes to include on the report.

84 « Reports — Chapter 2B

Route Manager Advanced User Guide B



Payment Summary

This report provides a summary of payments recepezdoute. New screen
shot needed to add Summary List Only checkbois iftcluded in writeup.

NOTE: This can be helpful if you pay commissions toheamute driver
based on money collected.

Fields:

Primary Sort: This option is defaulted for you. This report cary be
sorted by route.

Date: The date that you want the report to be run for.
Route: The range of routes to include in the report.
Summary List Only: Check this box for a summary report only.
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Tickets Not Printed

This report will give you a list dDelivery Ordertickets that have not been
printed.

Tickets Not Printed

by Route ’—
0410112008 21
=
=

o

(8] X | B &7 |y vm]|

Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. ¥an
choose from the following categories:

* Route
e Date
Route: Enter a range of routes to include in the report.

Promised Date:Enter a range of delivery day(s) dates to incindbe
report.

Include all Customers on RouteChoose this option to include all customers
with Delivery Ordershat fit the criteria entered.
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Printed Tickets Not Entered

This report will give you a list of tickets that\ebeen printed but have not
been entered into the system.

P
Printed Tickets Not Entered
Sort Option 1
lm Route Promised Date
Sort Option 2 From[s x| From 020172008 4
[foy Date = To[c ] To [0ai03iz008 2]

™ Include all Customers on Route

8| X |B |||l

Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. ¥an
choose from the following categories:

* Route
« Date
Route: Enter a range of routes to include in the report.

Promised Date:Enter a range of delivery day(s) dates to incindhe
report.

Include all Customers on RouteChoose this option to print all customers
with Delivery Orderghat fit the criteria entered.

Route Manager Advanced User Guide B Chapter 2B — Reports 87



Delivery Order Status

This report will give you a list dDelivery Ordersentered in the system based
on a wide range of criteria options.

i
Delivery Order Status
Sort Option 1 [scheduted =] [Promised x|
by Route - Route Promised Date
Sort Option 2
[y eneaven e =] | From [« =]  From|[ow01r2008 3]
To[c ] To [04m372002 2]

™ Unconfirmed Delivery
™ Confirmed Delivery
™ Printed

[ Closed

™ Posted

™ Invoiced

™ Include all Customers on Route

(5] x| & | & ||y vm|

Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. ¥an
choose from the following categories:

* Route
e Scheduled Route
* Entry Date

* Promised Date
e« Acct. No.

Route: Choose betweeicheduled RoutndCustomer RouteThen, enter a
range of routes to include in the report.

Promised Date:Choose eithelPromised Dater Created Dateand enter the
desired date range.

Unconfirmed Delivery: Choose this option to include Unconfirmed
Deliveries on the report.

Confirmed Delivery: Choose this option to include Confirmed Deliveies
the report.

Printed: Choose this option to include printBetlivery Orderson the report.
Closed: Choose this option to include closbdlivery Orderson the report.

Posted: Choose this option to include postedlivery Ordersinvoices on the
report.

Invoiced: Choose this option to include invoices created¥elivery Orders
on the report.

Include all Customers on RouteChoose this option to include all customers
with Delivery Ordersbased on the criteria entered.
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Special Orders Report

This report displays special order information ectéd on route for the dates
entered.

by Employee ID r

oo 3
o o] CEETE

(8] x| B & ||| e

Fields:

Sort Options 1&2: These options are defaulted for you by employean®
account number.

Account Number: Enter the range of account numbers to includeen th
report.

Route Date: Enter the route dates to include in the report.
Route: Enter the range of route ID’s to include in teeart.

Route Manager Advanced User Guide B Chapter 2B — Reports 89



Sales

This section contains several reports that areee e product sales.

These reports include the following: New screeot sieeded to add
Customer Activity Report below Gratis Sales.

Sales Summary by Route
Product Sales Summary
Gratis Sales by Route
Customer Activity Report

Last 5 Deliveries

Customer Purchases Repaort

These reports are explained in detail within thetisa below.

Sales Summary by Route

A tool to help in managing your routes is thales Summary by Routport.
This report shows sales for individual routes agndise days. This printed
report only displays a summary unlésslude Detailis checked.

T
Sales Summary by Route
Sort Option 1
by Foute | Route Date Route
From [03m1/2008 ] From[+ |
ToIEISJ'BUZEI[IB é’ To|C -

™ Include Detail
™ Include Of-Route

6| X |B|a|m |05 |

Fields:

Primary Sort: This option is defaulted for you. This report cary be
printed by route.

Route Date: The range of dates to include in the report.
Route: The range of routes to include in the report.
Include Detail: This option will include more details in the ged report.

Include Off Route: Check this box to include off-route customers and
regular customers on the report.
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Product Sales Summary

This report provides a summary of products soldduge.

e

vcramcose 5]

([ X |B|e&r|rm |t rm]

Fields:
Sort Option 1 & 2: The sort options for this report are:
* Route
e Charge Code
Service Date:The range of route dates to include in the report.
Route: The range of route ID’s to include in the report.
Charge Code:The range of product codes to include in the report

Include Off-Route: Choose this option to include off route deliveiiieshe
report.

Include Inactive Employees:Select this option to include inactive accounts
in the report.

Default Equipment Service TicketThese 2 buttons are used to select a
default Service Ticket. Select the default tickem the dropdown menu---
the standard service ticket or a custom tickedygjflicable).
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Gratis Sales by Route

This report indentifies products that were giveragvior free based on a
defined set of ‘Gratis Reasons’.

msIES
Gratis Sales by Route
Sort Option 1
Im Routes Acct # Product Code
Sort Option 2
From |4 - From | 000001 FrnmlaUD -
by Charge Code -
- we o To[gsomas Tolss ]
Selected products Selected products
[[2] Late Delivery -] - [1] Damage:
[3] New Gustomer J
[4] Referral o
[39] Other —I Dates
< From| 0301/2008 ]
< To| 0273152008 ﬂ
|| E
[~ Remember Items in List
8| X |B|a& |5

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e Account Number
* Charge Code
« Date

Routes: The range of routes to include in the report.

Account Number: The range of account numbers in include in thisrep

Product Code: The range of product charge codes to include imdghert.

Dates: The range of dates to include in this report.

Available Products and Selected ProductSelect which reason are to be
included in this report and move them to the sektgroducts box.

Remember Items in List:Check this box to maintain this same list eacteti

the report is accessed.

92 ¢ Reports — Chapter 2B

Route Manager Advanced User Guide B



Customer Activity Report

This report includes a summary of each customat&st activity, balances,
and transaction dates.

g
Customer Activity Report
Sort Option 1
lm Route Last Delivery Date Acct. No.
. From [+ | From| 05012012 3 From| 000000
Sort Opfion 2 To[zzz To| 0510112012 2] To[oossss
[oyLastOemDate 7]
Customer Type
From m

(21X | 8| & | o] m|

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

. Route

. Last Delivery Date

Account Number

Balance

Last Transaction Amount

Route: The range of routes to include in the report.

Last Delivery Date: The range of dates for the last deliveries.

Account Number: The range of account numbers in include in thisrep
Customer Type:The range of Customer Types to include in the riepor
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Last 5 Deliveries

This report allows you to view a product listingezfch customer’s last five
deliveries on route.

NOTE: This can be useful in plant production plannirogite truck
balancing, and other management needs.

WEIES]
Last 5 Delivery Statistics
Sort Option 1
IbyAccl. Mo - Acct. No. Route Products
Sort Option 2 From 000100 P - melwum -
Iby Stop = To|999999 To|Z - To| 999 -
Route Date
From [05/17/2010 3}
Ta [osri72010 2]
[~ Show Last 5 Par values
e | X |B|& || m|
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e Account Number

» Stop
 Date
» City

* Sequence
Account Number: The range of account numbers to include in thentepo
Route: The range of routes to include in the report.
Products: Range of products delivered.
Route Date: Date range to be included.

Show Last 5 Par ValuesSelect this option to include the recorded Par
Levels per product for each delivery day.

NOTE: This option is only used with tH&ar Module Contact ARS for
further information.

94 « Reports — Chapter 2B Route Manager Advanced User Guide B



Customer Purchases Report

This report shows all of the products purchasedusfomers according to the
criteria entered. It can be helpful in evaluatingtomer product
requirements in planning for route deliveries.

Customer Purchases Report
Sort Option 1 .
— Acct. No. Next Delv. Day(s) History Dates Route
v Route - —
From | 000100 From UMUWIZUUBﬂ From USJ’UUQUDEﬂ From |4 A
Sort Option 2 To [ asaas3 To [vanasz008 2] To| 0312112008 5] To|c -
by Charge Code -
i+ Route Totals Only
1 Customer Summary Only
Products  Praducts Mot Sald Sinee [oanzrzoo 3
Available Products Selected products
[500 ] 10 1b Dry Ice :I [E10 1 & Gallon Distilled =
[520 ] Equipnent Sales [515 ] 5 Gallon Spring
[525 ] Equipment Rental e |
[530 ] Equipment Rent
[531 ] RO Merch 2 GL Dr
<
[630 ] RO Merch 2 Dr _I
[631 ] RO Merch 1G1 Dr LI £ | :I

[ Remember tems in List

8 | X |B | a5

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Route
e Charge Code
*  Account Number
Acct Number: Enter the range of account numbers to includberreport.

Next Delivery Day(s)Enter the range of delivery dates to include & th
report. The date range entered will determinectigomers that show up on
the report based on next delivery dates.

History Dates: Enter the range of history dates to include enréport.
Route: Enter the routes to be included in the report.

Route Totals Only: Select this option to view only the route tofalsthe
criteria selected. Otherwise the report will Bsich customer and the
individual products purchased.

Customer Summary Only:Check this box to have only the Customer
Summary displayed and not entire Customer Detail.

Products Not Sold/SinceCheck this box to display the list of customers
who have not received any of the products you haneker the ‘included’
section. Along with this, you will need to entedae in the ‘Since’ field.
This date will must be within the range of the HigtDate above. Using this
option will show you which customers have not reediproducts since a
certain date.

Products: A list of products that have been entered uthdigyr Product
Codes, Product Charge Codes.

Available Products This list shows all products that can be incllide the
report.

Click this button to move the selected produairfithe list of
Available Productso SelectedProducts.

Click this button to move all of the productsAwmailable Productgo
Selected Products
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Click this button to move the selected produstrfSelected Products
to Available Products

Click this button to move all of the productsSalectedProductsto
Available Products

Selected ProductsThis list shows which products you are includamgthe
report.

Remember Items In List:Select this option to keep the products placed in
Selected Productsection next time you return to this report.

Management

The Managementeport sub-menu includes several reports thatheiib your
route management team obtain important high lefetination.

Stops by ZIP Code

Route Stop Mapping

Cuskormer Rouke Lisk

Price Lisk Report by Customers
Customet Equiprnent Lisk

Route Times

Customers Without Deliveries
will Call Report

Skip Reasons by Rouke

Missing Invoice Mumbers by Route
Missing Delivery Tickets

Route Summatsy

Minimurm Purchase Offenders Repork

Route Sequence Repork
ust/Equip by Day Label
Route Planning Repart

Suspended/Hald Service Accounts Report

96 ¢ Reports — Chapter 2B

Route Manager Advanced User Guide B



Stops by ZIP Code

This report will generate a list of all of the redtcustomers based on their
ZIP codes. This can be helpful when re-engineauges. The report is
also helpful for displaying how many customersranged in each area.

JRISIES]

Stops by ZIP Code Report
Zauioibon L ZIP Code Account Status
IvaIP Code jv From |93257 = From IA -

To |95478 - To IT -

Qnly non-terminated customers [
6| X |B|e&r |||
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* by Account Number
e by Zip Code
» City
ZIP Code: The range of ZIP Codes to include in the report.

Account Status: The range of customers by Status code to includieein
report.

Only Non-Terminated CustomersThis option will only include customers
who do not have an end date on their record.
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Route Stop Mapping

This report allows the user to export route datgfocessing in a third party
application such allicrosoft Streets and Trips

Mg
Route Stop Mapping
Date Route
From [02/032010 & From[a =] North Stan County
Sort Option 2 -
To IDQIDEIZM [ 3‘ To |4 ~| Marth Stan County
IhyAEEt Name 'l
[ Combine all into one file I” Dontload MapFaint
™ Include Warehouse as first stap
Directary
=1
¥ lgnore characters in []
& | X |B |8 |5 e

Primary Sort: You can choose to sort by the following categories:
* Sequence
» Account Number
* Account Name
Date: Enter a date range for the routes you would likexort.
Route: The range of routes to include in this export pssce

Combine all into one file: Check here to combine all routes selected in® on
export file.

Include Warehouse as first stopSelect this option to include the Warehouse
location as the first stop. This is useful forteoptimization.

Don’'t Load MapPoint: Select this option to preview or print the report
without plotting the route in the Mappoint program.

Directory: Enter the path (or directory) where the file shoutdsaved.
The path should include the drive letter, as infthewing example:
C:\MAPPING.

Ignore Characters in [ ]: Choose this option to ignore characters in brackets

[
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Customer Route Listing Report

This report generates a listing of each billing detivery address per routed
account number.

Customer Route Listing Report
Sort Option 1
Ivacct. Mo d Acct. No. Start Date
Sort Option 2 From|ooo0o1 From|ozm12008 2]
J by ston - To| 505805 To| 03r31:2008 2]
Min.
of stops
1 32
Only non-terminated custormers [
6| X |B|ar|rmx |5 m|
Fields:

Sort Options 1&2: Choose from the following optien
*  Account Number

» Stop
* Date
» City

* Sequence
Account Number: The range of customer accounts to include in thente
Start Date: The range of start dates to include in the report.

Only Non-Terminated CustomersSelect this option to only include
accounts that do not have an end date.
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Price List Report by Customers

Use thePrice List Report by Customets print a list of customers grouped
by the price list they are assigned to.

RETET

Price List Report by Customers

Sort Option 1

Price List M

Sort Option 2 Price List Acct No. Customer Type

by Azct Mo - From |1 - me|unmnu me|A j

To |3 - To|393339 To|o |
™ Show only cugtomers without a price list
a | X|@|§?|FAx|ﬁ|>E|
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e Price List
* Account Number
 Branch

Price List: Select the range of price lists you wish includethe report. If
you only want to include one price list, enter fagne value in thErom: and
To: fields.

Acct Number: Enter the range of account numbers you want imduzh the
report.

Customer Type:Enter the range of customer types to includé&énreport.

Show only customers without a price listChoose this option to filter out
customers assigned to a price list.
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Customer Equipment List

This report prints a list of all customers withtadked equipment.

o
Customer Equipment List
Sort Option 1
by Equipment ID - Equip. ID Acct. No.
Sort Option 2 From | 1234ABCD - Froml
m To [EQUIPS678 - To|999999
Install Date Routes
From |05/01/2012 §| From IA - Include Picked Up Equipment [
To [05/0112012 4] To[zzz -
Equip. Type
From |01 - | X-47
To |06 ~| Cook/Cold
8| X|B|& || em|
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose to sort by:

 EquipmentID

* Equipment Type

» Account Number

* Install Date
Equip. ID: The range of serial numbers to include in the repor
Acct Number: The range of accounts to include in the report.
Install Date: The date range of equipment installation.
Routes: The route range to include in the report.

Include Picked Up Equipment:ndicate whether to include your customer’s
equipment that has been picked up.
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Route Times

Use this report to manage your routes more effelstivit allows you to look
at a single route or several routes to see thestitrag each customer was
serviced. The report also shows the sequence msob@u can evaluate the
route efficiency. Large gaps of time between stopy need to be
investigated.

s
Route Times
Sort Option 1
by Route -
Route Date Route
From| 031012005 2] From |+ -
To | 03/31/2008 ﬂ TnIC A
™ Qutputto map file
™ Combine all inta ane Tile
™ Include Warshouse as first stop 2 |
Directory
L2
[~ Summary Only
™ Include Signature
[~ Allow Unposted Route Transactions
8| X [BR]a&|rmx| | e=|

Fields:

Sort Option 1: This option is defaulted for you. This report cary be
printed by route.

Route Date: The range of dates to include in the report.
Route: The range of routes to include in the report.

Output to map file: You may choose to print this report to paperwpat it
to a file that can be imported into a mapping paogisuch aMicrosoft
Streets & Trips.If you choose this option, it will prompt you ftire next two
fields. These are only required if you are usingatput file. Seéppendix
D for more assistance.

Combine all into one file: If you are requesting more than one route, you ca
choose this option. This will combine stops forrmthan one route/day
combination into a single file. If you do not ckebe box, the system will
create a unique file for each route/day item.

Include Warehouse as first stopChoose this option to include the
warehouse location establishedFite > Company Setups the starting point
of the route.

Pushpin: Used withMicrosoft Mappoint

Directory: Enter the path (or directory) where the file ddche saved.
The path should include the drive letter, as infthewing example:
C:\MAPPING.

Summary Only: This will do the report in Summary format andieaut
detalils.

Include Signature: not currently being used.

Allow unposted transactionsClick this box to display unposted transaction
information.
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Customers without Deliveries

This report prints a listing of customers thatarout delivery or scheduled
customers that have not received their deliveneshe period of time

entered.
O
Customers Without Deliveries
Sort Option 1
IhyAcct Mo - Acct. No. Route
Sort OEtiOI"I 2 From |0oo100 From | & vl
Ihy Stop - To 999999 To|D vl
Include Off Route Gustomers [
Ignore Special Deliveries [
Unscheduled Customers
Scheduled Customers WO Deliveries ©
Route Date
From 080172008 ]
To [08/1472000 2]
8| X|B|a|rmx| | =]
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following options:

*  Account Number

» Stop

* Sequence
Acct Number: The range of accounts to include in the report.
Route: The range of routes to include in the report.

Include Off-Route CustomersTo include off-route customers in this report,
check this box.

Ignore Special Deliveries Do not include special deliveries on this report

Unscheduled CustomersClick this box to search for unscheduled
customers.

Scheduled Customers W / O Deliverie€heck this box to search for
scheduled accounts that have not received a dgliver

Route Date: The date range (by route) to include in the repor
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Will Call Report

TheWill Call Reportis used to generate a report of all customersatteat
marked as ‘Will Call’ withinCustomer Informationper route.

IR will call Report

oo o]
EE

& | xX[B]ar|m | =

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following options:

e Account Number
* Route
« Date
Route: Select the range of routes that you wish to ishelan this report.
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Skip Reasons by Route

The Skip Reasons by Rougport generates a list of customers who have had
a skipped delivery, according to the specifiedecidt

RISIE
Skip Reasons
Sort Option 1
Ihv Foute :I' Routes Dates
Sort Option 2 a
I%l From | & - From | g45037008 EI
by Date -
To|c - To 040312008 2]
Skip Reasons Selected Reasohs
E26 - &80 -
> |
=]
2= =
Choose no maore than 25 at a time
& | X |&|a|m |5
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following options:

* Route

 Date
Routes: Select the range of routes that you wish to ihelan this report.
Dates: Input the range of dates to include on the report
Skip Reasons:A list of available skip reasons to view on tepart.

NOTE: The product charge code for the skip reasonnwiflappear in the
SkipReasondield until it has been used during the currefitrg period.

Selected ReasonsA list of reasons that have been selected toappethe
report.

Click this button to move the selected reasomfg8kipReasongo
Selected Skip Reasons

Click this button to move all reasonsSkip Reason® Selected Skip
Reasons

Click this button to move the selected field fr@&lected Skip
Reasonso Skip Reasons

Click this button to move all reasons3elected Skip ReasaiosSkip
Reasons.
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Missing Invoice Numbers by Route

In some countries it is important to maintain atéinist of all invoice
numbers and the customers that have used therfacilitate this process, a

report can be generated of all route tickets issaedroute salesperson that
were not returned at the end of the day.

BEE
Missing Invoice Numbers by Route
Sort Option 1
Ibv Route - Route Promised Date
From[s =] From [020172008 E
To[c To [043rz008 4]
I Include all Customers an Route
8| X |B|& |||
Fields:

Sort Option 1: This option is defaulted for you. This reporh@mly be
printed by route.

Route: Enter a range of routes to include in the report.
Promise Date:Enter a range of delivery day(s) dates to inclindé&e report.

Include all Customers on RouteChoose this option to include all customers
on route.

106 « Reports — Chapter 2B Route Manager Advanced User Guide B



Missing Delivery Tickets

This report is helpful to facilitate the procesgracking delivery ticket
numbers. The report will display tieelivery Orderticket numbers that were
processed but not entered into the system.

., Missing Tickets TS|

Missing Tickets

Sort Option 1
by Routs | Route Promised Date
Sort Option 2 From[s =] From [oaoiz00s 5

[y Date = To[c 7] To [0ain3izoos 2]

™ Include all Customers on Route

8| X |B | |||

Fields:
Sort Option 1 & 2: The sort options for the report.
* Route
 Date
Route: enter a range of routes to include in the report.
Promised Date: Enter the range of dates to include on the report

Include all Customers on RouteChoose this option to include all customers
on each route selected.
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Route Summary

This report summarizes average products sold anighegnt information
based orRoutes, Day LabelsandProducts Sold

E
Route Summary
Sort Option 1
l—_l Day Label Mask Day Label Route
Day Label = )
Side Imgm j FlumIElm j From |4 vI
Sort Option 2 size [ 1 To[wos <] To[c =
Customer Acct. + Stop -
|Charge Code j 462 - 5 1b Punch Bowl 4| o 510 - 5 Gallom Dist:s|
500 - 10 1b Dry Iee — 515 - 5 Gallon Sprir
520 - Equipment Sales o
BEE T Euipuent Rental
530 - Eruipment Rent £
531 - RO Merch 2 GL Dr P
fa0 — o0 arcn 2 ne 2 E
Equip. Type [o1 - x-47 ENE 06 - Gook/Celd =
0z - ¥-50 =
03 - X-51
04 - X-8E
05 - Other
| | |
8| X|&|a| |||

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» Day Label
*  Customer Account + Stop
* Sequence

» City
e Zip Code
* Via Code

* Frequency Code

* No. of Equipment
Day Label Mask: The number of characters to mask.
Day Label: Select the range of day labels to include in tipore
Route: Select the range of routes to be included on therte

Product Class / Charge CodeChoose the product charge code(s) or class(s)
to include in the report.

Equip. Type: Select the types of equipment to include in therep
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Minimum Purchase Offenders

Use this report to identify customers with meagechases. This will let
you evaluate the cost effectiveness of the offemdirstomers.

ISES
Minimum Purchase Offenders Report
Sort Option 1
[oy charge coss | Acct. No. Start Date Route
Sort Option 2 From From|07/10:2008 2 From| 2 -
Ib“m- Mo, = To| 938989 To|n7i02009 é’ To|D h
Chrg Code Quantity Customer Type
From |101 - From 0 From|A <
To |99 - To 0 TofD b
= Units
Prod Class " Dollar Amount
From |* vl
To IZ i
Only non-terminated customers [
&|X|5|a& | m|r| |
Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. ¥an
choose from the following categories:

* Account No.

» Charge Code
Account No.: Enter a range of customers to include in the report
Start Date: Enter a range of customer start dates to indludiee report.
Route: Enter a range of routes to include in the report.
Charge Code:Enter a range of product codes to include inr¢ipert.
Quantity: Enter the range based on the option selectedvbelo

e Units: Select this radio button to view the report basedhe
guantity of items purchased.

» Dollar Amount: Select this radio button to view the report
based on the dollar amount of items purchased.

Customer Type:Enter the range of customer types to include omdpert.
Product Class: Enter the range of product classes to include enghort.

Only Non-terminated customersChoose this option to display only non-
terminated accounts.
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Route Sequence Report

This report will allow the user to view accountsroute, sequence number,
and day label. The report can be reviewed peréigito ensure that
customers are routed on the proper day labels.

—
Route Sequence Report

Sort Option 1
by Sequence -

Sort Option 2

by Day Label -

Selected Day Labels

EOE -

™ Exclude Will Call Gustamers

E|X|E&|§?|FAX|E%§]|»E|

Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by; gan
choose from the following categories:

* By Sequence

e By Day Label

* By Acct. No
Route: Enter a range of routes to include in the report.
Available Day Labels:A listing of all of the day labels in the program
Selected Day LabelsA listing of the day labels added to the report.

Use the arrows or double-click on individual dalydks to include them on
the report.

Exclude Will Call Customers:Select this option to exclud#ill Call
accounts from being included on the report.

110 « Reports — Chapter 2B

Route Manager Advanced User Guide B



Cust/Equip by Day Label

This report will list customer container and equgrhquantities per stop.
The report is sorted by route and day label autimaiat.

Cust/Equip by Day Label

Fields:
Route: Enter a range of routes to include in the report.
Day Label: The range of Day Labels to be included on thentep

Route Planning Report

This report will list customer container and equgrhquantities per stop.
The report is sorted by route and day label autimaiat.

e o
D

(I X |B & |m |5 =]

Fields:
Sort Option 1: Sorting is only by Route.

Account Number: Enter the range of account numbers to include en th
report.

Route: Enter a range of routes to include in the report.
Date: Enter the date for the start planning report.
Period: Enter the number of days to include in the planmamprt.
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Suspended/Hold Service Accounts
Report

The Suspended/Hold Service Accounts Repmitudes all customers that are
either suspended or placedldald Servicestatus, depending on the option
selected within the report.

Mg
Suspended/Hold Service Accounts Report
Sort Option 1
by Date 'I Acct. No. Start Date Customer Type  Sales Rep
Sort Option 2 From| 000001 From[0sn 772010 2] From[ ] From| =
[ by acct o = To| 999393 To| 172010 3 Too - L E |
Credit Class Acct. Status Major Acct. Suspend Date
From ~| From[4 - From| -~ From|0sit 702010 2
To IF = To[T = To[lurm =] To [osn7z010 é’
Only non-terminated custamers [
¢ Suspended Accounts
" Hold Service Accounts
8| X|& |8 |rmx|l|0m|
Fields:

Sort Option 1, 2, 3:You can choose from the following categories:

 Date

* Account Number

* Account Name

e Customer Type

e Major Acct. Code

* Zip Code

+ Tax Code
Account Number: The range of account numbers to include in tpente
Start Date: Enter the range of custom@tart Datego include in the report.
Customer Type:The range of customer types to include in the ntepo
Sales Rep:The range o$ales Rept include in the report.

Credit Class: Enter the range of custom@redit Classeso include in the
report.

Account Status: Enter the range dkccount Status Codés include in the
report.

Major Account Code: The major account number range to include in the
report.

Suspended DateEnter the date range to include in the reporSiespended
customers.

Only non-terminated customersSelect this option to suppress terminated
customers from the report.
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Suspended AccountsSelect this option to run the report for suspended
customers.

Hold Service Accounts:Select this option to run the report fdold Service
customers.

Reprint (Route Reports)

The reprint submenu includes options for reprintiagdheld andfternoon
Reports

Reprint Product Sold Report

Reprint Perpetual Inventory Report

Reprint Yehicle Inspection
ploaded Load Requests

Reprint Archived Upload Reports

Reprint Product Sold Report

This Reprintis used to reproduce the drivePsoduct Soldeport obtained
during the upload and check-in process.

i Reprint Product So

=10 %]

Reprint Product Sold Report
Sort Option 1
W Route Invoice Date

From m Mﬂ

To [zzz |- 05012012 2]
Include Summary Totals [~
8| X|E|& | |i|=|
Fields:

Primary Sort: This option is defaulted for you. This report cary be
printed by charge codes.

Route: The range of routes to include in the report.
Invoice Date: The invoice date for this report.

Include Summary Totals: Check this box to have the report include a
summary report with recap of the total sales.
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Reprint Perpetual Inventory Report

This report will print perpetual inventory totalsat are reported from the
uploaded route day. The original report can betpd automatically as an
Afternoon report.

Reprint Perpetual Inventory Report

by Charge Code r

h =] Femusn o 3

Fields:

Primary Sort: The primary is defaulted for you; it can onlydmted by
charge code.

Route: Enter the route to be included in the report.
Route Date: Enter the date of the route.

Reprint Vehicle Inspection

This report will reprint Vehicle Inspection repoasmpleted on the handheld.

Wehicle Inspection Report

e 1]

strz007 3
osi 72007 4

Fields:

Sort Option 1: The primary sort is by Route only.

Rte Date: Enter a range of delivery day(s) dates to inclind&e report.
Route: Enter a range of routes to include in the report.

Truck ID: Enter a range of truck Ids to include in the report
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Uploaded Load Requests

This report will reprint load requests for eachteoand date selected.

T
Uploaded Load Requests
Sort Option 1
by Route -
Route Date
From 2 - 01426/2008 5
To|o - 01262009 5]

§|X|@|§?|FAX||*_%§]|>E|

Fields:

Sort Option 1: The primary sort is by Route only.
Route: Enter a range of routes to include in the report.
Date: Enter a range of route dates to include in tente

Reprint Archived Upload Reports

This option allows you to reprint archivédternoon Reportlata for each
route uploaded. Simply click on eaRloute/Datehat you would like to
reprint and choose ‘OK’.

NOTE: Before theAfternoon Reportsan be reprinted, the option must be
enabled by going thists > Routes > Handheld Class > Upload Reppatsd
selecting the ‘Create PDF Archive of Upload Repartsion.

& Reprint Upload Repot o ] |

Foute Date ¥ Print

0511 4/2009

wox | X

Fields:

Route and Date:Displays eaclRoute/Datehat can be reprinted.
Print: Displays an **’ next to eacRoute/Datehat will be printed.
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Other (Route Reports)

The Other submenu includes miscellaneous route related t&por

Customer Delivery Calendar

Mon Completed Delivery Orders without Delivery
Product Serial Detail Repart

Route Miles Summary

Multiple Route Skips Report

Customer Delivery Calendar

Print out delivery schedule calendars for your eomrs. These reminders
can prevent wasted trips on forgotten delivery days

SEIE]
Customer Delivery Calendars
Sort Option 1
by Route M Acct. No. Type Route Route Date
e From [000100  From [A -] From|a -] From] f‘f( =
lﬁ To 999999 To [D = To |22z - Jear
byAcct No d I I J I J lﬁ
2012 =
=" Mailable Postcard
" Standard Postcard
" Full Page
8 [X]|B|&|rx |l =
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Route

*  Account Number

* ZIP Code

* Sequence
Account Number: Enter the range of accounts to include.
Type: Enter the range of account types to be includethemeport.
Route: Enter the range of routes to be included on thertep
Route Date: Enter the route dates you wish to include inrdport.

Year: Select the current year to print tBestomer Delivergalendar. All
calendars are printed for one calendar year.
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Print Style: Choose one calendar format. You can choose between
* Mailable Postcard
» Standard Postcard
e Full Page

NOTE: Mailable Postcards use Avery 5389 or 8389 laseicpods.

NOTE: Email addresses listed on timéo tab (ists > Customer
Informationr) are used when emailing delivery schedules.

Non Completed Delivery Orders without
Delivery

This report will display all OPEN Delivery Ordefsat have not been
scheduled on route. This report automatically ldigpwhen accessed.

Non Completed Delivery Orders without Delivery

Account No-stop Promised Date  Account Name Ticket Number
0o00101-01 1141872001 Johnsan; Wiliam 11113001
000105-01 111672001 Agyers; Julie 11113002
000107-01 05152005 Richrond St .Service Station 5081200001
00011 4-02 082472006 Modestn Express Foods B082300001
0o0114-02 0524/2006 Modesto Express Foods BO0E2300002
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Product Serial Detail Report

This report displays sold products and their agsiggerial numbers. This is
helpful for companies that use handheld scanneris¥entory movement.

]
Product Serial Detail Report
Sort Option 1
by Acct. Mo B Acct. No. ZIP Code
Sort OEtion 2 meIDUm oo From |- -
lm TuIQQBQBQ To 95479 =
I~ Al A
Sort Option 3 I Include Signee Name
by ZIP Code - Dates Route Extra
From| 080172008 23 From [ = From|
Tulmﬂ To I o} j TuI ~~~~~~~~~~~~~~~~
I Include Tirne Al Al
I View Serial Numbers Loaded on Truck
& I X|%&|§?|FAX|[_“%||DE|
Fields:
Sort Option 1, & 2: The fields to sort by can choose from the follogvi
categories:

e Account Number

* Route

* Zip Code
* Serial
 Date

Account No.: Enter a range of customers to include in the report
All:  Check this box if a full range of data is requested

Include Signee Name:Select this option to include the signee name edter
during the transaction listed.

Zip Code: The range of ZIP Codes to include in the report.

Serial: The range of serial numbers to include in the repAH pieces of
equipment are included if no range is specified.

Dates:Enter a range of delivery day(s) dates to includéhé report.
Route: Enter a range of routes to include in the report.

Extra: Enter the ‘Extra’ field range to include in the ogp(assigned to the
item on theHandheldtab within theProduct Charge Codescreen).

View Serial Numbers Loaded on TruckSelect this option to generate a
report that will only list items that are currendlgsigned to a delivery vehicle.
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Route Miles Summary

The Route Miles Summanmgport provides you with detailed mileage
information entered by each driver on the handheld.

NOTE: Mileage requirements can be configured for thedhald undet.ists
> Routes > Handheld Classn theLoad/Unloadtab.

R ES
Miles Summary Report
Sort Option 1
[oyRowe = Trip Date Route
Sort Option 2 me|w2512009 §| From = & Mot Pre-Posted
lﬁ -  Pre-Posted
To| 0172512000 3] To[D - £ Both
Truck Number Driver Name
mel—Ll From I—LI
Tu|un5 - To |OL -
& [X]|B|a|rmx| (S| e=
Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. ¥an
choose from the following categories:

* Route

« Group
Trip Date: Enter the delivery date range to include in therep
Route: Enter a range of routes to include in the report.
Truck Number: Enter a range of truck ID’s to include in the refpor
Driver Name: Enter a range of drivers to include in the report.

Not Pre-Posted (Pending)Select this option to view pending route
information.

NOTE: The following options only apply to multiple bidincompanies that
use thePre-Post Transactionsption in RMA.

Pre-Posted: Select this option to view pre-posted route infatiora

Both: Select this option to view both pending and pretgasoute
information.
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Multiple Route Skips Report

The Multiple Route Skips Repadrtcludes customers that have been skipped
multiple times, consecutively. This is helpfuldetermine if a customer
needs to be contacted, requires a route change, etc

.. Mutiple Route Skips Re| =100
Mutiple Route Skips Report
Sort Option 1
Sort Option 2 Skips Acct # Route Inactive Since
by Date - melﬂ me|nnnnn1 From[s -] From |01/28i2008 é’

To| 10 32 Tu|999999 Tolp | To U1f25'2009§1

Last Delivery Sinceluwzetzuua é’

8| X |B|ar|rm| 5|

Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. ¥an
choose from the following categories:

* Account Number
« Date

Skips (From and To): Enter the minimum and maximum number of skipped
deliveries to include in the report.

Account Number: Enter the account number range to include in thente
Route: Enter the route range to include in the report.

Inactive Since: Enter the date range to include for customersttaae been
marked inactive.

Last Delivery SinceSpecify a date to list recent deliveries.
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Equipment Reports

This section focuses on reports related to equipmen

These reports are described in more detail witménfollowing section.
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Equipment Master List

Select this report to generate a list of all equéptin the system.

B Equipment Master Lis! IS
Equipment Master List Report
Sort Option 1
by Equipment ID - Equip. ID Acct. No. Destroyed Equipment
. From | 1224ABCD = B  Exclude Destroyed Equipment
Sort Option 2 " Include Destroyed Equipment
by Type = To |FQUIPSETE = To | 230999 " Destroyed Equipment Only
Install Date First Installed Date Short Listing
From [05/0172012 2] From [0s/01/2012 2
= = Include Uninstalled [~
To [051012012 2 To 0510172012 2]
Equip. Type Equip. Style
From |01 - | X-47 From -
To |05 + | CookiCold To | 009 + | Stainless Steel
Equip. Manufacturer
From -
To |03 ~ | Leer
& | X |E| & |l e

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose to sort by:

 EquipmentID

* Equipment Type
*  Acct Number

* Install Date

Equip. ID: The range of equipment serial numbers to includberreport,
from the first to last equipment ID (up to 16 claeas each).

Install Date: The date range of equipment installation.
Equip. Type: The range of equipment types to include in the mepo

Equipment Manufacturer: The range of Equipment Manufacturers to be
included on the report.

Account Number: The range of accounts to include in the report.

First Installed Date: With multiple installations and transfers, thiselagn
be helpful in getting a full and useful report.

Equipment Style: The range of equipment styles to include in therep

Destroyed Equipment:Select one of the radio buttons to obtain a repwih
the proper listing of destroyed equipment.

» Exclude Destroyed Equipment
e Include Destroyed Equipment
» Destroyed Equipment Only

Short Listing: Select this box to print the report in a singleelper unit
format.

Include Uninstalled: Select this box to include all uninstalled equgmtnon
the report.
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Equipment Type List

A list of all entered equipment types can be pdnising this report option.
Choose your output destination to print the list.

. Equipment Type Report

@ Equipment Type Report

Wiihere would yau like to direct report output?

8| X |B|a& =]

Equipment Style List

A list of all entered equipment styles can be gdntising this report option.
Choose your output destination to print the list.

- Equipment Style Report

@ Equipment Style Report

Where would you like to direct report output?

& Xl@lﬁ?l»@l

Service Codes List

A list of all entered service codes can be printsitig this report option.
Choose your output destination to print the list.

. 2ervice Lodes List

© Service Codes List

Where would you like to direct report output?

ﬁl)(l@lﬁ?l»@l

Equipment Faults List

A list of all entered equipment faults can be mthtising this report option.
Choose your output destination to print the list.

- Equipment Faults

@ Equipment Faults

Wheare wauld yaud like to direct report autput?

& Xl@lﬁ?l»ﬁl
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Equipment Manufactures List

A list of all entered equipment manufacturers campbnted using this report
option. Choose your output destination to priet likt.

- Equipment Manufacturers

@ Equipment Manufacturers

Wihere wauld yvou like to direct report autput?

8| X|B|a =]

Equipment Service Ticket

You can print service tickets for drivers that vii# servicing equipment.
Each ticket includes the type of equipment, locgthalling information, past
service history, and the employee taking the cBlese tickets are taken with
the driver or service person to perform the requgervice on the customer’s

equipment.
=)
Equipment Service Ticket
Sort Option 1
by Date - ’
Request Date Equipment ID Employee ID
Sort Option 2 From[0s/7/2010 2 From [123488C0 = From| =
by Eduiprment ID :I' Tnlusn 712010 i] To [EQUIP1234 = Tofss |
Equipment Types Customer Types ZIP Code

From (g1~ From s -I From -I
To gz ~ To [p vl To[a5470 vl

[~ Archived Tickets @ Default Equip Service Ticket

I Include Inactive Employees | Equipment Service -

o] x| B | & [ | ) vm]

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

 Date
 EquipmentID
 Employee ID
* ZIP Code

Request Date:This is the range of dates to include in the reptirts usually
from a past date benchmark to the present date.

Equipment ID: The range of equipment ID to include on the report.

Employee ID: The range of employees to include in the repooimfthe first
to the last employee ID number.

Equipment Types:The range of equipment types to include on thentepo
Customer Types:The range of customer types to include on the tepor
Zip Code: The range of Zip Codes to include on the report.
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Archived Tickets: Check this option to reprint archived equipmentiser
tickets.

NOTE: Equipment Service Tickedse archived when the ‘Service Call
Complete’ option has been selected onSbevice Follow-ugab within
Transactions > Equipment Processing > EquipmenvigerCalland at least
one transaction posting has occurred since.

Include Inactive Employees:This option will include customer service
orders created by employees who are now markéubative

Default Equipment Service TicketChoose between the standard service
ticket or a custom ticket (if applicable).

Equipment Service Orders

The Equipment Service Orders Repitused to track equipment and when it
will require serving by your organization.

ST
Equipment Service Orders
Sort Option 1 . .
Request Date Equipment ID Equipment Types
Ih Acct Mo i -

v From| 0410152008 EI From|1234ABCD |+ Fromlm hd
Sort Option 2 To|04marz00s 2] To|EQuipi23s = To|us -
Ibv Date -

Customer Types ZIP Code
From|A = FrumIESZET =
Te|D - Tn|954?9 -
Format
@ Preview Repan Format & Equipment'with Service Schedule
" Generate Unscheduled Service Orders  Equipment Installed YWithout Service Schedule
Assignto Route & |2 ~| | T Both
Aszsign to Default Route ¢
af Totals Onl
= Auto Echedule for I[I4IEI3I2EI[I8 E’ Tt @ty
8| X |8 |8 |m|H| =]

Sort Option 1 & 2: The primary and secondary fields to sort by. Yan c
choose to sort by:

e Account Number

 Date
e EquipmentID
* Zip Code

e Customer Type
Request Date:Specify the range of dates to be listed on thisntep

Equipment ID: Select the range of equipment ID numbers thatwait to
include on this report.

Equipment Types:The range of equipment types to include in tipore
Customer TypesThe range of customer types to include in the riepor
Zip Code: The range of zip codes to include in the report.
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Format:
* Preview Report Format
» Generate Unscheduled Service Orders
» Assign to Route
e Assign to Default Route
* Auto Schedule For

Service SchedulesThere are several options that you can chooseléat a
similar report with different options:

e Equipment with Service Schedule
» Equipment in place without Service Schedule
* Both
Totals Only: Select this option to include only the totalghe report.

Missing Service Tickets

This report will find any Service Tickets that haween printed but not
entered into the system.

., Missing Service Tickets =S|
Missing Service Tickets
Sort Option 1
IT\cketNU. - Promised Date
Sort OEtiOl’IZ Fru'rIEI‘\MEIZEI[IT é’
[y cct o, - To|o1iterzo07 2
[ Include all Gustomers on Route
8| X |B|a& || =]
Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. Yan c
choose from the following categories:

e Ticket number
*  Account number
« Date
Promised Date:Select the range of dates to include in this report

Include All Customers on Route: Choose this option to include all
customers scheduled on the promised day entered.
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Equipment by Location

This report allows the user to view equipment kgylttation it currently
resides. This is useful in locating misplaced pmént as well as knowing
what equipment you have available to rent. You ofagose any or all of the
default locations.

Equipment Location Report
Sort Option 1 .
p— Equipment ID Group Area Installed Date ZIP Code
v Acct Mo, -
From [1234ABCD From|1 -l [ From|s3257 =]
Sort Option 2 R
To |EQUIP1234 To|3 - 0373172008 To|a5478 hd
Ihy Equipment 1D - I I J I EI I J
Equipment Type Period Code
From | g ~|1 Door From g4 lerw me|1 -
To ooy ~| Stainless Steel To[ng vI CookiCold T°|Z =
Location(sl Destroyed Equipment
* Exclude Destroyed Equipment ™ Summary Only
[” Warehouse [~ Picked Up |~ 000 Destroved Equipment
W WEEE | B e
¥ Installed [~ Senvice
[~ Suspense ¥ Include New Equipment
[~ Al of the Ahave ¥ Include Used Equipment
¥ Identify Sold Equipment
| (o] x| & |8 |rm|r=y|vm|

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» Account Number
e EquipmentID

* Equipment Type

e Group Area Code
* Purchase Date

* Installed Date

Equipment ID: The range of equipment ID numbers to include inrdport.
You may select a single unit or a range.

Group Area: The range of group area codes to be includeti®neport.
Installed Date: The ‘Installed’ date range to include on the r&po

ZIP Code: The range of ZIP Codes to include on the rep®His will allow
you to choose a smaller area than the entire degaba

Equipment Style: The range of Equipment Styles to include in therep
Type: The range of equipment types to include in tipore

Period Code: The range of Period Codes to include in the rep®his will
let you only include equipment that is rented ajuarterly basis, for
example.

Location(s): This option allows you to select a range of loaagio For
example, to know what equipment is stored at theel@use, check the
Warehousdoox and the report will print out the equipmenttedt location.
Choose any or all of the boxes shown.

Destroyed Equipment:Choose one of the following options.
» Exclude Destroyed Equipment
e Include Destroyed Equipment
» Destroyed Equipment Only

Route Manager Advanced User Guide B Chapter 2B — Reports 127



Include New Equipment: Choose this option to include equipm8&oidas
New

Include Used Equipment:Choose this option to include equipm8&aidas
Used

Identify Sold Equipment: Choose this option to identify all equipment
marked assoldin general.

Summary Only: Check this box if you wish to only have a summairthe
report printed.

Equipment Movement Report

The Equipment Movement Repdlisplays where equipment locations and the
employee that placed it there.

ik

Equipment Movement Report
Sort Option 1
IW, Equipment ID Installed Date

From | 9000ABCDE From | 09i01/2009 ﬂ
Sort Option 2 =

To BCDE To | 091 452009 4
[ by Type - I 4
Type
Flomlm vl
Tolgg vl
Location(s)

[~ warehouse [~ Picked Up

[T onTuek [~ Received

I~ Installed I~ senice

[~ Suspense

I &l of the Ahove
I Exclude Sold Equiprment
(B x | B | ] o |5y o
Fields:

Primary Sort: The primary sort option defaults to location.
Secondary Sort:You can choose from the following categories:
« Type
* Equipment ID
* Account Number
* Branch

Equipment ID: Input the range of equipment ID numbers to inelod the
report.

Installed Date: Enter the range of dates to include on the report
Type: The range of equipment types to include in tipore

Location(s) These checkboxes allow you to select the lonétlowhere the
equipment is located and have it listed on the ntepo

Exclude Sold Equipment Check this box to complete the exclusion.
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Equipment Sold

This report provides a list of units sold. It seful for property tax
assessments, sales tax reporting, and asset mackin

Equipment Sold Report
Sort Option 1
b Gerial No | Equip. Serial # Date Sold Acct No.
Sort Option 2 From| 320101120 From| 0170112007 §| From|000001
by Customer v —
To| 950104125 To| 0171612007 EI TnIEEBEEB

(5] X | & | & | oo ] v

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e Serial Number
e Customer
e Date

Equip. Serial Number: The range of serial numbers to include in therep
All pieces of equipment are included if no rangepscified.

Date Sold: The range of dates to include in the report. This be compared
with the date sold in the equipment master file.

Account Number: The range of accounts to include in the report.
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Equipment Warranty Report

As you service your equipment, you may optionadliest that it was repaired
under warranty. This report can be printed by nfecturer for all warranty

repairs.
FEE
Equipment Warranty Report
Sort Option 1
by Equipment 1D - Equip. ID Acct. No.
Sort Opfion 2 From | 123448CD -I From
lm To | EQUIPSETS vl To | 993999
Install Date Short Listing [~
From [0si012012 2]
. lmﬂ Include Uninstalled ™
Equip. Type
From |01 - | X-47
To |06 | CookiCold

6| X|B|e&r|em || =]

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

 EquipmentID

« Type

* Repair Date
Equipment ID: The range of serial numbers to include in therep
Install Date: Select the range of installation dates to inclodéhe report.

Equipment Type: Select the range of equipment types to includéhen t
report.

Account Number: Enter the range of account numbers to include en th
report.

Short Listing: Select this option to generate a summarized tepor

Include uninstalled: Check here to include uninstalled equipment on the
report.
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Equipment Warranty Expiration Report

This report provides equipment warranty expiratod repair information.

[®) Equipment Warranty Exp =S
Equipment Warranty Expiration Report
Sort Option 1
W Equipment ID Manufacturer
Sort Option 2 From | 1234ABCD - From =
|vavpe = To|caupssrs =] To |03 v | Leer
Repair Date Warranty Expiration Date
From [040172012 2] From [040172012 2]
To | 04/20/2012 é’ To | 04/20/2012 é’
Equip. Type
From |01 ~ | %47 ™ Ignore Repairs
To |06 ~ | Cook/Cold

& X |& |8 |rx || e

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

* Equipment ID
« Type
* Repair Date
Equipment ID: The range of serial numbers to include in therep

Repair Date: Select the range of repair dates of equipmeintidiade on the
report.

Equipment Type: Select the range of equipment types to includéhen t
report.

Manufacturer: Select the range of equipment manufacturers taidiecbn
the report.

Warranty Expiration Date: Select the range of warranty expiration dates to
include on the report.

Ignore Repairs: Check here to omit repairs on the equipment onrépsrt.
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Customers without Equipment

This report will print a listing of all customershey do not have equipment
listed on their account. You may print it by agarof starting dates

Customers Without Equipment

Sort Option 1

by Acct, M. d Acct. No. Start Date

Sort Option 2 From| 000001 From| 021200 2]
[l Date =l To| 33593 To| 0432008 2]

Only non-terminated customers ¥
8| X |B|a|em|ig| ]
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

*  Account Number

o Date

* Account Name
Acct Number: The range of account numbers to include in thentepo
Start Date: The range of customer start dates to include imepert.

Only Non-Terminated CustomersThis option will only include customers
who do not have an end date on their customerdecor
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Equipment Status Reports

The Equipment Status Reparicludes information related tequipment
Status Codeassigned to each piece of equipment.

R Equipment Status Reports =]
Equipment Status Reports
Sort Option 1 Feaport Tjps §
# Consumption; " By Customer " By Status " Status Summary |
Equipment Status -
Account No. Last Status Change Customer Type Area
From 000000 From [04012012 5 From |4 =] From | =]
To 499899 To [ 0432012 2] To[D | To|3 =
1+ Active
" Inactive
 Both Invoice Date Charge Code Min. Qty.
™ Show Stop Detail Erom IUMU‘UZMZ é’ 1. j I 0 :I
ZIP Code =
To 042312012 2 2 =
From hd 3. -
To |a -
Available Status Codes Selected Status Codes

& | X |B|a| || =]

Fields:
Sort Option 1: This report is automatically sorted Bguipment Status Code
Report Type: Select the type of report output from the follagrichoices:

e Consumption

* By Customer

» By Status

e Status Summary

Acct Number: Enter the range of account numbers to includberreport,
along with one of the following account choices:

» Active
* Inactive
* Both

Show Stop Details:Select this option to include multiple account stigpail
on the report.

Last Status ChangeThe date range for the equipment status changas to
included on the report.

Customer Type:Enter the range austomer Typet® include in the report.
Area: Enter the route areas to be included in the report.

Zip Code: Enter the range &IP Codedo include in the report.

Invoice Date: Enter the range of invoice dates to include in thfzort.
Charge Code:Enter the range of charge codes to be includediienéport.

Minimum Quantity: Enter the minimum quantity per charge code thagtm
be met to include the item on the report.

Available Status CodesThis list displays alEquipment Status Cod#sat
can be included on the report.
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Click this button to move the selected statusesddom the list of
Available Status Codde Selectedstatus Codes.

Click this button to move all of the status coife8vailable Status
Codesto Selected Status Codes

Click this button to move the selected StatuseésddomSelected
Status Codew Available Status Codes

Click this button to move all of the Status CodeSelectedStatus
Codes tAvailable Status Codes

Selected Status Codeg&his list shows whiclEquipment Status Codasl|
be included in the report.

Inventory

Listed below are several reports that relate t@ihtory.
Inventory Status
Inventory Valuation Report
Inventory Stock Take Report

Inventory Order Status Report

Inventory Stock Transfer Repaort
Pallet Status Report

Warehouse Inventory Report

Running Inventory Report

Par Valuation Report

These reports are described in more detail withénfollowing section.
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Inventory Status

This report helps the user manage inventory mdeeifely. At any time, a
list of products can be printed in order to detewrinventory on hand.

I
Inventory Status Report

Sort Option 1 Available Warehouses Selected Warehouses
Iby Charge Code - | :‘;inX =
-]

SUB

EYEY A

El

Available Products Selected products
1001 Gallon Propane Y
ElDl : Apple Trayp | _I>
[10z 1 Apples - Case
[lL0Z0 ] 7 Gallon Propa
[Z00 1 Cherzy Colap = |
[Z01 1 Cherry Cola - - ]
(200 1 BMA Cerorace = =1
|_ Remember ltems in List
™ Gnly include products below reorder level
o | X | B ||| 1g| v
Fields:
Primary Sort: This report can only be printed by charge codemonduct
class.

Available Warehouses / Selected Warehousghoose the warehouse(s) to
include in the report by using the arrow optionglua screen.

Available Products / Selected Product€hoose the product(s) to include in
the report by choosing the arrow options on theestr

Remember Items in List:Select this option to keep the products placed in
Selected Productsection next time you return to this report.
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Inventory Valuation Report

This report will calculate profit margins basedpite vs. cost for a given
date range.

[oemaizans 34 7
(0211212006 4 7

prern waresovcE N
Primary Warehousc

8| X |B ||| e

Fields:
Charge Code:The product code range to include in the report.
Receive Date:The receive dates included in the report.

Product Class: Enter the product classes that should be includ¢ie
report.

Show Detail: Select this check box to show inventory value detai

Available Warehouses / Selected Warehous€$ioose the warehouse(s) to
include in the report by using the arrow options.
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Inventory Stock Take Report

This report is designed for taking a physical stoount in the warehouse.

=
Inventory Stock Take Report

Available Warehouses Selected Warehouses
- > -
oD
bo Y SUE
TRUCK
=
mj =
Mvailable Products Selected products
(1001 | Gallon Propane > AI
(1030 ] 7 Gallen Propa
[300 ] RMA Corporate - As of| 0511712010 ﬂ
(301 1 EMA Enterprise
[30Z ]| Sywbol Truck H < Show Units less than
(303 ] HP Truck HH Ki l—
(304 ] Multiple User P 0
1205 | Serwice Plan Rx| J =
[~ Remember ltems in List

6| X |8 & |||

Fields:

Available Warehouses / Selected Warehousghoose the warehouse(s) to
include in the report by using the arrow optionglua screen.

Available Products / Selected Product€hoose the product(s) to include in
the report by choosing the arrow options on theestr

Remember Items in List:Select this option to keep the products placed in
Selected Productsection next time you return to this report.

As of: Enter the desired date.

Show Units Less Than:Insert a minimum number of items in inventory to
be displayed on the report.
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Inventory Order Status Report

Thelnventory Order Status Reparitcludes all unpostekhventory
Adjustmenbrders being processed in RMA.

pRIsES
Inventory Order Status Report
Sort Option 1 Prod. Batch Code Expected Date
Ihy Expected Date j From l—_l' From I—U1F25IZU1U ﬂ
Sort Option 2 To 123450 ] To [vanszoin 4
by Prod. Batch Code ~
Available Warehouses Selected Warehouses
=k
o Storage Warehouse
Shipping Truck 0.
[<]
<<
= = =
6| X |B|a& x| mm|
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e By Expected Date

* By Product Batch Code
e By From Warehouse

» By Via Warehouse

e By To Warehouse

» By Charge Code

Product Batch Code:Specify the range d?roduct Batch Code® include in
the report.

Expected Date:Specify the range of expected dates to includierréport.

Available Warehouses / Selected Warehous€hoose the warehouse(s) to
include in the report.
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Inventory Stock Transfer Report

This option allows the ability to make a paper $fen of stock from one
warehouse to another and report the changes. cahibe a record of
physical transfer or it can be used as an ordaraie the physical changes
shown. Local rules should prevail on this procedur

PRI ES|
Inventory Stock Transfer
Sort Option 1 Date Chrg Code Reason Code
b Branch :Iv FrnmIDQIDBIZDm él From| 1001 - Frnmlm -
Sl Oian To|0an3r2010 2] To| 999 - To| 29 -
by Warehouse 'I
™ Include Products With Mo Activity
Sotrt Option 3
by Charge Gode | Available Warehouses Selected Warehouses
- > MAIN WAREHOUSE -
[Modesto Warehous:
S Storage Warehous:
Shipping Truck 0.
<
==l =
6| X |B|a|rmx|ig)=|
Fields:
Sort Options 1-3:The report can be sorted in the following ways:
* Branch

*  Warehouse

e Charge Code

* None (no sort needed)
Date: Enter the date range to include in the report.
Chrg. Code: Enter the charge code range to include in thertep
Reason Code:Enter the inventory reason report to includeni rtieport.

Include Products With No Activity: Choose this option to include products
with no activity.

Available Warehouses / Selected Warehous€hoose the warehouse(s) to
include in the report.
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Pallet Status Report

The Pallet Status Report provides you with detagiemtiuct information per
pallet entered in RMA.

NOTE: This option works with th@allet Reference Codeption located at
the top of thaWarehouse Setugrreen. Refer tdser Guide Aor further
information on this option.

poisiE
Pallet Status Report

Sort Option 1 Date Emp. Initials

Iby'Branch A

From[09022010 & Frem [ac -

Sort Option 2

Sort Option 2 To|osrsr2010 3 To [sa -

Iby'Warehouse -

Pallet StaluslBulh >

Sort Option 3

[y Charge coce | Available Warehouses

Selected Warehouses

w H

8| X|&|&| |5y e

Fields:
Sort Options 1-3:The report can be sorted in the following ways:
* Branch
*  Warehouse
* Charge Code
« Employee
Date: Enter the date range to include in the report.
Employee Initials: Enter the employee initials range to includefenreport.
Pallet Status: Select one of the following options:

» Both: Select this option to include Active and Broken-Dopallets
in the report.

* Active: Select this option to only view pallets that hawe Ineen
broken-down in the report.

» Broken: Select this option to only view pallets that haeei
broken-down within thénventory Adjustmentscreen.

NOTE: Pallets can be automatically broken-down whensfierring
inventory to an alternate warehouse. Refer toMaeehouse Setup
option inUser Guide Aor further information.

Available Warehouses / Selected Warehous€hoose the warehouse(s) to
include in the report.
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Warehouse Inventory Report

TheWarehouse Inventory Repa@ailows you to view inventory totals by
warehouse location in RMA.

[/ Warehouse Inventory Report

=[O0 ]
Warehouse Inventory Report

Sort Option 1

I—_l Chrg Code
by Branch = From| 1001 2
Sort Option 2

To| 993 =
IbyWarehuuse v

Sort Option 3

Iby Charge Code -

Available Warehouses

. | -
il z;cra?a W:xeh:u:f
=]

JE2| ﬂ =l
& | X |B| & rax |2 e
Fields:
Sort Options 1-3:The report can be sorted in the following ways:
* Branch

* Warehouse
* Charge Code
* None
Charge Code:Enter the charge code range to include on the tepor

Available Warehouses / Selected Warehous€hoose the warehouse(s) to
include in the report.
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Running Inventory Report

TheRunning Inventory Repowill provide you with on hand inventory totals

that include adjustments for inventory assignegending invoicesSupply
Chain Orders and warehouse locations.

[R/Running Inventory Report

RIS ES|
Running Inventory Report
Sort Option 1 Chrg Code
by Branch - mem
Sort Option 2 T I—_[999 =
byWarehouse v ‘
Sort Option 3
by Gharge Code | Available Warehouses Selected Warehouses
S e [MaIN WaREHOUSE |
Modesto Warehous:
e Storage Warehouse
Shipping Truck 0.
=
o = =
8| X|B&|a& x| ||
Fields:
Sort Options 1-3:The report can be sorted in the following ways:
* Branch

* Warehouse
* Charge Code
* none
Charge Code:Enter the charge code range to include on the tepor

Available Warehouses / Selected Warehous€hoose the warehouse(s) to
include in the report.
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Par Valuation Report

The Par Valuation Reporincludes par values and total cost per customer.

e o

by Charge Code -

Fields:
Sort Options 1-2:The report can be sorted in the following ways:

¢ Account No.

¢ Charge Code

e Last Updated
Account No.: Enter the range of account numbers to enter orrepisrt.
Charge Code:Enter the charge code range to include on the tepor
Last Updated: Enter the range of par activity dates to includehas report.
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EDI Reports

This option is part of the EDI module and requitastom programming from
ARS. Two reports are available.

Frink EDI Daily Sales Report

fverage Daily Sales

Print EDI Daily Sales Report

This report is used with EDI processing, contact#mage Route Systems
for further information.

1ol
EDI Daily Sales Report

Acct. No. Dates
From| 0000001 [0ai0112000 £
Tn|99999999 |ngr1 4/2004 §|

g |B| x|

Fields:

Acct Number: The range of accounts to include in the reportougix
characters each. If you choose the same accoumterudfor the first and last
number in the range, it will allow you to choose &ormat for your
statement style. It will not look at the code ha tustomer record when
doing so.

Dates: The range of dates to include in the report.
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Average Daily Sales

This report is used with the EDI function in RMAjrtact Advantage Route
Systems for further information.

e
0

Fields:

Acct Number: The range of accounts to include in the reportougix
characters each. If you choose the same accountieruor the first and last
number in the range, it will allow you to choose &ormat for your

statement style. It will not look at the code ha tustomer record when
doing so.

EDI Code: The range of EDI Codes to include in the report.
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Statements

The statements function allows you to print stateimaccording to specific
parameters.

Standard Statements

mumbered Statements

Statement Mumber Lisk

Standard Statements

This option is used for printing statements basegreconfigured
information undeL.ists > Customer Setup Codes > Statement Codes
B

Standard Statements

Sort Option 1 Acct. No. ZIPCode  MajorAcct. Statement Type
IDYZ‘F’ Code j FromIUUU‘IUU mel j mel j 1D Description
3 ~| Standard Statement
To 999999 To| =l Tofiem =]
Dates
I— I¥ Include Payment Vaucher
T UNEEA’ZUWZ ™ Include Invoices = =tandardd™ Rental € Open
I Use Cr ms; [~ Pre-Printed Form
Due| 02 rom Close Date [~ Open Item Statement

[~ Suppress Aging

™ Include Stop Information

I Include Bottle Counts

™ Exclude Postal Bar Code
t

Include I Detail Side Firs
I™ 8 172 x 11 Invoice Format
G0 I 1By ™ Include No Charge ltems
¥ 61Days ¥ 91 Days ™ DontInclude Invoice Details

¥ 121 Days ¥ Over 150 Days [~ Show Mini Signatures on Statement

8 | X | B |||l e=

Fields:

Sort Options 1: Sort options for this report are:
e Zip Code
» City
* Acct No.

Acct Number: The range of accounts to include in the reportougix
characters each. If you choose the same accoumterufor the first and last
number in the range, it will allow you to choose &mrmat for your
statement style. It will not look at the code ha tustomer record when
doing so.

ZIP Code: The range of ZIP Codes to include in the report.

Major Acct: Use this option to filter customers basedwajor Account
Codes

Statement TypeThe type of statement to include in the report.
Close Date: The date of the last transaction included on th&estent.

Use Credit Terms:Select this option to calculate the statement cie d
based on the customer’s assigrddit Termscode.

Due Date: The number of days the system should add to theeMate as
the Due Date for payment. This will print on thatement.
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Include: Choose the columns to include on your reportweéieer, you can
narrow the list by selecting: Current, 30, 60, ®120 or more days overdue.

NOTE: Not all of the following options are availabletivievery statement
type. They will only be visible if they correspotalthe statement type
selected.

Include Payment Voucher:Select this option to print a payment voucher at
the bottom of a normal 8%k 11" statement.

Include Invoices: Select this option to have invoices included wiith
statements.

NOTE: By selectingnclude Invoicesyou will not have the ability to export
your statements.

Rental Invoices Only:Select this box to only print the rental invoiceishw
the statement.

Pre-Printed Form: Select here to print only the data, and not #eding on
a pre-printed form.

Open Item StatementSelecting this option will only print statementst
still have balances.

Suppress Aging:Selecting this option will prevent the customexigng
from printing on the statement.

Include Stop Information: Select this option if you wish to have the
customers stop information printed on the statement

Include Bottle Counts: Check this option to include the customer’s Igottl
counts on the statement.

Exclude Postal Bar Code:Selecting this option will remove the bar code
from the statement.

Detall side first: Use this option to print the detail side of atpasd before
the address side. This is used for two-sided podsc

8 ¥2 X 11 Invoice Format:Select this option if you wish the invoices to be
printed in 8 % X 11 format.

Include No Charge Items:Select this option if you wish to have No Charge
items included in the statements.

Don't Include Invoice Details: Select this option if you do not wish to have
the invoice details printed on the statements.

Show Mini Signatures on StatementSelect this option to include invoice
signatures within the statement detail section.
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Numbered Statements

In some countries, it is necessary to print a staté that has a number on it
that can be tracked by local government authoritigsis program will allow
you to generate statements with these numberseon. th

NOTE: To use this feature, select the option ‘Use &tated Numbers’
within File > Branch Setupon theStatementab.

Numbered Statements
Sort Option 1 Acct. No. ZIP Code Major Acct. Statement Type
[oyzIP code =l From 000100 o <] From] B D Description
S 'I Standard Statement
To[ 999039 To|A =l Tolrm
Dates
al ¥ Include Payment Voucher
Close Date| 04/23/2012 E’ I Include Invoices & Standard € Rental € Open
I Use Credit Terms I Pre-Printed Form
Due 1] 3: Days From Close Date ™ Open ltem Statement
I™ Suppress Aging
I Include Stop Information
Starting Statement ND.I B I” Include Botile Counts
I Exclude Postal Bar Code
Include I™ Detail Side First
I” |8 4/2 % 11 Invaice Format
F Current 7 31Days ™ Include No Charge Items
W 61 Days ¥ 91 Days I Dontinclude Invoice Details
[ 121 Days [% Over 150 Days ™ Show Mini Signatures on Statement

8| X |&|ar|rm ||

Fields:
Sort Option 1: Select whether to sort by City, ZIP Code or AccaNaomber.

Acct Number: The range of account numbers to include in thentepp to
six characters each.

ZIP Code: The range of ZIP Codes to include in the report.

Major Acct: Use this option to filter customers basedajor Account
Codes

Statement TypeThe type of statement to include in the reportle&ehe ID
from the drop-down list and the corresponding dpson will automatically
appear to the right of it. (Statement codes agpsa Statement Codes,
underLists, Customer Setup Coded-or example, if your statement type is
bulk statement, then the statements are printedite and only a summary
sheet is printed on your printer.

Billing Cycle: Choose this option if billing cycles are being uséth the
current statement. The cycles are setup ubidés> Customer Setup Codes>
Statement Typemnd may not be displayed.

Close Date: TheCloseDate s the date of the last transaction included @n th
statement. ThBueDateis the day the payment is due at your office.sThi
will print on the statement.

Starting Statement No:This field is automatically populated with the
startingStatement Numbeéhat will be used when printing numbered
statements (can be overwritten, if necessary).

NOTE: TheStatement Numbgrool can be configured undeists > Branch
Setup on theStatementab.
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Include: Choose the columns to include on your reportweéieer, you can
narrow the list by selecting: Current, 30, 60, ®120 or more days overdue.

NOTE: Not all of the following options are availabletivievery statement
type. They will only be visible if they correspotalthe statement type
selected.

Include Payment Voucher:Select this option to print a payment voucher at
the bottom of a normal 8%k 11" statement.

Include Invoices: Select this option to have invoices included wiith
statements.

NOTE: By selectingnclude Invoicesyou will not have the ability to export
your statements.

Rental Invoices Only: Select this box to only print the rental invoiaeh
the statement.

Pre-Printed Form: Select here to print only the data, and not #eding on
a pre-printed form.

Open Item StatementSelecting this option will only print statementst
still have balances.

Day Aging: Select the number of days you want included én“@nly Open
ltems” statement.

Suppress Aging:Selecting this option will prevent the customextgng
from printing on the statement.

Include Stop Information: Select this option if you wish to have the
customers stop information printed on the statement

Include Bottle Counts: Check this option to include the customer’s Igottl
counts on the statement.

Exclude Postal Bar Code:Selecting this option will remove the bar code
from the statement.

Detail side first: Use this option to print the detail side of atpasd before
the address side. This is used for two-sided postc

8 %2 X 11 Invoice Format:Select this option if you wish the invoices to be
printed in 8 %2 X 11 format.

Include No Charge Items:Select this option if you wish to have No Charge
items included in the statements.

Don't Include Invoice Details: Select this option if you do not wish to have
the invoice details printed on the statements.

Show Mini Signatures on StatementSelect this option to include invoice
signatures within the statement detail section.
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Statement Number List

To support numbered statements, you may want td put a list of the
statements printed each month.

NOTE: To use this feature, select the option ‘Use &tated Numbers’
within File > Branch Setupon theStatementab.

T
Statement Number List
Sort Option 1
Aect o | Acct No. Date Statement #
Sort Option 2 From|000001 [ 03112007 ﬂ From 000000
pare :I' TnIEBBEEB | 03731/2007 é’ To EEEREE]
¥ Include Invoice Detail
(] x | B | @ | oo 1 om|
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

» Account Number

 Date

e  Statement Number
Acct Number: Enter the range of account numbers to includthemeport.
Date: Input the date range that this report is to idelu

Statement Number:Enter the range of statement numbers that you twan
appear on the report.

Include Invoice Detail: This will include invoice detail on the report.

150 « Reports — Chapter 2B

Route Manager Advanced User Guide B



Dunning Notices

There are always a few customers who either fabetit or neglect their
payments. This feature will print out a remindetice for these customers.

NOTE: There are some steps that need to be takentpnymting here,
refer toDunning Letters and Credit Claggthin theSupplemental Guide

=
Dunning Notices
Sort Option 1
[y 2P code - Acct. No. Due Date
me|nnunu1 | 0471572008 é’
Tu|999999
Available Credit Classes Selected Credit Classes
B ;
il o
F
[<]
= =] ;I
Export Data [~
8| xX|B|a|
Fields:
Sort optionl and 2:Select this option to sort by ZIP Code, city, ocamt
number.

Account Number: The range of accounts to include in the report.
Due Date: The due date that is printed on the dunning natices

Available and Selected Credit ClasseSelect the one-character credit class
from the available credit classes. Selected craiiises appear to the right.

Export Data: Allows files to be exported for third party procegs Contact
ARS for further information.
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Pre-Sale E-Mail

This option allows the ability to send e-mail tbalstomers assigned to an e-
mail contact code. A template can be establishi#iuthis option.

6
Pre-Sale E-Mail

Customer

Route
Frnmlunumu Frnmlg vl
TDIBQEBQQ TDIC vl

\ia Code Customer Type

FrDmIE vl Frnmlg vl
TDIT vl TDID vl

Date [04/0312008 5| Template | o

Wfox | EXIT |

Fields:

Customer: Enter the desired customer account range.

Route: Enter the desired route ID range.

Via Code: Enter the desire@ontact Via Codeange.

Customer Type:Enter the desired customer type range.

Date: Enter the next delivery date of the custometsst@ontacted.

Template: Select the template to use when sending e-mailstomers, the
user should be familiar with Outlook File Templafe3FT files).
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List Reports

List reports are generally simple lists that cqumesl to the screens shown on
the lists tab. Below is a listing of the repornighis submenu.

Cuskomer Lisk g
Customer Setup Lists 4
ZIP Codes Lisk

Group Area Code List

Delivery Order Reasons Lisk

Branch Codes Lisk

Product Cades Lisk »
Accounk Setup Lisk g
Truck Lisk

Truck Class Lisk

Handheld Class Lisk

Route Lisk
Employes Setup Lisk r

Branch Report

These reports relate directly to thists menu and can also be printed from
within their respective areas by clicking on thega of the printer on the
toolbar.

Customer List

There are three reports that are currently availalithin theCustomer List
sub-menu.

usktormer Lisk
Bank Details
Credit Card Details
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Customer List

The Customer Listeport can give a complete list of customer actoimthe
system. At times it may be helpful to view theoimhation for a single
customer or a range of customers at a glance.

JAT=TE
Customer List
Sort Option 1
- Acct. No. Start Date Customer Type  Sales Rep
Sort Option 2 From| From| / / ﬂ From| | From| =l
Ihyn\l:l:‘l No =] To[ 999959 To|05/01/2012 §| TolD =] To[sF -]
Credit Class Acct. Status Major Acct.  Statement Code
From ~| From - From: 'I From i
To [F =l Tt = TolPu =] To[sP |
Only non-terminated customers [ i
Include Category Summary [~ % Sales Rep 1
Short Listing [ " Sales Rep 2
Print Only Summary ™ " Sales Rep 3
Use Delivery Address [
8| X |B|a | i =]
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
Sort by the following categories:

» Date(Customer Started Service)

» Account Number

*  Account Name

e Customer Type

* Major Account Code

e Zip Code

» Tax Code
Account Number: The range of account numbers to include in thentepo
Start Date: The range of start service dates to include irré¢jpert.
Customer Type:The range o€Customer Typew include on this report.
Sales Rep:The range ofales Rept include in the report.
Credit Class: Select the range @redit Classeso include on the report.
Acct Status: Choose the range #kcount Status Codés use on the report.
Major Acct: The range oMajor Account Codet include on the report.
Statement CodeThe range oStatement Coddse include on the report.

Only Non-Terminated CustomersThis option will only include customers
who do not have an end date on their record.

Include Category Summary:This will provide a count of customers by
category, whether it is types, credit status oeotbreaks” in the data.

Short Listing: Check this box if you would like the consolidatede-
customer-per-line format. It will leave out sonfdatee detail but is handy if

you simply want a customer list.

154 « Reports — Chapter 2B

Route Manager Advanced User Guide B



Print Only Summary: Selecting this option will generate a short réploat
summarizes the data.

Use Delivery AddressSelect this option to include the customer’s\dly
address on the report (requiisort Listingoption).

Filter By:

Select the desireBales Refield (1, 2, or 3) to use for report sorting.

Bank Details

TheBank Detailsreport contains all of the information entered emithe
Bank Infooption on theCredit tab withinCustomer Information

]
Bank Details Report
Sort Option 1
by At M. -
Acct. No. Start Date Credit Class Customer Type
From [opo700 | From [ozioriza0s 5 From [a | From[sn =
To [a93395 To [n9142000 5 To [r -] Tolo =
8| X|B|a|m| ||
Fields:

Sort Option 1: Defaulted byAccount Number

Account Number: Range of account numbers included on the report.
Start Date: The range of start service dates to include irré¢jpert.
Credit Class: Select the range of credit classes to includthemeport.
Customer Type:The range of customer types to include on thisntep
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Credit Card Details

The Credit Card Detailseport contains all of the information entered emd
the Credit Cardoption on theCredit tab withinCustomer Information

Eredit Card Details Report

e 3

oo From [oa0r200a &
R O I

(8] X |B & || Em)

Fields:

Sort Option 1: Sorting is only by Account Number.

Account Number: Range of account numbers included on the report.
Start Date: The range of start service dates to include irrépert.
Credit Class: Select the range of credit classes to includthemeport.
Customer Type:The range of customer types to include on thisntep
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Customer Setup Lists

The following reports contain the data that dedth wustomer setup.

Customer Status Code List

Print out a list of all of th€ustomer Status Codes

Customer Status Codes List

by Status Code R4
by Status Description ’—

(& | X B |@r| |y

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can sort by the following categories:

e Status Code
e Status Description

Customer Status:Select the range of customer status codes todaan this
report.
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Start/Stop Reason Groups

This report will list all of the Start/Stop groupstered into RMA.
- tart/Stop Reason Groups - |EI|5|

@ Start/Stop Reason Groups

Whera would you like to direct report output?

&g | X |B|a& =]

Start/Stop Reason List

The Start/Stop Reason Listport will list the settings for the selected rang
of Start/Stop Reasons filtered by the Start/StopuBrassigned.

.., Start/Stop Reasons Report ;IEIEI
Start/Stop Reasons Report
Sort Option 1
lGr”“p—LI Group Reason Type Reason Code
Sort Option 2 From:0 =] [eorh =] Fromefr0 v
Reason Type - To:| TR - Tn:lﬁ
8| X |8 & x|l =]
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
Sort by the following categories:

 Group

* Reason Type

* Reason Code
Group: The range of groups to include on this report.
Reason Type:The range of reason types to include on this report
Reason Code:The range of reason codes to include on thisrtepo

Late Charge Codes List

A list of all late charge codes can be printed gishis report.
... Late Charge Codes Report o] =]

@ Late Charge Codes Report

Where would you like to direct report output?

8| X|B|a ||
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Customer Type Codes List

Choose this report to print a listing of all of thestomer types in the
program.

Customer Type Codes

(e[ X|&|& || )
Fields:
Sort Option 1: The primary fields to sort by. You can sort bg following
categories:
« ID

e Description

Customer Type CodesSelect the range of customer type codes to ieotud
this report.

Credit Class List

A report of all credit class codes can be printsidigi this report option.

Credit Class Report

)
(8| X |B]e&r| @]

Statement Codes List

A list of all statement codes can be printed usimig report option.

Statement Codes Report

2)

(8| X |8 8| =
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Contact Reasons List

The Contact Reasons Lis¢port will generate a list of contact reasons
selected.

Contact Message Reasons List

(6| X |B &2 ||y mm]

Fields:

Primary and Secondary SorfThe primary and secondary fields to sort by.
You can sort by the following categories:

« ID
e Description

Contact Reasons:Select the range of contact reasons to includisn
report.

Suspend Service Codes List

The Suspend Service Codes lgsherates a list of the selected suspend
service codes.

Suspend Service Codes List

(e | X |[B @ ||| omm]

Fields:

Primary Sort: The primary fields to sort by. You can sort bg following
categories:

« ID
e Description

Suspend Service Codes$elect the range of suspend service codes tadacl
on this report.
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Service Priority Report

A list of all Service Priority codes can be printeging this report option.

. Service Priority Report = |EI|5|

@ Service Priority Report

Where would you like to direct repart output?

8 | X|R|a& | =]

Contact Via Codes

A list of all Contact Via Codes can be printed gsihis report option.
.; Contact ¥ia Codes I =] |

@ Contact Via Codes

Where would you like to direct report output?

8| X |B|e& =]

Contact Frequency Codes

A list of all Frequency Codes can be printed usiig report option.
. Contact Frequency Codes - ||:||£|

@ Contact Frequency Codes

Where would you like to direct report output?

8 | X | B |a| =]

Major Account Code

A list of all Major Codes can be printed using théport option.
. National 5ales Code - ||:||i|

@ Major Account Code

Wihere would you like to direct report output?

8| X|Bl|a =]

Promotion Codes
A list of all Promotion Codes can be printed udinig report option.
_; Promotion Codes =10l x|

@ Promotion Codes

Where would you like to direct report output?

8| X|B|a =]
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ZIP Codes List

A list of all ZIP Codes in your system can be mthtising this report option.

=T
ZIP Code Report

Sort Option 1

Iby ZIP Code 7

Sort Option 2

Iby City - Last Updated ZIP Code
From | 04/01/2008 §| From |93257 -
To | 04/02i2008 §| To |95479 -

Short Listing [~

8| X|B|a&|rx| =

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e ZIP Code
e City
e Date

Last Updated: The range of dates when the ZIP Codes were lasttegd
ZIP Code: The range of ZIP Codes to include in the report.

Short Listing: Checking this box will print the Zip Codes intade-column
format.

Group Area Codes List

The Group Area Codes Liseport allows you to print out a list of all the
group area codes that have been entered into shensy

. Group Area Codes ;Iglﬂ

@ Group Area Codes

Where would you like to direct report output?

(o] ¥ |E|&|m)
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Delivery Order Reasons List

TheDelivery Orders Reasons Listport will generate a list of the selected
range of delivery order reasons.

Delivery Order Reasons

(8| X |B|a&|m]|i5) =
Fields:
Primary Sort: The primary fields to sort by. You can sort bg tbllowing
categories:
« ID

¢ Description

Delivery Order ReasonsSelect the range of telephone reasons to in@ade
this report.

Branch Codes List

TheBranch Codes Listeport generates a list of the selected rangeaofdir
codes.

(e | X |[& & |rmx || vem|
Fields:
Primary Sort: The primary fields to sort by. You can sort hg following
categories:
« ID

¢ Description
Branches: Select the range of branches to include on dpsnt.
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Product Codes List

The following reports contain information relatedyour product setup.

Product Charge Codes Lisk
Product Class Lisk

Product Price List

Product Price List by Cusk
Inwentory Adjustment Codes Lisk
Garatis Reasons Lisk

Rent Credit Codes List

Quarantine Skatus Codes Lisk

Product Charge Codes List

TheProduct Charge Code®port gives you a listing of the product codes
that you have entered into the system. You mai time report to a charge
code range or a general ledger account number.range

IR
Product Charge Codes Report
Sort Option 1
by Charge Cade - Charge Code GIL Acct. No.
Sort Option 2 From[30 =] From 1200 S
by Date - To [s93 | To | 7000 =
Show GIL Account Mumbers [
List &ll Price Levels [~
Exclude Inactive Products [
8| X|& & |m| 5|
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can choose from the following categories:

e Charge Code
 Date
» Description
*  Truck Order
* Product Class
Charge Code:The range of charge codes to include in the report.

G/L number: The range of G/L number codes, for products solij¢lude
in the report. Specify from first to last (lowésthighest).

Show G/L Account NumbersThis will cause all general ledger account
numbers on the report.

List all Price Levels: Check this box to include all price levels in tieport.
This will take more space to print.

Exclude Inactive Products:Check this box to exclude products not actively
marketed at the present time.
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Product Class List

TheProduct Classeport will allow you to print a listing of all theroduct
classes that you have entered into the system.

Product Class Report

2)

(s | X|B e e

Product Price List

The Product Price Listeport prints out a list of product price levéiat have
been entered into the system.

Prite List by Products

-

(e X |B|ar|rm || e

Fields:

Primary Sort: This option is defaulted for you. This reporhamly be
printed by price list.

Price List: Select the range of price lists that you wishnidude on the
report.
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Product Price List by Customer

TheProduct Price List by Customegport prints out a list of product price
levels and the customers assigned to them.

(8| X [Br|ae ||| om|

Fields:

Primary Sort: This option is defaulted for you. This reporha@mly be
printed by price list.

Price List: Select the range of price lists that you wishntdude on the
report.

Inventory Adjustment Codes

Thelnventory Adjustment Codesport will generate a list of inventory codes
for the selected range.

Inventory Adjustment Codes List

bry Inventary Code r

by Inventory Reasons r

(e X |Br|ar ||l vmm|

Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can sort by the following categories:

¢ Inventory Code
* Inventory Reasons

Inventory Reasons:Select the range of inventory adjustment codes to
include on this report.
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Gratis Reasons List

The Gratis Reason Ligteport will generate a list of gratisasons codes.

Gratis Reasons List

(8| X |B|ar|mx|) e
Fields:
Primary Sort: The primary fields to sort by. You can sort bg following
categories:
« ID

e Description
Gratis Reasons:Select the range of gratis reasons to includénigrreport.

Rent Credit Codes List

TheRent Credit Codes Liseport will generate a complete list of credit
codes.

Rent Credit Codes

2)

(& | X |B |8 =)
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Quarantine Status Codes List

This report will list all of the Quarantine Stattsdes available within the
program.
Qurantine Status Codes List

GQuarantine Codes |—
Quarantine Description r

(& | X [B @7 |y| o)

Fields:

Sort Options 1 & 2: Choose from the following sort options:
¢ Quarantine Codes
¢ Quarantine Description

Quarantine Codes:Enter the range of quarantine codes to includihen
report.
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Account Setup List

These reports create lists of items dealing withabcounting functions in
RMA.

Sales Tax Rates List
Gaeneral Ledger Lisking

eneral Ledger Account Lsage

Wribe-Cff Reasons
Credit Naoke Reasons

Sales Tax Rates List

The Sales Tax Rates Ligtport will print a list of all the sales tax ratigt
you have entered into the program.

. 5ales Tax Rates Report =10 x|

@ Sales Tax Rates Report

Where would you like to direct report output?

& | X|B|e& =]

General Ledger Listing

The General Ledger Listing report will print a ledtall the General Ledger
accounts that have been entered into the program.

...aeneral Ledger Listing o ] A |

@ General Ledger Listing

Where would you like to direct report output?

(&) x| B | & | m]
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General Ledger Account Usage

This report allows you to print a listing of allmgral ledger numbers entered
in the RMA system.

General Ledger Account Usage

R

(8] X |B &[] m)

Fields:

Primary Sort: This option is defaulted for you. This report cary be
printed by general ledger number order.

General Ledger Account NumberThe range of G/L numbers to include in
the report.

Write Off Reasons

A list of all Write-off Reasons can be printed gsthis report option.

Write-Off Reasons

2)
(8| X |B|e&r| =]

Credit Note Reasons

A list of all Credit Note Reasons can be printeshgishis report option.

Credit Note Reasons

2)

| X |B &=
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Truck List Report

A list of all entered trucks can be printed usihig report option.

Truck Report

2)

Truck Class List

TheTruck Class Listeport creates a list of the Truck Classes creiatéte
system.

Truck Classes

2)

Handheld Class List

This report will display all of the settings withineHandheld Classetup
screens.
Handheld Class List

CE-
by Handheld Desctiption | ¥/

(& | X |B & |||

Fields:
Sort option 1 & 2: Choose to sort by Class or Handheld Description
Handheld Class: The range of handheld classes to display onepert.
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Route List

This report allows you to print a listing of allu@s in the RMA system. This
report is useful to see all customers assigneddéh ef the branches.

Route List

o
e

Fields:

Primary and Secondary SortYou can select from the following fields for
the primary and secondary sort:

¢ Branch

* Route

¢« Employee ID
Employee: Select a range of employees to restrict the outpdésired.
Route: Select a range of routes to restrict the outputesfired.
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Employee Setup List

The following reports display the settings usedd@bup employees.

Emplovee List
Security Level Codes List

Commission Class List

Employee List

This report will provide a list of employees anéittsettings entered into the

program.
T
Employee Report
Sort Option 1
W Date Hired ID No. SSN Tvoe
Sort Option 2 From|01/0112007 3| From [0 | From | -- | From [crercan ]
Im To| 04/0312008 2] To [28 x| To|rrree-2222 -] To[salesman -]
Security Level
From m
I Include [nactive Employes
To m
(& ]| X |B | & | rmx || ez |
Fields:

Primary and Secondary SortThe primary and secondary fields to sort by.
You can sort from the following categories:

 Employee ID

* Hire Date

»  Social Security Number
* Name

e Sequence:

»  Security Level:

Date Hired: The range of hire dates to include in the rep¥idu may
choose only new employees if you wish.

ID Number: The range of employee ID numbers to include.

S.S.N.: The range of Social Security numbers to includééreport.
Type: A range of employee types to include on the report.

Security Level: Include a range of security levels to include anriport.

Include Inactive Employees:Select this option to include those employees
with Release Dates.
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Security Level Codes List

The Security Level Codes Listport prints a list of the security levels within
the system.

NOTE: Only employees designated as “Master User” capsacthis report.

., Security Level Codes =S|

Security Level Codes

Security Level

From |A -
To |D <

I~ Summary List Only

EIX|@|§?|FAX||%§]|>E|

Fields:

Security Level: The security level range to include on the report

Summary List Only: Check this box to obtain an abbreviated listeufisity
levels.

Commission Class List

The Commission Class Liseport allows you to print a list of all the
commission class codes that you have enteredhieteytstem.

. Commission Class Report 10 x|

@ Commission Class Report

Where would you like to direct report output?

& Xl@lﬁ?lrﬁl

Branch Report

The Branch Report allows you to print a list oftalhnches entered into the
program.

. Branch Report ;lglﬂ
@ Branch Report

Where would you like to direct report output?

& Xl@lﬁ?l»@l
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Graphs
Use this utility to view graphs of two differenttdatems:
e Aging Analysis
e Sales History YTD
Simply choose the desired graph and style and olicthe OK key.

RSIES

Graph Data| aging Analysis =

Graph Type| 30 Horizontal Bar v |

o | X |

Fields:
Graph Data: Select the data that is to be viewed as graph.
Graph Type: Select the type of graph to create. Choose ffmse options:
* Line
* Vertical Bar
» 3D Vertical Bar
* Horizontal Bar
» 3D Horizontal Bar
 Pie
» 3D Pie
Select OK to preview the graph.

Custom Reports Menu

RMA supports a variety of custom reporting toolg)(eCrystal Reports) to
allow more flexibility for reporting purposes. Gnthese reports are created,
the Custom Reporteption gives you the ability to integrate theggety of
reports into the RMMAReportsmenu. This may be helpful for users that
would benefit from having certain external repatsessible from within the
RMA program (links to programs can be added as)well

Refer toChapter 4.0%f theSupplemental Guidir further information.
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Chapter 3B — Route

Overview

TheRoutepad is primarily used for items related to handhlatessing.
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Daily Handheld Processing

There are many options available when transfewtaitg to and from the
handheld units each day. These options are disdugithin the section

below.

Advanced Communications

This optional module allows you to transfer rousgéadwirelessly through

the handheld units. Contact Advantage Route Sysfenfurther
information.

., Handheld Transfer

urrent Hzrliel

PRI )E3|

Initials_Route Mame

[Hznnlield iz

Initials [Route [Name Last Download|Last Upload  [Version  |Up Status Down Status —
AC A Conner, Aaron ao/o0 0o:on 00/00 00:00 9- (NOME) 2-Pending 12/20/2007

AG B Garza, Alvin 00/00 0000 |10i22 00:00 9- (NONE) 2- Pending 12/20/2007

AC [ Conner, Aaron ao/o0 0o:on 00/00 00:00 9- (NOME) 2-Pending 10/06/2007

Cararainiczinn Ezns

CHECKING C
EDTDI @ | Log | Clear |CIearAI\| EXITl

RMLive

This optional module allows you to transmit andeiee real-time route

data, throughout each delivery day. Contact Acag@tRoute Systems

for further information.
[ammive

'RMLive

Active Route Date o o m
ala ~| | T showall [o33172008 2 J_I

I~ Hide Confirmed Orders

=107

GoTo
Leave Message | Rescheduls Order | Last Stop
Fouwte  |5eq.  |Message Sent DT [Received DIT Feject Reason =] Tiext Stop
Sed, Mo,
Acct Mo

EEEEE T -

Route |Stop |Time |[Acct Mo

non114
noo114
000118
000117
0o011a
000121
0on123
0on124
999999
ooo113
noo112
o0a111
000106

Exp
Paop Shoppe
U-Stop Foods

Treats Galore

Shop and Save

Rob's PDQ

Kelley Snacks

MNew Customer/ CASH
Lucky Trip

Lakeway Bait and Deli
Jiffy Convenience Store
Reds Corner

33 b
3260 Roselle Ave
1178 Lakewood Ave
2799 Scenic Dr.
884 Oakdale Rd
463 Coffiee Rd

410 Downey Ave
1241 D 5t

2048 E. Rumble Rd
945 Floyd Ave

2847 McHenry Ave
G39W, Briggsmore Ave

Mod: R
Modesta ,CA
Modesta ,CA
Modesta ,CA
Modesta ,CA
Modesto ,CA
Modesto ,CA
Modesto ,CA
Modesto ,CA
Modesto ,CA
Modesta ,CA
Modesta ,CA

I™ Show all completed arder (41 Routes)
™ OMNLY Show Skip Stops

B e g |

Total Custamers 13
Serviced 0
Mot Serviced 13
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Pick Processing

ThePick Processindeature allows you to creat®ad Ordersthat can
be printed and distributed to your warehouse engdeyor order
‘picking’. This option is helpful for companiesahhave a high volume
of orders daily.

NOTE: Refer toChapter 4.13f theSupplemental Guidir further
information onPick Processing

fd-hoc Skack Levels
Generate Pick Tickets
ConFirm Pick,
Generate Load Orders

Print Delivery Manifest

Maintain Calculakor

The six menu items are described in the pages below

Ad-hoc Stock Levels

The Ad-hoc Stock Levebption is used to establish products that should
be pulled automatically each delivery day.

Ad—hoc Stock Levels I =l S |
Ad-hoc Stock Levels
Route: IA vl

Chrg. Code Description Su M T W Th F Sa

510 5 Gallon Distilled 50.00 50.00 25.00 50.00 2500 a0.00 n.an ;I

15 4 Gallon Spring 25.00 a0.00 50.00 50.00 a0.00 50.00 n.an
[

awt | @ | s | B0

Fields:

Route: Select a route from the drop-down menu.

Add: Choose this button and select an item to estabBsa standing
order. Enter the required quantity for each dathefweek.
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Generate Pick Tickets

The Generate Pick Tickewption is the central hub for all items that need
to be pulled from inventory for a given route araded

Generate Pick Tickets I =1 S|
Pick Route: [ - Pick Date: [os/15r2008 2]
Generate Standing Generate Standing R
Order Telesales Orders ot U
Product Description Ad-hoc | Telesales | Standing | Standing Driver Adust | Total Pick [Confirmed [lssued Pick] ~
Stock Orders Orders Orders | Reguests Quantity Quantity
Telesales
Ll | Ll Ll |
S10 5 Gallon Distilled 25.00 o o o o o 25
515 5 Gallan Spring 50.00 a a a a a a0
EXIT | % |

Pick Route Specify the route for the pick ticket.
Pick Date Specify the date for the pick ticket.

Generate Standing Order TelesaleSelect this option to generate and
add anyweekly Standing Ordets the pick ticket

NOTE: Refer toChapter 4.12f theSupplemental Guidr further
information onWeekly Standing Orders

Generate Standing OrdersSelect this option to include ai8tanding
Orderson the pick ticket.

NOTE: Standing Ordersre items assigned to each customer within
Customer Informationon theProductstab.

Print Pick Tickets: Select this option to review and print the piclkét

Calculated Pick Quantities:Select this optioto review product
totals with a higher level of detail within tiig&enerate Pick Tickets
screen.

NOTE: This option can be enabled unéée > Branch Setup >
Defaults
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Column Headings:

NOTE: The headings displayed on the screen will vagetan ticket
type.

Product: The product code assigned to the listed product.
Description: The description of the product listed.

Ad-Hoc Stock: The total product quantity required from thd-hoc
Stock Levelscreen.

Telesales OrdersThe total quantities entered Belivery Orders
generated for the current route and date.

Standing Orders: The total quantity generated from the customer’s
Default Products

Standing Orders TelesalesThe total quantity generated from the
customer'siVeekly Standing Orders

NOTE: Refer toChapter 4.120f theSupplemental Guidir further
information on thaNVeekly Standing Ordefeature.

Driver Requests:The total quantity generated from thead Request
feature on the handheld.

Adjust: The total quantity entered manually on the ticket.
Total Pick Quantity: The total quantity for the item on the ticket.
Confirmed Pick: The total quantity that was picked on the ticket.

Issued Pick Quantity: The total quantity that should be picked on the
ticket.
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Confirm Pick

The Confirm Pickoption allows you to enter product totals entered
each pick ticket.

IS
Pick Confirmation.
Pick Route:. [[§lllf -]  Pick Date:. [07i01/2008 2]
Total Picks =1 Confirmed=0
Confirm Selected
Cycles.
Product Description Cycle 1 Pick Ticket | Total Pick Gty ;I
20TOSWOSE]
Click ta
Confirm
15 S Gallon Spring S0 S0 a0
=
A ¥
-] +] EXIT

Fields:
Pick Route Specify the route to edit.

Pick Date Specify the date to edit.
Confirm Selected CyclesSelect this option to complete the order.

Column Headings:

NOTE: The headings displayed on the screen will vaselan ticket
type.

Product: The product code assigned to the listed product.
Description: The description of the product listed.

Cycle 1: The quantity assigned to the current cycle (rayltles are
available inCalculated Mode)

Other:
Add: Select a product to add to theek Confirmation

182 « Route — Chapter 3B Route Manager Advanced User Guide B



Generate Load Orders

The Generate Load Ordergption allows you to createoad Ordersthat
will be received by drivers on the handhelds.

=i
Generate Load Order.

Pick Route:. [ ~|  Pick Date:. [07,01/2000 2]

Generate Load. [

Cycle. Pick ID lssued. Confirmed. Process Cloged. Pick Confirmed. Load Complete. d

1|20T0SWOSS 50.00 50.00{T T F

Fields:

Pick Route Specify the route to generate ttead Orderfor.
Pick Date Specify the date to generate ttead Orderfor.
Generate Load Select this option to generate thead Order

Column Headings:

Cycle: Displays the cycle number.

Pick ID: Displays the assigned pick ticket code.

Issued: Displays the number of items assigned to the ticket
Confirmed: Displays the number of items verified on the ticket

Process ClosedDisplays the status of the ticket if it has beeyset (T
or F).

Pick Confirmed: Displays the status of the pick confirmation for
processing (T or F).

Load Complete:Displays the status of the load if it has been @ssed
(T or F).
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Print Delivery Manifest

Use this report to print Belivery Manifesthat can be attached to the
processed order.

o o
fosrsons &

(8] X | B | & | |15y |

Fields:

Sort Option: The report will automatically be sorted by route.
Route: Enter the range of routes to include in the report.
Date: Specify the date to include in the report.

Maintain Calculator

This option is currently in development.
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Load Order

TheLoad OrderEntry option allows you to create a “Pick List” that can
be printed or sent to the driver's handheld forcessing.

NOTE: Refer toChapter 3.10f theSupplemental Guidir further
information on processingoad Orders

a
x

[/ Load Order Entry
Load Order Entry

Truck % Order No.| 8022100001 Uﬂﬂ'\wa"“ﬂ‘sel =
Route| & e Driver Name | Garza, Alvin Destination Warehouse

Date| 02/21/2008 | Employee ADN

Chrg Code Description Qty Out

<lejal=lels ]« al

=
=1
=

Crzaiz Load Ordars From)

o | & | s |
i |pad products with 0 gquantities.

" Load products from Orders From Route To Route Date =
 Load products from Averages B R A N (SR = =
" Load products from Avg. + Orders

" Load products from Par.

" Load Products from Default Quantities.

" Load Products from Qtys Sold on Previous Deliv.

Fields:

Truck: Select the truck from the drop-down list.

Route: Select the appropriate route from the drop-down lis

Date: Select the date for this load entry.

Order Number: Displays the assigned load order code.

Driver Name: Displays the driver assigned to the current route.
Employee: Displays the initials of the employee making émtry.
Origin Warehouse: Select the origin of the items to be processed.

Destination Warehouse:Select the warehouse that will receive the
items (generally this is the driver’'s delivery vehj.
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Morning Cards

This option will transfer route data to a card Isyng either a Storage
Card Reader or the USB Cradle (third party softweseded) that came
with the handheld unit.

NOTE: For further information on Handheld Processiegderr to the
Handheld Manuahvailable for download atww.ARS247.com

e
Standard | pulti | 00710 HH Licenses Used

B AG Garza, Alvin N
C AT Conner, Aaran ]
u] oL Dianiel Plainview ]

Process Route Fcurl 07082009 é’

I 2end Update
[~ All Routes

Card DriveIH; j %I{ X |

[~ Dont Copy Route to Card

Fields:
Standard tab: The standard transfer method used.
* Route: All of your company’s routes.

* Initials: The initials of the drivers responsible for deliesron
the specified routes.

 Employee Name:The name corresponding to the driver initials.

» Status: Designates the status of the route. It will oadé
whether they are “out” on route or “in” from route.

» Process: Indicates if the route will be processed.
Process Route For:The date to process the route.

Card Drive: The drive letter assigned to the card slot inars¢éhe card
reader.

Send Update:Choose this option when a new version of the haddhe
program should be sent to the handheld.

All Routes: When selected, this option will create the dataafbthe
routes on a selected day and sort them so thelatarbe loaded onto
handheld data cards. This option works directithwhelLoad Data
Card process.

Don’'t Copy Route to Card:Select this option to have RMA copy the
route information to the PC to be used for batchmmg card
processing.

Multi tab: The multi tab displays 4 field headings:
* Route: Your company’s routes.
e Description: Route description.
» Driver
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« Date

Send Update:Choose this option when a new version of the haddhe
program should be sent to the handheld.

Order Manually: Select this option to enable the ability to douddiek
on theRouteandDate field headings (for sorting purposes on the
handheld).

Don’'t Copy Route to Card:Select this option to have RMA copy the
route information to the PC to be used for batchmmg card
processing.

Afternoon

When the driver returns at the end of the day sfiexrthe invoice data
(along with other changes, such as equipment 3titara the storage
card back to the desktop system.

To do this using a storage card reader, simplyrirtse card into the
reader on the desktop computer and sééernoon

Afternoon Card

Select card Drive |G: -

o | X |

The system will automatically identify your cartflake sure this is the
correct card. Simply follow the instructions or técreen to upload the
data.

RMA will automatically proceed to generate rep@ssdetermined on the
Upload Reportdab, undet.ists, Routes, Handheld Class

When everything is complete, the program will promvith an upload
successful message. The card is now ready fdr ttata for the next
day’s route.
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Load Data Card

The data created by checking thié Routesoption on theMorning Card
screen is displayed here and waiting to be proddssthe cards.

Load Data Card =101
Route  Initials Ermployee Mame Date
A AC Conner, Aaron O7/08r2008 09:29:38 Al ;I
B A Garza, Alvin 0702009 09:29:54 A
C AC Conner, Aaron Q77082008 09:30:06 Ak
(] DL Daniel Plainview Q770852008 09:30:26 Al
%K >< Card Dri\relH; vI

Fields:

* Route: The route for which data is available.

* Initials: The initials of the driver who is assigned to tluste.
 Employee Name:The name of the driver assigned to this route.
« Date: The date of the prepared data for this route.

Card Drive: The drive letter assigned to the card slot inars¢he card
reader.

To copy the data to a card: choose the coectl Drive select one
employee name, and then click ‘OK’.
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Pre-Route Reports

Before your route drivers begin their routes eaay, @ is a good idea to
print a copy of the stops to be visited. Thisetpful for several reasons:

» It will let you call any past due account to ensilvat the
customer has a payment ready upon delivery.

« If the handheld should break or get lost, the rénfigrmation is
still available.

» It shows the entire route at a glance for possibfgovements
in the way the route is run.

— o] x|
Sort Option 1
o Date Route
y Sequence "
From | 05/04/2012 ::1‘ From m North Stan County
Sort Option 2 =
To | 0510412012 = To | A ~ | North Stan County
byAcct Name &
All Day Labels I
In e Blanks [T
Only Aty itz ) -
é [ Bill of Lading/Delivery Manifast
- ™ short Listing
Blank Lines| 1 a
™ Include Load Sheet
Include Messages ‘:"_': Zhall e
el Show grouped Product break down
One Time [ ™ Include Equipment Serial No. and Type
Driverinst-l— [~ Sequence Special Stops | Sequencs Drags
¥ Shaw Phone Number
Site Inst ™ ™ Show 2nd Address Line
Customer Invoice Message ™ I Include Route Sheet
I~ Show All Products I” Detailed
[ oH Open Hours [ I~ Dally Delivery Schedule - Wide A4
Last =1 ContactMessage [ I~ Include Equipment Orders With Each Stop
I~ Use Product Details with Tank Size
Delivery Time Filter: | All =
& | x| B | & e |||

Fields:

Primary Sort: The primary field to sort by. Choose from thedaling
categories:

* Sequence
* Account Number
 Account Name

Date: The date you would like to print thiere-Routereport. This will
pick up all stops for the date selected as wethagent for the date
shown and other date-specific items.

Route: The range of routes to include in this report. eparate report
will be printed for each route.

All Day Labels: Choose this option if you would like to see dltle
customers assigned to the specified route, regerdiedate of delivery.

Include Blanks (available with “All Day Labels” opbn): Choose this
option to include customers assigned to the cuyreetected route(s) but
are not assigned to a day label.

Only Active Day Labels (available with “All Day Ladbs” option):
Select this option to filter out older day labetress — based on the
From Dateentered.

Blank Lines: The number of blank lines to print out between each
customer. Add extra lines to leave the route dnigem to write in
notes.
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Include Messages (Alert, One Time, Driver Instruetis, Site
Instructions, Delivery Order Message, Open Hourract Message):
Select the message you would like to appear oreghert. In the Last
field, specify the number of Contact Messages tken@vailable for
review.

Bill of Lading/Delivery Manifest: Select this option to includeick
Processingnformation with thePre-Route Report

NOTE: Refer toChapter 4.13f theSupplemental Guidir further
information onPick Processing

Short Listing: Check this box if you would like the consolidatede-
stop-per-line format. It will leave out some oétletail but is handy if
you simply want a route list.

Include Load Sheet:Check this box to include a load sheet with your
pre-route report. If you choose to include thellsheet, th&lumber of
Copiesfield will become enabled. This will allow you tlirectly input
how many copies of the load sheets you want td pith eachpre-route
report.

Show Grouped Product BreakdownCheck this box to show product by
group as previously set up.

Include Equipment Serial No. and TypeCheck this box if you want to
include an equipments serial number and an equiptyee in the report.

Sequence Special Stop$Selecting this option will cause special stops to
be placed by their sequence number, not at thefttpe route list for the
day.

Sequence Drags:Selecting this option will place drag stops basedhe
customer’s default sequence number.

Show Phone Number:Select this option for phone humbers to appear
on the report.

Show 29 Address Line: Selecting this option will cause a second
address to be printed on the report for the day.

Include Route Sheet:This check box will include a route sheet before
the actual report comes up.

Show All Products: Choose this option to include all products assigned
in the default product section. Check the Detdlied if details are
needed.

Daily Delivery Schedule — Wide A4Choose this option to print a
delivery schedule with the report.

Include Equipment Orders With Each StopChoose this option to
include pending equipment orders on the report.

Use Product Details with Tank SizeThis is part of a custom
enhancement. Contact ARS for further information.

Delivery Time Filter: Select the preferred delivery time filter to apfuy
the report.

NOTE: Customers can be assigned and sorted by deliveeywithin
their account unddrists > Customer Information > Route > Handheld
Options in theDeliv. Timefield. Additionally, each account can be
sorted by time on the handheld by selecting théo\IRoute List
Filtering by Delivery Time’ option undedtrists > Customer Information >
Routes > Handheld Clasen theScreertab.
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Driver’'s Manifest

The Driver's Manifestincludes a shipper’s certificate that can be used
and signed during the delivery day by the driver.

osnenes ]

Fields:
Primary Sort: The primary field to sort by. Choose from thedaling
categories:

* Sequence

e Account Number

¢ Account Name
Date: Enter the range of stop dates to include on thafestn
Route: Enter the range of routes to include on the report.
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Route Planning Calendar

TheRoute Planning Calendarovides you with a monthly calendar that
includes each route stop per day for the routecsade

R

Fields:

Period: Select the monthly period to be used on the rolaening
calendar.

Route: Select the route to include on the calendar.

Output Format: The following are the options available when fng
the calendar: 7 Day format of Sunday through Slatyior 5 Day Format
of Monday through Friday.
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Print Route Tickets

This program allows you to create blank or pre4edrtickets on plain
paper. If you have a custom form for tickets, ottypes of printers may

be used.
T
. ElznlE
Process Tickets For | 05/04/2012 §| To |EERE §| (.. g:;‘:un
RouteIA vl To IZZZ 'l ¢~ Custom
coes [1]
" Blanks Only
Customer Date to use on Tlcketsl 05/04/2012 é’
Ticket No. Tickets Per Pagel 1 3
[™ Include Qty on tickets :f: Default Route Ticket
[ Only Print Required tickets -~ s RS S
| |
8| X|B|a&|-a
Fields:
Process Tickets For/ToEnter the range of route dates for tickets to be
printed.

Route: The range of routes for tickets to be printed.
Copies: Select the number of copies of each ticket to print

Blanks:
The following are the options available when prigtblank route tickets:

* None: Select this option to prevent printing any blanksg
with your route tickets.

» Default: The default number of blanks to be printed withryou
route tickets.

e Custom: Selecting Custom enables you to input the number
of blank forms to print for each route.

» Blanks Only: To print only blank forms.

Customer: To print only one route ticket for a specific custr, enter
the account number here.

Ticket Number: Enter a ticket number to reprint a specific ticket.

Date to use on TicketsEnter the date that you want to appear on the
tickets.

Tickets Per Page:Specify the number of tickets to print per page 1o
4).

Include Quantity on Tickets:Check the box to have a customer’s
default quantity for each product to print on thate tickets. Otherwise
it will leave a blank space on the ticket so yon band write in the
guantity.

Only Print Required Tickets:When this box is checked, the system will
only generate an invoice for customers who havéitiwice copies to
print” with a value greater than zero. If you dut nheck this box, a
ticket will be generated for every customer whocahas the date and
route criteria previously entered.
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Default Route Ticket: Select this option to print route tickets using a
standard note format that will be returned to tfiie® by the driver.

Ticket with Company Info: Select this option to print tickets using a
standard receipt format that may be left with thstamer.

Custom Ticket: Select this option to use a custom route tickeipthes!
for your company.

Print Load Sheet

Load Sheetsontain the minimum product requirements your elriv
should have on a specific route based on the agenagntities of
products sold for the previous 5-deliveries, pestomer.

NOTE: For further information on processihgad Orders refer to
Chapter 3.10f theSupplemental Guide

Pl
Load Sheets

Sort Option 1

by Charge Code -
K Route Date

Sort Option 2 Fom[x =] 05042012 3

=
by Product Class =
To|Z 'I Numbsrufmpiaslﬂ

Generate Report Without Route Page Breaks [~
Include Equipment Detail [~

Only totals from Delivery Orders [~

Show grouped Product break down [~

& X|B|&| e || e

Fields:

Primary and Secondary SortChoose to sort by Charge Code or
Product Class.

Route: The range of routes to include in your printed Ishdets.
Date: The date to be used for printing the load sheets.

Number of copies:Select the number of copies of each load order to
print out.

Generate Report Without Route Page Breakshoose this option to
combine totals of each route on summary page.

Include Equipment Detail: Choose this option to include equipment
detail fromDelivery Orderson the report.

Only Totals from Delivery OrdersChoose this option to only show
totals based obelivery Ordersscheduled for the day.

Show grouped Product breakdowrChoose this option to group
products based on product class.
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Route Pre-Sale

This option allows you to pre-call customers ptmtheir delivery day.

NOTE: The route and date parameters screen appedarsifiedlows
you to select the route, delivery date, and prodifotmation.

=[O/
Route Pre-Sale

Route Customer Type Date Contact Via Code

From | A D -~ 0810312010 4 =
7o [ = o =] [oswszoro ] T scheduled Only
™ Al A ™ lgnore

™ Include Will Sall Customers

[~ Use Calling Schedule

Caller Type ot Employee I e

I” Al Ernployees

I Do youwant ta clear product quantities?

IPraductC\asse hd
[ -
0 - Standard Goods
1- - -3
2 - Other
3 - Phone Cards g
4 - Equipment Rent il
P = [l
I ALL
* Leave Contact Vi Code blani to get standard routes EXIT

Fields:

Route: TheRoutefield allows you to select the range of routeg tfoa
would like to load on youPre-Salescreen.

Customer Type:The Customer Typéeld allows you to select the range
of account types you would like to load on y®ue-Salescreen.

NOTE: Select the ‘All’ field to load all of thRoutesandCustomer
Types if desired.

Date: Enter the range of pre-calling dates you would tikéoad on your
Pre-Salescreen.

Ignore: Choosing this option will ignore all delivery datasd load all
of the customers assigned to the seleRedteandCustomer Type

fields.

Contact Via Code:Choose from the options below.
 E-Mail
* Fax
« None

e Telephone

NOTE: If you do not select an§ontact Viaoptions, all of the
customers will be displayed.

Scheduled Only:Click this option to only load customers assigned t
the selecte@€ontact Via Cod¢hat are scheduled for delivery.

Use Calling Schedule:Select this option to load customers set up for
Advanced Pre-Calling.

Route Manager Advanced User Guide B Chapter 2B — Reports 195



Caller Type (Optional): Select the employee type that you would like to
use for filtering data in the pre-sale list. Yayations are:

* Route Caller: This employee field is available within the Préitg section of
the Route tab.

» Sales Rep 1-3:TheSales Refiields are located on the Info tab®@fistomer
Information

Employee (Optional): Select the employee you would like to load pre-
calling data for. Customers assigned to other eygas will not be
loaded unless you select the ‘All Employees’ option

Do you want to clear product quantities3elect this box to change all
guantities to ‘0’ when loadinBefault Producton thePre-Salescreen.

Product Classes / Product CodeSelect one of these options to
determine the product filter criteria that will beed on the screen.

Products / ClassesDepending on the option above, addPneduct
Classeor Product Codeshat you would like to include on the pre-sale
screen by using the arrows on the screen (or chédisbox).

Route Pre-Sale

After entering the desired criteria and clicking tOK’ button, thePre-
Salescreen will appear. THere-Salelist includes all of the route stops
that should be contacted.

WE
Route Pre-Sale
* Completed, ! Skipped, ? Left Message, = In Progress, Other is Contact Wia Code
Seq. No Customer Name Status Custorner Name Acct Mo Celivery Date Route
0000 |DAD BRENT = 07/08i2010
0010 |EASY MART 2 3 I I
i paLEs RaoND ] IMWESS ILIMIW_
Phane Mo Alternate Phone  Caontact Language
[o1  =[Engish
P.0, No. LastPre-Sale Contactvia Fre Bkip Delivery I
I I I = = LeftMessage [T
Billing Notes
R
& Billing
 Delivery
Copies
NONE ~
= 5 Vo | X | B

Fields:

Seq. No: The customer’s route sequence number.
Customer Name:The customer’s delivery name.
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Status: This field provides you with the following codesgarding the
customer’s pre-call status:

* Completed Pre-Call
I Skipped Delivery
? Left Message

= In progress
Ser. Mo. ustomer Mame Status
ooon (D&MD BRENT :|
0010 |EASY MART 2
ooz0  |MILES RAYMOND =

NOTE: Contact Via Codeare displayed in this field as well, such as
‘E’ in the Statuscolumn above.

To take an order or edit any information, simplglclon a customer’s
name. As the customer is selected, their accofiotrnation will appear
in the appropriate fields on the right side of sskeeen. Each item is
defined below.

gl
Hold Service
Route Pre-Sale con
* Completed, ! Skipped, ? Left Message, = In Progress, Other is Contact Via Code
Customer Name Status Customer Name Acct No Delivery Date  Route
£ ~| | David Brent [I]—EIIJEIJS ID?IDE!ZEHEI z
f MERT 2 iE
5 RAYMOND Address Acct Balance PastDue Amt Dai
[2040 Juanita ot 240.00 24000 [ 804
Phone No Alternats Phone _ Contact Language
209-534-1051 209-632-1122 Dave =
P.O. Mo, LastPre-Sale  Contactvia  Frei Skip Delivery
l— I = = Lefl Message [~
Billing Motes
* Billing
" Delivery
Copies
MNOME =
A 2| or| X | o

Fields:

Customer Name:The name of the selected customer.
Account Number: The account number of the selected customer.
Delivery Date: The delivery date of the selected customer.
Route: The route assigned to the current customer.

Address: The current address of the selected customer.
Account Bal.: The customer’s current account balance.

Past Due Amt.: The customer’s past due amount owed.

Day: The day label assigned to the customer.

Phone: The primary contact phone number on the account.
Alternate Phone: The alternate phone number on the account.
Contact: The primary contact on the account.
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Language: The primary language assigned to the customer.

P.O.: Enter the P.O. number associated with the delivéany.

Last Pre-Sale: The last pre-sale completed on the account.
Contact Via: The primary contact method this customer prefers.
Contact Freq.: The frequency this customer prefers to be cortacte

Skip Delivery: Select this option to manually skip the customer’s
delivery and remove the customer from the routeHerdelivery day.

Left Message:Select this option if you were not able to reaah th
customer and left a message.

Billing Notes / Alert Message Enter any optional notes regarding the
pre-call for the office (Billing) or the driver (Alt Message).

Example Billing Note:

Billing Motes

They did not need lce today, Merch half full. ;l
& Billing
" Delivery

H

Example Alert Message:
Aleft Message

MNewer park in front of the store! Ring bell and obtain ﬂ |
access through back.
 Billing

& Delivery

[

NOTE: You can toggle betweeBilling Notes / Alert Messadey
selecting either thBilling or Deliveryradio button on the right side of
the screen.

Route Calendar: Select this option to view or edit the

customer’s current delivery schedule.

Billing / Delivery: Select either button to toggle betwegiling Notes
or Alert Messagéo the left of this option.

[ ]
@ Customer Information: Select this button to view or edit the
customer’s account.

Deliver Order: Select this option to createDeelivery Orderon

the account.

%K OK: Select this option to save any changes made. cdnuhen
select another customer from the list.

Cancel: Cancels your current transactions so you carcisele
another customer from the list.

EXIT | Exit: Exits thePre-Salescreen.
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Card Override

Before certain actions can be taken on a drived,dhe computer checks
to be sure previous steps were done correctly.

For example, before a card can have a new dayte mut onto it, the
program checks to see if the afternoon function emspleted for the
previous day. The morning card function may giveessage,
“yesterday’s transactions have not been uploaded.”

If you have indeed uploaded the transactions, yloerwill use this
function to override the data on the card. Do tyigollowing the
instructions on the screen.

Card Override

Select card Drive |G: -

or | X

Insert the card and click ‘OK’. The override isad&ble so you can
proceed to other functions such as uploading amehiiading.

If the override doesn’t work, you may need to remtie card. This
requires use of therepare Data Cardunction. Be extremely careful
when performing this option as it will completelsase the data on the
card.

WARNING! DO NOT PERFORM THIS FUNCTION IF THERE IS
STILL VALID DATA ON THE CARD!

Prepare Data Card

When you purchase a new card, it must be preparegbtir data before
you can use it on a route.

=T

Flease choose vour device Type

Esbayjezfyu

IAduantage Mangol j

SelectCardDriveIH; 'vI
vor | X |

CE Device Type:Select the handheld device type from the list.

Select Card Drive: The drive letter assigned to the card slot inars¢he
card reader.
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Schedule

The Schedulamenu provides tools for updating route informatam
correcting data before being it is processed tdh#raheld.

Modify Order Due Dakes
Route Re-sequence
Maodify Schedule

Drag Unserviced Roukes

Global Route Changes

Modify Order Due Dates

The Modify Due Dategeature allows route supervisors to access and
modify all openDeliveryOrders The orders can be re-routed using this
screen.

NOTE: You can sort by the different fields of tbelivery Ordershy
clicking on the field name above the list of orders

.,,Modify Devliery Drder Due Dates IS
Modify Delivery Order Due Dates
[ Criteria:
Route (s ~| ¥ Use scheduled route Promised DateIUm 62007 é’ I™ Al days for this route!
~Filter By
C ¥ Confirmed Delivery Orders 0 Orders
Entered Date [ Uneonfirmed Delivery Orders 0 Orders Run Criteria
Promised Date *  § v Equipment Service Orders 2 Orders
2 Total Orders
Ticket Mo it Mo [dame il Cit |P_|Rte /Stop i Seql_Entered | Promised | wwat | Edit
S |60 2500001 (000100 | City Welding and Supply 223 E Briggsmore Ave|Modesto 9535420080 01 /25/2006 (01 /252008 [u] (s ;I
= 5012500002 (000107 [Jasper, Tom 876 Clarating Ave Modesto 95356(B/0020 01/25/2006 01 425/2006 [u] [Rle]
-
™ Close Ticket I~ Add to the WMessane Tatal Wiater: 0
;I d Mew Raoute -
Mesw Seq: ><
[~ change Promised Date
=l =] [otterao07 2 L

& o]

Fields:

Route: Select from the drop-down list the driver’s rotltat is
associated with the customer.

Use Scheduled RouteSelecting this option will use the route that the
order was scheduled for and not the stops nornuéro

Promised Date:Enter the original promised date.

All days for this route: Select this option to bring up all customers on
the selected route for the listed promised date.

Filter By:

Entered Date: Select this option to sort the tickets by theedahen the
tickets were entered.

Promised Date: Select this option to sort the tickets by promidates
on the tickets.

Confirmed Delivery Orders:This option will show stops with a pending
order.
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Unconfirmed Delivery Orders:This option will show stops on the route
without any pending orders (these are for view pags only and cannot
be modified)

Equipment Service OrdersThis option with show stops that have
equipment service orders.

NOTE: To the right of these options, in red are thaltotders for each
type.

Run Criteria: Press this button to bring up a list of tickdtattmatch the
selected criteria, as shown below.

Ticket # Acrit. #  Mame Address IIP Fie f Stop f Seq Entered Promized  Type
005380 [WECTOR, ALICE 1131 PLAZA PARK PASS340 (& fB03 F0000 e ! U o -
018500 |Grain Masters 3601 Wi, SERVICE RD 95350 (& /w04 /0030 e e U a
4010800002|010010 |Marquise Grizsom 2000 SF Giart St. 11226 (A7 F 0 01/08/2004 (010572004 | C 1
4010800004 005418 [KISSLER, PALUL 180 Cleveland Ln 85350 |A [ JBO3J 01/08/2004 | 01/08/2004 | C 1
4010300006|013500 |Grain Masters: 3601 W, SERVICE RD 95350 &/ /WwD4 f0030  |01/05/2004 |04/05/2004 |C a
4010800007 018500 |GRAIN MASTERS 1492 River Road 95351 A7 AWD1 70010 |01/08/2004 |01 052004 [ a
=]

The different types of orders are now color coded.
GREEN: Unconfirmed.

BLUE: Confirmed.

WHITE: Equipment Service.

NOTE: To modify a ticket, double-click on the appropeiaustomer.

Ticket Number: This field displays the number that is used éckrthe
ticket. This number also allows the ticket to hesed.

Account Number: This field displays the account number of the
customer associated with the displayed ticket.

Name: This field displays the customer name associaiduthis ticket.

Rte/Stop/Seq:This field displays the route, stop, and sequence
associated with the ticket.

Entered Date: This field displays the date the ticket was esder
Promised Date: This field displays the promised date on thegick

Type: This field displays the type of order (confirmeaconfirmed,
equipment service order).

[~ Close Ticket [~ Add to the Message ToTal wialer 5
:I ;I Mew Route -
MNew Se x
" Change Promised Date =
= S B
wf | BB | EXIT

Close Ticket: Check this box to close a selected ticket. Y@y miso
enter a message into the field below this checkbox.

Add to the MessageCheck this box to add to a selected ticket, aed t
enter a message into the field below this checkbox.

New Route: This option allows you to change the route thatdrder is
assigned to.

New Seq: This option allows the ability to update the segee number
on the order.

Change Promised DateTo change the existing promised date, check
this box. Then change the promised date in the fielow the checkbox.

Route: Select the route that you would like to view.
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Use Scheduled RouteSelect this option to filter out any regularly
scheduled stops for the customer (generally predenthen managing
Delivery Orders only).

Promised Date:Enter the original promised date.

All days for this route: Select this option to bring up all customers on
the selected route for the listed promised date.

Filter By:

Entered Date: Select this option to sort the tickets by theedhe tickets
were entered.

Promised Date: Select this option to sort the tickets by promidate.

Confirmed Delivery Orders:This option will display stops with a
scheduled Delivery Order.

Unconfirmed Delivery Orders:This option will display stops on the
route without any Delivery Orders (these are fewing purposes only
and cannot be modified).

Equipment Service OrdersThis option with display stops that have
scheduled Equipment Service Orders.

NOTE: For more information oRquipment Service Ordersefer to
Chapter 3.14f theSupplemental Guidavailable for download at
www.ARS247.com

Run Criteria: Press this button to bring up a list of tickdtattmatch the
selected criteria, as shown below.

Ticket # Acrit. # Mame Address ZIP Rie /Stop / Seq Entered Promised Ty
005380 (VECTOR, ALICE 1131 PLAZA PARK PA95340 | A JBOS FO000 I I (o 0;'
018500 |Grain Masters 3601 WW. SERVICE RD (95350 [A /w04 ¥ 0030 [ i U )
4010800002|M0010 | Marguise Grissom 2000 SF Giarit St 11228 |AF 1) 01/08/2004 |0108/2004 | C 1
401 0800004 | 005419 [KISSLER, PALL 1680 Cleveland Ln 95350 (A sBO3 Y 01 0872004 | 01.08/2004 1
401 0800006 | 018500 | Grain Masters 3601wy SERYICE RD |95350 (A7 /W04 70030  (01/08/2004 (01082004 |C o
401 0800007 |01 8500 | GRAIN MASTERS 1492 River Roac 95351 (A4 W01 70010 (01082004 (01082004 |C o
I

The different types of orders are now color coded:
* GREEN: Unconfirmed.
 BLUE: Confirmed.
e WHITE: Equipment Service

Ticket Number: This field displays the number that is used &ckrthe
Delivery Order. This number also allows the tickebe closed.

Account Number: This field displays the account number of the
customer associated with the displayed ticket.

Name: This field displays the customer name associaiduthis ticket.

Rte/Stop/Seq:This field displays the route, stop, and sequence
associated with the ticket.

Entered Date: This field displays the date the ticket was esder
Promised Date: This field displays the Promised Date on theetick

Type: This field displays the type of order (Confirmé&thconfirmed, or
Equipment Service Order).
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Modifying a Confirmed Order — Single Order

1. Uncheck the ‘Unconfirmed’ and ‘Equipment Serviceléns
options on the screen to view only ‘Confirmed Osder
(scheduledelivery Orders.

C W Confirmed Delivery Orders
Ul Uncanfirmed Delivery Orders
S| iEquipment Service Orders:

2. Double-click on a ‘Confirmed Order’ to activate f&dnode.

[ Close Ticket [ Add to the Messane Total Water 1 l

3. If you would like to complete the ticket from withthis screen,
select the option ‘Close Ticket’ and enter a noteréference.

¥ Close Ticket

manually closed by Route ;l
Supoemisor.

[«

OR,

If you would like to add a message to the ordedfirer
reference and process the order, select the ‘Addetonessage
option.

W Add to the Message

Askfor Karen at the office. ;l

[

4. Enter a ‘New Route’ or select the ‘Change PromiBatk’
option to update the scheduled delivery day.

] M ey Huutel B v|
] B Seq:l ><
=

¥ Change Promised Date
| [osi22008 &

5. Click Saveto complete the process.
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Modifying a Confirmed Order — Multiple

Orders

1. Uncheck the ‘Unconfirmed’ and ‘Equipment Servicedéns’
options on the screen to view only ‘Confirmed Osder
(scheduledelivery Orders.

C W Confirmed Delivery Orders
Ul Uncanfirmed Delivery Orders
S| iEquipment Service Orders:

2. Single-click on each ‘Confirmed Order’ you wantupdate so
that the word ‘NO’ changes to ‘“YES' in the Edit aoin.

H. Plainiews 3700 Tully Rel

I” Cloze Ticket ™| Add o the Messame Total Water 0 |

3. Double-click on the last customer selected to atéivedit”
mode.

I~ Close Ticket I~ | Add tothe Messane Total Wiater 0

ﬂ Confirmed ;I New Route [ 4 -
Mew Seq x
I” Change Promised Date =
=l = [omaozuoe 3 E

»f | BB | EXIT

4. Enter a ‘New Route’ or select the ‘Change PromiBatk’
option and update the scheduled delivery day.

] [ ety Huutel A vl

Mew Sed:
¥ Change Promised Date
| [oar0z2iz00s B

5. Click Saveto complete the process. The screen will be etkar

X
=
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Route Resequence

The Route Resequenoption allows you to sequence all of your
customers for a given route or route date.

NOTE: Click and drag the grey box to the left of thstomer’s name
to update the sequence order.

R
Acct No. Next 8eq#f 0010 =]
MNew  Old
Acct. No. Stop Name eq eq City Address 1 Address2
000114 |01 |Modesto Express Foods 0010 0010 |Modesto 3375 Coffee Rd ;I
999999 |01 |New Customer / CASH 0020 (0020 |Modesto 1251D gt
000114 |02 |Modesto Express Foods 0030 |0030 |Modesto 1472 Sylvan Ave
000115 |01 |Pop Shoppe 0040 |0040 |Modesto 3260 Roselle Ave
000117 |01 |U-Stop Foods 0050 |0050 [Modesto 1178 Lakewood Ave
000119 |01 |Treats Galore 0060 (0060 |Modesto 2799 Scenic Dr.
000121 |01 |Shop and Save 0070 |0070 |Modesto 884 Oakdale Rd
000123 |01 |Rob's PDQ 0080 (0080 |Modesta 463 Coffee Rd
000124 |01 |Kelley Snacks 0090 |0090 [Modesto 410 Downey Ave
000113 (071 |Lucky Trip 0100 (0100 |Modesta 2058 E. Rumble Rd
000112 |01 |Lakeway Bait and Deli 0110 |0110 |Modesto 945 Floyd Ave
000111 |01 |Jiffy Convenience Store 0120 |0120 [Modesto 2857 McHenry Ave
000106 |01 |Reds Comer 0130 [0130 |Modesto 639 W. Briggsmore Ave
|
Start Date Route
05/04/2012 ﬂ A -
™ Reseguence Enfire Route
Total Listed: 13
EREREAEY

Fields:
Acct. No.: Manually enter an account number to include orrtige.

Next Seq#: Select a sequence number to use on a manually typed
account number.

Account Number: Displays the customer’s account number.
Stop: Displays the customer’s route stop number.

Name: Displays the customer’s name.

New SequenceDisplays the customer’s new sequence number.
Old Sequence:Displays the customer’s old sequence number.
City: Displays the customer’s city.

Address 1 & 2:Displays the customer’s delivery address.

Start Date: Enter the date of the route to resequence.

Route: Select the route to resequence.

Resequence Entire RouteSelect this option to resequence all customers
assigned to the route selected (ignores the rat®.d

NOTE: Using the ‘Resequence Entire Route’ option rezguplanning;
it is recommended that you contact ARS prior tbairig this option.

Save: All information for each customer on the screelh e recorded
in Customer Informatiomn theRoutetab.

Exit: This will allow you to exit without saving youhanges.

Open: This allows you to access and rearrange data foexisting
route. To do this, select thupdate Scheduleption, and then enter the
date the route/day is delivered. If you want atiremoute, select a route
in theRoutefield. If you want a day label, enter a day ia Bay field as
well. Click the FILE button and the specified dat# appear.
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Preview: This option allows you to preview and print any mgas made
prior to saving.
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Modify Schedule

The Modify Scheduleption allows you to change groups of customers
from one route to another, update delivery datgd,castomers to a
route, and more.

NOTE: While Modify Schedulenakes it easy to make global route
changes in RMA, it is recommended that you credtackup of your
data prior to using this option.

Modify Schedule =] 3|
Acct Mo,
000114 |Modesto Express Foods o010 Wil |Modesto 1472 Sylvan Ave ;I
000114 |Modesto Express Foods 0oz Wwaod Modesta 3375 Coffee Rd
000115 |Pop Shoppe 0030 Wwol Modesta 3260 Roselle Ave
000117 |U-Stop Foods 0o40  (wwoq Modesto 1178 Lakewood Ave
000119 |Treats Galore 0050 |01 |Modesto 2799 Scenic Dr.
000121 [Shop and Save a0g0 W01 [Modesto 884 Oakdale Rd
000123 |Rob's PDQ o070 Wwotl - (Modesto 463 Coffes Rd
000124 |Kelley Snacks ao0g0  (Wwo Modesta 410 Downey Ave
999999 |Mew Customer/ CABH o0an  Wotl - (Modesto 1241 D 5t
000113 |Lucky Trip 0100 (ol Modesto 2048 E. Rumhle Rd
000112 |Lakeway Baitand Deli 0110 (Wwol Modesto 945 Floyd Ave
000111 [Jiffy Corvenience Store 0120 W01 [Modesto 2857 McHenry Ave
000106 [Reds Corner 0130 Wil |Modesto 639 W, Briggsrmare Ave
E
Update Schedule [ Start Date ~ Route Day
No Resequence [ [osn7zo10 5[4 =] [wor <
Change Route [~
Clear Schedule [~
CurrentDate Only & - Tatal Listed. 13
Special [~ =
Repeat every ID_ dayz 7|

Fields:

Acct. No.: Key in a customer’s account number to assign treethd
current route.

Detall Lines:

Account Number: Displays the customer’s account number.
Name: Displays the customer’s name.

Sequence NumberDisplays the customer’s sequence number.

Day Label: Displays theDay Labelassigned to the account on the
delivery date entered.

City: Displays the customer’s city.
Address 1 & 2:Displays the customer’s delivery address.

Fields:

Update Schedule:Select this option to update the customer’s defiver
schedule based on changes made t&the Date Route or Day fields
located on the bottom of thdodify Routescreen.

NOTE: Use this option after the initial customer lisistbeen loaded.
Make the desired changesStart Date Route or Day and select the
Update Scheduleption. Click theSavekey to complete the process.

No ResequenceSelect this option to maintain the customer’siogg
Sequence Numberior to clickingSave

Change Route: Select this box to permanently swap all of the
customer’s listed to another route selected.
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Clear Schedule:Check this box to clear all customers listed frown t
route schedule.

e Current Date Only: Select this option to clear all customers
from the route schedule for the current date only.

» All: Select this option to clear all customers froen ithute
schedule for the date entered and onward.

Special: Select this option to manually schedule a spelgibvery for
the listed accounts for the route and date entered.

* Repeat Every () daysSelect this option to automatically
repeat each special delivery for the number of damysred.

Start Date: The beginning date of the route changes.
Route: The new route to assign to the customers.
Day: The new day to assign to the customers.

Drag Unserviced Routes

This option allows you to manually “drag” all of yiostops from one day
to the next. This can be helpful for globally mayistops temporarily.

Drag Unserviced Routes

Drag All Unserviced Routes...

From [ 08082008 2]
Ta | 0amerzo0s 2

Vo | X |

Fields:
From: Enter the date that you would like to drag ttogs from.
To: Enter the date that you would like to drag the stiop

NOTE: This option will only drag scheduled stops ontes that have
not had ANY transactions posted for the date edteffa transaction is
found, no changes will be made.
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Global Route Changes

This option allows you to change the route andveeji day for a
complete or partial route. This is useful whemnmaging your routes,
especially by sections.

.., Global Route Change I = o3
Old Route|s = Entire Route
Mew Route[B Fartial Route I :l'

Sequence Fram ZIP
Old Day j From j j

Mew Day j To j j

I Al

| 0%

HOTE: New schedules will be created starting with the

module date. Schedules prior to that date will remain
unchanged. >< |

Fields:

Old Route Enter the current route for the group of custameho are
changing routes.

New Route: Enter the new route designation for this groupusftomers.

Entire Route: If you are moving the entire route from the oldtie new
route, then click on this item.

Partial Route: If you are taking selected stops from thlel Routeand
applying it to aNew Routgethen select this option.

NOTE: The following options only apply if you have setledPartial
Route

Old Day: When moving less than a complete route from oneedtd
another, you can choose which day label to charage &nd to. Select
the day label from the originating route.

New Day: Choose the new day label for the selected stops.
Sequence Number:

From: Indicate the first sequence number to include érthute split if
you are doing a partial day.

To: Enter the ending sequence number to include irrthite shift. It
will default to the last stop for the day indicated

All: This option takes all stops for the selected reug day sequence
and transfers them to the new route.

From ZIP:

Select the ZIP codes that should be included irctiteria.

NOTE: If you insert stops into a route and there areaaly sequence
numbers for a range of stops on the same routes thay be duplicate
stop numbers in the new route. While this tecHhjida not a problem, it
could create some confusion the first time a raaten.

Advanced Mapping

The Advanced Mapping Module required to use these features.
Contact ARS for further information.
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Utilities

The utilities menu provides you with a variety 0bls to correct data as
it comes from the handheld.

Process Orders

Import Host @rders

Change Route Date

Delete Route

Re-Lpload route from archive

Extend Route Calendars

Adjust Truck Skock Levels
Daily Truck Stock Levels

Each of these topics is described in greater detdiin this section.

Process Orders

This option is used for importing orders from ateemal system and
requires strict formatting and procedures. Cor&$ for further
information.

Import Host Orders

This option is used for importing orders from ateemal system and
requires strict formatting and procedures. Cords for further
information.

Change Route Date

Occasionally, dates from uploaded cards may nebeé thanged prior to
posting. Instead of changing the dates one byymecan use this
utility to change all dates on a given route teeamne using the screen
below:

RIS

Rioute Rioute Date Transaction Date
L ||Z| 322010 ||:| 31272010

A

A 0451662010 04/16/2010

Fields:

Route, Route Date, Transaction Datél:he routes that may be changed
will be listed here. Simply highlight the routeathyou wish to change
the transaction date for and click OK

New Transaction Date:The correct Transaction date for the highlighted
routes.

NOTE: Be cautious when using this function in ordeatoid changing
dates improperly.
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Delete Route

This utility allows you to completely delete an wsped route from the
desktop system and start over. TDhalete Routescreen is shown below:

i

Foute Date

0173152006

o | X |

Fields:

Route/Date: Select the route/date that you want to delete.

WARNING! It is imperative that you choose the specificteogou wish
to delete. Once the information has been delé@tednnot be retrieved.
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Re-Upload Route from Archive

This utility allows the user to re-upload previgusploaded route cards
into the system.

Upload From Archive I =] S|

Route Date Iteration Upload

021412012
021212012
021012012
12/08/2011 1
12/08/2011
1172012011
03/02/2010

> > > r >l

=

(o] X |

Simply select the route / date combination that would like to re-load
into your system and click the ‘OK’ button.

Extend Route Calendars

Use this tool to extend the delivery calendarsafbor some of your
customers. This function only works if you haveesxied route
calendars first undédranch Setup, on the Calenddab.

S
Extend Route Calendars

Please read the following warnings before extending your
route calendars:

1. Extending route calendars requires exclusive use of the system to

ensure data integrity. Please make sure all other users are logged
out of the system.

2. A backup of the customer route calendars is created prior to
extending. If you have any problems during or after extending the
calendars, please contact support immediately for assistance in
restoring your calendars to their previous state.

3. The Day Label Cycles End Date should be set to your previous
Schedule End Date unless you are re-creating existing schedules.

Acct. No.
Extend Using Day Label &
From| B 0510412012 2]
ToI

All Customers [

Vou | X |

Fields:

Account Number: Select the range of accounts that you wouldttke
extend the route calendar.

All Customers: When you select this option, the system will extaltid
route calendars for non-terminated customers.
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Adjust Truck Stock Levels

Use this option to manually adjust stock levelgronks (perpetual
inventory only).

.o Pdjust Truck Stock Levels

=IOTX]
Adjust Truck Stock Levels
Truck
Route Bay Product Code Quantity Route Date
A [+ s 50.00 (04032008 4]
[
ast [ @ | ag | BT

Fields:

Route: Enter the Route ID.

Truck Bay: Enter the bay number to adjust.
Product Code: Enter the Product Code to adjust.
Quantity: Enter the adjustment quantity.

Route Date: Enter the date of the route.

NOTE: UseAddto make new entries on the table.
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Daily Truck Stock Levels

Use this option to manually establish stock lewelgrucks. Use the Add
button to establish stock levels of each productte route for the day.

5=
Daily Truck Stock Levels

Truck
Bay  Product Code Quartity  Route Date Route
A EREE [2500 Jrs = | n

* honday
 Tuesday
" Wiednesday
" Thursday
 Friday

" Saturday
~ Bunday

 Daily

ast [ @ | o2 | BXIT |

Fields:

Route: Enter the Route ID and check the appropriate déjtseoweek to
be used in determining the stock levels.

Truck Bay: Enter the bay number to adjust.
Product Code: Enter the Product Code to adjust.
Quantity: Enter the adjustment quantity.

Route Date: Enter the date of the route.

NOTE: UseAddto make new entries on the table.
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Screen Config

The Screen Configcreen contains setup related items options for
optional modules available in RMA.

RMLive Setup

TheRMLive Modulds a real time data transfer system that allows yo
drivers and route salesmen to immediately trarddiéa to and from the
office.

NOTE: Contact Advantage Route Systems for further imfation on
this module.

Setup Tab

The Setuptab allows you to configure the fields displayedtioeRMLive
Consolescreen.

s
RMLive Setup

Setup |0pti0ns | 4%
¥ Override Standard Columns E
Caolumn Mame Width Wisible Y

Stop = . —

Time 1= |

ETA. = et |
Acct. MNo. 59:-" r et

Custamer Name 125 = T

Address 120:;’ - —

ity [Fi== IE

Inv. Mo. =i _@
Amount 3= &
Cuantity 41 ﬂ I ><

Delivery Order Reason 40:." r —
Weight 50 I EXI]

Fields:

Override Standard ColumnsSelect this option to change the standard
column options.

Column Name: Enter a new description next to each heading d&sire

Width: Enter a new width for the column displayed onhspatch
screen, if desired (note original width for referen

Visible: Select this option to enable the column onDigpatchscreen.
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RMLive Setup Options Tab

The Optionstab contains miscellaneous options available withe
RMLive Dispatctscreen. Not on my program.

pisi
RMLive Setup
Setup iOptiuns | 4
—Defaults. @
i
© Full Top T
" Full Bottom L
SR 2l
[~ Do not send empty orders via RMLive —
| nar
N
_E
_& |
_& |
X
EXIT |
Fields:

Full Top: Choose this option to establish the default viéthe RMLive
Consolescreen to ‘Dispatch-Expanded’.

Full Bottom: Choose this option to establish the default viéthe
RMLive Consolecreen to ‘Transaction-Expanded’.

NOTE: The expansiok=l option within theRMLive Consolecreen can
be toggled between views, regardless of the optbected here.

Do not send empty orders via RMLiveSelect this option to prevent
Delivery Ordersfrom being sent to drivers that do not containdpiais.

Chapter 4B — Tools

Overview

In addition to essential accounting functions, ARS included some
additional features to make your work easier andenafficient.
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These topics are described in more detail withis ¢thapter.



EC2000 Web Update

The Electronic Commerce 2000 Modwéows you to provide important
information to your customers on the web. They k&l able to login to
view their balance, delivery schedule, and muchen@ontact
Advantage Route Systems for further information.

EF2000

The Electronic Filing 2000 Modulallows you to scan and retrieve
documents in the system at any time. Contact AdggnRoute Systems
for further information.

EM2000

This option is currently under development.

Flash Report Setup

This report is a powerful tool for measuring busmeerformance. This
analytical tool compares projections with actualutes. This portion of
the program lets you enter the projected or plavadaes for new sales,
equipment, etc.

Product Class Setup

This option defines whicRroductClass Codewvill be included on your
Flash Report

NOTE: Product Class Codesre created and maintained untists >
Product Codes

P
Flash Report Setup - 0001
Froduct Class Setup | Plan Setup |
Available Selected
0 Standard Goods =] =]
hs » |
2 Other
3 Phane Cards il
4 Equipment Rent
& Motuged t |
B Candy
7 Container Deposits " |
8 Miscellaneous
9 Skip Reason ‘I |
E Equip. Sales
iy =
vor | X |
Fields:

Navigation Arrows: Use the navigation arrows to add or remove each
Product Class Codto the ‘Selected’ column
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Plan Setup

Used to establish budgets for various departmerdpariods. These are
used as baseline numbers to compare against aetdaimance.

S
Flash Report Setup - 0001

Product Class Setup  Flan Setup |

Flan Type| Revenue vl
Product Class Revenue d
Plan Period | Mo_APR 2008 vl
&BAcK 5 L'J HEXT S |
WARHING! Pressing BACK or HEXT, or changing Plan Type or Plan Period, will save
any changes you have made

Vou] X |

Fields:

Plan Type: You many enter projections for any of the followipigns.
» Revenue: Gross sales in currency.
* Volume: Gross number of units of product sales.

» Customer Base:New customer starts and forecasted terminated
accounts.

» Equipment Base: Accounts for new coolers placed or picked
up.

» Hedge: This option will allow you to enter a value thaitl be
used for offsetting price changes.

Plan Period: You may establish forecasted amounts for any periad
have created in your accounting calendar. If neslappear here, then
you will need to set up your informationBranch Setup.

Product Class: All of the product classes you have in your saftsvare
displayed here.

Category Heading:Depending on the category there will be different
headings in this column.

Revenue: The total sales for the corresponding productscla

Amount: Enter projected amounts for each heading. Thieamnits
and/or currency (financial data).

Back: Move back one month.

Next: Move forward one month.

OK: Saves information entered and exits.
Cancel: Exits without saving information entered.



Equipment Leasing

This feature allows you to set up and keep traakusfomers who have
purchased coolers from you and wish to financeptirehase cost. It
functions as its own sub-module to set up the msgelas well as keep
track of payments made on the purchase. The sastercer may
finance multiple coolers and separate leasing d=care kept for each
one.

Finally, there are a series of reports — all witthiis module — that
support the tracking of the loans, balances, etc.

Equipment Lease Setup
Enter Payments and gdjustments
Posk Payments

Ledger of Payments and Adjustments

Equipment Payment Schedule
Dunning Notices

List of Loans and Balances

Equipment Lease Madule Setup

Equipment Lease Setup

This screen allows you to input information for e@ooler that is going
to be financed by your organization. Each purcimsgst be set up
before payments can be made. This data ties tothetcustomer and
equipment files.

IR/Equipment Lease 5 A=

Equipment Lease Setup

Mumber of Payments I a Last Payment Amaount
0.00

Amourt of Payment Lease Balance 0.00

i
Leaze IDI ﬁ
Acct. Na. I & Mame —
I r' S
Ecuipment ID I vl Addressl B —
| v
Contract Amuurrtl 0.00 Confract Start Date| [/ E’ _—
Down Paymerrtl 000 First Payment Date | [ [ é’ i
Irterest Rate I 0.0000 Cortract Due Date | [/ ﬂ Eﬁ"
Payment Fes I 0.00 Paymert Due Date | / / ﬂ B
Total Cortract Amount 0.00 n
Pay Frecuency I 'l Last Paymert Date | / f ﬂ ﬁ
_& |

Signed by I
hlate |

==
=
=

Fields:

Lease ID: The identification number for this lease agreetmen

Acct Number: The account number of the customer leasing this
equipment. The tab key may be pressed in thid feebring up a list of
your customers, which can be searched through ladically.

Equipment ID: The identification number for the piece of equgmh
this customer is leasing. The equipment that yeugaing to lease
cannot have a rent charge also. The equipmentmawsta period code
of “Z” assigned to it in order for it to be leasetihis cooler must be
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assigned to your customer in order to save the datdy equipment
with a period code of “Z” will be displayed. Equignt that is already
assigned to lease will not display.

Contract Amount: The amount of money agreed to lease this piece of
equipment.

Down Payment: The initial payment amount of the cooler being
financed.

Interest Rate: The annual interest rate for this piece of eq@pm Enter
as a number, not a decimal equivalent. 15% igedtas 15.00, not 0.15.
There is an error message reminder of this if anriect entry is made.

Payment Fee: The periodic debt service fee for this pieceaqiipment
if there is one. This is added to the regular payiamount for each
period.

Total Contract Amount: The total contract amount to be paid for the
lease. This is the contract amount plus intenedtpayment fee, if any,
minus the down payment. Each lease is usuallygelabinterest or a
payment fee. However, both can be used at the time

Pay Frequency: How often the customer must make payments on the
equipment. You can choose from the drop down list.

Number of Payments:The total number of payments to be made by the
customer until it is paid in full.

Amount of Payment: The amount of each periodic payment that the
customer will make. This will be the periodic paymhto amortize the
contract amount divided by the number of paymehts fhe payment
fee, if any.

Signed By: The person who signed the lease agreement.
Note: Enter any other information needed.

Name: The name of the customer leasing the equipmEhnis appears
automatically when the customer’s account numbenisred.

Address: The customer’s address. This appears automgtighén the
customer’s account number is entered.

Contract Start Date: The date when the contract begins.

First Payment Date: The date when the first payment is due.

Contract Due Date: The date when the final payment will be made.
Payment Due Date:The date when the payment is due each period.
Last Payment Date:The date when the last payment was actually made.
Last Payment Amount The actual amount of the last payment.

Lease Balance The amount of money still owed on the lease reat
less all payments made.

NOTE: The values can be modified at any time priordstimg the first
payment.




Cooler Lease Payments and
Adjustments

Use this screen to enter payments and make adjotrigeany lease in
the system.

...Cooler Lease Payments & Adjustments’, - |E||1|
Cooler Lease Payments & Adjustments
S _# |
Acct Mo, Batch Ma. I 0 Employee vl %
Lease D 'l T
— b
Payment Amount; 0.00 Mame
Fayment Date| 1 1 é’ Address L
Check Date| 1 f é’ Fayment Type R A‘j
Lease Balance Check Mo Bt
Mote L
_a |
v
_& |
EXIT |

Fields:

Acct Number: The customer’s six-digit account number.
Lease ID: The identification number for the lease agreenbeimg paid

Payment Amount: The amount of the customer’s payments, up to
999,999.99. If you make a negative payment, #estction will
automatically become an adjustment and a red bthappear at the top
of the window notifying you that the payment hasdree an adjustment.

Payment Date: The date the payment was made.

Check Date: The date that is printed on the check.

Lease Balance:The amount of money still owed on the lease cohtrac
Note: Enter any other information needed.

Batch Number: A number assigned to a group of payments to bd us
for sorting on théeposit Slip Report.

Employee: Select the initials of the employee who entehedgayment.
This field defaults to the user that is logged dhi® system.

Name: The customer's name automatically appears whersgiect the
account number.

Address: The customer’s address automatically appears wherselect
the account number.

Payment Type:Select from the drop-down list the customer’smamt
method: cash, check, credit card, or adjustmenédi€card payments
must be processed manually and are not proces$adin

Check Number: If the payment type is check or credit card, thater
the check number or reference number, up to teitsdig

NOTE: Enter any notes about this payment here.
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Post Payments

Use this screen to post payments and adjustmetgeedrusing the
previous screen. This posting is independent®htbrmal posting
program where you do your daily processing on tten3actions tab.
Lease payments must be posted here in order for thde applied to
any account and its balance.

. Post Transactions

Date

Transactions to be posted summary

Leasing Payments

=101

Mo transactions to post.

Vo | X

=

[

The screen provides a listing of the date the lpagenent was entered
and the number of payments to be posted for that daelect the date(s)
for Posting lease payments and click ‘OK’ to conplie posting

operation.



Payments and Adjustments Ledger

Use this screen to print a report of cooler leases.

1T
Payment and Adjustment Ledger
Sort Option 1
by Acct. Mo 'I
Acct. No. Lease ID
Sort Option 2 From I 000001 Fruml
by Lease 1D 'I
To [939889 To
Payment Date
From [ 04312008 2] I” Posted Only
I™ Un-posted Only
To [0amzizoos 3  Both
a | X||§L|§?|FAX|%§]|>E|
Fields:

Primary and Secondary SortThe primary and secondary fields to sort
by. Choose from the following categories:

» Account Number

* LeaselD

* Payment Type

* Payment Date

*  Check Number
Acct Number: The customer’s account number, up to six chargcte
Lease ID: The identification number for this lease agreetmen
Payment Date: The date the payment was made.
Posted Only:Ledger printout will only display posted records.
Unposted Only:Ledger printout will only display unposted records.
Both: Ledger printout will display both posted and unpdstecords.
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Cooler Payment Schedule

Use this screen to view payment schedules fromecdehses; as set up
in the Cooler Lease Setup. A copy of the paymelmédule is usually
provided to the customer at the time of signingléase contract.

e 3]

CE—

r

(& X |B e |||

Fields:

Primary and Secondary SortThe primary and secondary fields to sort
by. Choose from the following categories:

¢ Account Number
e LeaselD
e Equipment ID

Acct Number: The range of customer’s account numbers to be
displayed.

Lease ID: The range of identification numbers for leasesagrents to
be displayed.

Show Criteria: This will show selection criteria on the headtthe
report.



List of Loans and Balances

To manage the complete portfolio of outstandingnéggou can print out
the entire list of loans. This will show names;@mt numbers,
balances, etc.

List of Loans and Balances

fomete o

iesee 3]

(8] X | B | & |mx || )

Fields:

Primary and Secondary SortThe primary and secondary fields to sort
by. Choose from the following categories:

¢ Account Number
e LeaselD
e Equipment ID

Acct Number: The range of customer’s account number, up to six
characters to include on this report.

Lease ID: The range of identification numbers for the leageeements
to include on this report.
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Equipment Lease Module Setup

To support the functions of this module, there s&tup program to set
up default lease information. This is default infiation for all leases
and addresses that are used strictly within thiduieo

P
Cooler Lease Module Setup

Siznd o Plamaisddress Dizfzuliz r\‘j
=)
|

Mame
Contract Amount 0.00

Down Payment 0.00

Interest Rate 0.0000

___|§_|
H
H

I I Paymen Fee | 0.00 EXIT

Pay Freguency I
A | L
Allow Payments fruml i 3’ tol I 3’ Numher of Payments l—n

Use Period for Posting ™

Send to Name/Address:
Name: The name of the group where the payments shautddled.
Address: The address where the payment should be sent.

Allow Payments from: The date range in which postings can be entered
for payments and adjustments. The payment daté meusithin the date
range specified on the screen.

Use Period for Posting:Checking this box will use RMA period
calendar for payment and adjustment entry ratter the dates
specified. If this box is checked, the date range will notused.
Defaults:

Coolers are often purchased in large quantitighe@tame models for the
same price. Leasing can be simplified by havistpadard lease for all
coolers. The default section of the agreementaiosithe following
elements for easy contract completion. These afi@utts only.

» Contract amount

* Down Payment

* Interest rate

« Payment Fee

* Pay Frequency

e Number of Payments

All values can be modified when entering dat&€ovler Lease Setugnd
any time prior to posting the first payment.



Conversation

This option will allow the ability to send message®ther users logged
in to RMA. Turn this module on undBranch SetupDesktop Use
Conversationyou may be required to adjust security settimgfar
logout before the option is available).

R
ADMIMISTRATOR ;l
Please choose user(s) to communicate with... %K x |

Users logged in to RMA will be displayed in the lghown, choose a
user or select multiple names by holding down CTRLHCK and select
‘OK’. The message typed and sent will be displaiyechediately on

their screen if the option ‘Toggle Pop-up Messa is enabled on
the userdodule Bar

Check for New Messages

You can prompt the system to play all new messegEsved since the
last time you listened to the recorded messagesch&ck for new
messages, go fboolsand selecCheck for New Messages.

_|o]
There are follow-up messages for the
following customers: )
Mine
LEE o0a537 MR =]
KRISTA 007380 Lv
Group
Ll Branch
& | %K I Company |

Playback Customer Messages

This option is only used with an integrated voicémgstem.
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Global Changes

Periodically, you may want to update informationtlly for large
groups of customers in your database at once.GlItigal Changes
option allows you to do just that. You can quickhange information in
the following areas:

Change Customer Account Numbers

Change Customer Mames

Change Customer Sales Tax Codes

Change Customer Promotion Group Codes
™ MangoGeo Batch Processing

Change Equipment ID's
Modify Rent Prices

Add/Remove Default Products
Modify Prices on Default Products
Change Default Products
Add/Remove Deposit Codes
Add/Remove Recurring Charges
Close Open Delivery Orders
Clear Route Calendars

External Price Import Program

Change Customer Account Numbers

This option allows you to change a customer’s astaumber.

WARNING: This option should be used carefully as it charale
references to this account in the history, paymenéster file, etc.

=101 x|
Old Accts# | 000001 ~] ok

MNewy Acct#:l 000005
X

— Status:
Flease enter Old Acct # and Mew Acct #

Fields:

Old Account Number: The customer’s old account number.
New Account Number:The customer’s new account number.

NOTE: You may only change one customer account nueetime
with this program.




Change Customer Names

This option allows you to standardize the namegof customers so
they are all uniform. You can edit or copy both till to: and delivery
name that are in a standard format.

WARNING: This option should be used carefully as it charale
names without the ability to undo any mistakes!

Change Customer Names (000001 Stop 1)

Billing Name
Albert Fotter
IAIberT Fotter ==
¥4
Delivery Hame
Albert Fotter
IEIarry Fotter ==>

30 to Acct No:

«BHCKl HEXT ) Ii EXIT |

Fields:

Billing Name: As you scroll through the records, the customelirigjl
name appears at the top of the screen.

Left / Right arrows: Flip the name so the last name comes first.

Delivery Name: As you scroll through the records, the customer
Delivery name appears at the bottom of the screen.

Up / Down Arrow: To copy from one name to another, touch one of the
arrows.

Back: Return to the previous record.

Next: Go to the next record. This key is always hightéghwhen you
are in the edit mode — thus allowing you to simlgss [ENTER] and
you will advance to the next record.

Go to Account No:If you would like to jump to an exact account
number, enter it here.

EXIT: Exits this screen.

230 « Chapter 5B — Help Route Manager Advanced User Guide B



Change Customer Sales Tax Codes

This option allows you to make global changes tesstax codes. You
can replace one existing code for another.

EXEMPT
STANDARD WAT

399999

Fields:

Old Sales Tax CodeChoose an old sales tax code that will be replaced
with a new one.

New Sales Tax CodeChoose a new sales tax code that will replace the
old one.

Criteria: Select the criteria in which to change the SalesCades.
Select ranges of account numbers, customer typds/Zl# Codes.



Change Customer Promotion Group
Codes

This option allows you to change the promotion groade assigned to
your customers (used with tBay/Gets Modulenly).

Promotion Group Codes:
Old Promation Group Codes Mew Fromation Group Code
Chrl-Click All Promotion Group Codes You YWish to Change I vI
A |Free Mug Prarmo =]
~ Criteria:
Acct# Customer Type ZIP Code
Fruml Frum:l vl me:l vI
TDIQQQQQQ TD:ID vl To: |954T9 vI
Credit Class flajor Acct Customer Status
Fram:l vI Fram:l vl me:l vl
TDZIF vI TD:I.JPM vl TDZIT v|
cunucfl EXIT |
Fields:

Old Promotion Group CodesChoose the old promotion group that will
be replaced with a new one.

New Promotion Group CodeChoose the new promotion group that
will replace the old one.

Acct # Range:Enter the account number range to include in the
modification.

Customer Type RangeEnter the customer type range to include in the
modification.

ZIP Code RangeEnter the ZIP code range to include in the
modification.

Credit Class: Enter the credit class range to include in theliffaation.

Major Acct: Enter the major account codes to include in the
modification.

Customer Status:Enter the customer status codes to include in the
modification.
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MangoGeo Batch Processing

MangoGeo is a web-based address correction tobt#macorrect your
delivery and mailing addresses, retrieve ZIP+4rimiation, and update
tax codes. Contact Advantage Route Systems fardumformation.

o
MangoGeo Batch Processing
TEINER

Dont load addresses Route
comectedsice ~ (° Bling Aderess [T | dob List Resut Stetus Fiter
[osm7rz010 4| Cpeiveryaaress = Losd || o] was ] =l
o0l il o 3 e o open Right-oici 1o view I extemal mag
sf[acct [Acctiame [aduress City tate[z1P [adoress City StatelziF + 4 [Tax |Latiude  [Longitug]~
En

" |000106 [Reds cormer 805M. 14 Cout_[Turlack cA_|as3at

[ [000107_|EasyMart 801 Narih Ash Merced Ca_|93zsT

[ [000111_|Jifly Convenience Sto{ 321 N_Pine Columbia__|cA [a5510

I [000112|Lakeway Bait and Del[421 East Avenue __|Empire ca_|as31a

I [000113 |Lucky Trin 814 N Cedar [Turiock cA_|as380

[ [000174 | Modesto Express Foo[ 2416 West Main___|Modests|CA |as364

" [000115 |Pop Shoppe 2307 Main Merced ca |93257

[ [000117 _|U-Gtan Foods 23 OLD RAILROAD HCressey  |CA 95312

" [00011 [Treats Galore 786 W, HILLCREST [Vodesio  |cA |a5354

[ [000121_[Shop and Save 786 ORAND AVENUE[Modesto_|CA |45357

" 000123 |Rob's PD@ 569 CANALAVE  |Modesto  |oA |95353

[ [000124|Kelley Snacks 3987 MALLROAD _|Merced Ca_|932s7

[ [000127_|Advantage Route Sy={147 8. Broadway Ave [Turlock N R

[ [100001 |HW_Plainview 1913 Taramea Ln. _|Ceres cA_|as307

" |299938 | New Customer s CAS[140 East Main [Turlock cA_|as380

(| | _>|_I

Frotal Records: 16 [ Deep Clean Up ManguGEn'\l Save | EXIT |

Change Equipment ID’s

This option allows you to change the ID (serial t@n) on a piece of
equipment.

WARNING! This option changes all references to this sadahber.

RRET

ld Equipmenmu.|3535353 | %H
=0 Equipmenth.|1234EET X

Status
Flease Enter Old Equipment Mo, and Mew Equipment Mo,

Fields:

Old Equipment No.: The equipment’s former identification number.
New Equipment No.:The equipment’s new identification number.
Status: This field will inform you when the change is cplete.



Modify Rent Prices

This option allows you to modify rental rates ofested equipment
assigned to customers.

X
Serial # Range Equipment Tyne Range Charge Code Range
From:| 112345 =l | From:for | From:[830 =]
To:[EQUIP1234 = To: [0 = To[611 o] B
Rental Frequency Range Acct# Range Customer Type Range ><
From:m From:m me:m %K
Tu:m TU:IWI To: m

Tyne Modifier

o I 000 Modify for original prices between

¥ Rent Price 1 FrDm:I 0.00 Don't Exceed 9999959.95
[~ RentPrice 2
I~ Rent Price 3 To: | 9999999.93 Round 01

Fields:

Serial # Range:Enter the range of serial numbers to include in the
modification.

Equipment Type RangeEnter the range of equipment types to include
in the change.

Charge Code RangeEnter the rental codes to include in the
modification.

Rental Frequency RangeEnter the period codes to include in the
modification.

Acct # Range:Enter the account number range to include in the
modification.

Customer Type RangeEnter the customer type(s) to include in the
modification.

Type $ or %: Choose the $ (Dollar Amount) or % (Percentage)oopti

Modifier: Enter the amount of the modification, i.e. 1.00 &naiill be a
one dollar price increase or 1.00 and % will bana percent price
increase.

Rent Price 1-3: Choose the rental rates that should be updatech(whe
using multiple rental rates). Standard would batRice 1 only.

Modify for original prices between:
+ From: Enter the lowest rental rate that should be madiifie
» To: Enter the highest rental rate that should be medlifi

« Don't Exceed: Enter the highest value a rent could possibly
become.

* Round: Enter a rounding number (should be left alone irstmo
cases).
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Add/Remove Default Products

This option allows you to globally add or removdadst products within
the Customer Informatioscreen, on thBroductstab.

R
Chrg Code Description Quantity Type
515 6 Gation Spring 0 ()P E
" Remove vl

Update Price %K
Lists also

| EXIT

Acct# [orm -

Range| From:[000000 To:[ 999999 Major Asct. Code. | Fram - Ta.
Customer Type. | From:|A - To.|D A4 Credit Class. From:|A - To.|F -
Customer Start Py A Branch

Date | From:| 0743172001 EI To uuzzfzuugj Range| Fromfoool  w|  Teifooot =

Fields:

After clicking this Add key, the following input screen will
appear so you can enter any changes.

..,dd/remove Default Products o ] 1

Chry. Code Description: Gluantity:
||3ue j|5 Gal. Drinking | a

Charge Code:Select the charge code from the drop-down list.

Description: After selecting the charge code, the description
automatically appears.

Quantity: Enter the default quantity for this product.
Type: Select the appropriate action:

 Add: To add a new default product.

* Remove: To remove a previous default product.

Update Price List Also:Select this option to add or remove the
product(s) fromProduct Price Listas well.

Acct. No. Range:The range of accounts to include in the modificatio

Customer Type:The range of customer types to include in the
modification.

Customer Start Date:The range of customer start dates to includien t
modification.

Major Acct. Code: The range of major accounts to include in the
modification.

Credit Class: The range of credit classes to include in theifioadion.
Branch Range: The range of branch ID’s to include in the maxzdifion.



Modify Prices on Default Products

This option allows you to modify prices for selattdefault products for
a given customer range.

=
Modify Prices Between
Chrg Code Description nlodifier Type From To Max Price Round
515 |5 Gallon Spring | 05000 & | &m0 | 6000 93939393993 [001 =] e
&
=
%u
=| EXIT
gt | From oooooo Ta [ 999559 Major Acel, Code.| From ~ To.[JPM =
Customer Type. From:| & - To.| D vl Credit Class. From:|A - To.|F -
Customer Start 4 A Branch
Drate | From:f 0713112001 j To mrzz:zuugj Range| From:fooo1  v|  Toooon v

NOTE: After clicking theADD button, the following input screen will
appear so you can enter any new changes.

[ rrice Ghanmerorproducts e
Modify Prices Between

Chrg. Code Description Madifier Type From To Do not excesc Round

|08 ~|[5Gal Drinking | 1.0000 [ g [ 10.00 [ 15.00 | 55395553 993 o1

%

Warning: The price will increase or decrease by the
amount indicated in the "modifier” box.
Example: With a modifier of 10.0, 3 type of %, and a round of 0.01, a default product with a price

of $10.50 will end up with a price of $11.55
x

Fields:

Charge Code:Select the charge code from the drop-down list.

Description: After selecting the charge code, a corresponding
description automatically appears.

Modifier: Enter the value to modify the product by.
Type: Select the way to modify prices from the optionkbhe

» $: This option will add or reduce the product pricethg dollar
amount in the modifier.

* %: This will change the price by the percentage s#ténmodifier
field.

Modify Prices Between:Enter the lowest and highest value to qualify
for a price adjustment.

Don't Exceed: The price cap for the increase.

Round: Rounds the new price to the value indicated.

Acct. Range: The range of accounts to modify.

Customer Type:Enter the range of customer types to modify.

Customer Start Date:The range of dates that customers started with
your company.

Major Acct. Code: The range of major accounts to include in the
modification.

Credit Class: The range of credit classes to include in theifioadion.
Branch Range: The range of branches for the price change tardoc
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Change Default Products

This option allows you to remove a default prodamd replace it with a
new product.

. Change Default Products =10 x|
Old Mew
Chrg Code Chrg Code  Price Guuantity
515 510 |Default [Keep =
ir
%K
=l EXIT
Percent
wone: | U

Acct#

Range | From:[ 000001 To:| 998998 Major Acet Code. | From: - To.[ P17
Customer Type From:| A A4 To.|D - Credit Class. | From:|A - To. | F vl
Customer Start Py A Branch

Date| Fromi{ 073102001 EI To uuzzmugEI Range| Fram:|0001  v|  Tofoooi vI

Choose th Add button to enter the products you would like to
change. It will bring up the following input scree

... Change Default Products =10 x|
ald New

Chrg Code Chrg Code  Price Quantity

|51 5 j I 510 j " Keep Price % Reep Gty

Change Price to
(ol Default  Change Gtyto Zero

o] X |

Fields:

Old Chrg Code: Enter the charge code you would like to replace.
New Chrg Code:Enter the charge code you would like to add.
Price: Select one of the two pricing options below.

» Keep Price: Select this option to keep the existing price and
apply it to the new product.

» Change Price to Default:Select this option to replace the
existing price with the default price of the newoguct.

Quantity:

» Keep Qty: Select this option to keep the default quantity
assigned to the current product.

» Change Qty to Zero:Select this option to replace the current
default quantity with 0.

Delete: To cancel a change, highlight the items and chduse
delete button.

Fields:

Account Range: Select the range of accounts to modify.

Customer Type:Enter the range of customer types to modify.

Customer Start Date:The range of dates that customers started with
your company.

Major Acct. Code: The range of major accounts to include in the
modification.

Credit Class: The range of credit classes to include in theifiaadion.
Branch Range: The range of branches for the price change tardoc



Add/Remove Deposit Codes

This option allows deposit codes to be globallyeatidnd/or removed
from each customer.

REFT
Deposit Code Description Quantity Type
5 Gallon Deposit 0 e wst
" Remove biiig
%u
o EXIT |

,f;,%g From:| 000000 Tor| 999999 MajorAcct. Code me-l -| Tn'IJF'M -|
Customer Type FrumIA vl TCIID vl Credit Class Frum.l»\ vl TCI.IF vl

CusomerSEn  rom[ 07312001 5| Tor[ 0510412012 £ Honen| Fomfooot =] Tofocoz 7|

Fields:

Deposit Code:Select the deposit code from the drop-down list.

Description: After selecting the deposit code, the description
automatically appears.

Quantity: Enter the default quantity for this product.
Type: Select the appropriate action:
* Add: To add a new deposit code.
« Remove: To remove a previous deposit code.
Acct. No. Range:The range of accounts to include in the modifigatio

Customer Type:The range of customer types to include in the
modification.

Customer Start Date:The range of customer start dates to includaen t
modification.

Major Acct. Code: The range of major accounts to include in the
modification.

Credit Class: The range of credit classes to include in theiffaadion.
Branch Range: The range of branch ID’s to include in the matdifion.
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Add / Remove Recurring Charges

This option allows recurring charges to be globatlyled and/or
removed from each customer.

.., Add/Remove Recurring Charges =101 x|
Chrg Code Description Amount Tope
935 Recurring Charge 1.00 E
 Remuove il
%K
= EXIT

RA;HE‘B? From:| 000000 To:{ 999989 Major Acct Code. | From: - To|JPM +
Custamer Type From:| A - To:|D - Credit Class. From:| A - Tou|F -
Custamer Start Al - Branch

D | From:| 0713112001 2 1o:[o1zzz009 2 Range| From:fooot =] Tefoom -

To add or remove a recurring charge, click Add button. It
will bring up the following input screen:

.., Add/Remove Recurring Charges I =1 S |
Chrg Code Description Amaount
IQB? | IRecurring Charge 1.99

vor| X |

Fields:

Charge Code:The recurring product charge code.
Description: The description of the recurring fee.
Amount: The amount of the recurring fee.

Fields:
Type: Select the appropriate action:
» Add: To add a new recurring charge.
 Remove: To remove a recurring charge.
Account Range: Select the range of accounts to modify.
Customer Type:Enter the range of customer types to modify.

Customer Start Date:The range of dates that customers started with
your company.

Major Acct. Code: The range of major accounts to include in the
modification.

Credit Class: The range of credit classes to include in the ifioadion.
Branch Range: The range of branches for the price change tardoc



Close Open Delivery Orders

Choose this option to manually cldSelivery Ordersfrom the desktop.

B Close Open Delivery Orders =S|
~Completion Information
oK
Employee Name | ADMINISTRATOR | IZ
Completion Date I 05/04/2012 ﬂ i
Completion Message @

[
~Apply to Delivery Orders
Delivery Order Entered Date Promised Date Entered By Customer Mo.
From [ 0510412012 2] From| 0510472012 2 [ = [
To [ 0510412012 2] To| 050412012 2] EE [ 299399
Fields:

Employee Name:The employee closing the delivery orders.
Completion Date: The date that will be used for completing theeord

Completion MessageA message that can be entered on the delivery
order(s) being closed.

Delivery Order Entered DateThe date that the delivery order was
entered into RMA.

Promised Date: Enter the promised date range within Bredivery
Ordersto be included.

Entered By: The employee that entered elivery Orderoriginally.
Customer #: The customer account number range.
After the desired criteria is entered, choose @€’ ‘button, a pop-up

similar to the following should appear:
IS

~Completion Information

Employes Marme IADM\NISTRATOR j \ﬂl
Completion Date | 015162007 él X

Completion Message

o P ——— |

@ Are you sure you wankt ko close the selected open delivery orders?
-
-t
Found 1 Order(s),

.

~Apply to Delivery Orders

Delivery Order Entered Date  Entered By Customer #

From |01M 62007 é’ AC = 0oooo
To |01M 62007 é’ SA = 0939949
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Click ‘Yes’ to close the order(s).
COmpIetion Message
Completed on deskiop

Close Open Delivery O x|

oo 1) Conplted Closing Orders. |y

|—Applyt0 Delivery Orders l

Click ‘OK’ to complete the process and exit theesar.

Clear Route Calendars

Use this option to clear customer route schedutdsad)y.

Clear Route Calendar x|

Acct Type Dray Label Clear Calendar From ’7'
From From | Y01 =
0sr02r2007 4]

%K |

I

Lelle
Ll

To|D To|wos

Fields:
Account Type: The range of accounts types to include.
Day Label: The range of Day Labels to be removed.

Clear Calendar From: Specify the starting date for clearing the
calendars.

Archived Customers

This subsystem allows you to manage old custorhatsieed to be
removed from the system.

Archive Customers
Archived Customers Report
Archived Customer Revenue Repart

Delete Archived Customers




Archive Customers

TheArchive/Delete Customefanction will remove the customer’s
information and selected sales data from the pgratorage files and
move it to a history file or permanently deleteifree up storage space.
The screen shown below is used for the first stegréhiving.

ZETR

Frorm Acct. Nn.luuumu Frarm CustomerTypelA vI
T Accounth.IQQE\E\QQ To CustomerTypeID vI

Frorm CreditCIaSSIA vI =
Last Transaction Datel 01sa112008 EI
To CreditCIaSSIF vI

Status

Flease select Azcount Mumber range V/?
OK

Fields:

Account Number: The range of accounts to include.
Customer Type:The range of Customer Types to include.

Credit Class: Enter values for the range of Credit Classes tluitec
You may no want to archive customers who are Bankrupt fomga.

Last Transaction Date: This will set a date for the archiving proce#is.
will include all customers whose last transactionwred before this
date. This date is established unBeanch Setupon theOptimizations
screen. This date will appear on reports thab¥oland be used to make
sure you do not delete recent customers.

Enter the desired criteria and select ‘OK’. A domftion screen will

pop-up, customers that appear on the list can bieded by double-
clicking on each account.

.. Click to Select/De-Select =10 x|
Archive Customers
Acct# Custamer Mame Archive
009705 |augusto Lopez vES =]
000002 |Albert Dutrs YES
000003 |Roy Sam ES

=

Select Al Remave Al | ok |
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All customers marked as ‘Yes’ will be deleted frime system, click
‘OK’ and the following prompt will appear:

": You are about to archive 3 customers matching the Following criteria:
-

Account Murber From: 000001 Ta: 009705
F Last Transaction Date: 12312001

Customer Type From: CO Tao: ¥2

Credit Class From: & To: 2

b= Do you wish to continue?
Sel
es Mo

When you are sure you wish to continue, click “Ye®nce the process
is complete, you will immediately see the repospitiyed and have the
ability to print the Archived Customers Report.

Archived Customers Report

TheArchived Customers Rep@tovides a way to look at your
customers who have been removed from the activersys

T
Archived Customer List
Sort Option 1
by Date = Acct. No. Start Date Customer Type  Sales Rep
Sort Option 2 From| 000001 From | 02/01/2009 §| From{s = From|ac  ~
[ acct o - To[933929 To[oairsrz009 2 To[o -] To[sn =
Credit Class Acct. Status
From |4 ~| From|A -
To IF j Tnl'r j
Only non-terminated customers [
Include Categary Summary [~
Short Listing ™
Print Only Summary [~
8| X|B|a& |G|
Fields:

Sort Option 1 & 2: The primary and secondary fields to sort by. You
can choose from the following categories:

« By Date
* By Account No.
* By Account Name
* By Customer Type
e By Major Account Code
* By Zip Code
e« By Tax Code
Account Number: Enter the account number range desired.
Start Date: Enter the starting dates for the customers tha¢ wechived.

Customer Type:Enter the types of customers to be included in the
report.

Sales Rep:Enter any Sales Rep ID’s.
Credit Class: Enter the Credit Class range.



Acct Status: Enter the account status range.

Only Non Terminated CustomersCheck this box if you do not wish to
include any Terminated Accounts.

Include Category SummaryCheck this option if you would like to
group the customers together based on the prinearypption you have
chosen.

Short Listing: Select this option if you do not wish to have aeyail on
the report.

Print Only Summary: A condensed summary will be printed using only
category totals.

A sample of the report is shown below accordinthocriteria that you
have selected.

Archived Customer Report
Criteria: Acet #Range: 000001 to 999993
Start Date Range: 01401/2004 1o 12/31/2004
Type Range: All <= XX
Sales Rep One Range: None to WC
Credit Class Range: All <=2
Acct# Contact Information Credit Information Start /End
009705 SSN57 5664374 Name Statement Type R Start Date 09/01/2004
Name Phone 808-754-1990 Ext Finance Charge Y Reason NEW
Augusto Lopez E-Mail Credit Class N End Date 11/23/2004
Address Fax - - Acct Status A Reason DE
£6-318 PIKAI STREET Price Level Default ~ Sales Repl PNK
Credit Limit 10000 Sales Rep2 FOS
HALEMA, HI 96712 Open Invoice Yes
Notes Customer Type RE
000002 SSN Name Statement Type C Start Date 11/23/2004
Name Phone 208-532-1122 Ext Finance Charge Reason NEW
Albert Dutra E-Mail Credit Class N End Date 11/23/2004
Address Fax Acct Status A Reason DE
2500 Price Level Defalt  Sales Repl
Credit Limit 10000 Sales Rep2
NONTABUREE, TH 11130 Open Invaice Yes
Notes Customer Type CO
000003 SSN Name Statement Type C Start Date 11/23/2004
Name Phone 209-454-5487 Ext Finance Charge Y Reason VA
Roy Sam E-Mail Credit Class M End Date 11/23/2004
Address Fax Acct Status A Reason Vi
efifs Price Level Default ~ Sales Repl
Credit Limit 100.00 Sales Rep2
BUFFALO, NY 14213 Open Invoice Yes
Notes Customer Type CO
Customers Listed 3
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Archived Customers Revenue Report

The Archived Customers Revenue Rep®d high level report that will
help you see sales for archived customers. Thisbeaised when you
do need to look at data several years into the pafile it is not as
complete as normal revenue reports, it is stilphel

The screen below will help you extract the data yeed, based on the
parameters shown.

. Archived Customer Revenue Report =101 =]
Archived Customer Revenue Report
Sort Option 1
Im Acct # Dates Charge Code  Cust Type

From[000001 | From [0101/2004 3| From [0z =] From[co -]
Sort Option 2 To [9aus99 To [12/31/2004 ﬂ To [asas -] To[oc |
IbyA:ct# -
Sort Option 3 ZIP Code
[av eharge code = | Fromit1130 =]

To:| 99518 -

BIX||§A|§?|FAX|>E|

Fields:

Sort Option 1: Company Branch

Sort Option 2: Account Number

Sort Option 3: Charge Code

Account Number: Enter the account number range desired.

Date: Enter the date range of archived transactionswauid like to
include in the report.

Charge Code:Enter the range of products sold that you would tik
include.

Customer Type:Enter the types of customers to be included in the
report.

ZIP Code: Enter the ZIP code range of the customers todleded in
the report.

A sample of the report is shown below accordintheocriteria that you
have selected.

Archived Customer Revenue Report
Criteria: Acct # Range: All Less Than or Equalto 999599
Date Range: 11,/22/2000 to 11/22/2004
Chry Code Range: 105 to 993
Customer Type Range: 01 to 16
Zip Code Range: All Less Than or Equal to ¥5%3H
Branch: CH KF ME MT ,OK RD RD2,TH UK W
Acct#  Name ZIP Code
Chrg. Des cription Qty Amount Gratis Qty Gratis Amount
Branch: OK
011108  BROOKLINE INC. 96097
an1 Manthly Feb 6.00 0.oo u] 0.00
Totals 600 0.00 0 0.00
011440  REGENCY PARK APARTMENT 96080
250 & Gal Drinking 1.00 B.40 u] 0.00
8a0 Empty Bottle -2.00 0.oo u] 0.00
a01 (02/04 - 02104 - 2.00 20,00 0 0.00
Totals 1.00 26.40 0 0.00
011474  WRIGHT; KEVIN 96048
250 5 Gal. Drinking 400 2560 0 0.00
650 Empty Bottle 300 0o 0 0.00
a01 02/04 - 02104 - 200 0.00 0 0.00
Totals 9.00 2560 0 0.00




Final Customer Removal

The Delete Archived Customers option explained wetothe final step
in customer elimination. It will delete all custendata from the
Archived Customer tables. Once you do this, ttetaruer’s data is
permanently removed from the systeMou should run a backup of
your data prior to doing this step.

Delete Archived Customers

The Delete Archived Customefgnction will permanently delete the
customer data from the archived customer filesde tip storage space
and will help speed up the system.

To do this, you will see a screen like the follogvitmat will let you
choose which customers are to be permanently regnove

]

From Acct. Mo | 000100 From CustumerT\;pEIA vI
ToAccount Mo, | 999999 To CustumerT\;pelD vI

From Credit Class| A

Last Transaction DateIIZIHIZIHEDIZIEI =
To Credit Class|F EI

Status
Please select Account Mumber range
‘Q/ox

X

I

Fields:

Account Number: The range of accounts to include.
Customer Type:The range of Customer Types to include.

Credit Class: The range of Credit Classes to include. You maywamt
to archive customers who are Bankrupt for example.

Last Transaction Date: This will set a date for the archiving proce#is.
will include all archived customers who have nad batransaction since
this date.
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Once you have made your selection criteria andspe®K, a
confirmation screen will be displayed.

Click to Select,/De-Select O]
Archive Customers
Acch Customer Mame Archive
Qoero2  [WALUED GUESTS LLC WES ;I
gooonz2  (albert Dutra ES

Qoooo3  [Roy Sam ES

Select Al Remaove Al | \’,"“l

After you have selected / deselected any accobats/bu care to, the
final screen will appear before the process willihe

DELETE ARCHI¥ED CUS

=101 =]

'E ¥ou are about to delete 3 archived customers matching the Following criteria;
< Account Mumber From: 000001 To: 009704

Last Transaction Date: 1231 /2004

Customer Tyvpe Fram: CO Ta: KA

Credit Class From: A To: 2

Do you wish ko continue?

Yes Mo

| A

Once the process is complete, Belete Archived Customers Repuitl
be displayed. We recommend you print this outfdedt away for
future reference.



Administration

The Administrationtools have been designed to help you run your
system more efficiently. The following list shotte tools currently
available:

sers Currently Logged In

Daka Inkeqrity Check

Remove Statement Mumbers

Mon-assigned Stakement Mumbers

Consalidake Hiskory Daka

Clear Pre-Postings

Purge History

Clean Qpen Invoice Swskem

Pre-Pay Adjustments

Disconnecked and Disktributed Database Management

These options are described in detail within tHe¥ang pages.

Users Currently Logged In

This option allows a system administrator to viesvgonnel that are
logged into the system. The screen displays wisddgged onto the
system, and how long they have been on the systua.may also
remove active or inactive (stuck) users in theesyst

P
User Mame Login Date  Time On - Computer Mame  Metwark Mame
ADVAMTAGE DSIDBIQDDE‘DDZ']S QILLUMIMATI BIGKIDD ;I

Current Date/Time: 03/03/2005 10:39 AM Total Users in System: 1
%K ﬁ Clear Locks Refresh List
Fields:

User Name: This lists all employees who have logged on, orl@gged
on to the system.

Login Date: The date the employee logged on to or had logged the
system.

Time On: The amount of time each employee has been loggedha
system.

Computer Name:The name of the computer for the employee logged in
Network Name: The network the computer is logged on to.

Wastebasket:Choose a user then click on the wastebasketiove the
user.

Clear Locks: If you receive a message stating ‘file in use’ wheking
in the system, log on to RMA as an administratat go toUsers
Currently Logged Inglick the ‘Clear Locks’ button to unlock the files.

Refresh List: Updates the list of users logged into the system.
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Data Integrity Check

This option allows the system administrator to &hde computer’s data
set for errors and problems. The system checler@dis for data-related
errors: customer information, default products,eéhaipment file, branch
setup, etc.

REES
o

ti Status

LAccounting Infarmation

Customer Infarmation fes

Cnvalid Acct #'s fes

Credit Class fes

.Finance Charge Code fes

...Statement Codes Tes

. Type Codes ‘es

..Bill TawDelivery ZIF Codes 'es

..Btartr Stop Reasonis) fes Ll

Flease select item(s) from the list above that you would like to check.

[~ Omitinactive accounts

Selact All De-selectAIIl = | HEEH | EXIT | HExT»l

If you want to choose a segment of the report exkhclick “De-Select
All" to start the selection process. You can seéeline by double
clicking on that line.

Double clicking on a heading such@sstomer Informationvill also
select allCustomer Informatiosub-items. Double clicking on the
heading a second time will de-select that itemahdub-items.

Omit inactive accounts:Checking this box will exclude inactive
accounts from showing up with bad information.

After you have made a procedural choice, click ‘Neglick ‘Abort’ to
stop the data integrity check at any time. Thi®repan be printed after
it displays the results.

- AMAdvanced Data Integrity Check
Cescription Check
Branc a fes
CAccounting Information
Customer Infarmation ‘fes Checking
Anvalid Acct #'s fes DKl
..Salas Tax s ol
LCredit Class s QK]
..Finance Charge Code ‘fes (0]
...Statement Codes ‘fes 92 Errs)
. Type Codes fes 1 Erris)
Bill TaiDelivery ZIP Codes Vs G Errish LI

] 20%

Abhart

Review the report and attempt to resolve any isse@srted.



Remove Statement Numbers

This option allows you to remove statement numbeathave been
generated and assigned to invoices within RMA.

NOTE: For example, this option is helpful if a mistakealiscovered on
a previous statement batch and you would like &éothe numbers again
after adjustments or corrections have been made.

R

Remove Statement Humbers

From i

To 0

v | X |

Fields:

From/To: Specify a range of statement numbers to be dklete

Non-Assigned Statement Numbers

This option is used to track non-assigned statemeamibers. This screen
displays both assigned and non-assigned staterneriiers and allows
you to enter additional non-assigned statement eusntizuropean
market only).

JRI=TET
Non-Assigned Statement Numbers _ & |
=
=
¥
S‘tatememﬂlw o
bete[oananons | e |
Comments X
_3
_& |
_@ |
X
EXIT |
Fields:

Statement Number:If a number does not automatically appear, emter
statement number.

Date: The date the statement number was assignedaardex
Comments: Why the statement number was discarded.
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Consolidate History Data

This function will export the data in a single fil&his is beneficial for
external reporting utilities such &systal Reports

s
Frum| 01/01/2006 §| To| 1272112006 3

File Hamel HISOB

o | X |

Fields:

From: The beginning date range from which to colle¢ada
consolidate.

To: The ending date range from which to collect dateonsolidate.
File Name: The actual name used for the export.

Clear Pre-Postings

The Clear Pre-Posting®ption clears pre-posted data from RMA. The
following screen will appear:

RS

Date
03032005 |

ok X |

Select the file that contains the pre-postingsaaleared and click OK.




Purge History

This will move all transaction history for the cleasaccounting period to
the specified location. It will also delete alte®s in the PERIOD
CALENDAR through the chosen account period. Thitadvill no

longer be seen within the RMA system but it catbdeked up to another
computer, tape, or CD for future use or reference.

[ Archive ]
Archive tiIIIMAR 2004 |
Archive FnlderlD:IRMNDDQQIDATA\ARCHIVEI
ok | X |
Fields:

Archive Till: Select the time period to archive.
Archive Folder: Select the location of the archive.

Clean Open Invoice System

This option will apply any unapplied credits fouindhe system to the
customer’s oldest items. Since this is a globahge it will affect a
wide range of accounts and we generally recommesrtiog a backup
prior to running this option. A report will folloyafter clicking ‘Yes' the
accounts affected will be displayed.

Clean Open Items |

It is recommended that wou make a backop of vour data prior

@ WARMNIMNG! Cleaning the open items svstem can lead ko unexpected results,
ko running this Funckion, Are wou sure vou want ko clean open ikems?

NOTE: Before looking into the accounts, the final stephis process is
to POST a set of transactions, even though thepatreelated to this
procedure.

252 « Chapter 5B — Help Route Manager Advanced User Guide B



Pre-pay Credit Adjustment

This option allows you to transfer all Pre-pay dt®ffom one account to
another or adjust pre-pay credits on an individualount.

=3

Move All Pre-pay Credits

Stop Credits

Account From

Account Ta

Froduct Charge Code

[ Adjust Account Pre-pay Credit %“

G . EXIT

Fields:

Account From: The account from which you would like to change or
transfer credits.

Account To: The Account that will be receiving the pre-pay dt®d

Product Charge CodeiThe Product Charge code of the associated
credits that will be transferred or changed.

Adjust Account Pre-pay CreditOption to toggle between transferring
credits or making changes to an individual account.

Change Qty. to:The amount to be adjusted on an individual account.

To transfer all Pre-Pay credits from one accoumtrtother, simply input

the From (sending) account number and thenThdreceiving) account
number.

Once you have entered in both account numbers; ientiee Pre-Pay
Product Charge Code that is going to be used &trinsfer. When you
are satisfied, click OK to make the change or #xitancel.

To make changes to an individual account simplyinpe account
number into the ‘Account From’ field. Next, entbe Pre-pay product
charge code. Once the Account From and Produatgéh@ode fields are
populated check the ‘Adjust Account Pre-pay Creulitx. Input the
quantity and click OK.

NOTE: Security on this item should be carefully selddteprotect the
system from unauthorized changes. For furtherinéion on the Pre-
pay option, refer to ‘Chapter 2.09: Prepay Prodwutailable for
download awwww.ARS247.com




Disconnected and Distributed
Database Management

This option allows companies that are not connetdeteir branches
continuously to sync their data when a connectoavailable. Contact
ARS for further information.

Distributed And Disconnecte: ;Iglzl
Master | Qifline
Master RhA Data Path| DiRMA_PROGSIRMA_SO0OATAL J

Export Folder] DiRMA_PROGSIRMA_SOMDATAWMine\faranchi DExport,
Impart Falder) DoRMA_PROGIRMA_S00DATAORIneranchiDNmport

ID |Data Select [ =]
& Full 12 gelw\tferyorders F
" Partal . St”S Hmers =
ops
" On Demand
4|Invaice/Payments Posted I~
a(lnvoicelPayments Un-Fosted I~
Rlralendar asith Snarian = _ILI
4 »

I Export Import | Ok

Customer Follow-Up

These options are currently under development.

Generate Reminders

Follow Up Codes
Follow Up Setup/Rules

Follow Up Reports r

Quotation

The Quotationoptions are used to create product or equipmestegu
from customers by a salesperson. These ordersecaronitored and
converted tdelivery Ordersonce the customer agrees to purchase the
items.

NOTE: Refer toChapter 3.260f theSupplemental Guidir further
information onQuotations

Quotation

Quotation Reasons

Quotation Defaults

Quotation Report
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Language Maintenance

To support our multi-lingual customers, there larmyuage maintenance
utility. This allows you to change the words oresmns and reports to
another language. English is considered the laagpibge. In this
utility, you can show the English word as well ag @ther language.
You are allowed to sort the words by English orahiernate language
equivalent.

The screen below indicates that changes madesmtbgram are
immediately made to the file.

WARNING! Only experienced users and individualattheed to make
language changes should be allowed to access angehhis screen.

RMAdvanced x|

1 WARMING! This is a lve edit. IF you make changes wou can only undo the change in the current: Field {with CTRL+Z)
. and not the whole table,

The following screen allows you to make changes:
I
Language Tables
Base Language IEng\lsh jl Edit Language ICustom j Eﬁ"
I
e site ] EAT

LI

System Time.

Code:

= DEMONSTRATION WERSION ==
System Date

E-Mail

Date:

Warsion:

Amount

Insert card in drive

Card override failed!

Card override successfull

Drive

is not a remaovable disk

Areyou sure you want to use

as your

Card Drive?

Date to be used: |

RECORD: 1 SCREEN: ABOUT HELD: PageFrame1.Page1.Label12.Caption

Fields:

Base Language:This is the source language. Typically, thiEmglish.
You cannot make changes to the base language.

Edit Language: The edit language is the data that you are chgndif
you click on the EDIT LANGUAGE button, you can clggnthe
language to a new one.

Add: This button will allow you to add a new languagehe tables.
This should only be used if you need a completely language.

Find: When on this screen, you can press CTRL-F atiarmg/to enter
the Find mode. This will allow you to search fayagortion of text in
either the base or edit language.

Exit: This button will allow you to leave theanguage Maintenance
program.



Coupon Management

Refer to theSupplemental Manudbr further information on coupon
tracking.

Surveys

This option allows the user to create dynamic sygthat can be used
during customer deliveries.

Survey Information

Survey Quesktions

Survey Information

Thelnfo tab contains the name of the survey and the tiamad that it
will be used. The surveys can be established gedtreld class, route,
and customer type as well.

Rlsurvey X
Info | Detail | NotesiDisclaimer | 001 - Customer Feedback #
Survey ID| 001 Survey Nﬂmel Customer Feedback B
—Filizrs
&
vaid From| 01/01/2012 4 tof 06101/2012]2] —
[~ Customer Level ¥
Handheld Class | 4, - 2
Route| g - Eop
Customer Type | g - Eﬁ
: =
—Oaiions
¥ Require Signature I~ Show Until Completed Vit
I~ Require Survey &
[ Show After Quick Sale Screen X
EXIT |

Fields:
Survey ID: A seven digit alphanumeric ID.
Survey Name:The name of the survey.

Filters:

Valid from: The starting date for the survey.

To: The ending date of the survey.

Handheld Class: Enter the handheld class that will use this survey.
Route: Enter the route that will use this survey.

Customer Type:Enter a customer type that will use this survey.

NOTE: You can choose one or all of the three fielddfandheld
Class, RouteandCustomer Type
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Options:

Require Signature: Choose this option to require a signature with the
survey.

Require Survey: Select this option to require that the survey be
completed for each customer on the handheld.

Show After Quick Sale ScreenSelect this option to use display the
survey after saving the invoice on the handheld.

Detail Tab

This tab controls the questions on the survey, sbdbe ‘Add’ button on
the bottom of the screen to input a new questiomadify an existing
guestion.

=
Survey
Info  Detail |NmesID\sc\aimer| 01 - Customer Survey ]
1D.lem Description Type [Mandatop Print - ﬁ
00.001 [Satisfied with Cooler 1|F F o
hd
A
st
.
.|
% |
&
EXIT |
4 |
nf (et ] ® | _aa |

Fields:

ID.Item: The ID assigned to the survey item.
Description: The description of the survey item.
Type: The type of survey item.

Mandatory: Required or not required.

Print: Required to print.



Choose the ‘Add’ option to create a new questitio\is below).

—————————

oo !
|

Fields:

ID: The ID controls the category of the question,0@&.01 would be
separated on the survey.

Iltem: The item number controls the order in which thestjoe appears,
i.e. 000 would be the first question, 001 the sdceic.

Description: The description of the survey item.
Type: The type of survey item.
¢ Yes/No:Asimple Yes/No answer.
¢ Numeric Value: A number will be entered.
e« Text: Something will be typed in.
e List: Alist of items to choose from can be added.
e Matrix: This will place items on a grid.
e Category / Heading:A defined heading will be used.
Mandatory: This will make the item a requirement.
Print; This item will print on the handheld printer.
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Notes/Disclaimer Tab

This option allows the ability to add some noteth® survey that will

print for the customer.

osever =
Survey
Irif | Detal (Mot 1 -Survey th
Motes ===
- —
v
ot |
et |
M |
_H
i )
Disclaimer J a
x|
EXIT
H

Fields:

Notes: Enter any notes that should be displayed on theegur
Disclaimer: Enter a disclaimer for the survey if required.




Survey Questions

The Survey Questionsption allows you to enter questions that will be
assigned within th®etail tab of theSurveyscreen.

SE
Survey Questions
B[00 ftem | 002 i#h
Description | Have you purchased water in the past 6 months? ﬁ
Type | (¥ Yes/HNo
£ Numeric Value Low 0.000 L
High | 999599.000 L
 Text Max Lengtn 285 2uf
 List = e
B
& =]
€ Matrix = —
_% |
=l _& |
~ Category / Heading X_
Mandatory | (& ves  No ERIT
Print | ves 0+ No
Completed Value | (" Yes " No

Fields:

ID: The ID controls the category of the question,0@.01 would be
separated on the survey.

Item: The item number controls the order in which thestjoa appears,
i.e. 000 would be the first question, 001 the sdceic.

Description: The description of the survey item.
Type: The type of survey item.
* Yes/No:Asimple Yes/No answer.
*  Numeric Value: A number will be entered.
» Text: Something will be typed in.
+ List: Alist of items to choose from can be added.
* Matrix: This will place items on a grid.
» Category / Heading:A defined heading will be used.
Mandatory: This will make the item a requirement.
Print: This item will print on the handheld printer.

MLP Reports

Refer to the supplemental document MLP Reportdaiai on
www.ARS247.com
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Helpful Windows Functions

Edit Fu

As you enter data, you can use standard Windowifurs to help you,
such as those shown below. This will make ceffiaictions easier.
Generally, these only work on text input fieldserkl are the system’s

nctions

features that function like standard Windows rogsin

« Undo « Paste
e Redo * Find
e Cut ¢ Find Again
« Copy
Calculator

This full-function calculator can be used withinlR® Manager
to help with most calculations.

T Calculator M=) E3

Advanced]

Calend

This calendar program can be used in Route Manadyainced] to

ar/Diary

look up dates and create reminders for future event

Bubo TuweTh Fr Sa

g Calendar/Diary =10
September 2002 ;I

1

z|3]4]5]6]7

g a1o|gl|1z2| 1214

1516|117 18[13[ 20|21

22| 23 24] 25(26( 2728

23] 30

B

< Month | b anth > | < Tear | Year » | In:nda_l,ll

You can place messages into any day. The notesaapp the right side
of the screen. Use the control keys at the botibthe screen to move to

different dates.



Module Bar

TheModule Barcontains the default date used in most areaseof th
software.

[[MosuzDate oapaporz | @[] §| Pencamoser 202 [ @lel2) ) 96 Msaeso |
Module Date

Displays the current date that will be assignedilitinvoices, payments,
etc. This date can be changed if necessary.

Quote Request @]

The Quotationsoption is used to create product or equipmentegiot
from customers by a salesperson. These orderisecanronitored and
converted tdelivery Ordersonce the customer agrees to purchase the
items. Refer t€hapter 3.26f theSupplemental Guidir further
information onQuote Requests

Delivery Orders

TheDelivery Ordersscreen handles special requests from customats, an
is used to schedule special deliveries.

NOTE: Refer toChapter 3.0%f the Supplemental Guidir further
information on using thBelivery Ordersfeature in RMA.

acct o [ 100000 _[o1” 44 Route/DayiSton | A1 605/ 0020 =l
Name |RoertJordan Driver Conner,.&arof -
Delivery Address | 2100 Standiford Ave Entered Date/Time | 06/04/2012 j. 08:15
Phones (Info/Route} | 866-540-8837 / B66-5409-8837
Modesto, CA 95350 Credit Terms Spake With el
Contact Reasons | Need Product ~lin Ticket No. | 000000000 i
Balance Total 340.65 Current 0.00 30 Days 0.00 60 Days 13.75 Over 90 Days 326.90 @ [
LastPayment Date 02/01/2011 Amount 15.00 MNext Delivery 05/11/2012
Reguest [~ AN, Delivery T Mew display case T Mew Setup Quotes| Sg
™ Quick Delivery I™ Close Account g
. I Other .
[~ Out of Product L i
| e ™ Collect Money 8
u ™ Pick up damaged prod g
Equipment I” Case Goods [ — X
Qty. Action Serial No Type Style Location Orders Oty o
Ho ems. =] [Woems | = ERIT
=
Yy Toldl 000 o
& Delivery Message " Invoice Message PO. Na M
—! I~ Add1to Contacts o
i ¥ Adato HH (Alert Message) I—"—Ll
Due by [0507/2012 2] Scnedule ar8) | compiste | Follow U |
Earliest Delivery Date |05i07f2012 ﬂ

Fields:

Account Number: The account number of the customer who made this
delivery order.

Name: The name of the customer who made this request.
Delivery Address:This customer’s delivery address.
Contact ReasonsReason for Delivery Order

Credit Terms: Displayed only when terms have been set within the
Credit Class assigned to the account.

Route/Day/Stop:The route for this customer. Also include the they
customer received service and the stop number.
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Driver: The name of the route driver that delivers to thistomer.
Date/Time: The date and time the customer made this request.
Phones (Info/Route): The phone number of the customer.
Contact/Spoke With:The customer to contact regarding this request.

Ticket No.: The unique reference number to identify the retju&he
eight-digit number is created by using the lasttdifjthe year, two-digit
month, a two-digit day and a three-digit count nembThis is used in
invoice entry to close a ticket.

Balance: The customer’s account balance.
Last Payment: The date and the amount of this customer’s lastngay.
Request: The request made by this customer.

NOTE: Navigate td.ists > Delivery Order Reasore establish request
selections.

Route/Day/Stop:Displays the customer’s assigned route information.
Driver: Displays the customer’s assigned driver.

Entered Date/Time:Displays the date and time that the order was
created.

Phones (Info/Route): Displays the customer’s contact phone numbers.
Spoke With: Allows you to select or enter the person that wadacted.
Ticket No: Displays the assigned ticket number onDiedivery Order

Open Hours: This button will allow you to change the open hours
on each delivery order.
Equipment:

Click anywhere within the equipment entry box t@phe equipment
entry screen.

NOTE: This information will only display on thBelivery Orderand/or
Delivery Ticketand is not recorded in the form of a transactittris for
driver and data entry information only.

Equipmment [ "Case Goods |
Qty. Action Serial Mo. Tyhe Style Lacation
Mo ftemns ;I
You have the ability to create five different typdsequipment requests.
pis £
Serial Mo Type Style Location Last Senvice Mext Service Service Code
20101120 -90 1 Doar [Store Room nr i -
EGILIP1234 (CookiCold [Stainless Steel(iKitchen ‘ i |D3f31 12008 IZlean and Prep |_I
[ |
Install Exchange Service Repair Pickup
Gty. Action Serial Mo. Type Styla Location Freq. Code  Amount Service/Fault
[ |
[ |
® | | oo | X |
Install:

Create delivery Orderto install a new piece of equipment.



Qty: The quantity of one specific type and style afipqent to install.
Equipment Type: Select the&equipment Typ&om the dropdown list.
Style: Select theequipment Stylérom the dropdown list.

Location: Type in the physical location for the equipmenbe placed at
the customer’s location.

Freq.: Select th&equipment Billing Frequenclyom the dropdown list.
Chrg Code: Select th&equipment Charge Codeom the dropdown list.

Period Rate: Enter theEquipment Period Rat@f different than the
Product Charge Coddefault).

New: Check the ‘New’ box to note on tielivery Orderthat the driver
needs to select a new piece of equipment.
Exchange:

Pick up one piece of installed equipment and repiawith a new or
reconditioned piece of equipment.

Serial No.: Select the equipment to replace from the dropdiastn

Equipment Type:Equipment Typef the selected equipment. (Read
Only)

Style: Equipment Stylef the selected equipment. (Read Only)
Location: Location of the selected equipment. (Read Only)

Fault: Select theequipment Fault Reasdnom the drop-down list.
This will help the driver understand the issue.e Phoblem may be
resolved without exchanging equipment.

NOTE: Equipment Faultgre established undkists > Equipment >
Equipment Faults

Qty: Always 1 — 1 piece of equipment installed repigcl piece of
equipment removed.

Equipment Type: Select the&equipment Typé&om the drop-down list.
The field will display the ‘Type’ for the equipmebéing removed.

Style: Select theequipment Stylérom the drop-down list. The field will
display the ‘Style’ for the equipment being removed

Location: The physical location for the equipment to bepthat the
customer. The field will display tHeocationfor the equipment being
removed.

Freq.: Select th&equipment Billing Frequenclyom the drop-down list.
The field will display theBilling Frequencyfor the equipment being
removed.

Chrg Code: Select th&equipment Charge Codeom the drop-down list.
The field will display theéProduct Charge Cod#or the equipment being
removed.

Period Rate: Enter theEquipment Period Ratgf different than the
Product Charge Coddefault). The field will display thBeriod Rateor
the equipment being removed.

New: Check the ‘New’ box to note on tidelivery Orderthat the driver
needs to select a new piece of equipment.
Service:

Perform a periodic equipment service such as abggisanitization, or
maintenance.
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Serial No.: Select the equipment that needs to be removedl the
customer’s location from the drop-down list.

Equipment Type: Equipment Typef the selected equipment. (Read
Only)

Style: Equipment Stylef the selected equipment. (Read Only)
Location: Location of the selected equipment. (Read Only)
Service: Select theequipment Service Reasfrom the drop-down list.

NOTE: Equipment Service Codase created undéists > Equipment >
Equipment Service Codes.

NOTE: Refer toChapter 3.14f theSupplemental Guidir further
information on equipment servicing.

Repair:
Perform a repair on-site at the customer’s locatoich as replacing
spigots or drip trays.

Serial No.: Select the equipment needing to be repaired themrop-
down list.

Equipment Type:Equipment Typef the selected equipment. (Read
Only)

Style: Equipment Stylef the selected equipment. (Read Only)
Location: Location of the selected equipment. (Read Only)
Fault: Select theequipment Fault Reasdnom the drop-down list.

NOTE: Equipment Faultare established undkists > Equipment >
Equipment Faults

Pickup:

Remove a piece of equipment from the customerilmtatue to
cancellation.

Serial No.: Select the equipment needing to be replaced fhendrop-
down list.

Type: Equipment Typef the selected equipment. (Read Only)
Style: Equipment Stylef the selected equipment. (Read Only)
Location: Location of the selected equipment. (Read Only)

Fault: Select a fault code from the drop-down list. sThill notify the
driver if there is an issue with the equipmenttszain be tagged and
reconditioned and/or repaired in the warehouse.

NOTE: Equipment Faultgre established undkists > Equipment >
Equipment Faults

Message:Any additional requests or comments can be enietedhis
field.

Promise Date: The date your staff promised this customer thdit the
request would be fulfilled.

Complete: Click the ‘Complete’ button when this customer’guiest is
completed.

Processed By The employee who received and input the information
regarding the request.

Completion Date: The date that this customer’s request was completed
Completion MessageComments pertaining to the request’s completion.
Follow up Date: The date for a future follow-up call.



Follow up by: The employee who will do a future follow-up call.

Messaging:

Delivery Message:Additional delivery information or comments caa b
entered into this field. This information is exsile to this Delivery
Order and is used on the Pre-Route Report, Handaetton the
Delivery Ticket.

(Optional) Invoice Messageif you are using custom statements, this
field is used to display specific invoice infornmatirelating to this
Delivery Order.

Other Fields:

Promise Date: The date your staff promised this customer theit t
request would be fulfilled. This date will also the date the delivery is
scheduled for.

Complete: Used to manually complete tBelivery Order When the
Delivery Orderin manually completed, the system saves the igitif
the person that completed the order (ProcessecaBgl)the date
(Completion Date) completed. The user should efger aCompletion
Messagdor others to use as reference.

Follow up: If theDelivery Orderrequires special attention, tRellow
Up button is used to alert the user (Follow-Up By)aospecific date
(Follow-Up Date).

The user will be prompted with a ‘Follow-Up Messagien logging in
to RMA once thd-ollow-Up Dateis reached.

NOTE: The ‘Follow-Up By’ and ‘Follow-Up Date ‘can be @ilted
underFile > Branch Setup > Defaultsb.

Add to Contacts:If you select this box, thBelivery Orderwill be
added to the customer@ontactstab. This option can be defaulted under
File > Branch Setup > Defaultsb.

Add to Contacts:If you select this box, the delivery order will beded
to the customer contact history so that you cacktraessage activity for
this account.

Add Info to Alert Message (Handheld Messagdnpformation about the
request to be sent to the handheld.
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Orders:

TheOrderssection of the screen allows you to attach théooosr’s
requested delivery items to tBelivery Order

| ]
X
Qrders Gty =
;I Mo tems | ﬂ EXIT

=l [
7 Total 0.00

_;l = REROET

P.0. Mo,
#4
T add to Contacts Conies
¥ Add Infa to Alert Message
HOME =

Simply click in the orders box to access Bending Ordeiscreen:
i s

P.0. No |

| B | s | ceem| | e o | X |

The customer’s assigné&kefault Productswill automatically be
displayed for quick access. Double-click on aeynitdisplayed to update
the price or quantity, or add alternate items todtder by selecting the
Addkey.

NOTE: Any items left on the screen at 0 quantity wilt@matically be
removed from the order d®ave

Additionally, you can select a ‘Gratis’ reason @plicable items or the
‘Default’ checkbox to add the item to the custora@&éfault Products
list permanently.

&/ Pending Order =S|
PO.No | Promaotion Code VI
Code Description Qty Price Gratis _ Qty. Disc. Default
|510 j|5Ga||on Distiled | 5| 5.250 v[ I

_n [a] X |

NOTE: TheQty. Discoption requires additional configuration steps.
Refer toChapter 2.01of the Supplemental Guidir further information
on this pricing option.

Previous Orders:

Additionally, you can select the ‘Previous Ordéwsy to view orders and
invoices posted on the account previously. Thishelp save time on
accounts that typically order similar items anchiifg purchasing trends.



5
Froins | o | X |

Egl-l bivid | ,\Jl CIearAIIl

The Previous Orderscreen allows you to view previoDelivery
Orders Invoices or both based on the oldest transaction dateezhte
Use the options on the bottom of fArevious Orderscreen to filter

displayed criteria.

mst | i | aff | Clear Aul ] | oo | X
Diate Invoice/Orderd#  Chyg. Code ity Price Extended MonefAddiRepl
0971642010 109112 300 2 Gallon Spring 5 10.000 Eo_onf® M ACR ;l
09/16/2010 1009160001 510 5 Gallon Distille 5 6.250 al.zs @ N ACR
09/02/2010 109114 E1E 5 Gallon Spring 5 5750 zg 75 NC ACR
@ Both  Orders (" Invoices Oldest Trans. DateIDSHGIZDwEI Q‘_,l

If you would like toAdd (A) or Replacg(R) any of the items listed on the
current order, select the applicable radio buttigpldyed next to each

item in the list:

EE

P.0. No |
Price Gratis  Oty. Disc.
‘ 6.250 |

Code Description
510 5 Gallan Distilled
835 Flastic Cups

3 Gallon Spring

2.850

[2F = o

=
ot | @ | ad | cewn| g [ Vo | X |

Date InvoicefOrder#  Chyg. Code Oty Price Extended MNone/AddiRepl.
0971672010 109113 300 3 Gallon Spring £ 10.000 S0.00C N ACR 4
0971672010 1009150001 510 5 Gallon Distille 5 6250 3125 N AR
0970272010 103114 ELE 5 Gallon Spring £ 5750 zg. 75O N ACR
|
* Both ¢ Orders © Invoices Oldest Trans. DatelDSﬁSrEmDﬂ Q‘Jl

Click OK to complete th®ending Ordeiprocess and add the items to
theDelivery Order
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Other Fields:

Copies: The format and number of copies of the order totprindicate
whether you want the wide version “W,” standard’ @, “N,” which is
similar to “W’ but will suppress prices on the gad order.
Additionally, select the number of copies to printip to 4, depending
on the format (i.e., “1S” will print one small onge

Report: Pressing the Report button takes you directiynéo
Delivery Order Follow-upscreen where you can print out a report
containing route tickets or delivery order inforinat

Browse: Pressing the Delivery Summary button takes you
directly to theLast 5 Deliveriescreen.

Customer Fast Find

The Customer Fast Findcreen is used as a tool to look up customer
information. Choose from the criteria option oa tight side of the fast
find screen. The system will search all of thédfieselected.

EE

Search Criteria I i

=] v Billing Mame

[~ Billing Addrass

[ Billing Phane

I~ Delivery Mame

I Delivery Address
I~ Delivery Phane

I~ Extra Data Fleld

™ All Phone Mumbers
= A

LILIX

A

Enter the desired information and hit ENTER onkégboard (partial
information is ok). The system will update theesar with the results
found.

Fastiind.

Search Criteria IH.W 4

ook |Billing Mame  |Delivery Hame —
100001 [HMW. Plainview|HW. Plainview

[~ Billing Phane

¥ Delivery Mame

[~ Delivery Address
[~ Delivery Phone

I” Extra Data Field

[~ All Phone Mumbers
A

: _'ILI OPEN | X |

Click on the account and choose the ‘Open’ buttohittENTER on
your keyboard to open up the selected account.




Contact Message [

The Contact Messageption allows you to quickly enter a new contact
message on a customer’s account.

NOTE: Clicking this icon while viewing a customer’s acait will
automatically open a new contact message screghd@ccount.

P
Contact Message
]
Acct. No.| 100000 @ Robert Jordan =
Spoke w\ihl Rob Datel 04/11/2012 ﬂ Time | 15:45 _—
af LY
Created By[ADM - Follow up| 04/11/2012 j Followup by|ADM  =| &4 — |
hd
Contact Reasons | Billing Inquiry = ™ Show message on payment entry  E—
™ Pricing Question ™ Error on Invaoice i
™ Meeds a credit ey
M
Message =l [=]
&
_@ |
d X
I~ Completed Completed Date| / / §| EXIT:

Fields:

Acct Number: The account number of the customer being contacted.
Spoke with: The name of the customer you are contacting.

Date: The current date.

Time: The current time.

Created By: The employee that contacted the customer.

Follow Up: The date the customer should be contacted agafolfow-
up.

NOTE: Leave the date defaulted to the current date fbtlow-up is
necessary.

Follow Up by: The employee who will follow-up with the customer.

Contact Reason:Choose a ‘reason’ for the type of message. Téiis i
can be established undssts > Customer Setup Codes > Contact
Message Reasons.

Show message on payment entr@elect this option if you would like
the current message to pop-up when entering a payonethe account.

Message:Enter the message details here.
Completed: Check this box if no further follow-up is necergsa
Completed Date:The date the customer’s request is completed.
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Print Customer Label

Use this function to print customer mailing labaisainy time. These can
contain either a “bill to” or a “delivery” address.

Print Customer Label

rOptions
, I l Frint Phone Murber ¥
Sl 12 Frint Contact Mame [
o I I Eject after printng v
Missing Labels 1]
2 - Frint Account Murnber ¥
LabelTvpelAverY al6z j
ddress
& Bill To " Deliver To ‘
Acct#
| B |oooooi =]

Last Entered: 000001

=

.| e

Fields:

Copies: The number of labels to print for this customer.

Missing Labels: If you are printing labels on a sheet that is migsi
labels, enter the number of labels to skip befoirtipg.

Label Type: If the Laserbox is checked on tHeocal Settingab, this
drop-down list will allow you to select one of tf@lowing standard
label types:

* Avery 5162
 Avery 5163
* Avery 6231
e A4-2x7

Address: Pick the address to use on the label.

» Bill To: Designates the customer’s billing address to appear
on the label.

» Deliver To: Designates the delivery address.

Print Phone Number: Check this box to include the customer’s phone
number on the label.

Print Contact Name: Check this box to print the contact name from the
Info tab undeL.ists, Customer Information.

Eject After Printing: For dot matrix printers, select this option to
automatically form feed the sheet after printing.

Print Account Number: Check this box to print the account number.
Account: The account number of the customer to print thigla
Last Entered: The account number that was last entered.



Customer Finance Assistant [

The Customer Finance Assistaalfows you to create a credit, debit, or

write-off transaction directly from any of ti@ustomer Information
screens. Additionally, you also have the abildyransfer payments

from one account to another — creating an easyiealwhen payments

are applied to the wrong account.

The Customer Finance Assistacén be used at any time. However, if

you are viewing the customer in any of tbestomer Informatiolscreens
the Customer Finance Assistantll automatically be populated with the

customer data.

The following screen appears when a customer iggbdewed in any

Customer Informatiomscreen:

Chrg. Code

X
Customer Finance Assistant

Acct Credit |Acct Dehit | ng.oﬁ'l Payrment Xfer | 100000 Robert Jordan &
Acet o [100000 |01 @ Adiusiment Mo, [030329 PO, ===
Marme | Robert Jordan ReasnnlED Etror in Delivery j .
Narrative ;l This Invoice v

_| Previous Balance 88.04 ——
Sub Total 5.00 sl

MaiurAccuum' = ooy i

Start Ti Pre-Pay Credit o.00

Date[oararzoos £] 280 102 1M [ro4z St m
ﬁ - Truckmm = Total 5.00 =
Employee ID and Name Related Invoice | 123456 e

= Total E——
1[aDm ADMINISTRATOR Adjustroe 5.00 =)

Mews Balance 83.04 T

Description Gty Frice Total Tant Serial f Batch Code 2.0 Mo Gratis | 2=
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Account Credit

The Account Credibption is used to make positive account adjustment
In most cases, only ‘adjustment’ type product catesild be used on
this screen.

NOTE: Enter positive quantities on this screen; thentjtias will be
converted during the posting process.

)
Customer Finance Assistant

Acct Credit |Acct. Diehit | ng.oﬁl Payment Xfer | 100000 Robert Jordan i
Acct No[100000 [01 gy Adiustment Mo, 030329 PO ==
Mame | Robert Jordan HeasnnlED Error in Delivery | .
MNarrative :l This Invnice v
&l Previous Balance 68.04 — 1
Sub Total 5.00 2
Major Account =2 Ly i
Start Ti Pre-Pay Credit 0.00
pate|on srz00s 5 Z90 [1012 T Jeoz A 2] .
= T T Total 5.00 =2
Emplayee |D and Hame Related Invaice | 123455 it
i . Total —
1[a0m  ~||ADMINISTRATOR Adjustmenll 500 =)
MNew Balance 83.04
Chry. Code Description ty Price Total Ta Serial [ Batch Code 2.0 No Gratis L
2 5 Gallon Deposit 5.00 0. 000 [~I[ ExIT
S
wt | @ | s | 5555] 2%

Fields:

Acct. No.: The account number for the credit transaction.

Adjustment No.: A unique identifying number for every adjustment -
usually pulls from Branch Set-up.

PO: Purchase Order number.

Name: Name of the customer. (This will automaticallydil in when
you enter the account number)

Reason: The reason for the account credit. (Credit notesBes)

Narrative: This allows you to enter a brief reason descript@mrthe
Credit.

Major Account: The major account code assigned to the account.
Date/Time: The time and date that the Credit was created.

Employee ID/Name:The employee’s ID and name that created the
Credit.

Related Invoice: The invoice that is related to this credit, forerence.

Click theAddbutton to add products or equipment that will be
credited to the account.



Account Debit

The Account Debibption is used to make positive account adjustment
In most cases, only ‘adjustment’ type product catesild be used on
this screen.

=]
Customer Finance Assistant

|

Acct Credit  Acct Dehit |Wme.0ﬁ| Payment Xfer | 100000 Robert Jordan &%
Acet No[100000 |01 @ Adjustment No. 030331 PO =
MName| Robert Jordan Reasnnl j .
Narrative ;I This Invoice v

_I Previous Balance 88.04 —_—
Sub Total 0.00 2

Major Account UER niw i
Date|srrarz00s 3 S [1019 | T [10:19 APy G o i
A = Truuklm Tatal 0.00 =
Employee 1D and Name Related Invaice | 123456 bl

Total

[apm =][2omMIsTRATOR adiustroon] 0.00 =

Newr Balance 88.04 ?

Chrg. Code Description Qty Price Total Tax Serial / Batch Code 2.0. No Gratis | —£ > |
515 |5 ballon spring | i 0.00 o.o0]  0.000 P |

at | & | s | ssi8| 7%

Fields:

Acct. No.: The account number for the debit transaction.

Adjustment No.: A unique identifying number for every adjustment -
usually pulls from Branch Set-up.

PO: Purchase Order number.

Name: Name of the customer. (This will automaticallydil in when
you enter the account number)

Reason: The reason for the account debit.

Narrative: This allows you to enter a brief reason descriptmrthe
debit.

Major Account: The major account code assigned to the account.
Date/Time: The time and date that the debit was created.
Employee ID/Name:The employee’s ID and name that created the
Related Invoice: The invoice that is related to this debit.
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Write-Off

The Write-Off option can be used on accounts that are uncdbliectdn
most cases, only ‘write-off’ type product codesdidde used on this

screen.
Customer Finance Assistant
Avct Credit | fcct Dbt Write-OfF | Payment Xfer | 100000 Robert Jordan &%
Acct Mo 100000 |01 @k Adiustment Na [030332 F.O. =
Name | Robert Jordan Reason| 0T Other j 4
Marrative ;l This Invoice v
_I Previous Balance 88.04 —1
B s
Sub Tatal 21.52 s
Major Account Tk e i
pate oo ooz 2 2% [1oan | T® [roz0 Pre-Pay Sredit f.on =
A — L | Tatal 31.52 (=]
Employee I and Name Related Invnlce|123455 @
faou =] [aominisTRATOR Adjustras 2152 &
Hew Balance 6652 | |
Chrg. Code Descrigtion aty Ptice Total Tax Serial f Batch Code 2.0, No Gratis L
360 [iRITE OFFS 1 21,52 21.5q  0.000 T ERIT
Bl
ot | @ | ot | ssis| 25 |

Acct. No.: The account number for the write-off transaction.

Adjustment No.: A unique identifying number for every adjustment -
usually pulls from Branch Set-up.

PO: Purchase Order number.

Name: Name of the customer. (This will automaticallydil in when
you enter the account number)

Reason: The reason for the write-off transaction. (Writef@Basons)
Narrative: This allows you to enter a brief reason descript@mrthe

write-off transaction.

Date/Time: The time and date that the write-off transactios weeated.
Major Account: The major account code assigned to the account.
Employee ID/Name:The employee’s ID and name that created the

write-off transaction.

Related Invoice: The invoice that is related to this write-off transon.



Payment Xfer

The Payment Transfeoption is used to transfer a payment from one
account to another. This is helpful when a payrhastbeen entered and
posted to the wrong account. This process wikhizre negative payment
on the original account and a new payment on theecbaccount.

1. Enter the account you want to transfer a paymem fr
2. Press [TAB] or [ENTER] to view the payments on #ueount.

3. Highlight the payment and click ‘OK’, or double-aki on the
desired payment to transfer.
|

Enter the account you want to transfer the payment from and then press [TAB] or [ENTER] to view the
payments. Then highlight a payment and click OK or double click a payment to transfer
Accl. No, | 100000 (]
Date Amount CheckMNo.  Batch
04/01/2008 | 35.84 [ =]

8544 [1245 |

02/28/2008 |

ok | X

4. Enter an account number to transfer the paymeiaina click
‘ENTER’ to complete the transfer process. Doest@mer
Type call for a new screen shot here?

T
Payments
Acct No.[000116 BankAccount[s | Admiral Bank #
Amount Paid A48 Document D =
Fayment Date[04/04/2008 4] Batch No. Employee[aDM - Y
Chesk Date [03727/2008 4 Narne [Express Food and Fuel =
Route | & [ Address | 122 E MAIN Ceres, GA F
Account Balance 376,34 Payment Type [Check  ~ E
Unapplied Amount i CheckiCoupon No.[1548
Posting Hold. I~ M |
Discount Amount 000 L
note &
Transfer from Acct. No. 100000 =
AcctNo.__Invoice No Dite I At Pending Open Amt =]
000116 [0102872 [tonsza07 [ 37634 [ om0 [ 37634 [Tz &l e
EXIT
*To sor, clik on headers above T A 97634
#
T~ Show Check

276 « Chapter 5B — Help

Route Manager Advanced User Guide B



Other Module Bar information:

[ currentPeriod: AUG

| current Period: This button displays the month or
period that RMA is currently working in.

Current Language: This box shows what language RN\
currently set to as defined irocal Settings.

Messaging: This button turns messaging on or off.

El Conversation:Select this icon to instant message other usetsrwit
RMA (requires ‘Use Conversation’ withBranch Setup

ﬂ Find Customer AddressSelect this option to access #dvanced
Mapping Moduldor customer address information.

El Web MessageSelect this option to view recent bulletins puldigh
by ARS.

Import Documents: Select this icon to import documents using the
Electronic Filing Module

Automated ProcessingSelect this icon to access thatomated
Processing Module

Sales Counter:This button will show total sales for the

day. Toggle between ‘My’ and ‘Group’ saledy’ will show your
sales for the day an@roup’ will show the different group(s) sales as of
that moment (right-click the Sales Counter buttmnrhore options).

NOTE: Employee Groups must be used in order to usduthigion
properly.




Chapter 5B — Help

Overview

TheHelp pad gives you access to system help as well amiation
about the program.

Contents
Day-to-Day Operations

Technical Suppart
Connect Via GoToMeeting
Connect Via SimpleHelp

Print Manuals

www, ARS 247, com

Modules »

About RMAdvanced

In addition to online help in a number of format® maintain a full
support staff to answer your questions and prosaletions for optimal
system performance. E-mail support is the reconaieérormat for
written communications and allows us to get backao quickly.

No matter which method is best for you, you willvays get the help you
need.
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Contents

The Table-Of-Contentsption will allow you to quickly search the RMA
User Guides A&B

NOTE: This option requires an active internet connectio

TOC =R FTETAPXRGR OB PO
Chapter 1 - Overview =
Chapler 2 — Management Guide Route Manager AdvancedO
Chapter 3 - Setting Up Your Systq

Chapter 4 - Using Your Deskiop H
ser Guide-Pa
Chapter B — List Information

Chapter 7 - Daily Processing ang
Chapter 8 — Overview
Chapter 8 — Reports

Chapter 10 =Handhelds o o

Crater 11 _Tools Introduction — Transactions
Chapter 12 —Help

| Anpendix A End-of-Month Proced,
| Anpendix B: Operating in a Multi-1|
Appendix C: Customer Notes

Day-to-day Operations

This option is currently in development.

Setting Up the System

Chapters

Day-to-Day Operations
Setting Up Route Data

Whenthe

SO L

Servicing Equipment

pinte holste memory cand, tc.

Maintaining Spare Units
sasl spesion.

Using Service Agreements

suppot Web site at "srww ARS24 com!

Obtaining Priority Service




Technical Support

Select theéTechnical Suppormption to access theutotaskportal that
allows you to view and submit inquiries to ARS.

If you have not received login information for thatotaskportal, please
contact us aBupport@ARS247.conwith the following information:
First and Last Name, Company Name, Phone NumbdrEavail
Address.

.‘?.‘ADVAN TAGE

4 as ROUTE 8 YATEMS

I Remenber 4

Linauthorized sccess is prohibited

Resat vour pasossed

To access the Autotask portal outside of RMA, use:
https://clientaccess.autotask.net/default.asp?&254

Each inquiry reviewed or submitted will be assigaaghique ticket
number that allows you to easily view and trackitbm(s).

Contact Us

Whenever you need assistance, we are just a pladirera@y. Listed
below are our main contact numbers:

e Toll free tech support: 888.294.7688 (in the U§pn
e Fax: 1.775.263.8426
e E-mail: support@ARS247.com

You can also view oufrequently Asked Questionsectionon the Web
site. http://www.ARS247.com
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Tech Support Remote Connection

ARS utilizes theGo-To-Meetingprogram to allow our technical support
staff to access your PC.

Tech Support R

Meeting 1D I

o | X |

Fields:

Meeting ID: This will be supplied to you by a support stafmber
during when remote support is required.

Connect via SimpleHelp

This option allows you to connect with an ARS tdctan during support
calls.

Print Manuals

Select this option to print various documents #dratavailable within
your version of RMA.

TSI

Select Document to Print.

FecEfoﬁce.,*l =1 | » |




www.ars247.com
Choosing this option will link you to theww.ARS247.conWeb site.

HHOANL TG T PRI R RN S & FICKL

ROUTE MAMAGER ADMARLED

© My AutoTosk B Salutions

Welcome to ARS247
YOUR RESOURCE CENTER FOR SUPPORT Eaa

Modules

The Modulesoption has been created to offer helpful link$otons and
documents needed for optional modules. This l&y e updated
periodically.

Authorize.net Application Forms

The forms that are required to be completed whgmirsj up for service
with Authorize.net (Electronic Funds Module)
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About RM Advanced

If you want to know the current version of the safte or phone
numbers for technical support, select this option.

& T

> \.’ersmn 600t BuildB6055 Date 03114/11 Bottled Water

Enterprise
/Advantage Route Systems, Inc. Registered To:
147 South Broadway Advantage Water Company
Turlock, CA 95380 147 South Broadway
Phone: (209; 632-1122 Modesto
Fax:  (209) 6325868 . % Serial#: 58009228000IHQ
E-Mail Sugp_ort%ﬁ@nt% eRS com HH Licenses- 20
Web site www AdvantageRS com I Cod 'AD\;"ANTA
\Version 600t 6055 Date 03/14/11 &
|©15894-2008 Advantage Route Systems Inc. System Date 03/15/2011

System Time 09:59:53
Made in the USA E

%K Tables | Error Log |

Contact information, as well as your serial numizedisplayed on this
screen. In addition, you can select the followbugtons:

Modules:

Select the ‘Question Mark’ icon (next to tBerial#field) to view
your available optional modules. Any modules pasgd by your
company will be marked with an [X].

Optional Modules x|

] Electronic Funds Trans. (EFT)

] RMA Docking
1 Sparkletts

[ 1 Culligan

[¥] RDEX

[¥] FAX Server

[ 1 Argentina

[¥] EDI

[ ]EM2000

[ 1 Perpetual Inventory (PAR)

[¥] Bulk Statements (Matrix)

[¥] Advanced Communications

[¥] Desktop Mapping

[¥] Package Plan

[¥] Buy [ Gets

[ ] Equipment Service (2.5)

[¥] RMLive

[ o |




Tables:

Click this button to view diagnostic informatiohaut the system
data tables and your active directories. You caalisthrough this
information or exit by clicking ‘OK’.

PE]
Database File Status

Database Mame Records Deleted
RMRDGADDRESSMAP.DBF 0 0 ﬂ
RMRDGADHOCSTOCKLEVELS.DBF 0 0
RMRDGBATCHIDLOOKUP.DBF g 0

RMRDGCHK.DBF 65 0
RMRDGCMNVRSN.DBF 0 0
RMRDGCOMMAND.DBF 50 0
RMRDGCOMMUNICATIONLOG.DBF 5 0
RMRDGCOMPANY.DBF 1 0

RMROCCNMRPT NRF n n LI

%K |
Program Directory D:\RMA_PROGSIRMA
Data Directary D\RMA_PROGS\RMADATAL

NOTE: In the right column, you may notice deleted resorlf you
have many files that contain deleted records, ymuls rebuild your
tables. To do this, go file, thenRebuild Data Files This will remove
deleted items from your files. We recommend ttmat sebuild your files
at least once a month.

Error Log:

Click this button to view a report of all errofgt have occurred
when RMA has been in operation. You will see arepimilar to the
following:

i Report Designer - imrdgviewerrorlog.frx - Page 1

Error Log

06/05/2002 10:06:44 PM - ADMINISTRATOR - Error: 0O - Line: 0 - Method:
User: ADMINISTEATOR Logged out of Rm2000. [RMRPGREFRESHHMENU]
06/08/2002 07:36:18 AM - ADMINISTRATOR - Error: 17158 - Line: 35 - Methc
RMRFGREFPCRT-> TMPREPORT-> RMEFGREFPORTZ-:» FORM1.INIT-> FCORM1.CRITERIAFRE
Message: File oi'rm@rm2000apsdata’\rordglstprod.dbf is read-only.
06/08/2002 08:22:18 AM - ADMINISTRATOR - Error: 0 - Line: 0 - Method:
User:ADMINISTRATOR Femoved [ADMINISTRATOR] from FmZ0OO0O. [RMRIGWHOION]
06/08/2002 08|:22:21 AM - ADMINISTRATOR - Error; 0 — Line: 0 - Method: ';
v

When you generate this report, a printer icon aplbear on the module
bar. If you are experiencing errors, this repdlt&nable our technical
support staff to help you solve any problems yowy tmaexperiencing
with your software.

When you close the error log, you will see thedwaiing screen:

9 :
“‘.f) Clear Errar Log?

Yes (] |

Click YES to clear the errors in the error logctick NO to save the
errors.
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Appendix A: End -of-Month
Procedures

Overview

We have provided a checklist you can follow for geh procedures on
theMonth-Endprocess. Using a checklist will help you staytask and
avoid problems once you have established yourmeulti

NOTE: Refer toChapter 3.12f theSupplemental Guidir further
information on theMlonth Endprocess.
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Checklist

Below is a checklist of steps to follow during tenth-Endprocess. Depending on your
company, some of the steps may be omitted.

Time: Who: Month End Processing Checklist

1. Post last batch of regular
transactions
2. Back-up Data Files

3. Generate Rent Charges/Rents
Not Billed / Post Rentals
4. Generate Recurring Billing
Charges/ Post Charges
5. Generate Over-Usage Charges
(Package Plan Only) / Post
Charges
6. Generate Monthly Package Plan
Charges (Module) / Post Charges
7. Calculate Administrative
Charges / Post Charges
8. Calculate Credit Card Payments
/ Post Payments
9. Calculate Late Fees / Post
Charges
10. Print Monthly Reports:

« Business Pulse Report

e Aging Analysis

» Sales Detail Report

* Any other relevant reports

11. General Ledger Posting Report

12. Customer Statements
13. Close Period

Complete: Start next month’s
processing
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Appendix B: Operating in a
Multi-user Environment

Overview

If you are running the RMA in a multi-user enviroant, there are
additional issues that you will need to addresisesE issues include
setting up the system, using the proper hardwaa@aging daily
operations, and providing additional support.

Typically, a multi-user system requires additiosabport by the system
administrator due to the number of users and a wmm@lex
environment.

Hardware Set Up

Generally, there are two ways to set up a multi-ggstem.

First, if you have a dedicated network server saghVindows Server
2003 (our recommended choice) the data resides@ramputer - a file
server - and all users access that informatioraiatwork connection.
Up to 999 users may be connected to the networkvaayduse the RMA
package simultaneously depending on your netwosigdeand
configuration. This method establishes a secuveg@mment, easy
backups, and the best performance available.

The second choice is to set up a workgroup andydate one
workstation as a server from which other usersacaess RMA. This is
generally acceptable for up to ten users. It iregally better that the
data host not be your heaviest user. This optaonbe used when cost is
a factor. You can later upgrade from workstatitman actual server.

User Licenses

The RMA package comes with a single user licengsu will need
additional licenses for each user. The maximumbarmof concurrent
users determines the number of licenses you need.

This means that no matter how many network workstathave the
package, the number of concurrent users will bédinto the number of
licenses obtained.
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Logging In

In a multi-user environment the login prompt shake names of all
users currently logged on to the system. It afewigdes the maximum
number of users allowed. Once this number of usaeached, no one
else can log on. If the number of users neediggaonsistently
exceeds the number of licenses you have, you slemgjdire additional
licenses to meet the company’s needs.

Multi-User Functions

Most functions in RMA are multi-user. The followgris a partial list of
the activities that can be done while more thanpmerson is on the
system.

e Customer lookup

* Most List functions

» Entering payments

» Entering invoices

» Uploading cards (afternoon card function)

» Downloading cards (morning card function)
» Posting transactions

e Printing statements

e Printing most reports

If a user is editing a customer record, multi-Usatures may be delayed.
A message on the screen will alert others to teiayd

NOTE: While accessing a data record, if the bordehefdcreen turns
to a "hot pink”, this means that someone elseréadly editing the record
you are requesting to modify. Allow them to finiteir editing and try
again. This prevents data corruption.

Single-User Functions

There are a few processes that must be complet@dgte user mode.
Your screen will warn you if there are other usarthe system at the
time you attempt a single-user operation.

To prevent any corruption of data you will not Blewed onto the
system until the single-user function is completed.

Some features that require sole access to filePareod Close, General
Ledger Postings, Rebuilding the Data Tables anétipgl your software
via the web or by CD.

Updating Programs

For the reason stated above, all users must bef tl¢ system when you
are updating your program.

This is true whether you update your system by l@f2rnet, or if ARS
or your support provider does it remotely. Theatpdorocess can take
from 5 minutes to over 2 hours depending on thehotttised. Please
plan ahead to suspend your normal operations lnoggh to complete
the update process.
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Clearing Out Logged in Users

Once in a while, a user can get “stuck” in the syst This can happen
with network problems, power outages, a failed eera bug in the
program, or many other reasons. Should this ogaerally one person
can get into the program and accessAtiministrationscreeroption
underTools SelectUsers Currently Logged InThis will show all users
that are in the system. If a person is not rdathged in, select the user
and then the trash-can icon. This will clear tet iser so they can login.

Troubleshooting

Due to the number of variables involved, i.e. coteps) network cards,
cabling, servers, printers, routers, users, étcari often be difficult to
pinpoint the exact source of the problem. CheakWab site or call us
for assistance in troubleshooting your system wmanare in a multi-
user operation and cannot sort out a problem.
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Appendix C: Customer Notes

Overview

The RMA package provides two general ways to regutatactions with
customers. These are:

» Office Messages
« Handheld Messages

Each of these message types is explained in meaé delow and can be
found under th&€ustomer Informatioscreen.

NOTE: In order to maintain an accurate record of imgrariccount
information, it is important that each operator ersdands the purpose of
the message box and uses it consistently.

Office Messages

Note
I e
Lsed to record permanent notes ahout the -
"persanality of the customer. Messages such as
"Mever pays an time" ar"Always confirm special ;|

This information box is used to record permanem¢sabout the
personality of the customer, such as: “Never paysme,” “Promises a
check and always sends it late,” or “Always speitk Winda to confirm
any special orders.” These messages are onlyagisplon the screen,
and the customer will never see them. Nwteoption can be found
underLists > Customer informatigron thelnfo tab.

Route Manager Advanced User Guide Appendix C: Customer Notes « 291



Statement Message

Staternent Message

A customized message for each accaunt that prints ﬂ
out on statements.

i.e. "Give this staterment to Mark in accounts payahle

ar "FProducts delivered under this invoice gualify under
the Mational Atmospheric plan®.

[

On the customer’s statement, you can print a cugtmhrmessage such
as, “Give this statement to Linda in accounts payabr “The products
delivered under this invoice qualify under the Naél Fair Atmospheric
plan,” or any other message specific to this custonT heStatement
Messagean be found undéiists > Customer Informatigron thelnfo
tab.

NOTE: If you want a message to appear on every custsistatement,
you can use th8tatement Notesption undet.ists > Customer Setup
Codes > Statement Codes
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Contact Messages

s )
Customer Information
A 000102  Advantage Route Systems | I e
Info | § | Credit Contacts | Rolite | Froducts |
Spoke with Date Time Message FiU by Follow-up By Reasons Completed #
Equipment Mo|01/09i2007 [15:37 |Equipment ID 920101120 Installed N IADM ﬂ @
HH Cne Time |08/10/2005 [10:30 |[{Outoflce Customer requir N il —
American RY A08/04i2005 Sales Mote From Handheld 08/09/2005 a
08/3002001 [10:41 |This cooler quitworking last Friday [« 10/02/2001 |ADM v
@ |
= [ =
)
ot | @ | o/ |ad? | B O | @ | X
Conlact Message Filier. [ Dalivery ¥ Mo Reasons EXIT!
¥ Finance ¥ Ungrouped Reasons
¥ Other I~ Select All
=1

This area provides an ongoing history of eventstihse transpired
between you and the customer. These messagexggeslwithinLists
> Customer Informationgn theContactstab.

Many different types of messages can be enterellidimg:

Automatic MessagesThese are messages that are automatically added

to theContactstab each time a certain event occurs. This celnde:
credit card processing approval, equipment trassfefephone
messages, route driver messages, returned chexketlzer events.

Manual Messages Any system user can select this tab and enterr sho

message describing contact with the customer. darisnclude phone
conversations, promises by the customer to papaide, requests to
change an address, and more. You can also eftkow-up date and

the system will remind you to take further actiantbe account.

To Add a newContact Messagehoose modify and select the ‘Add’
button on the bottom of theéontactstab. A screen similar to the

following will appear:

A 000102 Advantage Route Systems |

[Fifin | i | Credib - Contacts |Rnula | Froducts I

Spoks with| Albert

Created byIADM it
Contact Heasnnsl Billing Inquiry

™ Pricing Question
™ MNeeds a credit

Date[ati17i2007 3

Follow-up [ 0111 mnmﬂ Follow-up by| DM = &2

Time|11:18

™ Show message on payment entry
[~ Error on Invoice

I completed

oflox

|

Completed Date | yr é’

X

Enter the necessary information and click ‘Ok’. oGke the ‘Save’
option withinCustomer Informatiomo complete the process.
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Handheld Messages

Many messages can appear on the handheld comfutese messages
can be entered undkists > Customer Information > Roytand click
the Message®utton. A list of the possible messages is inetutelow.

A 000102 Advantage Route Systems |
[y | i | Creditl Contacts | Route | Products |
Alett Message One Time Message Stop 01 of M
[ilert messages will - Similar to Alert Message = ﬁ *
appear on the Handheld as but only appears during Begin
drivers get ready to the dates specified. 0912072001 él
service the account.

i.e. Will be on vacation Eil %K
i.e. hlyays see manager from 12/12 - 12/18. l—thZIZUEH ﬂ
before delivery!!! as @

Open Hours
=l = | =

Driver Directions Site Instructions Invaice Messages
Driver Notes are ;I Additional site ;I Invoice message, ;I
available from the route instructions. customer specific, to
ENtry screen so drivers print on Handheld.
now hov to get to the i.e. Never leave more
next stop. This hotes than 15 itens. i.e. Thank you for your
can autonatically be business.
populated with Adanced
Mapping.

Alert Message

This message appears on the handheld as the firsteselects the stop
to make a delivery. Like all handheld messagesetis no maximum
length restriction. If more text is entered than ¢it on the screen, scroll
bars provide easy access to the additional linésxbf

One Time Message

The one-time message is just like the alert messagept it will only
appear on the handheld for a period of time duttieg‘start and stop
period”. This is useful to remind a route drivenem a customer may be
on vacation and will not require a delivery.

Driver Directions

To help the route driver locate a customer, insibas can be entered in
this message area. Typically, this would inclutleet names or
landmarks such as “Last house before the creekGorone light east
on Meridian before turning right on Maple Street”.

Site Instructions

This message provides on-site instructions foivdeji. For example,
“Bottles are located in garage next to tool shap,”Place a full bottle on
the cooler each time”. While site instruction silcbinclude, “Beware of
the big dog”, it may be better to enter such a agss$n the Alert
Messages that appear when the driver comes tddpe s

Invoice Messages

Use this space to put a special message on théndlaindelivery receipt.
This might include a Purchase Order number, spéw#iuctions such
as, “Accounts Payable will require one copy as waslthe signing
party”, or “This invoice must be paid under agreat-8384 which
requires payment in five days”. No special forimatiis required for this
message.
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Index

A

Account Number

Changing 229
Accounting

Reports 12
Accounts Receivable 9
Administration 248
Afternoon

Data Transfer 187
Aging Analysis 41
Alert Message 294
Authorization Codes 84

B

Branch

Report 174
Branch Codes List 163
Business Flash Report 60
Business Pulse Report 60

C

Calculator 261
Calendar 261

Route 212
Card Override 199
Change Customer Names 230
Change Equipment ID’s 233
Change Route Schedule 209
Charge Codes 239, 253
Clear Pre-Postings 251
Collections

Accounts 42
Commission

Class List 174
Communication Reports 75
Consolidate History Data 251
Contact History Messages 78
Contact Reasons List 160
Contact Via Codes

List 161
Contents 279
Cooler Lease Payments 222
Cooler Payment Schedule 225
Credit Classes

List 159
Credit Note Reasons

List 170
Custom Reports Menu 175
Customer

Delivery Calendar 116

Deposits Report 49

Equipment List 101
Fast Find 269
List 154
Notes 291
Refund List 47
Route List 99
Starts and Stops 59
Without Equipment Report
132
Customer Credit Limit Report
46
Customer Finance Assistant 272
Customer Purchases Report 95
Customer Status Code List 157
Customer Type Codes List 159
Customers
Without Deliveries Report
103

D

Daily Sales Report 23
Data Integrity Checks 249
Day-to-day Operations 279
Default Products

Adding and Removing 235

Changing 237
Delete

Route 211
Delivery

Request 262

Statistics Report 94
Delivery Order Reasons List

163

Delivery Order Status 88
Delivery Orders 262
Delivery Orders Report 75
Drag Unserviced Routes 208
Driver

Directions Message 294

Summary Report 63
Dunning

Notices 151

E

Editing Functions 261
Electronic Commerce 2000 218
Electronic Filing 2000 218
Employee

List 173
End-of-Month Procedures 285
Equipment 121

Master List 122

Sold 129

Style List 123

Type List 123
Equipment Movement Report

128

Equipment Service Report 125
Equipment Warranty 130
Extending Route Calendars 212
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F

Field Data Collection 9
Finance Charge(s)
Codes List 158
Frequency Codes
List 161

G

General Ledger

Account Usage 170
Global Changes 229
Graphs 175
Gratis Reasons List 167
Gratis Sales by Route 92
Group Area Codes

List 162

H

Handheld
Messages 294
Options 177
Technology 9
Transfer 178

Help 278

Inactive Accounts 45
Inventory

Status Report 135
Invoice

Lookup 13

Messages 294

Open 15

Paid 17

Reprint 12

K
Key Point Index by Route 71

L

Language Maintenance 255
List Reports 153

Load Card Data 188

Log Report 80
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