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Chapter 2.03: Customer
Notes and Employee
Messages

Overview

In order to keep accurate and detailed records of
important information on your customers’ accounts,
the Route Manager program offers a variety of fields
that allow different types of messages to be entered
and stored.

The messages are divided into two categories:
B Desktop messages
P Handheld messages
Each option is covered in detail within this chapter.
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Desktop Messages

Desktop messages are used to store, or display,
information about each customer individually.

Customer Information Note

This information box is used to record permanent notes
about the customer. Messages such as “Never pays on
time,” or “Always speak with Linda to confirm special
orders” should be recorded in this area.

The ‘Note’ option can be found under Lists > Customer
Information, on the Info tab.

Wi Custemer Information - 080002 = = ==
i [____soLoservice |
Customer Information ——
080002 MAYAN RESORT | PaST DUE 49.95
Info ‘ﬂ Invoices I Cred\t‘ Payment Info I Contacts ‘ ‘ ‘ I I
Acct. No. | 080002 Customer Type |[R | Residential Account Home Branch | 0001 +| TURLOCK BOTTLED WA ]
8ill T Contact Infu
Name Phone B Ed Fax
[MaYaN RESORT [202-a56-1111 - - —_—
ZIP Code Wark Phone B Ex Cell aF
j 05383 - | Detail ﬂ [-- - -
Address Contact Contact Phone B
[9521 MORTON DAVIS DRIVE E [202-458-1111 _ " |
‘ Billing E-Mail = =]
doconnell@advantagers.com
[PaTTERSON cA e y
Extra
Store Number x
Legal Name Sales Rep 1|8J +|  EnteredBy E—
‘ Rep2 | SalesRep3 hd
ot =] Major Account Code >
5torzFront
Reset eStoreFront Account ars test
=l Disable eStoreFront Login [~

NOTE: The Note field is not to be used as a history
of contact with the customer. History is stored
under Contact Messages, described after Statement
Message within this chapter.
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Statement Message

You can print a customized message, specific to the
customer, on each statement generated.

This message can be entered under Lists > Customer
Information > Credit, on the Billing/Statement screen.

B Customer Information - 080002 =] @ ==l
i oo service |
Customer Information Holp SERvice
0380002 MAYAN RESORT ‘

PAST DUE 49.95
Info I !»‘ Invoices  Credit ‘Paymemmm} Cnntamsl I ‘ 1 I ‘

Status/Contract ‘ Credit Terms |B\\Ungf5|a|emen( CMC Settings ‘ Additional Flags ‘ Reward Points ‘

Pricing and Promotion Master / Sub Billing Ogtivns —

Price Level | Default -
Open Invoice [V I™ Master Bill
i Waster Bill Acct No -1
Pramotional Price Group - I Consolidated Stmt

I™ Use Bill To Address from Sub Account for Invaice

Refund Check Code hd
Period Discount Code v Statsrnant Ogtions 7ﬂ
EDI Code - Statement|S  «| STANDARD

Statement Cycle

2nd Statement| -

Equipment Feni Opiions Rent Invaice [~ >

Rent Calendar | Rent Calendar 1 hd Statement Message 1

Statement Billed Rent [~ ﬁ =1
=l
If you would like a message to appear on every
customer’s statement, enter an ‘Accounting Message’
or ‘Statement Note’ under Lists > Customer Setup
Codes > Statement Codes, on the Messages tab.
Wi Statement Codes - C [=][=]=]
Statement Codes
Loyout  Messages | gl Frequency | | c Commercial Accounts
3[a[eme’”#d;J\l[:r/;’\ae‘TURLDCKEGTFLED ‘WATER
Address| 3201 LIBERTY SQUARE PARKIVAY T |
‘ —_
[TurLOCK CA 95380 —
Email Address| customersenvice@tikbw.com |
Web Address|
cumpaaneg.Nu.\
VAT Reg. No.| =]
Phone| 209-632-1122 [ Use Customers Home Branch Address
Fax| —_—
Header Loga 53“1.1'"1"5“";” = |
*********** SIG OR AUTOMATED PAYMENTS TODAY*t+#ssssssns =l
A LATE FEE WILL BE ADDED TO PAYMENTS RECIEVED MORE THAN 25 DAYS AFTER THE DATE OF THIS STATEMENT h;
=l
JTELL—»\—FR\EN; about us and receive 10 GALLONS FREE i|
FEEERERT WE NOW OFFER PAPERLESS BILLING SIGN UP TOAY ##esasess h j
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Contact Messages

The Contacts tab allows you to record an ongoing
history of events that have transpired between you and
the customer.

These messages can be entered under Lists > Customer
Information, on the Contacts tab.

Wi Custemer Information - 080002 =l ® ==
I |____soLoservice |
Customer Information ——
080002 MAYAHN RESORT | BAST DUE 49.95
Info I ﬂ Invoices I Cremt‘ Payment Info :Gomaclﬂ Route \ Route Info \ Products ] Equipment \ Stop H‘S‘””I Orders ] #
Spoke with Date Time Message F/U by Follow-up By Reasons Completed 7@
Equipment Move [05/01/2015 [13:28 [Equipment ID 0121 Installed il 4D
Route Schedule Q08/27/2014 1251 [TLK Route Schedule Partially Cleared a il ADM 7
Route Schedule Q08/27/2014 [12:51 [TLK Rescheduled To [B10] il DM — 1
Route Schedule Q08/27/2014 [12:51 |TLK Route Schedule Partially Cleared a il DM ol
Route Schedule G08/27/2014 [12:51 [TLK Rescheduled To [B08] il [ADM —
8|
EXIT
=
}
=3 E
Contact Message Filter ¢ GEN v Complaints
¥ BILLING ¥ No Reasons
W DELIVERY ¥ Ungrouped Reasons
W ROUTE INQUIRY ¥ Log Message
I~ Selectall

Each desktop user should make this their primary way
of documenting conversations with each customer.
Many different types of messages can be stored on the
Contacts tab, including:

Automatic Messages: These messages are added
automatically to the Contacts tab each time an event
occurs. This will include credit card processing
approval, equipment transfers, Telephone Requests,
route driver messages, returned checks, and more.

Manual Messages: Any system user can enter a short
message describing their contact with a customer. This
can include phone conversations, promises by the
customer to pay an invoice, a request to change an
address, etc. You can record the date and time of the
contact and note who you spoke with, along with a
message of up to 120 characters. Additionally, you can
enter a follow-up date that allows the system to
remind you to call a customer, or take some other
action at a future date.
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Message Entry (Desktop)

The Message Entry option (located under File >
Messaging) allows you to pop-up messages for users
based on the following criteria:

4

Route Message: These messages will pop-up
within Customer Information on any customer
assigned to the route selected.

Branch Message: These messages will pop-up
on any customer assigned to the branch
selected.

Employee Group Message: These messages
will pop-up for any employee (when accessing
Customer Information) that is assigned to the
Employee Group selected — refer to the User
Guide for Employee Group setup.

Customer Message: These messages will pop-
up within Customer Information when the
account number entered is accessed.

NOTE: For information on the remaining two
messaging options, refer to the Handheld Messages
section.

i/ Message Entry

Message Entry

Message Type | 1-Route Message j

Route | A -
Reason|1 -
Entered by| ADM
Message
StartDate | 1/ = Time [00:01
Expires Date | // = Time [23:59
Entry Date [0810512015 2] Time [13:01

2x[e oo el < <[ o

NOTE: Message Entry Reasons need to be
established before using this option, under File >
Messaging > Message Reasons.
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Select the Add option to create a new message, and
enter the required information; for example, the
message below displays a ‘Customer Message’ that will
be active for five days (Start Date 05/19, Expires Date
05/24).

i/ Message Entry [E=R[Ech
Message Entry

Message Tvpe|4-Cuslumerrv1essage j

Acct. No.| 000082 B
Reason |1 - Reason 1
Entered by| ADM

Message
Please suspend future deliveries until this account has cleared AF‘I

_5a |
_& |
Start Date | 06/05/2015 él Time | 00:01
Expires Date | 06/08/2015 él Time | 23:59 X
Entry Date | 06/05/2015 él Time | 13:06 J

Once you have entered all of the information, click
Save. All active messages will display as ‘Active’ on the

screen:
i Message Entry o] =@ =)
Message Entry
#h
Message Type|‘.-- 1 B J E
Acct No.[000082 g
Reason|1 Reason 1 |
Entered by| ADM
Message i
Please suspend future deliveries until this account has cleared AP et
[® |
Start Date | 06/05/2015 él Time | 00:01
Expires Date | 06/08/2015 él Time | 23:59

g

af EXIT
Entry Date | 06/05/2015 EI Time | 13:06
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When employees access this account on the desktop, a
message similar to the following will be displayed

automatically:
7 Customer Information - 000082 [ol®m|[=]
Customer Information WACTIVE e sspEES
000082 M CALIFORNIA OUTDOOR HOME
Info ‘ $ ‘ Invoices ‘ Credit ‘ Payment Info ‘ Contacts 1 Route I Route Info I Products 1 Equipment ‘ Stop History 1 Orders I M
Acct. No. | 000082 Customer Type | Commercial Account Home Branch | ¢ TURLOCK BOTTLED WA
ill To Contact Infu -~
Name Phone et Fax & v
[ CALIFORNIA DUTDOOR HOME D =i N N 3
ZIP Code =
Entered by| ADMINISTRATOR Datemime[osi0s2015 @ 13008 [
05381 || D
2 | Status [ Message = =
Address
[PoBOXBBO Reason 1 —
‘ Please suspend future deliveries until this account has cleared AP =
[TurRLOCK i
Exira 5
Store Number LS
EXIT

Legal Name Start Date | 06/05/2015 él Time | 00:01
Expires Data’mﬂ T\ma’ﬁ %K ﬁ

flotz

Major Account Code
= -

StoreFront
Reset eStoreFront Account <Not Signed Up>

=l Disable &StoreFront Login I~

The Message Entry options allow managers and
administrators to easily convey information to their
users without much data entry.
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Handheld Messages

Handheld messaging options allow you to relay
important information to your drivers while they are in
the field. The types of messages vary, from simple
reminders, to onsite instructions.

Messages (Customer Information)

The Messages option allows you to define messages
that will pop-up on each driver’s handheld.

This option can be found under Lists > Customer
Information, on the Route Info tab.

Hif Customer Information - 000082 =l B s
Customer Information — S
000082 M CALIFORNIA OUTDOOR HOME
Info I ﬂ Invoices I Cred\t‘ Payment Info I Contacts ‘ Route :Route Info lPrudums I Equipment ‘ Stop H\smwl Orders I #
Messages Purchase Order ‘ PreCalling ‘ Site/Water Analysis | Other ‘ =
&~
Alert Message One Time Message  Begin| // é‘ Qpan Haurs -
El End| /1 2 -] —
| j‘ r
@ - Detailed Open Hours
_® |
= = s
Last Update / / a9 Last Update / / g — ]
EXIT
Driver Directions Site Invoice Messages
LastUpdate/ / : : AM() Last Update / / A0 Last Update / / g
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Once the Messages option is selected, the following
screen appears:

B Custemer Information - 000082 =l B ==
Customer Information — S
000082 1 CALIFORNIA OUTDOOR HOME
Info I ﬂ Invoices I Cred\t‘ Payment Info I Contacts ‘ Route :Route Info lProducts I Equipment ‘ Stop H\swrvl Orders I 4
Messages Purchase Order ‘ PreCalling ‘ Site/Water Analysis | Other ‘ =
a
Alert Message One Time Message Begin| // é‘ Opan Haurs v
E End[ 77 g 5|
2 v,
@ _ Detailed Gpen Hours
% |
= E e
Last Upsate T Last Upsste oAU ]
EXIT
Driver Directions Site Instructions Invoice Messages

Last Upsate soAm Last Upaate Mg Last Upsate A

Alert Message: This message will pop-up on the
handheld as the route driver selects the stop.

One Time Message: This message is similar to the Alert
Message, except it will only appear on the handheld for
the period of time defined in the Begin and End date
fields. This is useful to remind a route driver when a
customer may be on vacation, and will not require a
delivery.

Driver Directions: To help the route driver locate a
customer, instructions can be entered into this
message area. Typically, this should include street
names or landmarks such as “Last house on the left
before the creek,” or “Go three lights east on Meridian
before turning right onto Maple Street.”

Site Instructions: This message provides customer
delivery instructions such as “Bottles are located in
garage,” or “Place a full bottle on the cooler each
time.” While it could include “Beware of big dog,” it is
better to include such a message in the Alert Messages
field.

Open Hours: Enter the open hours of operation on the
account. The driver can view this information before
delivering to the account by tapping-and-holding the
customer’s name on the route screen (below).
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STOP INFORMATION

Account # 10000000
2100 Standiford Ave
Modesto
CA 95350

DRIVING INSTRUCTICHS
Right on Tully, first lef
t on Rand.

EITE IMSTRUCTICHMS
Always deliver the bottle
5 to the Garage.

OPEN HOURS

M-F 8-5 g =

4] I [ [ »

- @

Invoice Messages: Use this option to print a special
message on the handheld receipt for the customer.
This might include a purchase order number, or special
instructions such as “Accounts Payable will require one
copy as well as the signing party,” or “This invoice must
be paid under agreement 45-8384 which requires
payment in five days.”

Series 7.1.X 10
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Message Entry (Handheld)

The Message Entry option (File > Messaging) allows
you to pop-up messages for users based on the
following criteria:

» Handheld by Route: These messages will pop-
up on any handheld running the route
selected.

b Handheld by Area: These messages will pop-
up on any handheld running the Group Area
Codes selected (only when using Group Area
Codes).

Select the Add option to create a new message.
Choose your ‘Message Type’ and enter the required
information. The example below shows a ‘Handheld by
Route’ message that will be displayed for four days
(Start Date 05/19, Expires Date 05/23).

i/ Message Entry EI = @
Message Entry

Message TvpeleHandhe\d By Route j T |
Route | A -
Reason |5 - Handheld Route
Entered by | ADM
Message —_—
Do notleave the warehouse 15, use 5 this week.
_5a |
_&
Start Date | 06/05/2015 él Time | 00:00
Expires Date | 06/12/2015 E Time | 00:00 X
Entry Date | 06/05/2015 él Time | 13:13 J

Once you have entered all of the information, click
Save.
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All active messages will display as ‘Active’ on the

screen:
Ml Message Entry o] = |5
Message Entry
#h
Message Type | A g J @
Route | & Y
Reason |5 Handheld Route
Entered by | ADM
Message i
Do notleave the warehouse 15, use 5 this week. et
[® |
Start Date | 06/05/2015 él Time | 00:00
Expires Date | 06M12/2015 él Time | 00:00
Entry Date | 06/05/2015 él Time | 13:13 EXIT

When the driver logs into the handheld, the message
will be displayed automatically:

ROUTE MESSAGE

Rte: A - Do not leave the
warehouse with truck 15,
use 5 this week.

EXIT

Conclusion

The desktop and handheld messaging options allow
you to effectively relay important information that will
benefit all of your staff and customers.
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Copyright © 1994-2016 by Advantage Route Systems,
Inc. All Rights Reserved.

Printed in the United States of America.

Advantage Route Systems, Inc.
3201 Liberty Square Parkway
Turlock, CA 95380 USA

Phone: 1.209.632.1122

Web Site: www.AdvantageRS.com

Email: info@AdvantageRS.com

Warning

All information in this document and the on-line help
system, as well as the software to which it pertains, is
proprietary material of Advantage Route Systems, Inc.
and is subject to a Route Manager license and non-
disclosure agreement. Neither the software nor the
documentation may be reproduced in any manner
without the prior written permission of Advantage
Route Systemes, Inc.

Series 7: Version Date, January 21, 2016
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