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Chapter 2.07: Managing
Credit and Accts Receivable
within Route Manager

Overview

The purpose of this chapter is to help you and other
users manage credit and accounts receivable more
efficiently in Route Manager. This will help you
manage cash flow, reduce Days Sales Outstanding
(DSO), and eliminate the costs associated with slow
paying and write-off accounts.

Introduction

Here are the key points discussed in this chapter:
B Setting up credit classes within Route Manager
Establishing a credit policy
Administering the program
Maintaining awareness
Follow-up with past due accounts
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Assessing finance or late charges
B Dealing with bad debts
Each topic is discussed in detail within this chapter.
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Setting up Credit Classes within Route
Manager

To help you manage credit extended to your
customers, Credit Classes can be established within
Route Manager. This option allows you to group
account types together according to established credit

W7 Credit Class = [ ==
Credit Class
Information IDunnmg | Credit Class: §
Inactive I
Credit Class ID| 8 PastDue At Hold Senvice Dunning Msg
Description | Standard Credit " Never " Never " Never
& 31-60 C 31-60 € 31-60 —
Extended| Good Standing - - -
Description | Accounts. 61-90 * 61-90 * 61-90 P A |
Co1-120 C81-120 © 81-120
|| rar-rs0 121150 € 121- 150 r—
150+ 150+ 150+ = |
Average Days to Pay s € Other € Other £ Other =]
Statement Terms oy [ 1] bavs[ 2] pays| 0~
Ignare if Below | 500 [ 5.00 [ 500 >
Invoice Due| 0 Eli days from period 0 Elj close

Statement and Handheld Dunning Message Code|S  «

Collections Class [~ Allow COD Sale to Past Due Customer [~
COD Class I Allow COD Sale to Hold Service Custamer [
Prepay Class [~

] akips [ Include Desktop Transactions
Block on Over Limit [~ Make Stops Inactive After | 0 = Skips I~ Includs HH Transadtions
Block on Credit Hold I

For example, a typical company will establish the
following Credit Classes:

B Cash on Delivery: Assigned to customers that
have been extended credit, but are not paying
on time. You may find it necessary to have
them make a payment with each delivery.

b Extended Credit: Multiple classes may be
required to organize credit customers into
groups according to their payment history.

B Collection Accounts: Accounts that are being
"written off" because they will not pay their
bill. This group generally is not receiving any
deliveries.

You can establish up to 36 total Credit Class Codes. It is
important that you are able to maintain credit control
over all of your accounts. Here are some of the items
you can define within each Credit Class:

B When each account is considered past due.

P When each account should receive a dunning
notice (past due message) and the type of
message they should receive.

B When each account will be placed on ‘hold
service’ status.
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B When each account will be referred to
‘collections.’

B The following screen can be found under Lists

> Customer Setup Codes > Credit Class Codes:

RY Credit Class

Credit Class

Information I Dunning 1 Credit Class: §
Inactive I

Credit Class ID| 8 PastDue At Hold Senvice Dunning Msg

Description | Standard Credit " Never " Never " Never

« 31-80 " 31-60 " 31-60
Extended | Good Standing - @ &
Description| Accounts. 61-90 ¥ 61-90  61-90
" 81-120 " 91-120 81120
El 121-150 121150 " 121-150
150+ 150+ 150+

Average Days to Pay 15 " Other ¢ Other " Other

Statement Terms Days ‘ 1 j Days ‘ 3 j Daysl 0 :l

Ignare if Below | 500 [ 5.00 [ 500

Invoice Due| 0 Eli days from period 0 Elj close

Statement and Handheld Dunning Message Code|S  «

Collections Class [~ Allow COD Sale to Past Due Customer [~
COD Class I Allow COD 8ale to Hold Service Customer [
Prepay Class [~

=1 skips [ Include Desktop Transactions
Block on Over Limit [~ Make Stops Inactive After | 0 = Skips I Includs HH Transactions
Block an Credit Hold [

To establish a new Credit Class Code, follow the steps
below:

Click the ADD key.

Enter a single character that will represent the Credit
Class Code.

Enter a description used to identify the Credit Class
Code.

Choose one of the radio buttons below the ‘Past Due
At,’ ‘Hold Service,” and ‘Dunning Msg’ options.

Enter an ‘Ignore if Below’ dollar figure if you wish to
exclude any dollar amounts from the criteria.

EXAMPLE: Set your ‘Ignore If Below’ figure to 1.00
to exclude any balance less than one dollar from
being considered Past Due, placed on Hold Service,
or receive a Dunning Message.

Select the ‘Statement and Handheld Dunning Message
Code’ that you would like to associate with the current

Credit Class Code.

NOTE: Refer to the User Guide for further
information on Dunning Messages and Dunning

Letters that can be associated with each Credit Class

Code.

Select any of the optional checkboxes that you would

like to apply to the current Credit Class Code.
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NOTE: For further information on each available
option, refer to the User Guide.

8. Press the Save or More key to continue.
9. Assign a Credit Class Code to each customer.

Daily Procedures

This section covers activities performed on a daily basis,
and at the end of each month. Information required on
a daily basis should be made available to most users in
the accounting and customer service departments.
Items done only at the end of the month should be
performed by accounting and management personnel.

This section has been divided into two categories:

B Visibility: Allows company personnel to
identify accounts that have a problem, or are
past due.

P Routine Procedures: Covers proactive steps
that can be followed to ensure accounts do not
become delinquent.

Features related to each option are discussed within
this section.
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Visibility
The Route Manager program includes visibility for late
accounts so that they can be identified at once. This
will assist all personnel to avoid making commitments
for new sales on past due accounts, and provides
information concerning the account status.

Customer Information

If an account is past due, then a ‘Past Due’ flag will
appear on the screen when the account is accessed
(shown below).

Hi Custemer Information - 080002 =l ® ==
i | sotnseevice |

Customer Information RIS

_oa0002 MAYAHN RESORT PJ PAST DUE 49.95

,‘_!’V_“},‘ ﬂ Invoices I Cred\t‘ Payment Info | Contacts ‘ Rolte ‘ Route Info ‘ Products I Equipment ‘ Stop H\sturvl Orders I 2
Acct. No. | 080002 Customer Type | i Residential Account Home Branch |t TURLOCK BOTTLED WA E

8ill To Contact Info

Name Phong B e Fax v
[mavan RESORT [202-a56-1111 [--
ZIP Code Wark Phone & B Cell B nf ‘

This message will remain on the screen as long as the
account is being accessed. In addition to the ‘Past Due’
flag, the following account status messages can appear:

B COD: Cash on delivery.
» Inactive: Inactive account.

B  Returned Check: A check was returned by
your bank due to insufficient funds.

B Hold Service: Displayed when the customer
has reached ‘Hold Service’ status as defined
within their assigned Credit Class Code.

B Major Account: Used to designate high
priority accounts and personnel that may be in
charge of handling the account.
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Delivery Orders

Another screen that is frequented by users is the
Delivery Order screen. It is accessed by clicking the &
telephone icon on the Module Bar. This screen also
contains alerts to notify the user of the account status

(shown below).

Balance

W DELIVERY ORDER. =
acct o [0a000z 01 ¢4 [ h Route/DaviSton [TLK/B1070000 o
Name [MAYAN RESORT Driver [+ Bt
Delivery Address [3521 MORTON DAVIS DRIVE Entered Dateime [04202015 [ 1459
Phanes (Info/Route) [ 202-456-1111/ 200-892-2407
MODESTO, CA 85365 Credit Terms Spoke With -
Contact Reasons | Route Inquiry =|[nET20 Ticket No. [000000000

Total 49.95 Current 0.00 30 Days 0.00 60 Days 0.00 Over 90 Days 49.95

Last Payment Date 07/21/2011 Amount 49.99
Request [~ OUT OF WATER

I~ NEEDS SUPPLIES

I” PICK-UP COOLER

NextDelivery 05/22/2015

Last5
Deliv.

I” NEW COOLER

I~ OUT OF CUPS Quotes|

I outofwater urgent
Equipment
Qly._Action Serial Mo Type Style Location Orders ay
No tems +| [No tems [ B

PO. Mo Total  0.00

@ Delivery Message " Invoice Message Copies

Promise Date [0511/2015 <] Schedule (TLK/) ‘

=l 5 agato contscs
¥ Addto HH (Alert Message)
I~ Send Order to Route via RMLive

REPORT

Complete ‘ Follow Up ‘

Additionally, warning messages will be displayed on the
screen for multiple account status issues throughout

the program:

W Invoice Input = o ==
Invoice H|
Acct Mo [080002 | g4 moiceMa. [ o
Name [ TicketNo. [
Address [ This Invoice
i Previous Balance 0 | —
o] I ) —— SubTotal 0.00
! o DOAD.D00DVD..
4| Start Tim{ Warning = Tax 0.00
Date [ 04/30/2015 3, 1500 ~ —
’—Jj Time Discounts 0.00
Route |l Seq. N ]
Employee D and Name B, Waming! Customeris on Credi Hold! Total o0 | M |
1[apm | [ADminisTRATOR b Payments 0.00
Total 0 | —
Due
Narrative l New Balance 0.00 5d
Chrg. Code _ Description ay Price Total  Tax__ Serial/Baich Code Gratis
et | @ | S
& ¥ ,
S| v | B d | sois| G | wil| o] |
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Handheld Program

It is also important for delivery drivers to identify
account status issues on the handheld. The handheld
screen below indicates the customer is Past Due.
Depending on the customer’s account status, the
screen can also display Current, Hold Service, or

Returned Check.
g Quick Entry
Willey Sheet Metal
830 S Walnut Rd
5 Gal Spring Water 6.500
No PAR data I [—] U“TJ

Line Total{ 0.00
E - Past Due h
5G Water Deposit [9] (=
Rents:
Deposits:
Default Products:
Miscellaneous ltems:
Sales Tax:
Invoice Total:
Payments:

Account Balance:

If the driver wishes to view extended information on
the account, it is possible to click on the ‘B-Past Due’
label to display the account status screen (below).
Additionally, this screen provides information such as
balance aging, contact information, and more.
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g Customer Information

DELIVERY INFORMATION BILLING INFORMATION

Account No. 000009-01
Route: 0
Billing Information
Willey Sheet M5
830 S Walnut Rd
Turlock, CA 95380
Phone:
Work Phone:

Contact Name:
Contact Phone:

Start Date:
Account Status:
Terms:

Bill Code:

Credit Limit:
Account Balance:
Past Due Amount:

Current

Dunning

L J

OPEN INVOICES STATISTI

Seq. No. 0010

209-632-1122

209-632-1122

.

Day: DAY

Info

11/30/2010
E- PastDue
NET
E-61-90
0.00
1,115.98
210.95

905.22

oo

Depending on settings on the desktop, the receipt may
automatically include a Dunning Message that will alert
the customer that their account is past due, or the
driver may be required to contact the office to
complete the sale (refer to Authorization Codes in the

User Guide).
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Routine Procedures

The Route Manager software has a series of reports
that can be run on a daily basis to alert the office staff
of delinquent accounts so the proper action can be
taken.

Two of the most frequently used reports are:
B Past Due by Route Day
P Past Due Average by Route

These two reports are explained below.

Past Due by Route Day

The Past Due by Route Day report should be run two or
three days in advance of the regular delivery day to
allow the office staff to make contact with tardy
accounts. Several criteria can be defined as you
generate the report.

The Past Due by Route Day report can be found under
Reports > Route Reports > Daily.

H7 Past Due by Route Day (=8 EER F
Past Due by Route Day

Sort Option 1

byAcel No -
Sort Option 2 Route Promised Date Include Blank Lines
by Acct Name - Fom[A 7] From 04302015 2] ¥ Current ¥ 31-60 oz

R Fe-90  mei-120
To[zzz -] To [0ara0i2015 2
W 121-180 ¥ 150+

Credit Class Acct. Status Acct. Type

From |¢ - From|A hd From|C  ~
Tolz -] To|T -~ To|w -
I™ Include Address Info
I™ Include Authorization Cades
I™ Include All Dates For This Route
I~ Summary Totals Only

I™ Include all Customers on Route
I™ DontlInclude Will Call Customers

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

Change Branch(s)

& X |B|&r| |l =

Once the report is generated, a customer service
representative can contact each account that is past
due and attempt to secure a commitment from the
customer to make a payment. Continual follow-up on
chronic past due accounts is necessary to avoid
excessive accounts receivable totals.
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Past Due Average by Route

The Past Due Average by Route report can be
distributed to your drivers as a reminder to collect
payments on any past due accounts.

This report can be found under Reports > Route Reports

> Daily.
i/ Past Due Average by Route =l ® ==
Past Due Average by Route
Sort Option 1
Route Balance
From m From ’m
To[zzz  +] To| 98339.09

Include Detail I~
Include Special Stops [~

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

& | x|[B|sr|rx || =
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Month-End Procedures

At the end of each month, there are several reports
that will provide you with delinquent account
information. The most popular report used to view this
information is the Aging Analysis report.

Aging Analysis

The Aging Analysis report includes aged balance
information for each account in Route Manager. The
report identifies delinquent accounts, and includes
many filtering options.

The Aging Analysis report can be found under Reports
> Accounting Reports> Customer.

i Aging Analysis o] @ ==
Aging Analysis
Sort Option 1
by Acct No. - )
Acct. No. Customer Type Credit Class Acct. Status
Sort Option 2 From From |C From|c From|A
byAcct Name A TO’W Tom TO‘Z J TOlT J
™ALL ¥ ALL W ALL ¥ ALL
I~ Age Sub Account Individually
Balance Major Acct Code Credit Controller
From| -999999999.99 From From
To| 9999999999.99 To|ARS To |John
[Z Current ¥ ALL ¥ ALL
7 31-60
- [ Summary Only
Fe-s Periods ™ Hold Senice Only (Gredit Class)
- I~ Hold Service Only (Forced)
Current Month -
¥ 121- 150 urrentom I Exclude Zero Balance Customers
7 150+
¥ ALL
I™ Export Route for First Stop
Change Branch(s)
s | X |B|ar|m i =

NOTE: While this report is useful at month end, it

can be generated at any time to view the status of
your accounts.
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Late Charges

You may find it appropriate to generate finance
charges, or late charges, on each account that is past
due.

This can provide two benefits:

1. Your company can receive additional revenue on late
accounts, offsetting the costs associated with
following up on tardy accounts.

2. The deterrent effect on customers that do not want to
be flagged as late, or assessed penalties, will motivate
them to pay more promptly.

NOTE: Refer to ‘Month-End Procedures’ in the User
Guide for further information on generating Late
Charges.

Summary

By keeping outstanding balances to a minimum, cash
flow will increase, and costs-of-debt will be reduced.
These items will require maintenance and constant
follow-up. By keeping your cost-of-credit manageable,
more customers will pay on time, and your
organization will be more profitable.
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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 27, 2016
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