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Chapter 2.10: Purchase Order
Setup and Usage

Introduction

Often, customers will provide you with a Purchase
Order number to identify product orders and make
payments. This chapter will guide you through setting
up, entering, and tracking Purchase Orders in the
system.

Seven areas of the program are used to manage the
Purchase Order system:

P Branch Setup
Customer Information
Delivery Orders
Handhelds

Desktop Invoices
Expired P.O. Report

B Statements

yvyYyvyvwyy

Each option is covered in the order listed.
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Branch Setup

Prior to getting started with the Purchase Order
system, you will need to determine if you will use a
single standing Purchase Order per stop or up to three.

Listed below are a few differences between a single
and multiple Purchase Order system:

B One: Easy to manage; allows you to address
the needs of most customers who simply ask
that you either secure a Purchase Order each
time you make a delivery. Additionally, you
can keep one on file for a period, or until a set
dollar amount is reached.

P Three: Typically, a multiple Purchase Order
system is used when separate Purchase Orders
are required for different types of items.

Navigate to File > Branch Setup, and click on the
Customer tab.

A single P.O. system is enabled by default in Route
Manager. To change to a multiple P.O. system, select
the option ‘Use Multiple Purchase Orders’.

B Dranch Setup o] & ]
Branch Setup Master Branch 0001 TURLOCK BOTTLED WATER
Loggng Dacking | Calendars Optimizations | ars
Setup ACCountng | Banking | Taxes Customer | Desktop Defauits Statement Handheld | Equipment .

1 Invoice Crilldown I Use Master Account Settings for Irvoice Reprint

ener Sicunity - Au change Prarma Graup Code and Price L an

L Custorner Trpe Code Changs

[¥ state required 16 be arared [T sales Ledger - Pantinvoice Copies in Hanme d Format
ine for A 1 i

I Igneee Equipment Branch in Custoggr [ Lk Scan ¢ e A ping
T~ 58 Mt Purenase.Orders %n Inputior scheduling custorners
[~ Excluce Current smount in Total Due Balance [~ Ada Exira’ figld to Account NUmESr on imvolces

17 Durit e Equipment Diop Down i Cuslomer Scaeen [ RagetPackage Plan Aallate Quanttiss Each Dslhery

F# Snow onity avallable Eculpment ¥ allow Ci tact Messages I
[~ Pt MemodCradi Class Change Alert Cus nation =]
[” Use Stop Categories ¥ Hide Zite St T |
I” Block posting of prepay products not setup on customer = o o
¥ Force Address bo Upper Case e
[ Show Routes fror ail branches +SharuFran st Bys s
| Route nquirg | message for Status Change >

NOTE: This change can only be applied to the
Master Branch.

Additionally, the required P.O. character length can be
established within the Defaults tab of Branch Setup:

W7 Branch Setup [ = =]
Branch Setup Master Branch 0001 TURLOCK BOTTLED WATER \
Logging I Docking 1 Calendars 1 Optimizations I I GP3S
Setup 1 Accounting 1 Banking I Taxes 1 Customer I Deskiap Defaults 1 Statement 1 Handheld 1 Equipment —
Include Az Contact fotes Ordar Eniry

[ Default Follow up to Blank
¥ Default Delivery Order Msq to Handheld — 1
[” Default Send Order to Route via RhLive
[~ Force Contact Reason on Delivery Message —_
[” Do not disable Reasons on Delivery Order for Equipment
[ Don't ask for Contract Cancellation on Delivery Order _
Company Defaulis [~ Don't use equipment ticket farmat on delivery order

I Force Spoke With on Delivery Order —_

Reward Point Label [~ Force Request (checkboxes) en Delivery Order

S8N Mask| 999-99-9999 ¥ Show Rent on Shopping Cart i

¥ HandHeld Notes

¥ Equipment Movement

¥ DefaultAdd to contacts in Tel
¥ Route Changes

[~ Show 0 quantity bottle exchanges =]
Business License Mask| 360000000 [~ Default all Default Products To C/P (Cost Plus) Pricing —
Payment Mask|ccooooocoocoon | [ Print Default ProductsiEquipment When Mo Order/sve
. ™ Use Stop Seq # When Order is on Regular Delivery Date —_—
Base ZIP Code Length 3 Prompt to Skip Next Stop if Within 3 Days
P.O. NumberLeﬂglh El: ctMassage Ruule\nqu\ry - X
- o — |

The maximum length that can be entered is ‘40’
characters.

Series 7.1.X 2



A
LA ADVANTAGE

A AAROUTE S YSTEMS
wiww, AdvantageRoutecom

Customer Information

The Purchase Order option within each customer’s account
can be found within the Route Info tab of Customer

Information:
M Customer Information - 000009 = | B (2|
Customer Information M
Status: Act
el iy SliectMy PAST DUE 2656.50 PENDING DEL RS Lot
Info I ‘b] Invoices ] Creml] Payment Info ‘ Contacts ‘ Route Route Info IF’mnums 1 Equlpmem] Stop Histary ‘ Orders 1 24
—— ﬁ Purchase Order ] PreCalling ] Site/Water Analysis I Other I ol - =
-y
Alert Message - One Time Message  Begin|11/01/2014 ::j Opan Haurs -
E Ena [ 11302014 4 4] —
] 2L |
= Bt
@ - Detailed Open Hours B
_& |
8 |
= =
Last Update 11/2012014 O7:22:58 AM (ADR) Last Update 050172014 10:47:05 Al (DY) LA
EXIT
Driver Directions Site Invoice Messages
Driver inst 1 =] -]
Driver inst 4
Driver inst §
Driver inst &
= : =
Last Update 05/01/2014 10.47.:08 AM (ADM) Last Update / / & AM (O Last Update / / AM Q)
The following screen displays the Multiple Purchase Order
field:
W Customer Information - 000009 = B (|
= ]  MaiorTEST
Customer Information D
Status: Act
bl imay Shest My PAST DUE 2656.50 PENDING DELIVERY ORDERS o
Info I $] \nvmces] Credil] Payment Info ‘ Contacts ‘ Route  Route Info IF’rududs} Euuiumem] Stop H\smrv‘ Orders #h
&I Purchase Order PreCalling ] SiteWater Analysis I Other I Sto o 0 =0
nw|
I~ Require PO Entry on Invoicing e
_v |
Purchase Order [XRGX123 PO. Exp. Date [ 1111412017 2] ~| All other Products |
Available 378176 et
PO. Limit 200.00 N
Note | g
_® |
Purchase Order [322222 PO. Exp. Date| 11 = A [ 8 |
Available 0.00 Lo |
P.O. Limit 0.00 ﬂ_

Nme‘

Purchase Orderhiﬂ}jg
mailable] 000
poLmt| 000

PO. Exp. Date| 1/ 2 [+ lsewater

Note |

Field Definitions:

Require PO Entry on Invoicing: When this box is
checked a PO number is required for all invoices
generated for this customer.

Purchase Order: Displays the current P.O.
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Purchase Order Expiration Date: This is the date the
current P.O. will expire.

NOTE: Leave blank to establish a non-expiring P.O.

Purchase Order Class (only used with multiple
Purchase Orders): This option allows you to select a
Product Class Code from the drop down menu that the
P.O. will be applied to on each invoice. This is helpful
when you would like to apply the P.O. to a specific
group of items. Leave the class field blank to apply the
P.O. to all items being sold.

NOTE: If you have assigned a P.O. to a Product Class
Code, it will be necessary to establish a second P.O.
on the account that will be used for all additional
items sold on the account.

Auvailable (requires P.O. Limit below): Displays the
available credit remaining on the P.O. This field is
updated automatically when items are sold under the
current P.O

P.O. Limit (Optional): Enter a limit for the current P.O.

Note (Optional): Enter a reference note for the current
P.O. The note is only displayed within this screen.
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Delivery Order Screen

The Delivery Order screen will automatically include the
customer’s P.O. on their order (found within the
Pending Orders screen Double click on the Orders
section to open):

W7 DELIVERY ORDER (o] ®|[=]
Acct Mo, |000035 |01 Route/Day/Stop | A/ A11/0270 B
W/ Pending Order [E=R ol 5
PO. No. 05312015 ‘ Promotion Cade. - I
Code Description Qty Price Gratis Ext Amount [
100 S GALLON PURIFIED 0 5.95 0.00 - [
504 |TOZ PLASTIC SLEEVE (100CUPS) 0 31s 0.00
603 NIAGRA WATER 0 4.99 0.00 (-
INOAH 5 GALLON SPRING 0

E I
af
o I
|
!
wh | @ | ol | cen| ill| e | R bermt| oy Vo | X J
“
-]
r
PromIss Dale [05AUE0TE 3] SehedlE AT | Compler | Folowlp |
You can override the current P.O. if you would like to
use a unique P.O. on the order:
W DELIVERY ORDER [=ra]r=]
acet hio.[000035_[01 @ Route/DaviStop [A7A11/0270 [ |
W Pending Order =l = )
PO. No. |1234SE7BQ Pramotian Code - J
Description Price. Ext Amount [
S GALLON PURFIED 595 [ | ||
[FOZ PLASTIC SLEEVE (100CUPS) 315 0.00

MIAGRA WATER
|NOAH 5 GALLON SPRING
5% Bag Ice

0.00 H

RM Enterprise s
@) Do youwish to ovenwrite the detail Purchase Order(s) with this
& Purchase Order?

=

— T

wt | || o] G| o |mm| | o

[I5)

I

Fromise Date [06/19/2015 il chedule (ATA] | Complete | Follow Up |

NOTE: This will not override the standing P.O. on
the account and will only apply to the current order.
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Additionally, if a customer is assigned multiple P.O.
numbers on their account, the Delivery Order screen
will display ‘Multiple PO’s’ in the P.O. No field:

Wi DELIVERY ORDER ===
Acct No. 000035 [01 #4 . Route/Day/Stop | AJ A11/ 0270 e
#hf Pending Order =] @ =
PO No. |Multiple PO's Promotion Cade - i
Code Description Qty Price Gratis Ext. Amount [
|5 GALLON PURIFIED 0| | il
504 70Z PLASTIC SLEEVE (100CUPS) 0 31 0.00
603 NIAGRA WATER 0 499 0.00 (-
098 NOAH 5 GALLON SPRING 0 745 0.00
£ H
atl
0 H
=7 Previous. Make Quick
wh | B [ | con| G| w0 | o | 2 | Vo | X I

—
| Iy KX

Promise Dale [06/19/2015 7] Schedule (BTA] Complele | FollowUp T

You can override the current P.O. if you would like to
use a unique P.O. on the order.

NOTE: This will not override the standing P.O. on
the account and will only apply to the current order.
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S YSTEMS

On the Handheld

Assigned Purchase Orders will automatically be
included, and printed, on all handheld invoices.

Tue, Oct 19 2010, 06:58am
Driver: Daniel Plainview
Rte-Day-Stop: A - BO7 -0010

doemunt (00100

Easy Mart 2
1983 W. Hatch Rd.
Modesto, CA 88351

Package Plan:: TEST
PO Humber:

H {‘.km:':
1Z34EXAMPLE wthef
Fal
Iten T Oty Price Anount
Plastic Cups 1@ 2,500 2.50
Recurring Charge 18 1.000 1.00
Sales 3.60
Tax 0.00
IHVOICE TOTAL 3.4

Tracy, we need to talk
with you about the plan
for Labor Day. Lot of

<3 Confirm Sale

—

=1 e |

T —
P

—

Invoice004041

o Y
Mumber of copies to print: { » ‘D[ *

Should the driver need to enter a new P.O. on the
invoice, the data can be entered on the Confirm Sale
screen by tapping the P.O. key:

Series 7.1.X
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Once the P.O. key has been selected, the alphanumeric
keypad will be displayed:

g Enter Purchase Order Number

Purchase Order Number

e 12 3] 40 1= 18] B 181 19 O

SREENEREEE R

1111111
X cvbnm e

English(US)
Fa— . Done

Enter the new P.O. and press the arrow key to save the
new information.

<3¥ Enter Purchase Order Number

Purchase Order Number
1234EXAMPLE

41 121 121 BN 5 161 I 12N 19 10
111111111

11111111

1L L1 B

English{US)
. . Done
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Desktop Invoices

Purchase Orders can be entered per invoice duri
desktop entry. Each option is discussed below.

Route Settlement Entry

ng

The Route Settlement Entry screen is used for manually
entering route data at the end of the delivery day, and

can be found under the Transactions menu.

M Route Settlement Entry E@@
Employee [ENIEGAE I ~| Route|zZZ | NO ROUTEASSIGNED
Truck; b
Date| 0610812015 2
Invoices Delivery Tickets Skips Payments '?t';i?;ﬁi
Credit/ Debit Load Sheet Missing Tickets Cash Recording EXIT
After selecting the Invoices key, a unique P.O. number
can be added to each invoice during the data entry
process:
Wi invoice Input =] = ||

Invoice

Acct Mo [o1 g4 Invoice No.

Dry Ice Pellet

wmh | | S

68| ~ | B ~h| | 6| | | |

F‘O.J[MULT\F’LE POs] .
NameIAWamageTeshng Ticket No.
Address | 692 North Robertersan Bivd This Invoice
Previous Balance 3.00
| Major Account
" Sub Total 6.50
City [ W Hollywood CA 90069 Tax Code [ 7 i,
& i Tax 0.00
Date[02zo010 2| 22" [o7.05 <] "™ [0705 =]  Load Orcer EE
Route [ == Seq. No Truck |55 = __J
Employee ID and Name Total 520 =
11;‘: 1 __J |Admmist[glur Payments 0.00 X
Total 6.50
Due =
Narrative -] New Balance 9.50
Chrg. Code Description PO # Grat  Serial/Control #. Qty Price Total Tax

0.000"
5 Gal Spring Water 0.000
F— o onnl
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Alternatively, existing P.O. numbers will automatically
be added per item on the invoice in the P.O. No field —
depending on the number of P.O. on each account, the
number displayed will vary:

W Tnvoice Tnput =l s
Invoice
L&
Acct No. [000008 [o01 Invoice No. [033333 PO. [xRGX123 =
Name ‘Wil\ey Sheet Metal Ticket No. &
Address 830 § Walnut Rd This iwice E]
Previous Balance 2656.60
‘ Major Account | TEST i
= [TAXABLE WiLIMIT] Sub Total 120.00
City | Turlock, CA 95380 Tax Code [ 3 Bl o0 missoio A0 0000 st
4| Start T Tax 9.72
Date[ 021812016 2| g | =] "M*[1238 -]  Loadorder —
Route | | = Seq. No.|0100 Truck p—_—
Employee ID and Name Total 12072
1\;«: _HMhurEDavis Payments 0.00 @
T 120.72 ?
Narrative =] MewBalance 278632 |
= EXIT
Chrg. Code Description PO # Grat Serial/Control #. Qty Price Total Tax =
405 ponthly Mar [t T Jos106s90s3000 1] 120.00 120.00 9.720~]

The P.O. No field is populated by the numbers 1-3,
signifying the P.O. assigned in the corresponding field
within the customer’s account.

NOTE: For further information on the Route
Settlement Entry screen, refer to User Guide A.

Series 7.1.X
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Invoices and Adjustments

The Invoices and Adjustments screen is used when
manually entering desktop invoices, and can be found
under the Transactions menu.

W7 Invoice Input = =
Invoice
&
Acet No [000008 [01 Invoice No. [033233 FO. [XRGX123 =
Name ‘Wnleysheet Metal Ticket Mo. 'S
Address [830 S walnutRa This Invoice E
Previous Balance 2656.60
‘ Major Account | TEST W
- ITAXABLE WALIWIT) Sub Total 120.00 |
city| Turlock, C4 95380 TaxCode |51 B s s b0t 0008 =
il i Tax a72
Date [0211812016 2] -ﬁt:-,: =] ™ [1238 -]  LosdOrder -
Route | r Seq. No.| 0100 Truck - ]
Employee ID and Name Total 12972
1z -] [AnurE Davis Payments 0.00 &
Total 120.72 a
Marrative _J New Balance 2786.32 |
&l Bt
Chrg. Code Description PO#% Grat_ Serial/Control #. aty Price Total Tax
405 Monthly Mar [t T Tos1sessosanon 1] 120.00 120.00 5.720 = |
v | ep| | 3| N

The P.O. options available within this screen match the
Route Settlement Entry process discussed earlier. Refer
to the previous section for further information.

NOTE: For further information on the Invoices &
Adjustments screen, refer to User Guide A.

Series 7.1.X
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Expired Purchase Orders Report

The Expired Purchase Orders report will provide you

with any P.O. numbers that have or are going to expire,
and their available credit amounts.

Navigate to Reports > Management Reports > Expired
Purchase Orders.

W Expired Purchase Orders
Expired Purchase Orders

Sort Option 1

el = =]

Sort Option 2

by PO. NO. - Expiration Date Customer Type
From | 02/29/2016 ﬂ From |BO -
To [02i292015 2 To [wh =
A
Percent Amount Percent Qty
0 Eli 0 ;lj
AT AT

8| X|BR|&|mx|iq) 0]

Statements

Your customer’s monthly statements will contain all of
the Purchase Orders associated with each transaction:

Balance Forward 404.16
I P.O. No. TZ34EXAMPLE

10/077201 0[109263 5 Gall pring Qty A@5.60 27580 431 66

107197201 0[109545 10 1h Dry Ice Qty 1@e.10 810 43976
F.0. Moo G678EXAMPLE

107197201 0[109547 10 1b Dry Ice Qty 1@a.10 a.10 447 B6
F.0. Mo, B678EXAMPLE

107197201 0[109547 3 Gallon Spring Qty 1@3.00 3.00 450 86
.0 Mo 1234EXAMPLE

REV. BMLANCE PAVMENTS & | AMOUNT DUE

Thank you for being our customes!
Tracy be sure to remrit funde with the PO number attatched

STATEMENT DATE LCCT. RO

10482010 000100 Easy Mart 2

Agvartage Water Company
147 South Broadway
Turlock CA 95330
999-993-9933
support@acdvantagers com

Series 7.1.X 12



A
LA ADVANTAGE

A Aa ROUTE S YSTEMS
wiww, AdvantageRoutecom

Summary

By understanding the above principles, you should be
able to enter, save, and track all Purchase Orders
successfully for your clients, resulting in improved P.O.
accuracy. If you need additional assistance or
clarification, please contact Advantage Route Systems.

Series 7.1.X
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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, February 29, 2016
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