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Chapter 3.01: Creating
Invoices and Adjustments

Overview

This chapter will guide you through the process of

creating desktop invoices in Route Manager. It is

recommended that you actually participate by entering

an invoice while learning this process.

Invoices and Adjustments

Invoices can be created on the desktop by navigating to

Transactions > Invoices and Adjustments.

H¢ Invoice Input ol ®
Invoice P
#h
Acet Mo.[001a28 [oz Invoice No. [030744 PO ==
Name [ New Customera Ticket No &
sauress [8281 Release Water way [This e ce E
Previous Balance 0.00
[ Major Account v
- SR Sub Total w00 | M|
City [Huntington Beach, CA 82649 Tax Code [ B i e 8000 e
| Start Time Tax 324
Date[0211112015 4| 11, = [1302 =] Loadorder
Route B Seq. No. Truck FEE ¥
Employee ID and Name Total <EHL
Payments 0.00 ﬁ
T w | g |
Narrafive =] MewBalance 4324 | ———
H EXIT
Chrg. Code Desription PO# Grat_ SerialiCantrol # ay Price Total Tx | ——
600 5 Bottle Flan [« T 7 1] 40.00 40.00 3.240 4
e

To add a new invoice to the system, follow the steps on
the following page.
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Creating an Invoice
1. Click the Add key on the toolbar.

Invoice
|
ncc Mo [001242 o3 imvales o [030744 Po.| | mm
Hame | New Custamerd Ticket No. | I _.!J
Address | D281 Release Waler Way Thixhomies . | g ]
—— Previous Balance l__ o |
City [Hurtbnigton Boach, CA 82649 Tax Code [ 7 iy b LR Lot “’"‘“I_ =il | %I
Date[021172018 3 1’1"1""" [ =] ™[50z =] oesovae| f | J“
il Empleyee ID and Iﬁnre_ R ,_ e : Total an | = | |
L | — L — N
2. Enter the customer’s account number in the Acct. No
field:
W/ lwaice Input =l
Invoice
B

stto] | M * Fo. [

Hame | Tickettio. |
Addross | This Invcice
ProwousBatance [ 0
| uajor Aceount |
i} Sub Total 000
e Tax coe | L mn o o
Al Stant Tiene [ s | Tan 0.00
Date[02znz016 3 Tone | 1249 [1235 =] Lostoncer
Rouie |~ Seq No. Truck -
| J Total 000

Empigvee 1D and Nams

d
!

If you do not know the account number, press the Tab
or Enter key on your keyboard to activate the
Customer Fast Find screen. Check any of the boxes on
the right side of the screen and enter your criteria,
followed by the Enter key to search for the account:

u
=

Invoice

Acct b [000035 01 imvsice No. [053118 o |
Mams | HICKMAN COMUUNITY CHURCH Ticket o, |
= SRS
Asdress | 854 Toi B
— Search Crtera  Riciman
Caty [HICH

Date | 0r0] Aol Diling Name BilingAddiess 1 BillingAddress 2 Billng City Bil »
t 000035[HICKMAN COMMUNITY CHURCH|P.0 BOX 30 HICKMAN
Route[ | GoogaaFosTeR FaRus |7345 HICKMAN RD H
't_f“ﬁ 000218[FOSTER FARMS DARY [2343 HICKMAN RD) HICKMAN
TjADM|  000219]FOSTER FARLS DARY 2345 HICKMAN RO HICKMAH
000Z20|FOSTER FARMS DARY 2345 HICKMAN RO “*
000221|FOSTER FARMS DARY 2345 HICKMAN RD) HICEMAN | 2 LU
Harratve 000272 FOSTER FARMS DARY 7345 HICKMAN R HICKMAN P PR M) [
000223 | FOSTER FARMS DARY 2345 HICKMAN RO HICKIMAN A
00358 | FOSTER FARIE DANRY 7345 HICKIWAN AD) HUGHEDH I
Chirg. Code 05| 000354 |FOSTER FARLES DARY 345 HICKMAN RD ruahson] _ [open || X
504 ez

Double-click on the desired account displayed to
continue.
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Enter an invoice number in the Invoice # field or click
the Enter key to use the next available invoice number
— established within Branch Setup, on the Setup tab.

B bucice Input B e
Invoice
acct o [o0auza 61 oicorio [ <—cs =
Name | Perva's Cale Tickat . | _
e SOTLTE — e |
City | Turlock ©A 95350 Tax Code [ST : ] eyl AR el iri‘“‘ —‘_
Date[ozzazots 4 ron [1248 =] 1T [1zes =] Lossonser] =l e —;——
Reuts — N_:m] ; Sag. Ha [ Truck B - — __-E-_:
e o — Farmeeia [ 0w
Enter a Purchase Order in the P.O. field (if needed) —
if there is a standing Purchase Order on the customer’s
account, it will automatically be added to the invoice.
B bucice Input [
Invoice
scct vio [o0o0zz o1 imeaica No. |[[EREED Po. [MULTIPLE Pas) h =
Name | Perva's Cale Tickat . | _
e ST — N
City | Turlock ©A 95350 Tax Code [ST : ] eyl AR el iri‘“‘ ‘_
Date[ozzazots 4 ron [1248 =] 1T [12e8 =] Lossorcer] =l e —;——
Reuts — N_:m] ; Sag. Ha [ Truck B - — __-E-_:
N e T Formeis [ 0w
NOTE: Refer to Chapter 2.10 of the Supplemental
Guide for further information on managing Purchase
Orders.
Enter an assigned Ticket Number if this invoice is
associated with a Delivery Order.
W ot ot = &
Invoice
123
aect b [o000z3 [o1 voice o, [EEEE po [MUCTPERPDS B
teamne [Perko's Cate Ticket Ho. | s
“m“rﬂ kot s Previaus Balanes | mmm”ssg 85 ll
Caty | Tunock CA 95380 Tax Gode | 5T : -i’".:m‘ saal] (5] ‘_'J
Date [ 02eaz015 3] ::': |1z40 ~| Time [22s ! Lnauorn:! Ll o J
Routs 5 ~r seatof Truck =~ _!J
Employes 10 and Name n
1|ADM || ADMINISTRATOR =

NOTE: Refer to Chapter 3.09 of the Supplemental
Guide for further information on managing Delivery
Orders.
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Enter the date that will be assigned to the invoice;
Route Manager will automatically insert the current
module date into this field. Additionally, add the
route and employee that will be associated with the
invoice; Route Manager will automatically populate
the employee field with the user currently logged into
the program. If you are paying commissions, the
selected employee will receive credit for the invoice.

Date[02/20/2016 3 TE:';;‘ [1249 =] "™ [1zas +]  LoadOrder =] bk
s mplnyee D and N;m’; et — - e B
1[4DM  ~|[ADMINISTRATOR Payments | 0.00
- —E
Narrative J New Balance 682,97
= EXI
Adding Products
Depending on the types of products being added to an
invoice, the entry method and options available will
vary.
Standard Products
These types of items do not require deposits or any
unique choices.
Click the Add key on the bottom of the screen.
Chrg. Code Description Qty Price Total Tax Serial /Batch Code  PO# Gratis
|5 GALLON PURIFIED 0.0000|
504 70Z FLASTIC SLEEVE (100CUES) 0 3.15 0.00 0.0000]
603 INIAGRA WATER 0 4.99 0.00 0.0000]
098 INOAH 5 GALLON SPRING 0 7.45 0.00 0.0000
=
ﬁ wt | T | WS
G|~ | BRG] wrd | ssis| G | milt| o]
Enter or select the product from the drop-down list.
0 0LBlce 00 Eoxt m T
130 Snow Ice 3.000 R a5 000
1 Refreshe Premiun Beverage Ice 0.000 ::]
j‘: ?;‘]E‘!En!:ray g ;:g Total 1332
17 |Apples - Case 3500 Payments 0.00
1;0 ol o . —
190 10% Ice 4500 I <] MewBalance 532.07
195 No ltems Needed 0.000
ATIME 1 Time Package Plan 35.000 J
200 300 Block 40.000 4 Qfy Price Total Tax
2] ~[#[z0 e I of 260 | 0.00
Serial/ Batch Code B Poz |
Last Entered
Dry Ice Pellet 0 075 000 0.0000
@ || x|
20LB Ice
ssis | | |
If you enter a charge code that does not exist in the
database, an error message will appear in the
Description field:
Chrg. Code 1l Description Oty Price Total Tax
[s | #[invatia Product o 0.00 0.00
|
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Enter the quantity sold, followed by the item price.
The price that is automatically used is based on the
customer’s account settings and can be overwritten if

necessary.

Chrg. Code Description

100 L[!,M;lm Pound Bags Of Ice to keep stuff o

Price

Total

Tax

Qty
Hi 5

Serial / Batch Code e

1.40 |

7.00

PO# Gratis [~

LastEntered
225 Dry lce Pellet

0.00

0.0000

0 075
HI[‘EI

X |

10 Pound Bags Of|

NOTE: Refer to Chapter 2.01 of the Supplemental
Guide for further information on pricing options
within Route Manager.

Click the Save key to finish entering products on this
invoice or the More key to enter additional items on

the invoice.

Chrg. Code Description

Oty

Price Total

Tax

100 L”M‘]m Pound Bags Of Ice to keep stuff caol

Last Entered

Serial / Batch Code h

5 140 [ 7.00

PO#

_i Gratis [~

Dry Ice Pellet

0.0000

0 075 0.00
> o] x|

10 Pound Bags Ofl

Click the Save on the screen to finish entering invoices
or the More key to enter additional invoices on the

desktop.

— —r=
Invoice

iy
Acct Mo [000023 [01 g4y invoice No. [123455 PO, [MULTIPLE Fos] m
Name | Perko's Cate Tieket No. b
Atdress [ 151 M Walnut Ra This bvoice —

g Prencues Bakmce CITTC .
[ Hajer Actount | P
o ; Sush Tatat EER .
Gity | Tunock G 95280 Tax Gade |51 ] o ydtong B - — e

vstefozzanos 4 fon [1248 =] "™ [298 =] Laasorder ! -

Routa [ «Ir Heq to, Truck = q W |
Emgloyee I0 and Name g L "]
1fwu jfwuwlmmwﬂ Pa_—me;ijl_ 0.0 o

;| — [
b | w032 P

Nt =] MewBaance - |
= EXIT

Chig. Cody Description PO Gral  SerialCantral # ot Price Tolal Ty | ——
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Deposit Items

These types of items require deposits when they are

sold.
1. Click the Add key on the bottom of the screen.
Chrg Cods Desciiption PO# Gral_SenaliControl . Ty Price Total Tax
|
2l
ﬁ L w4
w | wth| ssis| @
2. Enter or select the product from the drop-down list.
Chrg. Code Description Qty Price Total Tax
[ -] 4[5 car water [ o 869 | 000
o0d 5 Botle Plan 40.000 3 PO# _| Gratis [
700 5 Gal Deposit 6.000
701 3 Gallon Deposit 5.050 .00 0.0000
300 Finance Gharge 0.000
800( 5 Gal emplies 0.000
3004 3 Gal Empties 0.000
801 |ate fee plus 0.000
:::aa 23”;15 106000000 b} m
900 Closed 0.000
3. Enter the quantity sold, followed by the item price.
Chrg. Code Description Qty Price Total Tax
5GW || #4]5 Gal water ﬁ E— | 0.00 | 000
Serial / Batch Code - PO# _I Gratis [~
Last Entered
500 5 Bottle Flan 1 40.00 4000 3.2400
| @ W[ x|
5 Gal Water
s | nl | |

4. Click the More key to enter the deposit(s) on the

invoice.

Chrg. Code Description i Qty Price Total Tax.
5GW LjM] 5 Gal Water 3 595 | 17.85

Serial / Batch Codi r PO# Gratis [~
Last Entered
5 Bottle Plan 1 40.00 40.00 3.2400

| AEIES

5 Gal Water

$8/5 | [ A

5. Enter or select the associated deposit item from the
drop-down list.

Chrg. Code Description Qty Price Total Tax
[70d] || @45 Gal Depasit | of 6.00 | 0.00
|5 Gal Deposit
701 2 Gallon Deposit 5.050 3 PO#
300 Finance Charge 0.000
200 5 Gal empties 0.000 .85 1.4459
80 2 Gal Empties 0.000
801 late fee plus 0.000
250 Refund 0.000 _J
388 test code 10.000

900 Closed 0.000 > w
905 Mo Money +fee 0.000 b Y
910 Out of Ice + fee 0.000

NOTE: Refer to Chapter 2.04 of the Supplemental
Guide for further information on deposit tracking in
Route Manager.

Series 7.1.X 6
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In the Qty field, enter the result of the following
formula:
Containers Sold - Containers Returned = Deposit

Quantity.
Qty Price

Total

Tax

Chrg. Code _ Description
700 | #45 Gal Deposit | N 6.00 |

Serial / Batch Code PO#

000

Last Entered

5GW § Gal Water 3 5.95 17 1.4459

@lw[x] |

5 Gal Deposit

$5/5 | ma | |

NOTE: If more containers were picked up than
delivered, enter the quantity as a negative number.
Additionally, refer to Chapter 2.04 of the
Supplemental Guide for an alternate deposit entry
method (Quick Return Entry).

7. Click the Save key to finish entering products on this
invoice or the More key to enter additional items on

the invoice.

Qty Price

Total

Tax

Chrg. Code Description

700 | #4][5 Gal Deposit 3 5.00 |

Serial i Batch Code > PO#

18.00

Last Entered
17.85 14453

5GW 5 Gal Water 3 5.95
| — g W] X |

5 Gal Deposit
3813 | | | &5

8. Click the Save on the screen to finish entering invoices
or the More key to enter additional invoices on the

desktop.

W Tnvaiee Ingut
Invoice

accumio [000090 [01 4 Imvoica o Po.|

Harne [ Atanlage Roule Spems, Inc Ticket Mo, [

Addiess [ 3201 Libesty Square Phowy
Presious Halance |
| Major Account | 1
s L Sua Total |
ity [ Tuntock CA 95380 TaxCose T2 [ et L PP .
o Shut Tirne s Tau |
Date[027282018 3 fie [1301 =] " [1401 =] Loaa Orver| !

Route . | Geq Mo, Truck -]

Employee ID and Hame

Hasrative [

Chrg. Code Description PO# Gral  SerialiControl 8 Qty Price

] 7.50
6.00

S0H 5 Gal Water
e 5 Gal Deposit

il
=
£
L]

RY at] | $8/




La

LNADVANTAGE

A A4 ROUTE

S YSTEMS

v, AdvantageRoutecom

Rentals

These types of items require assigned serial numbers
when they are added to an invoice.

NOTE: Refer to Chapter 3.11 of the Supplemental
Guide for further information on equipment rent in
Route Manager.

Click the Add key on the bottom of the screen.

Chrg. Code Description PO # Grat Serial/Control # aty Price Total Tax
;1
=

ﬁ | ol
R | at | s805| B

Enter or select a rental item from the drop-down list.

Chrg. Code - VDESEHDUGH Qty Price Total Taxi

(= ] ][ merch rent | o 2000 | 0.00 [ 0.0000

410 Equipment Repair 0.000 ] Fo# A_]

415 Cooler 10.000

56V 5 Gal Water 7.500 00 0.0000

600 5 Bottle Plan 40.000 ‘

700 5 Gal Deposit 6.000

70 3 Gallon Deposit 5.050

800 Finance Charge 0.000

30001 oo Empiee ey |

01 |ate fea plu 0000 I

Enter a quantity of ‘1" in the Qty field. The default

price displayed is based on the rental amount assigned

to the customer’s equipment — the price can be

overwritten if necessary.

Chrg. Code Description Qty Price Total Tax

105 =k [rtercn rent —r 1| 2000 | 200 [ 00000

Serial / Batch Code | 08F0767 - PO# J
Last Entered
700 5 Gal Deposit 3 6.00 18.00 0.0000
CARTES |
Merch rent
$3/5 nE | okl |

Select the Serial Number (Equipment ID) that will

receive the rental charge from within the Serial /

Batch Code drop-down list.

Chrg. Code _ Description Qty Price Total Tax

[405 || [ wercn rent | 1] 120.00 | 0.00 [ 0.0000

Serial/ Batch Cade - PO# _‘
I';ggl == 5 Gal Deposit 3 18.00 0.0000
@ [ wlh x| |

Merch rent

st Iﬂiﬂ!ﬂ@

NOTE: All assigned equipment on the account will
be displayed within this field.

Series 7.1.X
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5. Click the Save key to finish entering products on this
invoice or the More key to enter additional items on
the invoice.

Chrg. Code Description Qty Price Total Tax.

405 || 84| merch rent | 1] 120,00 | 12000 | 9.7200
Serial / Baich Code | 08F0767 - PO#

Last Entered

700 5 Gal Deposit 3 6.00 18.00 0.0000

Merch rent

$8/5 | | |

6. Click the Save on the screen to finish entering
invoices, or the More key to enter additional invoices
on the desktop.

1 Invaice Ingut [= = (el
Invoice
4
acctrio fovome o1 g4 It Na ro | ===
Hame | Advartage Route Systems, Inc. Ticket Mo, [ r's
aderess 3201 Libery Sauare Prwy This lnvaice. =
4 Prisaous Bakanog |— 42T ar i—
[ Major Account | W
ity [ Turlock €A 95380 Tax Cade [ Ta b s _:'
Dars (02282015 4 ﬁ‘:‘z [fanr =] ™ 3301 =] vLood O e
Route [ ﬂ r Zug No Truck - |
Emptyae 0 and Name =
1[apm <] [AnumnsTRATOR o
—l —_— -
— T hewsalance EIDN v
=
EAll
Chig Cote Descripion PO Gral . ot Biice Tetal Tan B )
s 5 Gal Water 7.50 2250
00 5 Gel Deposit 3 .00 18.00
40% Herch rent eFoTeT 1 120.00 120.00
|
w| @ ||
ol wt) | ssis| G| ol | okl S

Continue to the next section to be guided through the
process of receiving a payment with the invoice.

Series 7.1.X
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Entering a Payment on the Invoice

Payments can be applied to the current invoice by
selecting the Payments key on the screen.

NOTE: Refer to Chapter 3.02 if the Supplemental
Guide for further information on entering payments
in Route Manager.

W Tnvcica Input EEREE T
Invoice

po

Tickathio [

Majorhocount [

Harat |

Chig Coge Deperipion POF Gral_ SeraliSnirol #. aty
ey

ans —

o | B |

] ] ses) G| | M| @

1. Select the Add key.

Payments on Invoice
Amount Paid Fayment Type Check/ Coupon M Bank ROA/COD  Discount

(ot | @ | v || |

2. Enter the payment details and click Save or More (to
add more than one payment).

Payments on Invoice
Amount Paid Fayment Type Check/ Coupon M Bank ROACOD  Discount

| 12127 [cash || & ~||roa ~| 0.00

8w X

Series 7.1.X 10
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3. Click OK to save the payment(s) and continue.

Payments on Invoice
Amount Paid
121.27 |cash

Payment Type Check/ Coupon N Bank ROA/COD  Discount
| | RoA | 000 =

=

at | @ | o/ v

4. The invoice will be updated to reflect the payment(s)

received.

[E=mE

1 Invoice Input
Invoice

acct Mo [000010  [o1 M4 wvcice Mo | B
Tickstbo. [

Harme [Atvantage Rout

Agarass [3201 Liventy Sg
: Frewsus Balsncs
Wajar hccount !

T Sun Tota |

Tax Goce | Ta

St [ Tims 77 o]

Tona [1507 =] a0t

54 Ho |

Emglones 10 and Has
apu -] [ADMMSTRATOR

Marrathee |

PO® Gral_ SersiConinal iy

oera747 ‘ :‘

“|®|.w]
)| sois| 3 | o] | G5B

This concludes basic invoice entry. For a complete list of
field definitions within the Invoices and Adjustments
screen, refer to User Guide A.

Summary

Entering invoices on the desktop is a straightforward
and important process that all users in Route Manager
should learn. If you have any further questions
regarding this feature, please contact Advantage Route

Systems.

Series 7.1.X
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Copyright © 1994-2016 by Advantage Route Systemes,
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

Website: 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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