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Chapter 3.02: Entering
Payments

Overview

This chapter will guide you through the process of
entering payments on the desktop in Route Manager.
It is recommended that you participate by entering a
payment while going through this process.

Payment Entry Methods

Prior to entering payments in the system, you will need
to define the payment entry method that will be used
per account. There are two options available:

B Open Invoice: Allows you to apply payments to any
open invoices on the account.

B Balance Forward: All payments are automatically
applied to the customer’s balance and individual open
items are not available.

The payment entry screen will be updated to reflect
the method selected per account.
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To update the entry method per customer, navigate to
Lists > Customer Information > Credit, and select the
Billing/Statement option.

Select the Open Invoice option, or leave the option
unchecked to use the Balance Forward payment entry
method.

i =5 Mol
i
Customer Information CezDr can =
Status: Active
(00UTOHME  ARSOMGce PAST DUE 430.17 PENDING DELIVERY ORDERS

Info ‘ $‘ Invoices  Credit ]Favmem\nlo ‘ Contacts I 1 R f I P I u 1 1 ‘ ]

StatusiContract ‘ Credit Terms ‘ Billing/Statement CMC Settings I Additional Flags ‘ Reward Points J EEEE
Pricing and Promation Master / Sup Billing Options —1

Price Level | Default - h b
Open Invaice i #A T Master Bl 7
Promotianal Price Group |8 3 de2 I” Consolidsted Simt  Master BIIAcct. No
| Promo group code
I, I” Use Bill To Address from Sub Account for Invoice L
Refund Check Code =

Period Discount Code | CR10 v | Credit10 for 15 Statarnant Options ?
EDI Code - Statement|CC w| Credit Card — 1
Acct. Price Currency & GA 7 GA Statement Cycle _ar |

ond Statement| ?

Equipmant Fant Options RentInvoice I X
Rent Calendar | Rent Calendar 2 T Statement Message =

Statement Billed Rent [~ Testing Statement Message _]

Continue to the next section to learn how to enter a
payment.
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Entering a Payment

Standard desktop payments can be entered in Route
Manager under Transactions > Payments > Local

Payments > Mail Payments.

e =l & =
Payments
BankAceount[& =] Town and County m |
acet o [000010 [ Gocumunt 10 | —J
Amourd Paid| 100.00 Batzhio | Emplogee[sDR ) & ]
Payment D 15 3 18 5 Hame [ARS Oce IR [
Reuly Agaress 3201 Liberty Square Prwy Turlock, CA
Account Balance | Payment ype [Gasn =]
Unappiled Amaunt| 10000 Chacioupen Mo |
Discount Amount] 004
Bay ANCident Hote ||
Customer Type. Manufschuring
Acct Mo, Invoice No Dt Iy Arnt Penang Open Amt =
00010 024075 127222015 1411 aoo 42767 - !J
00000 Jo34350 0411453018 250 000 250
000010 034353 04302018 nmn o000 mn
000010 035390 0SHAZ016 250 000 250
000010 035391 0511016 325 a0 325
000010 Joas3az 08112018 258 000 258
000010 1035353 05112015 55.50 000 56.50 =l
e el Total Amount Gpen  Creats 10000 Denits 200488 Balance 209488
T~ Show Check

Follow the steps on the next page to be guided through

the payment entry process.
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Open Invoice Payment Entry

The following section covers payment entry on an Open
Invoice account.

Click the Add key.
Enter or browse for the customer’s account.

Payments

BankAccount| 4 = | Town and Country

Acd Mo | 000079 [ ‘ ]|

Armvourt Paid | 100,00 Baten o, | emglopes[sDR  +]
Payment Cate [p324z015 5] {oszaz015 2| Hame [aRS Office
L O | Agarass [3201 Liverty Square Prwy Turlock, GA
Account Balance|  z08488 Payment ype [Gasn =]

100,00 ChockiCoupon N

Céscount Amount| 000

Bay ANCident Hote ||

Customer Type. Manufachuring

Date Inw Armt Fenang Open Amt

[i2zam1s B1a1 [ e jﬂ
041145016 2% o0 250

hanuro1s 703 000 7

bs12016 250 000 250

s a01e 325 000 325

058/ 12018 258 oo 258

bsi12016 550 0.00 550 =l

Total Amount Open Creans 10000 Dwbits 2094 B8 Balance 2004 88

)

=

-...\q‘r‘l\i

B (o]l

T Show Chieck

Enter the payment amount in the Amount Paid field:

Payments

BankAccount| 4 = | Town and Country

acanio [oonin b Dacument 10 |
Amourt Paid| 100,00 Batzhio |
Payment Date [p5242015 3] C"Mﬁl Hame [R5 Offce
Reute[0 -l

empioyes[sDR =]

Agaress 3201 Liberty Sauare Prwy Turlock, G4

Account Balance 1994 B8 Payment Type [Gasn -
Unagpliea Amaeunt| 100.00 ChockiCoupon Mo

Céscount Amount| 000

Hate ’—

Customer Type. Manufachuring

Pickup Al Cradin | Bay AVDiest

Date Inw Armt Fenang Open Amt

[i2zam1s B1a1 [ e jﬂ
041145016 2% o0 250
w0 000 7
bs12016 250 000 250
s a01e 325 000 325
058/ 12018 258 oo 258
5112016 =250 000 58,50 =
Total Amount Open Creans 000  Dwbits 2094 B8 Balance 1594 B8
T Show Check

Ll

=

[+l 8

B (sl
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Three new fields will appear on the screen:
» Unapplied Amount: Displays the current

value of the payment that has not been
applied to any invoice:

| Unapplied Amount 100.00 |

B Pay All/Oldest: This button allows you to
apply the full value of the payment to the
oldest item(s) first:

Pay All'Oldest

B Pickup All Credits: This button allows you to
apply any outstanding credits to the account.

Pickup All Credits

4. Enter the date of the payment; Route Manager
automatically inserts the module date into this field.

Payments

Acct No.| 000010 o
Amount Paid 100.00
Payment Date | 05/24/2016 il Check Date| 05/24i2016 ﬂ
Route |0 A

Account Balance 1994.88

Unapplied Amount 100.00

Pickup All Credits J Pay AllCIdest J

5. If this payment was made by check, adjust the Check
Date accordingly.

6. Enter the Route the payment was collected on, if
applicable.

7. Enter a Batch Number to assign to the payment, if
desired.

W B =
Payments

Aot to [000a10 #

&

Aenunid Pasd | 100.00

Payment Date[ 05242015 5|  Chece Datefo5242015 5
Route[0 -]

100428

100.00
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La
LLADVANTAGE

A A2 ROUTE S YSTEMS
www. AdvantageRoutecom

8. Select the payment type from the drop down list.

Bank.ﬂ\ccuunllA j Town and Country
Acct. No. W 4 Document 1D |
Amount Paid 100.00 Batch Ne. | 123 Employee|ADR
Payment Date[ 052412016 5| Check Date[05/2412015 3| Name [ARS Office
Rowe[o <] Address 3201 Liberty Square Piowy Turlock, CA
Account Balance’m Payment Type | Cash
Unapplledi\muum{m CheckiCoupon No. ,7
Discount Amount 0.00
Pickup All Credits | Pay AlDIdest Note |
9. |If Check is selected, enter a check number in the
available field.

11. To apply the payment to the oldest open items on the
account, select the Pay All/Oldest button.
Pickup All Credits | Pay AOKest h Note |

Customer Type: Manufacturing

Acct. No. Invoice No. Date InvAmt Pending OpenAmt

000010 024075 1212212015 61411 0.00 427 67 - E]
000010 034350 04/14/2016 250 0.00 250

000010 034353 04/30/2018 27.03 0.00 27.03

000010 035380 051112016 250 0.00 250

000010 035391 051112016 325 0.00 325

000010 035392 05/11/2016 256 0.00 256

Qooo10 035393 05/11/2016 56.50 0.00 56.50 ,:J

Total Amount Open  Credits 0.00 Debits 2094 88 Balance 1094 88

I” 8how Check

An asterisk * will appear next to each item the
payment was applied to, and the open amounts listed
for each item will be updated accordingly:

Pickup &ll Credits Nmei

Customer Type: Manufacturing

Acct No. Invoice No. Date Inv Amt Pending Open Amt
000010 024075 12/22/2015 614.11 100.00 32767 s - EJ
aooo10 034350 04/14/2016 2.50 0.00
000010 034353 04/30/2016 27.03 0.00 2903
000010 035390 05/11/2016 250 0.00 20
000010 035391 05/11/2016 325 0.00 3g5
000010 035392 05/11/2016 256 0.00 26
035393 05/11/2016 56.50 0.00 56.50 ﬂ

Total Amount Open  Credits -100.00  Debits 199438 Balance 1894.88

| Show Check

Alternatively, you can choose which item(s) to apply
the payment to by double-clicking directly on the
listed item(s):

Acct No. Invaice Mo Date Inv Amt Pending Open Amt

000010 024075 12i22/2015 514.11 0.00 427 67 ‘ ﬁj -
000010 034350 04/14/2016 2.50 250 0.00 =

000010 034353 04/30/2016 27.03 27.03 0.00 % ‘_-
000010 035380 05i11/2016 2.50 2.50 0.00 %

000010 035391 05/11/2016 325 0.00 325

000010 035392 05/11/2016 256 0.00 256

000010 035393 05/11/2016 56.50 0.00 56.50 Ll

" TotalAmount Open  Credits -100.00  Debits 2062.85 Balance 1962.85

NOTE: Asthe payment is applied to each item, the
Unapplied Amount field is updated to reflect the
remaining credit that can be applied.
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12. Click the Save or More key on the payment screen to
complete the process.

W o @8
Payments
Bankceount[& =] Town and Counlry m |
acet N [o0on10 Y T am
Amourt Paid| 100.00 Batzhio | 1 Empioyen[4DR _L_' Y J
Payment Date [g3242915 3] [ 182 Hame [ARS Office v |
Reute[0 - Agaress [3201 Liserty Square Piwy Turlock, GA —'J
Account Balance | Payment Twe [Gash —-'I—
Unappiled Amaunt| [ ChockiCoupon to [ _at |

DiscouMAmaunt ] ﬁ

M |

Pickup AL Cradi | By AMCitient Note _EJ
Customer Type. Manufachuring _J
- =

X

_bat |

Acct Mo Imvoice Mo Date I Amt Pandng Open Amt

020010 024075 122272015 [3IET o0 42767 j &

000010 J034350 0411473015 280 250 000 -

000010 034353 04302018 nmn amm oo0 o

| noooin 035380 0SHAZ016 250 250 000 *

000010 035391 0511016 325 000 325

0oo0n0  foas3a 08112018 264 000 268 4 ]
000010 1035353 05112015 5850 000 56.50 = T
IR e Total Amount Open  Credns 0000 Debits 208288 Balante 1942 BS

T~ Show Check

Continue to the next section to learn additional
features available when entering payments on Open
Invoice accounts.
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Additional Features

Additional features available within the payment
screen for Open Invoice accounts are covered below.

Unapplied Credits

If the customer makes an over-payment on their
account, or a previous payment is not applied to any
items, a credit will be displayed as ‘UNAPPL’ within the
Open Items listed on the payment screen.

Acct No.  Invoice No. Date Inv Amit Pending Open Amt
000010 035401 05/11/2018 2.56 0.00 258 jﬂ
0ooo10 035402 05(23/2016 218.48 0.00 218.48
000010 035403 05/23/2016 27248 0.00 272.48
0ooo10 035404 05/23/2016 215.98 0.00 215.98
oooo1o 035405 05/23/2016 21854 0.00 218.54
000010 UNAPPL 05/24/2016 -100.00 0.00 -100.00 ﬂ
-
TotalAmount Open  Credits -100.00 Debits 2062.85 Balance 1962.85

You can apply the credit to any open item(s) by double-
clicking on the credit within the payment screen:

Acct Mo, Invoice No Date Inv Amt Pending Open Amt

000010 035401 0511112016 2.56 0.00 256 jﬂ
000010 035402 05/23/2016 218.48 0.00 218.48

000010 035403 05i23/2016 272.48 0.00 27248

000010 035404 05/23/2016 215.98 0.00 21598

000010 035405 05i23/2016 21854 0.00 21854
000010 UMAPPL -100.00 0.00 -100.00 :{

Tota\w Credits  -100.00 Debits 206285 Balance  1962.85

=

This will activate the Pay All/Oldest button, which will
allow you to apply the credit to the customer’s oldest
open items.

Pay AWOIdest Note |

Customer Type: Manufacturing
Acct Mo Invoice No Date f Inv Amt Pending OpenAmt
000010 035401 05/11/2(85 2.56 0.00 256 dﬂ
000010 035402 05/2312(86 21848 0.00 218.48
000010 035403 05/23/2(86 27248 0.00 27248
000010 035404 05/23/2016 215.98 0.00 21598
000010 035405 05/23/2016 218.54 0.00 218.54
000010 UNAPPL 05/24/2016 -100.00 -100.00 0.00 *

Total Amount Open  Credits 0.00 Debits 206285 Balance 2062.85

Series 7.1.X 8
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Alternatively, you can apply the credit to any open items by
simply double-clicking on them from within the list:

Acct. Mo. Invoice MNo. Date Inv Amt Pending Open Amt
0goo10 024075 12/22/2015 614.11 0.00 42767 . @
000010 034350 04/14/2016 250 2.50 *
000010 034353 04/30/2016 27.03 27.03 0.00 *
000010 035390 05/11/2016 250 250 0.00 *
000010 035391 05/11/2016 325 0.00 325
0ooo10 035392 05/11/2016 2.56 0.00 2.56
000010 035393 05/11/2016 56.50 0.00 56.50 =i
' TotalAmount Open  Credits -100.00 Debits 2062.85 Balance 1962.8
i

NOTE: Both credits and payments can be applied
concurrently. Additionally, there is an ‘Apply
Payments and Credits’ option available as an alternate
method for applying credits — discussed later within
this document.

Applying Partial Payments

Partial payments can be applied to invoices within the
payments screen.

In the example below, a 20.00" payment is entered,
but only “10.00" will be applied to invoice 106436 by
following the steps below:

1. Enter all of the required payment detail.
2. Right click the invoice that will receive the partial payment.

L o = T E
Payments
BankAccount[A =] Town and Country |
Acct o[ 000010 # Document 0 | = |
Arngunt Paid 100,00 Ratch Mo | r-nplr._.ani.'.[:q -i A |
PaymentDate [os242015 5|  Check Date[ps242018 5 Hams [4RE Ofce = |
- |
Route [0 - Adaress 3201 Liberty Square Phwy Turlock, CA 1
Account Balancs 1954 88 y n T | - !
Unappaed Amount 167,87 = I = |
L——

| W |
| = |
i ng |
oK —
Aot b - |
000010 < @ |
00010 = K -
000010 m |

000010 _

000010 3 =
oovs_ b e _ 3
Tetal Amount Ope Creats 000 Desits 206205 Galance 206288
T~ Show Check

3. Enter the partial amount in the ‘Payment Amount’ field
and click OK.

Payment Amount 10.00

Wox

4. ‘10.00' is reduced from the Open Amount on the item:

Series 7.1.X 9



La
LLADVANTAGE

A A4 ROUTE S YSTEMS
www. AdvantageRoutecom

Acct No. Invaice Mo. Date Inv Amt Pending Open Amt

000010  [035308 051112015 256 0.00 256 LIEJ
000010 |025390 051112018 56.50 0.00 56,50

000010 |035400 051112016 1750 000 17 50

000010 |035401 05112016 256 000 256

000010 |035402 05/23/2018 21 10.00 202.48 & _]
000010 |035403 0512312018 27248 0.00 27248

000010 |035404 0512312018 215.08 0.00 215.08 hd!

B honei il Total Amount Open  Credits 0.00 Debits 205285 Balance  2052.85

5. Continue to apply the payment to other items or click
Save.
Payment Discounts

Discounts can be entered within the payment screen as
payments are being entered.

NOTE: In order for this option to function properly, you
must establish a ‘Discount Expense’ G/L Account Number
within Route Manager and assign it to the
‘Coupon/Discount Expense’ option found under File >
Branch Setup, on the Accounting tab.

1. Create a new payment and add all of the required detail,
including the payment amount.

2. Enter the total amount that you would like to “write-off”
in the Discount Amount field.

In this example, ‘87.04’ is entered in the payment field,
and ‘5.00’ is entered as the discount amount.

" =8 -
Payments
BankAccount[A =] Town and Country v |
Acct o[ 000010 h Document 0 | = |
Arngunt Paid 100,00 Ratch Mo | }-nnlr._.ani.'.[:q .i A |
Payment Date [05/242015 3] Check Date| 05/2£2018 ;-‘ Hamé [ARS Ofice = J
Route[0 - Adarnss [3201 Liberly Sauare Phwy Turlock, CA
Account Balancs 1954 58 Payment Tpe [Cash =] |
Unappasd Amount] 100,00 CheckiCoupon No | et |
Unappiea Duscoued 5% Descountro A —— -]
Pickupal Credts | Bay avtidest | note [irite OF & |
Custemer Type: Manufacuring
Fending CpenAmt - J
10 0.00 2 < @ |
000010 50 a0 = x -
000010 1750 000 |
000010 .00 | T
000010 21848 o0 FaLE |
000010 7248 000 27248 i
e | om e |l E B
: Total Ameunt Opan  Crecits 000 Dests 209409 Dslancs 190480

T~ Show Check

3. Select the Pay/All Oldest option or double-click on the
items individually to continue.

Series 7.1.X 10
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4. The Payment Amount screen will be displayed; this allows

you to specify the payment amount and discount amount
you would like to apply to each open item.

W ol @iE
Payments
BankAccouni[A =] Town and Country
Acct o[ 000010 # Crocument c: |
Amcant Paid| 100,00 Ratch o, | Emploges[ iR~
Paymara Date [p24z018 5| Check Datefps2az01s 2 Harna [4RS Ofice )
Route[0 Addrass Libeety Sauare Phwy Taflock, A
Accour Balancs | Payment Type | Cash =l
Unappied Amound CheckiCoupen Mo | %
Unappiied Descount| f
frciap Al Credis | Pay AWCoest | Paymentamount 100.00
Discount Amount 500
Ao Ho. 1
[oo0n10 2 ox
00010 5 - ~
000010 1750 a00 1750
000010 25 Q00 258
000010 21848 a0 21848
000010 7248 000 27248
000010 nses 1 a0 21558 J
000 Dests 200409 Datancs 19940
T~ Show Check

5. Simply click OK to apply the total amount listed, or update
the numbers as desired.

NOTE: Discounts can be entered without entering a
payment amount, if necessary.

Series 7.1.X 11
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Applying Unapplied Credits
The Apply Payments and Credits option can be used to
apply unapplied credits on each customer’s account.

Navigate to Transactions > Payments > Apply Payments
and Credits.

NOTE: This option only applies to Open Invoice

customers.
Apply Payments And Credits
acet o [000010 H m |
Payment Date [D5242015 5] pame [R5 Office =5
Adcress [3201 Liverty Square Fiwy Turlock, CA 1
Account Balance 1994 88 = Jl
|
Prckup A1 Cradin B |
Customer Type: Manufachuiing = |
Acct Mo Pandng Dpen Amt & l
000010 [024075 2220 B1a1 B0 YT j!j |
0a0010 134350 4 2% ao0 250 o
00010 2703 0.0 2103 BT |
000010 250 0.00 250
040010 325 .00 325 ;
000010 258 oo 256 |
020010 550 0,00 56,50 | = L 2
iy b 10000 Debits 200488 Balance 1994 B8
T~ Show Check

Follow the steps below:

1. Choose the Add option and enter or browse for an
account number.

2. Enter a date for this transaction (for reference).
3. Double-click on any credit listed.
Pickup All Credits

Customer Type: Manufacturing

Invoice Mo Date InvAmt Pending OpenAmt

035401 05/11/2016 2.568 0.00 2.56 ;J
035402 05/23/2016 218.48 0.00 215.48

035403 05/23/2016 272.48 0.00 272.48

035404 05i23/2016 215.98 0.00 21598

035405 218.54 0.00 218.54

-100.00

UNAPPL 5

Total Amount Open  Credits -100.00 Debits 209488 Balance 1994.88

Series 7.1.X 12
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4. Select the Pay/All Oldest option or double-click on the
desired open item(s) to apply the credit.

Account Balance | 1994 88

Unappiied Ameunt| 100.00

Bay ANDilest

? =
Apply Payments And Credits
A |
acamio [ovonio Mk [
S a |
Payment Date [p5242015 5| Hame [ ARS Office

Agarass [3201 Liserty Square Prwy Turlok, GA

Customer Type: Manufachuring ¢
Acct Mo imaich Mo Date Inv Amnt Penang Open Amt - _-
000010 f035401 0512016 256 .00 256 - & J
000010 j03sang 05ZATO1E IR0 0.00 1848
000010 (035403 082018 27348 000 273 48 EXIT
000010 035404 0522016 21598 000 21598
000010 lJJ{H@'." 0E2VI016 21654 000 1854
DO00T0 JUNAPPL 824018 100,00 10000 0oo _J |i ]

ol Tokal Amount Gpen  Creats 000 Denits 209488 Balance 2094 &8

T~ Show Check

5. Verify that all the information entered is correct and

click the Save key.

NOTE: The credits will be applied during the next
Post Transactions process.

Posting Hold

If you would like to prevent any payment from being
posted on the customer’s account, select the ‘Posting
Hold’ option on the payment screen:

e =l & =
Payments
Bankhceount[& =] Town and Counby
acet o [000010 » Oocument 10 |
Amourt Paid 0.00 Batzhio | Employee[4DR +]
Payment Date | x| [osaz015 5 Hame [ARS Office IR
Reute[0 - Agcress [3201 Liserly Square Piwy Tutloek, GA
Account Balance | 1994 88 Payment ype [Gasn =]
Chacioupen Mo |
Dascaurt Ameunt| 000 Posting Head «
Bckup A1 Cradta | Note
—
Customer Type: Manufachuiing
Acct Mo invoice o Dt I At Fenang Open Amt -
00010 024075 127222015 B1411 000 42767 - !J
bODOTD  J34350 041142016 250 000 250
000010 034353 04302018 nmn o000 mn
000010 035380 0SHAZ016 250 000 250
000010 035391 0511016 325 a0 325
000010 foas3se 051 12018 258 000 258
000010 1025333 05112015 5850 000 56.50 =l
e bt Total Amount Open  Credns 0000 Debits 209488 Balante 1594 &8
T~ Show Check

The payment will not be posted until the ‘Posting Hold’

flag is cleared.

NOTE: The “Posting Hold” option can be found in the
Lists > Branch Setup > Desktop tab

Series 7.1.X
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Balance Forward Payment Entry

The following section covers payment entry on a
Balance Forward account.

Click the Add key.
Enter or browse for the customer’s account.

7 Payments fol &
Payments
st No | 000035 *
ameantpaia|  0po Owcumentio [

Batch o, [ T Employes[aDM =]
Harns [HICKMAN COMMUNITY CHURGH i
Asaress [P.0 BOX 88 HICKUAN, CA

CheckiCouponbio| et |
Discountamount|  0.00 |

Pk Al Credts | wow[ =]

— Customss Type: Wabste Customs

Paymana Dats [paaz015 3]
Check Date 03002015
Route]) -

Accourt Balance

7, i s Crects -H23  Detits 23073 GBatance

™ Ehow Check

Enter the payment amount in the Amount Paid field:

S =e &g
Payments

——

actnio [000035 b BankAccouni[n
Armount P.uaf'-'-_ a1 h |_ P
Paymana Dats [paaz015 5] atcnrio [ Emgloyes[ADM =]
Check Date [08092015 3| Hiams [HICKMAN COMMUNITY CHURCH i
Aadress [P.0 BOX 98 HICKLAN, CA

Route[A

| Ll

' art |
CheckCoupon No| L

Discount Amoun| oon

Accourt Balance

Unappaed Amaund|

Pickup Al Creds Haote [

e

@

Customes Type: Wedsie Custamer __J
_@ |

X |

Lbar |

]

7, i s Crects -17.32  Dabits 23073 GBatance

™ Ehow Check

Series 7.1.X
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4. Enter the date of the payment; RMA automatically
inserts the module date into this field.

Acct No.
Amaount Paid
Payment Date
Check Date
Route

Account Balance

Lnapplied Amount

000035 d

06/09/2015 i|
06/09/2015 i|

16.91

A -

205.50

16.91

5. If this payment was made by check, adjust the Check
Date accordingly.

6. Enter the route the payment was collected on, if
applicable.

7. Enter a Batch Number to assign to the payment, if

desired.
W Papments SR
Payments
Acct Mo | 000035 L] Bankaccouni[s =] Wells Fargo M
Amaunt Paia RCER Document i | E=

Bateh Ho. [1234BATCH ﬁe -

tamo [HICKMAN COMMUNITY CHURCH =

Payrnant Date | pEmoEe ﬂ

Route[& ] Adaress [POBOX SBHICKMAN GA =
Account Datance | 50 Payment Type | Cash -l —_—
Unapglied Amgunt| 1B ChechCoupen o | e
h ]

Discount Amound| 0.00 —=1

Frckup b Creces ot [ =]

Custemer Type: Wedsite Customer

!J _._'>.<_._.

8. Select the payment type from the drop-down list.
W Payments =a

Payments

oot No. | 000035 *
Arncaint Faid 16 81

A
BankAccound[a =] Wells Fargo

Document i |

Payment Date [oa0am01s & Batch Ho. [1234B4TCH Employes[20M =] -
Check Date [0 CUMUNITY CHURCH = |

Route[n

Payment Type [ERIN ~ | h =] :

Account Galance | 20550
+
Unaposed Amount 1681 CnackCoupon o [ETLINN —
2 Check L "W
Discount AMOURH - o Gara
Pickup Al Credta | teote [ Coupon _a|

Money Orcer = |
Debit Care

Customer Type

Bank Transter -
Barter = |
Pirnet Brsit & x|

9. If Check is selected, enter a check number.
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10. Click the Save or More key on the payment screen to
complete the process.

1 Payments o] & =
Payments
oit No [ 000035 ankAccouni[s -] Wells Fargo
et Mo 0000 Bank Account | F o)
amountPaia 1681 oommentin| [:=:)
Payment Date [pai002 Batch o, [12348ATCH Employee[ain -] -~
Check Date 021092 Hasns [HICKMAN COMMUNITY CHURGH i v |
Rioute |4 | Aadress [P.0 BOX 98 HICKLAN, CA Mf ]
accourt Balanca| 20550 Paymeet Type [Coen <] e
Unappaed Amunt| 591 CheckiSoupon o | ﬁ -
Discount Amoun .00 _'I
Customes Type: Wedsie Custamer L
& |
sl X ]
our |
S il e v Craits -M23  Datits 23073 Galancs
L.
T~ Ehow Check

Continue to the next section to learn additional
features available when entering payments on Balance
Forward accounts.
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Posting Hold

If you would like to prevent the payment from being
posted on the customer’s account, select the ‘Posting
Hold’ option on the payment screen:

W =6 e
Payments
Bankaccouni[n =] Town and Country 1
Acct to. [ 000010 # Document 0 |
Arngunt Paid| 0.00 Ratch Mo | Pnnlc_.ani.'.[:R -
Payment Date [05/242015 3] Check Date| 05/2£2018 ;-‘ Hamé [ARS Ofice J
Route [0 Addrass Thevly Square Plowy Tatlock, GA ]
Accourt Balancs 195488 PaymeniTioe [Cash =] |
CheckiCoupen Ho [ . o
Déscound Amoun| w00 Posting Hold ¥ M
Pickep Al Credts Hote i I =
©
Custamer Typt: Manufacturing
Aoct Mo, mvoice ho Date v Ami Pending CoenAmt L ]
000010 120222015 61411 000 42787 2l QJ x ]
00300 0471473016 250 a0 250 | g
000010 047302018 703 000 703 — _!
000010 S 12016 250 0.00 250 T
000010 328 a0 125
000010 258 000 255
o010 5650 | ooo 55 50 = -ﬂJ
: TotalAmountOpen  Crects  -100.00 Dests 200404 Dastance 100400
T~ Ehow Check

The payment will not be posted until the ‘Posting Hold’
flag is cleared.

Summary

The Route Manager program offers many flexible
options when processing payments. There are
additional training materials available to assist you with
learning all of the payment options available within
Route Manager. For further information, please
contact Advantage Route Systems.
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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

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, May 25, 2016
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