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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:  

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

 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. 

 
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. 

 
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. 

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

 
3. Enter the payment amount in the Amount Paid field: 
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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: 

 
 Pay All/Oldest:  This button allows you to 

apply the full value of the payment to the 
oldest item(s) first: 

 
 Pickup All Credits:  This button allows you to 

apply any outstanding credits to the account.  

 
4. Enter the date of the payment; Route Manager 

automatically inserts the module date into this field.   

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

 
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.   

 
 

 
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: 

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

 

NOTE:  As the 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.  

 
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. 

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

 
This will activate the Pay All/Oldest button, which will 
allow you to apply the credit to the customer’s oldest 
open items. 
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Alternatively, you can apply the credit to any open items by 
simply double-clicking on them from within the list: 

 

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. 

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

and click OK. 
 
 

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

 
3. Select the Pay/All Oldest option or double-click on the 

items individually to continue. 
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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.   

 
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. 
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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. 

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

 
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: 

 
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 14 

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

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

 
3. Enter the payment amount in the Amount Paid field: 
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4. Enter the date of the payment; RMA automatically 
inserts the module date into this field.   

 
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. 

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

 
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.  

 
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: 

 
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 Systems, Inc. 
 
Series 7: Version Date, May 25, 2016 
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