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Chapter 3.03: Entering
Statement Payments

Overview

This chapter will guide you through the process of
entering Statement Payments in Route Manager.
These types of payments are used when companies
require their statements to include assigned
identification numbers — similar to invoice numbers.
The transactions included on each statement will be
assigned the same Statement Number, allowing the
company to apply payments directly to each statement
generated.

NOTE: This option is not widely used outside of the
European market.
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Enabling Statement Numbers

Before using the Statement Payment feature in Route
Manager, you will need to make a modification in
Branch Setup. Follow the steps below:

Navigate to File > Branch Setup, and select the
Statement tab. In Modify mode, select the option ‘Use
Statement Numbers’.

Branch SQtup 0001 Advantage Wator and lco |
Logging | Docxing | Gatenaars | Cpumizations | | GES |
sowe | acouning | Banking | Tamws | customer |oeswop| oetuns  [Sttement || wananes | Equipment
Stitmrnt Cdins Pustal lndicis

e & Ml
Bl Statement Filé Praf| TEST  © omlr Class |[FRaT CLASS -
Satement No. Lengin|a Tree | U5 POSTAGE PAID -

Procud Descipbon Lengn (22-60)Lg 0 City State |HENDERSOH, NV 89011
R Use Sttemont Mumbers — .

I” UseAlgha Prefix on Statements Pamngrin + |
I Force Unique Stalemunt Numbers Stateenent Agnment s
I Ugs Creait Class Dise Dates i i h
[ Hide Payment Bar Code in Slaements Move Statement Oown By | 6 =] 6th Ofin incn B
Address Adjustment =1
& Ssement
Top  Laf " —_—
companyotset [0 [0 == -
Statement Humtrs o 1R | 02
San Currant Riover Addrass 1 Oflset ] ] s NG
| M“M“W | 900000 | 000000 | Anewgss 2 OMuet =]
Cragn Saatement Humbars Usa Strm Pzl i .
e Current il Suppriss Address 2 [
| 000000 | 000000 000000 | Ceadit Cards Accapted
B Statement Numbads . eica 54 Vil iy,
89 A Fomant W [Epenenican Express % [¥54) visa

“Tloiscovercar W [$5 |uastercar

Winte Off Statemant Numbers
Start Gutrent

Enter the desired statement number length in the
‘Statement No. Length’ field (between 1-12 digits):

Branch SQtup 0001 Advantage Wator and lco |
Logging | Docxing | Gatenaars | Cpumizations | | GES |
sowe | acouning | Banking | Tamws | customer |eswoo| oetuns  Statement | wananeis | Equipment
Statertrment Crions P dicis

e Statement Fite Prata TEST 17 Mabix =
= " Oger Class |FIRST CLASS
Staternent Ha. Lennml—‘ Itipe U5 POSTAGE PAID -
Procud Desciption Leng (22-60 [
Lait Ui b City State | HENDERSOH, NV 82011
W Lise Sttemont Numbers — —

I” UseAlgha Prefix on Statements FameTia + J
I Force Unique Stalemunt Numbers Stabement Abgnment ——
I Ugs Creait Class Dise Dates i i h
[ Hide Payment Bar Code in Slaements Move Statement Oown By | 6 =] 6th Ofin incn B
Address Adjustment =1
& Ssement
Top  Laf —_—
Company Ofiset | 3 3 -
Statement Mumters. e lo= 0 =1
Siari Cumant Raover Addrass 1 Offset = .4
| 000000 | 000040, 000000 =

Adanss 2 Offge ] E

Cradit Sastament Humbars I Usa Simi Poel -
S " Gument el Suppriss Addeess 2 [
| 000000 | 000000 000000 |- Cendid Cards Accepted
B Statement Numbads . eica 54 Vil iy,
89 A Fomant wl_E_mnm...r in Expross. p! & visa
| | =l | S8 |uastercara
Wirite O Stalamant Humbers et
atan |s:|.mn| ro!omr
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Define the statement number pool that will be used
when assigning statement numbers:

e = EI@
Branch SQtup Master Branch 0001 Advantage Wator and lco |
Logging | Docxing | Gatenaars | Cpumizations | | GES |
o)
sowe | acouning | Banking | Tamws | customer |eswoo| oetuns  Statement | wananeis | Equipment T
Slatwmnt Gotions Pustal lrdizis = |
i Mghix
Hute Statement File Fraf| TEST 17 (‘ma‘r Class|FIRaT CLASS = .
Staterent Ho. Length| s Tipa[US POSTAGE PHD = v
Procuct Desargson Lengt (2260 0] City State |HENDERSOH, NV 89011 /
W use sttemoliNembens T — —
I UseAlgha Prifl on Statements b + |
Statement Alsgnament _\.
Move Statement Oown By | 6 =] 6th Ofin incn =
Address Adjustment |
& Stacement s
Top  Lat  ewoice
companyotset [0 [0 == -
Statement Humtrs o e
Start Current Rgiper Adcrass 1 Offsst sass NG
| 000001 | 000040, 000000 | . 3 O = =3
Adaress 2 Oftaet 0= EXIT
Credn Sastament Numbars I Usa Stmt Pocl g i _'.J
e Current il Suppriss Address 2 |
| 000000 | 000000 000000 | Ceadit Cards Accapted
B Statement Numbads . eica 54 Vil iy,
89 A Fomant wl_E_mnm...r in Expross. p! & visa
| ™[] Discower Cara | S8 |uastercara
Winte Off Statemant Numbers
tan |::|.mn| ro!omr

Save these changes and continue to the next section.

Generating Numbered Statements

The Statements menu will now include the option to
generate Numbered Statements in Route Manager.

Navigate to Reports > Statements > Numbered
Statements.

Reporﬁﬂ Route Teols Modules  Supply Chain Orders  Window  Help |

MO_FEB 2016 | [B] | Hm

Accounting Reports

Management Reports

Communication Reports
Route Reports
Equipment

Inventory

EDI Reports

Dunning Motices

*¥ ¥ ¥ v v w v

Standard Statements

MNumbered Statements

Statement Mumber List

List Reports

NOTE: Refer to User Guide A for further information on
setting up statements in Route Manager.
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Each statement printed will now include an assigned
statement number, and they will be listed within the
Statement Payment screen (instead of invoice

Advantage Water and lce
3201 Liberty Square Parkway
Turlock Ca 95380
(209)6321122 209 632.6868
gradagadvanters.com

ARS Office
3201 Lib 2 Pl
Turlock 9538

Mpayie gty Sreaca, p kase comp RE B sectin

CI[VISA [ @ [ FOHGLOER aME Gikase £y

Og= |smmune

*RD NUNGER T EVERY MaATH
[ THSSTIUTONLY

ECTHD |
000010 ARS Office

STATEMENT NUMEER
1234

STATEMENT

E | PAVYMENT

ON L MEN
Balance F orward

457 20

Ds/11/2016 pasasn | Bag lce aty  s@0.s0 2.50
inuoice 4035390  Tax:0.00 Total: 2.50

I05/11/2016  Pas3sn lB# Bag lea Gty S@065 325
ivoice 4035391 Tax:0.00 Total: 3.25

I0S/11/2016 35392 lB# Bag lea Gty 2@06s 1.30

05117216 035392 |5# Bag lc= Gy @0 63 1.26
Irvoice #035392  Tax:0.00  Total: 2.56

Dsr112016 35393 [20 Court FogLiferK-Gty  5@3.99[T 4995

05112016 035393 [5# Bag lce =3 SiE@0.50 250

Ds/11/2016 35393 [Tax 405
Iruoice 4035393 Tax:4.05  Total: 56.50

45370

46295

46425
485.51

51548
517.96
52201

NOTE: In order for the statement numbers to be
generated and assigned properly, the Numbered
Statements will need to be printed (not previewed).
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Entering Statement Payments

An alternate payment screen will be used when
entering statement payments in Route Manager.

Navigate to Transactions > Payments > Local Payments
> Statement Payments.

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

Statement Payments

BankAccount[s =] Town and Country

acet o [000010 H h Oocument 10 |

Amourt Paid| 200.00 Batzhio | Emplogee[sDR )
Payment Data [p5232018 5| Check Datesza018 Hame [ARSOMCe
Reute[0 -l Agaress [3201 Liserty Square Piwy Turlock, GA
Account Balance | T840 Payment ype [Gasn =]
chockCoapentio|
Dascount Amount 000
wee
Cusbomer Trpe, Manufschaing
Acct Mo Statement N Datn Inv Amnt Penang Open Amt
[sA 1016 85708 200,00 45795 JIEr ]
1238 Ea!:mr)ous 4400 ‘ 000 ‘ 4400 ‘ ‘
1234 (05112018 1024 a0 1024
Rl Bl Total Amount Open  Creans 000 Cebits 81220 Balants 1220

T~ Show Check

Enter the payment amount in the Amount Paid field:

Statement Payments

BankAccount| 4 = | Town and Country

aca v [ovomio Oocument 10 |
Amgurt Pid] 20000 h Bateh b | Empioyee[ADR ]
Payment Data [p5232018 5| Check Datesza018 Hame [ARSOMCe
Rgute[0 -] Adoress [3201 Liberty Square Piwy Turlock, CA
Account Balance| 118940 Payment ype [Gasn =]
chockcoupentio|
Discount Amaunt ]
wee [
Customer Type: Manufachuring
Aot o Statemanth D3t invAmt Penan Openamt

[sA 1016 85708 200,00 45795 JIEr ]
1734 51016 4400 000 4400
1238 fsi1 12018 1024 000 1024
M'gﬂ »"_" Total Amount Open  Crednts 000 Dwbits 81220 Balante s2x .

n.
Hl

B

e

T~ Show Check
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La
LUADVANTAGE

A AAROUTE S YSTEMS
wiww AdvantagelRoutecom

Two new items will appear on the screen:

» Unapplied Amount: Displays the current
value of the payment that has not been
applied to any invoice:

Unapplied Amount 200.00

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

Pay Al'Oldest

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

Acct. No.| 000010 4

Amount Paid 200.00 h
Payment Date | i 5 é’ Check Date| 05/23/2016 i’

Route |0 hd

Account Balance 1169.40
Unapplied Amount 200.00 c

Pay AlNOldest

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

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

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

L o8 Im

Statement Payments

Acel Ho | 000010

Amount Paid| 250.00
Payment Date | [EEIEGE <
Route [0 |

s,

At Mo Staement N Date Irns At Fendng

Series 7.1.X 6
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8. Select the payment type from the drop-down list.

 Payments Forl & el
Statement Payments
BankAccount[a | Town and Country 4
acet o [B00aTa “ Documentio | ™
Ameunt Paid| 250.00 Baich No. | Emplores[:0M =] F
Payment Date 0512 Check Date[ 05312015 2] Name [ARS Office : —
Route| 0 - Agdress | 32 Squara Fiowy Turlock, CA T
accourn@alanca]  7eTA2 Parment Trpe [ELRIN. | —=
Unapplied Ameunt| 250,00 ChbcToUPon L
Déscount "'"c"-;;rr::::m: |
By anisest ] Helcoupon "]
Custormes Typ| ”f‘"fe’ 0"“;"
- Mg issionmeni
g, g .
000010 o !3:;&5:1. 350 ‘ 333 Dicect Docoadt - x|
000014 ] [03/30016 -5.00 0.00 500 E |
9. |If Check is selected, enter a check number.
10. To apply the payment to the oldest open statement
on the account, select the Pay All/Oldest button.
By £tsest | h e | o |
Customer Type: Manutacturing %
= B= s = | e x|
:;?;:3 1;2-3 os202015 19I5'"7:a ; :: u;::o —
000010 1234 05242016 2164 0.00 T21 64 ¥
; |
Total Amount Open Crecits 20150 Owbits 916.34 Balance 3990\!—
T Show 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:
Acct No. Statement N Date Inv Amt Pending OpenAmt
000010 a 08/31/2015 -10.00 0.00 -10.00 JE
000010 1] 09/03/2015 -3.50 0.00 -3.50
000014 a 03/30/2016 -5.00 0.00 -5.00
000010 1236 05/20/2016 196.70 196.70 0.00 * —
000010 1234 052412016 72164 5330 58834 |
_ =
o =t slek o Total Amount Open  Credits -1850 Debits 668.34 Balance 649.84
Alternatively, you can choose which item(s) to apply
the payment to by double-clicking directly on the listed
item(s):
Acct. Mo. Statement N Date Inv Amt Pending Open Amt
000010 0 08/3112015 1000 0.00 1000 ~la
000010 0 09/03/2015 350 0.00 -3.50
000014 V] 03/30/2016 -5.00 0.00 -5.00
000010 1236 05/20/2016 196.70 0.00 186.70
000010 1234 05/24/2016 T721.64 250.00 471.64 * h
=
;;’;‘:;';gi‘;"’ Total Amount Open  Credils 1850 Debits 665.34 Balance 649.84

NOTE: Asthe payment is applied to each item, the
Unapplied Amount field is updated to reflect the
remaining credit that can be applied.

11. Click the Save or More key on the payment screen to
complete the process.

Series 7.1.X 7
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Statement Payments

Account Balsnce 7T

et o [000010 M Documentio [
amcunteain] 25000 Baten Ko, | Employeefanu -]
Payment Dato [05a1016 3| Gheck Date 05512015 3] Name [am3 omca
Route -U_:-: ABIESS | 3201 Liberty Square Piwy Turiock, CA

o @ (8

Bankaccourt(s = Town and Counsry

Payment Type [Casn ~ »|

Check/Cougon Ne.|
Dizeunt Amoun | Q00
naate | »

Gustomer Type. Manutacunng

[xle[<[ofe[e <[« s>

Acct Mo Statemant B Date iy Al Panaing Opan Ami
000010 o 08312015 -10.00 -10.00 J!J
000010 o a2015 -350 000 -3150
000012 o 0302016 £00 000 £00
000010 12% 05202016 19570 0.00 19570
000010 | 1234 05242016 72164 25000 47164 o
& Y

T e sk o & " 6683 f
P e Total Amount Cpen  Grocits 1850 Dedas 66834 Balance 54384

Show Check

Continue to the next section to learn additional
features available when entering payments in the

Statement Payments screen.

Series 7.1.X
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Payments screen 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 within the statements
listed on the payment screen.

[Acct No. Statement ™ Date nv Amt Fending Open Amt |
[oooozs | | o |o6iogiz015 | -34.23 | 0.00 | -34.23 [T -l
You can apply the credit to any open item(s) by double-clicking
on the credit within the payment screen:
Acct No Statement N Date Inv Amt Pending Open Amt
0ooo10 0 08/31/2015 -10.00 0.00 -10.00 JE
000010 0 08/03/2015 -3.50 0.00 -3.50
000014 0 032/30/2016 -5.00 0.00 -5.00
000010 1236 05/20/2016 196.70 0.00 196.70
0ooo10 1234 05/24/2016 T21.64 0.00 72164 h
=l
Lo o shek e Total Amount Open  Gredits -1850 Debits 91834 Balance B99.64
Apply the credit to any open statements by simply double-
clicking on them from within the list:
Acct Mo. Statement N Date Iny Amt Pending Open Amt
000010 0 08/21/2015 -10.00 0.00 -10.00 =l al
000010 a 09/03/2015 -350 0.00 -3.50
000014 1] 03/30/2016 -5.00 0.00 -5.00
000010 1236 05/20/2016 196.70 0.00 186.70
000010 1234 05/24/2016 721.64 250.00 47164 * h
;T_° =ort, click on Total Amount Open  Credits 1850 Debits 665.34 Balance 649.84
eaders sbove

Series 7.1.X
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Applying Partial Payments

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

In the example below, a ‘53.10" payment is entered,
but only "25.00" will be applied to statement 1234 by
following the steps below:

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

BankAccount| A ~| Town and Country

Acct. No ,W &4 Document D ‘
AmnumF’aidm Batch No. ’7 Emmuveem
PavmemDale|05131f2mE él Check Date| 05/31/2016 él Name ‘ARS Office
Route[o  +] Agaress [3201 Liberty Square Plowy Turlock, CA
Account Balan:e’W Payment Type m
Unapplied Amnunl,ﬁ Check/Coupon Nu.’—
DiscountAmount] 0.00
Pay AliDidest Payment Amount
Payment!\mnunt,ﬁ
Acct. No. Statement N Date InvAmt Pending
000010 0 08/31/2015 -10.00 0]
s | | a s | 500 . ox
000010 1236 05/20/2016 196.70 0.00 196.70

“To sort, click on
headers sbove

TotalAmount Open  Credits 34.60 Debits 918.34 Balance 899.84

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

BankAccount| A ~| Town and Country

Acct. No.| 000010 &

Document ID ‘
amountPaia] 5310 BatchNo. [ Employes[aDM ]
Payment Date [05/31/2016 ﬂ Check Date[05/31/2016 ﬂ Name [ ARS Office
Route[0 | Address [ 3201 Liberty Square Piwy Turlock, CA
Account Balantelw Payment Type m
Unapplied Amuunl,iﬁa‘m Check/Coupon No. ’7
DiscountAmount 0.00
Pay AliOldest Payment Amount [

PaymentAmount 25.00 h

Acct. No.

Statement N Date InvAmt Pending
000010 0 08/31/2015 -10.00 0]
000010 0 09/03i2015 -350 0| h\
000014 0 03/30/2016 -5.00 0] %K
000010 1236 05/20/2016 196.70 0.00 196.70

*To son, ciick on
headers sbove

Total Amount Open  Credits

3460 Debits

918.34 Balance

89984

4. ’25.00"is reduced from the Open Amount on the item:

Acct No

-l&l

Statement N Date Inv Amt Pending Open Amt
000010 0 08/31/2015 -10.00 0.00 -10.00
000010 0 09/03/2015 -350 0.00 -350
000014 0 03/30/2016 -5.00 0.00 -5.00
000010 1236 05/20/2016 196.70 0.00 196.70
000010 1234 0512412015 72164 25.00 <uum—; s |

=

o ot Sk en Total Amount Open  Credits -18.50 Debits 89334 Balance 87484

5. Continue to apply the payment to other items or click

Save.

Payment Discounts

Discounts can be entered within the payment screen
during payment entry.

Series 7.1.X
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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, ‘48.53’ is entered in the payment field,
and ‘5.00’ is entered as the discount amount.
A7 Payments

Statement Payments

BankAccount|A  v| Town and Country

Acct. No ’W 3 Dncumem\Dl
AmountPaid| 4853 h BatchMo.[  Employee[aDm  +]
Payment Date[ 0513172016 3| ~ Check Date[ 0513112016 3 Name [ARs Office
route[o <] Address [ 3201 Liberty Square Phwy Turlock, CA
A:cmumEla\an:e,W Payment Type m
unapphem\mnum,ﬁ Check/Coupon No. ,—
Unapplied Discount| 500 Discount Amount 5.00 h
Pay AUDIdest Note |
Customer Type: Manufacturing
Acct No. N Date Inv Amt Pending Open Amt
000010 ‘ 0 08/21/2015 -10.00 ‘ 0.00 ‘ -10.00 ‘ ‘ e
000010 0 0910312015 350 0.00 -2.50

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

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.
Account Balance | 797.12 Payment Type | Cash |
UnappliedAmount|  48.63 ChecwCoupon Mo
Unapplied Discount’iann Discount Amaount 5.00
Payment Amount
PaymentAmount | IR
Mo, StatementN Date InvAmt Pending Discount Amaunt 5.00 h
10010 0 08/31/2015 -10.00 0
w || o pvsoots | 500 0 Vo
10010 1236 0512012016 196.70 0.00 [ 19670 [ ]

Series 7.1.X 11
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5. Simply click OK to apply the total amount listed, or

update the totals as desired.

NOTE: Discounts can be entered without entering a

payment amount, if necessary.

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:

wr

Statement Payments

Bank Acount =]

Document 10 |
Baich o, |

Empiayea[ACH

Azeourd Balance |

Narne | FRESS TAB FOR ACCT, LOGKUP

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

flag is cleared.

Show Cnecx

NOTE: To enable “Posting Hold” option go to Lists >
Branch Setup > Desktop tab and “Allow Posting Hold on

Payment”

Summary
The Statement Payment option offers flexibility in the
Route Manager program to accommodate for the
needs of our clients throughout the world. If you have
any questions or suggestions regarding this feature,
please contact Advantage Route Systems.

Series 7.1.X

12



La
LUADVANTAGE

A Aa ROUTE S YSTEMS
wiww AdvantagelRoutecom

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 31, 2016
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