
 

Chapter 3.09: Delivery Orders  

Introduction 
Delivery Orders are used to handle special requests 
from your customers, and schedule special deliveries as 
needed.  Each Delivery Order can be tracked and 
archived to ensure that each customer request has 
been honored.  This chapter will guide you through the 
entire Delivery Order process and the many options 
available. 

Delivery Order Reasons 
Prior to scheduling Delivery Orders for your customers, 
you will need to establish a series of ‘Delivery Order 
Reasons’ that will be used to identify each request.   
Navigate to Lists > Customer Setup Codes > Delivery 
Order Reasons, and add up to 27 reasons a customer 
may request a special delivery (e.g., Out of Product, 
Equipment Installation, or Damaged Items). 

 

 

NOTE:  Refer to User Guide B for a definition of each 
option available within the Delivery Order Reasons 
screen. 
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Here is an example of the Delivery Order screen after a 
series of Delivery Order Reasons have been defined: 

 

Creating a Delivery Order  
This section will guide you through creating a Delivery 
Order when a customer calls the office. 

Module Bar 

Click on the  Delivery Order button available on the 
‘Module Toolbar’ located on the Route Manager 
screen: 

 
The Delivery Order screen will be displayed.  Click the 
Add key to create a new order: 
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Enter an account number, or click on the Fast Find key, 
to search for the desired account: 

 

Alternatively, by clicking the  Delivery Order button 
on the ‘Module Toolbar’ after the customer’s account 
has been opened, a new order will be opened 
automatically. 

 

Choose a Delivery Order Reason 
At least one Delivery Order Reason should be selected 
per order.  This information helps identify the Delivery 
Order on reports, and will be displayed on the driver’s 
handheld.   

 

Working with Equipment 
If the nature of the order is related to equipment, 
simply click in the Equipment box to access the ‘Order 
Equipment’ screen. 
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All installed equipment on the account will be 
displayed, and you will have multiple activities that can 
be scheduled (defined below): 

 
Select one of the following keys displayed on the 
screen: 

 Install:  Select this option to request that a driver 
install the Equipment Type and Style specified on the 
order. 

 Exchange:  Select this option to replace the selected 
Serial Number for the Equipment Type and Style 
specified on the order.  

 Service:  Select this option to schedule an equipment 
service for the selected Serial Number. 

 Repair:  Select this option to schedule an equipment 
service “fault” (something is broken) for the selected 
Serial Number. 

 Pickup:  Select this option to schedule an equipment 
pickup for the selected Serial Number. 

 Reserve:  Select this option to select a piece of 
equipment to reserve for future use. 

Click OK on the bottom of the ‘Order Equipment’ 
screen to save the selected equipment option(s). 
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Adding Products 
If the customer would like to request products on the 
order, simply click in the Orders box to access the 
‘Pending Order’ screen. 

 
The customer’s assigned Default Products will 
automatically be displayed for quick entry.  Double-
click on any item displayed to update the price or 
quantity, and add alternate items to the order by 
selecting the Add key. 

 

NOTE:  Any items left on the screen at ‘0’ quantity 
will automatically be removed from the order on 
Save. 
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Additionally, you can select a ‘Gratis’ reason on 
applicable items or the ‘Default’ checkbox to add the 
item to the customer’s Default Products list 
permanently.   

 

NOTE:  The Qty. Disc option requires additional 
configuration steps.  Refer to Chapter 2.01 of the 
Supplemental Guide for further information on this 
pricing option. 

Additional Feature - Previous Orders: 
Additionally, you can select the ‘Previous Orders’ key to 
view historical orders and invoices posted on the 
account.  This will help save time scheduling orders on 
accounts that typically order the same items. 

   
The Previous Orders screen allows you to view previous 
Delivery Orders or invoices based on the oldest 
transaction date entered.  
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If you would like to Add (A) or Replace (R) any of the 
items listed on the current order, select the applicable 

radio button displayed next to each item in the list: 

 
Click OK to complete the Pending Order process and 
add the items to the Delivery Order. 

Entering Messages 
Enter a message that will be displayed for the driver in 
the Delivery Message box: 

 
Select the Invoice Message radio button to enter a 
message that will be printed on the customer’s invoice. 
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Scheduling the Delivery Order 
Each Delivery Order will need to be scheduled on a 
route and delivery date.  Enter the delivery date of the 
order in the ‘Promise Date’ field: 

 
Assign the order to the desired route by selecting the 
‘Schedule’ button: 

 
Select the desired route and click OK. 
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Additional Options 
This section will introduce you to some of the 
additional items available within the Delivery Orders 
screen. 

Follow-up Date 
A ‘Follow-Up Date’ can be assigned to each order to 
ensure that the order has been expedited in a timely 
manner.  Click on the ‘Follow Up’ button to schedule a 
follow-up date for the order. 

 

NOTE:  The ‘Follow-Up’ reminder will automatically 
pop-up on the assigned employee’s screen when it is 
reached.  Follow-up messages will not be displayed 
for orders that have already been closed. 

Add to Contacts  
Select this option to add the Delivery Order to the 
customer’s Contacts tab within Customer Information.  

 

Add Info to Alert Message 
This option is automatically selected when a Delivery 
Message is entered on an order.  The Alert Message 
will automatically be displayed on the driver’s handheld 
screen when the order is selected. 

 

Series 7.1.X 9 



 

Shopping Cart 
The Shopping Cart key allows you to provide the 
customer with an invoice total during the call based on 
the ‘Pending Order’ entered. 

 
Click on the Shopping Cart to view the invoice total: 

 

Contact Reasons 
Assign a Contact Reason to each order to identify 
orders on the customer’s Contacts tab and within the 
Contact History Messages Report found under Reports 
> Communication Reports.  
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Number of Copies 
You can specify the format and number of Delivery 
Order copies to send to the desktop printer prior to 
saving the order.  Indicate whether you would like to 
print the wide (W), standard (S), or full (F) page format, 
and the number of copies to print (1-4). 

 

NOTE:  Select ‘NONE’ if you will complete the order 
on the handheld, or do not wish to print a copy. 
Refer to supplemental document 4-43 for examples 
of the additional delivery order formats.  

NOTE:  Refer to the Deliver Orders section of Route 
Manager User Guide B for a definition of each 
additional option on the screen. 

Saving the Delivery Order 
After you have created and scheduled the order, click 
the Save key to complete the process. 

 
Continue to the next section to learn how to identify 
and manage Delivery Orders after they have been 
scheduled. 
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Managing Delivery Orders 
Each Delivery Order is identified and tracked in Route 
Manager to assist you with managing your deliveries 
daily.   

Pending Delivery Order Flag 
Pending Delivery Orders are uniquely identified within 
each Customer Information screen.   

 
Simply double-click on the ‘Pending Delivery Orders’ 
label from within any screen on the account to view 
Pending Order(s). 
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Each Pending Order is uniquely identified by an 
assigned ‘Ticket Number.’ 

  

To view or make a modification to the order, highlight 
the item and choose the  Delivery Order button.   

 

Additional Options – Paper Tickets 
Only 

For companies that use paper tickets to complete 
deliveries, there are additional options available. 
If any order has not been printed, the Pending Delivery 
Order flag will be green.  Place your mouse cursor over 
the flag to view any ticket number that has not been 
printed.   

  
If all of the orders on the account have been printed, 
the Pending Delivery Order flag will be purple.  Place 
your mouse cursor over the flag to view printed ticket 
details.   
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Contacts Tab 
If the ‘Add to Contacts’ option was selected on the 
Delivery Order screen prior to saving the order, the 
order will be displayed on the customer’s Contacts tab. 

 

NOTE:  Select the ‘No Reasons’ option on the bottom 
of the Contacts tab if the order is not assigned a 
Contact Reason. 

To view or make a modification to the order, highlight 
the item and choose the  Delivery Order button on 
the bottom of the screen.   
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Follow-Up Dates  
If a ‘Follow-Up Date’ is reached on an open Delivery 
Order that was added to the customer’s Contacts tab, 
then it will be displayed on the assigned employee’s 
screen when they login to RMA:  

 
The Follow-up Messages Report can be printed by 
selecting the Preview button.  Click OK to close the 
screen. 

NOTE:  The Follow-up Messages box can also be 
accessed from within Route Manager under Tools > 
Check for New Messages. 
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Closing Delivery Orders 
Each Delivery Order is assigned a unique ticket number 
that is used to track and close the order once it is 
delivered.  More than one method is used in Route 
Manager to close a Delivery Order, and each option is 
discussed within this section. 

 

Automatically Closing Orders – 
Handheld Only 

The Route Manager handheld program makes 
processing and closing Delivery Orders a simple task.  
Each order is automatically displayed on the driver’s 
handheld, along with their assigned messages and 
products.   
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Once the order is uploaded at the end of the day, the 
Delivery Order is automatically closed.   
A ‘Y’ will be placed next to the order on the Contacts 
tab (if applicable). 

 
Additionally, the order will be updated to reflect the 
delivery details, and can be viewed by selecting the 
‘Complete’ button within the order screen. 
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Manually Closing Orders 
Occasionally, it may be necessary to complete an order 
manually.  For example, you may provide a driver with 
a ticket number while they are out in the field, and it 
can be manually entered on the customer’s invoice. 

Confirm Sale Screen 
The driver can enter the ticket number on the Confirm 
Sale screen by tapping on the ‘Ticket’ key: 

 
When the transaction is uploaded, the order will be 
closed.   

Invoices & Adjustments 
Ticket numbers can be manually entered on any 
desktop invoice to close a Delivery Order: 

 
When the desktop transaction is posted, the order will 
be closed. 
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Route Settlement Entry 
Select the Delivery Tickets button on the Route 
Settlement Entry screen to manually close orders 
assigned to the route and date entered. 
Navigate to Transactions > Route Settlement Entry. 

 

NOTE:  Refer to User Guide A for definitions of each 
option available within the Route Settlement Entry 
screen. 
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Delivery Order Reports 
Managing Delivery Orders successfully is an important 
task each day, and Route Manager includes reports 
that will keep you informed on the status of each order 
in the system.   
Delivery Order Report 
The Delivery Order Report provides you with detailed 
information on all open and closed Delivery Orders in 
the system.   
Navigate to Reports > Communication Reports > 
Delivery Orders. 

   
NOTE:  For detailed definitions of each field within 
this report, refer to User Guide B. 

NOTE:  This report can also be accessed by clicking 
on the ‘REPORT’ button within the Delivery Order 
screen. 
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Delivery Order Status 
The Delivery Order Status Report allows you to view the 
status of each Delivery Order in the system, for tracking 
purposes. 
Navigate to Reports > Route Reports > Daily > Delivery 
Order Status. 

 

NOTE:  For detailed definitions of each field within 
this report, refer to User Guide B. 

Non Completed Delivery Orders 
without Delivery 
The Non Completed Delivery Orders without Delivery 
Report provides you with a listing of Delivery Orders 
that are not scheduled on a route, and remain in the 
system.   
Navigate to Reports > Route Reports > Other > Non 
Completed Delivery Orders without Delivery. 
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Tickets Not Printed (Paper Tickets 
Only) 
The Tickets Not Printed Report provides you with a list 
of Delivery Orders that have not been printed using the 
‘Print Route Tickets’ option found under the Route 
menu.  
Navigate to Reports > Route Reports > Daily > Tickets 
Not Printed. 

 

NOTE:  This report does not apply to tickets sent to 
the handheld. 
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Printed Tickets Not Entered (Paper 
Tickets Only) 
The Printed Tickets Not Entered Report provides you 
with a list of Delivery Orders that were printed using 
the ‘Print Route Tickets’ option found under the Route 
menu, but were not entered into the program.   
Navigate to Reports > Route Reports > Daily > Printed 
Tickets Not Entered. 

 

NOTE:  This report does not apply to tickets sent to 
the handheld. 
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Delivery Order Utilities 
High-level utilities have been added to assist you with 
long-term management of Delivery Orders in the 
system.   

Close Open Delivery Orders 
The Close Open Delivery Orders option allows you to 
close a series of Delivery Orders globally.  This utility can 
be helpful if there are a number of lingering orders that 
have been honored, but are still open.   
Navigate to Tools > Global Changes > Close Open 
Delivery Orders. 

 
Follow the steps below: 

1. Enter the global Employee and Completion Date that 
you would like to add to all of the orders being closed. 

2. Enter a global Completion Message that you would 
like to add to each order being closed. 

3. Define the date range of the orders that you would 
like to close within the ‘Delivery Order Entered Date’ 
field. 

4. Define the ‘Entered By’ and ‘Customer No’ criteria 
that you would like to include when closing the 
orders. 

5. Click OK to close the orders. 
A confirmation message will be displayed on your 
screen. 
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Modify Order Due Dates 
The Modify Order Due Dates feature allows route 
supervisors to make global scheduling changes to all 
open Delivery Orders.   
Navigate to Route > Schedule > Modify Order Due 
Dates.   

 
Follow the steps below to reschedule Delivery Orders: 

1. Select the route that the orders are assigned to from 
within the Route field. 

2. Check the ‘Use scheduled route’ option — this will 
ensure that only the stops scheduled on the selected 
route within the Delivery Orders screen will be 
displayed. 

3. Enter the ‘Promised Date’ assigned to the orders that 
you would like to update. 

4. Check the ‘Confirmed Delivery Orders’ option — this 
will include all of the scheduled Delivery Orders that 
match the criteria entered.  

5. Select the ‘Run Criteria’ button on the screen.  All of 
the matching orders will be displayed. 
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6. To change the assigned route or promise date on any 
of the orders, simply click on each order that you 
would like to update to toggle the Edit field to ‘Yes.’ 

 
7. Click the modify button, and select a new route, or 

choose the ‘Change Promised Date’ box and enter a 
new date. 

 
8. Click Save to update the orders and complete the 

process. 
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Additional Features 
There are additional features within the Modify 
Delivery Order Due Dates screen that can assist you 
with managing orders.  Each option is discussed below. 

Closing Tickets 
It is possible to close any order by double-clicking on 
the order, and selecting the ‘Close Ticket’ option on the 
screen.  Additionally, an optional completion message 
can be entered when closing the order.  

 
Click the Save key to update the order. 

Adding Messages 
You can add a message to the order by double-clicking 
on the order, and selecting the ‘Add to the Message’ 
option on the screen. 

 
Click the Save key to update the order. 
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View Delivery Order 
To view or make changes to a selected order, click the 
Modify key on the bottom of the screen to display the 
selected Delivery Order. 

 

NOTE:  Refer to User Guide B for definitions on 
additional features within this screen.   

Summary 
The Delivery Order system in Route Manager is one of 
the most flexible and timesaving features that the 
program has to offer.  If you take the time to learn all of 
the options available, it will provide your company with 
simple-to-use tools for quickly scheduling and 
managing customer “call-ins.”    
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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, March 7, 2016 
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