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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).

ik Delivery Order Reasons =R =R =
Delivery Order Reasons

#h
Reason ID ’7‘1 E
Reason | QUT OF WATER i
Mini Description W —
I~ Suppress Input on Delivery Order El
|

[~ warn for Pa e Plal piration Violation E§+
_® |
_é |

EXIT

NOTE: Refer to User Guide B for a definition of each
option available within the Delivery Order Reasons
screen.

Series 7.1.X 1



La

LNADVANTAGE

A AAROUTE

S YSTEMS

v, AdvantageRoutecom

Here is an example of the Delivery Order screen after a
series of Delivery Order Reasons have been defined:

#i¢ DELIVERY ORDER == =
Acct Mo, |001231 |01 E Route/Day/Stop
Name | ATHENA MILLER Driver |3 i
Delivery Address | 401 MEANDERING LN Entered Date/Time | 10/16/2013 é‘ 10116120
Phanes (InfolRoute) | 209-632-1122 L
TURLOCK, CA 95382 Credit Terms Spoke With | WEB ORDER =
Contact Reasons || Ticket No.| 1310160001 English
Balance Total 62.10 Current 0.00 30 Days 0.00 60 Days 0.00 Over 90 Days 62.10 v
LastPayment Date 12/03/2013 Amount 130.87 Last5 —_—
Deliv
Request [~ QUT OF WATER "‘J
I~ NEEDS SUPPLIES @ et
[~ PICK-UP COOLER —
[~ NEW COOLER
[~ OUT OF CUPS _
[” out of water urgent —
hiri)
Equipment —
Qty. Action Serial No. Type Style Location Orders Qty =

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:

| Module Date os11012015 | Q&€ J[E)$] PerioaMo_JuN 2015 | [@]E

The Delivery Order screen will be displayed. Click the

Add key to create a new order:

hif DELIVERY ORDER ol = ==
Acct No.[001231 |01 E Route/Day/Stop
Name | ATHENA MILLER Driver |- =
Delivery Address | 401 MEANDERING LN Entered Date/Time | 10/16/2013 ﬂ 10M6/20
Phones (Info/Raute) | 208-632-1122 _th |
TURLOCK, CA 95382 Credit Terms Snoke With [ WEB ORDER =
Contact Reasons Ticket No. | 1310160001 English
Balance Total 62.10 Current 0.00 30 Days 0.00 60 Days 0.00 Over 90 Days 62.10 v
LastPayment Date 12103/2013 Amount 130.87 —
Request |~ QUT OF WATER 14
I~ NEEDS SUPPLIES st
I~ PICK-UP COOLER =T |
I~ NEW COOLER
I” OUT OF CUPS —
I™ out of water urgent
Equpent B |
Qty. Action Serial No Type Style Location Orders aty &
Ho fems, | [FrosTY e BAG | 0 | —
ey EXIT
E = G
PO. No Total  0.00
@ Delivery Message " Invoice Message Copies
INTERNET ORDER *** [| 7 Add to Contads -
I7 Add to HH (Alert Message) REPORT
I~ Send Order to Route via RMLive
I E-mail Order to Customer.
Promise Date | 1012212013 ﬁ Complete | Follow Up

Series 7.1.X
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Enter an account number, or click on the Fast Find key,
to search for the desired account:

W/ DELIVERY ORDER =)o =
Acct. No. | 000035 H . Route/Day/Stop [A/B03 /0270 B
Name | HICKMAN COMMUNITY CHURCH Driver [ o
Delivery Address [g54 | ST, Entered DateTime [0gro201s Sf[1150

Phones (Info/Route) | 209-874-1180/ 209-874-1180

HICKMAN, CA 95323 Credit Terms Spoke With hd

Contact Reasons | Route Inquiry ~|[NET30 TicketNo. [000000000  English

Balance Total 246.69 Current 246.69 30 Days 0.00 60 Days 0.00 Over 90 Days 0.00
tPaymant Nate 0RAN2016 Amaunt 5310 Moyt Dolivery 0R12212015 last5 |

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.

Fike Lot Tiewactors Beports Route Tosh Moduls  Refund Checks Window  Help

Modde Date  paroRos Q_&hur; 200 | (el i

17 Customer Informatice: - 060002 ] =
Customer Information T

000002 MAYANRESORT | e
finto]| 5 | ivoices | creat | paymentins | contacts | moute | route wto | procuess | Equipment | stop istory | orcees | # |

Aect No. [090002 custemerTipe [F- =] mesdesti s Heme Grancn [(011 =] TumLoex sormEp WA _m |
Bill To - —
Hams 3 B e [ ] - |
UAYAN RESORT |202455 1111 |- <
3 ] werpnone B et ces sl |
H ¥ e | 8| [ [ -~ + |
Contadt Contazt Phans = P
9521 MCRTON DAVIE DRIVE [Jaae [20z-28811m1 4
Pelling E-Mi Acdhesnes = ;| |
SATTERAON ,T :uuuq--u&a-:r«rw;ers-.um ® |
fata & |
Store Mumbar X |
: EXIT
Lagal Hams Sabes Rew 1 | D) =] Eoeediny |
| Rep? <] sussmees[
ity - Major Actount Cooe -
| s test
= Dia3tla aSteenFrent L ogin -

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.

7 DELIVERY ORDER o] = ==
Acct Mo |000035 |01 fd . . Route/Dav/Ston |4 180370270 =t
Name [HICKMAN COMMUNITY CHURCH Driver [t Lo
Delivery Address 854 | ST, Entered DaterTime [0610i2015 5[ 1152
Phones (Info/Route) | 209-874-1180/ 209-874-1180 J
HICKMAN, CA 95323 Credit Terms Spoke With hd
Contact Reasans | Route Inquiry _~|[nET30 Ticket No.[000000000  English
Balance Total 246.69 Current 246.69 30 Days 0.00 60 Days 0.00 Over 90 Days 0.00
LastPayment Date 06/10/2015 Amount 53.10 Next Delivery 06122/2015 Lest J
elv
Request WOUTOFWATER . ! J
I NEENS SUPPLIES O]
-ﬁ [~ PICK-UP COOLER
[~ NEW COOLER Quot
[~ OUT OF CUPS uotes| L]
[ out of water urgent o |

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.

Series 7.1.X 3
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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):

1 Dedles Equipment [ 1 ]

Select one of the following keys displayed on the
screen:

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

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

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

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

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

B 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).

Series 7.1.X 4
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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.

Egupmant —
SRy Ackon _SadntMo. Tpe . _B _Location Orders oty |
o ters =] [iio tems T e
X |
ﬁ )
|
I - |
B0, No. Muliple PO Tota 0.00
* Dosvery Mssage  imvuice Message Copies
—l  aggw Contacts <1
¥ Addto HH (Alert Message) epos |
™ Send Oroer o Roule va RMLIe.
J ™ E-mail Qroer %o Cuslomes
Promise Date (06222015 2 Schedule (418) Complete | Follow up

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

B Pending Order el @] =
PO, No. [ JTSHCO-11MZ-023 Promotion Cade, |

Code Descriphon oy Frice Gatis Est Amount
SGW123456709 5 Gal Water 0] 7.92] 0.00 =
IGW123456709 3 Gal Water 0 5.30] 0.00
205123456709 5 Gal Spring Water 1 5.66 6.66
3GW1Z3456788 3 Gal Water 0 5.38 .00
(050 L% Hag lce 0 0 j 000
20CKF 123458788 20 Count Fog Lier K-Cap 0| (R .00
100123456788 10 Pound Bags Of lce 1o keep shull cool 0| 0,50, .00
120123456709 208 Ice [ 1,60 0.00

wt | B[] cen]

B e || [ ml [ ] X

NOTE: Any items left on the screen at ‘0’ quantity
will automatically be removed from the order on
Save.

Series 7.1.X 5
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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.
B Pending Order =B
P0. N, [TTSHCO-1MZ023 Promotion Coge. =
Coe Deseripsion oy Frica Gratis Oty Dise  Datault
050 =] 4[5 Bag e 100 | naa[H =] r

% x|

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.

Previous Make
Orders hfaun

| ek ‘ i I ol ‘ C\earAH| é@‘ RV mﬂg!-’

B v X

The Previous Orders screen allows you to view previous
Delivery Orders or invoices based on the oldest
transaction date entered.

Invoice/Order#  Chg. Code Qty Price Extended MNone/Add/Repl
5 024069 700 5 Gal Deposit -z 6.00 -1z 00 * NC AC R ]
024083 SEW 5 Gal Water 3 5.85 17.55 NI AC R
024085 208 5 Cal Spring Wate a .68 £.660« NI AT R
5 024069 938 Balance Transfer z z.22 4_aaf(¥ NOC AT R
12/22/2015 024063 080 B# Bag Ice 4 0.65 310 NC AT R I
12/21/2015 020965 205 & GCal Spring Wate z 6.66 .66 N ACR
12/21/2015 020985 998  Balance Transfer z z.z2 4.4aFNCACR
12/21/2015 020965 080 8% Bag Iee 4 0.65 310 NC ACR
12/18/2015 020446 205 5 Gzl Spring Wate i3 6.66 &.660F NC AR -
@ Both " Orders " Invoices Oldest Trans. Datelmﬁ :':-EJ

Series 7.1.X 6
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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:

B Pending Crder =l ® =
PO No. | Promotian Code. =]
Code Descripsion oy Frice Gratis Ext Amount
SGW123456789 5 Gal Water 0 8.69) 0.00 |
IGWAZ3456T89 3 Gal Water 0 5.;‘ 0.00
205123456709 § Gal Spring Water 1 6.66 6.66
3CW1Z3456788 3 Gal Water 0 u.38 0.00
050 SHHaglce [ 075 000
88123456780 [Bakance Transher 2| 313 868
2OCKF 123458788 20 Count Fog Lifler K-Cup ] .99 000

||| own] @] [T

| |
|

Extended HNonelAddRepl.

13/33/2016 024078
12/23/2016 024078
12/23/2015 0240738
12/23/2015 024079
13/16/2015 016208
12/16/2016 016204
13/16/2016 016204
12/15/2015 016083
12/15/2015 016083

 gom © Onders © Invoices

Date InvobceiOrder#  Chy. Code aty Price
BCW 6 Cal Water 1 .68
208 & Gal Spring Wate B £.66
050 51 Bag Ice B 0.76
EEr 2 2 3.33
= 089
208 1 666
EEE a 3.33
208 1 666
358 2 3.33

s Date| 08072015 ]

BE.ETE N AT R
A BENCACR
§.200 N AC R
6667 N AT R
43,88 F NC AT R
€667 N AR
€66 N AR
6. 660 NI Al R
666 N Al R

)

= x| X

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:

Promige Date |08/22/2015 |  Schedule (41 8) |

Customer would like the fems delivered to the warehouse.

Comglels | Fallow Up |

¥ Addto Contacts

¥ Aadip HH (Alert Message)

I~ Sendg Oroer o Route Wa RMLve
™ E-mail Order ta Customer.

Coples

" Delvery Message

[T =rre—— ﬁ

Select the Invoice Message radio button to enter a
message that will be printed on the customer’s invoice.

Promise Date | Diz22015 5| Schedule (A/8)

L [adskallheeeeecr dal

Here are thee ferms: you requested for yous park!

=l

L

Complete | Fallowup |

W agato cantacts

P el 1o HH (At W
[ Send Grder o Rou
™ E-miail Duclis la Cuslomes

Series 7.1.X
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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:

S YSTEMS

Equpment J j
G Adion Senat s ] Stie Location

54 Date [00072018 £ Schecule L] C in | Fosicwriip |

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

Select Route...
Please select route for special delivery

day...
Route | N - |
Senvice Time 03:
Committed Time | 0:00

Exact[™

Wox

Select the desired route and click OK.

Series 7.1.X
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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.

'Hﬂ:"' Telephone Request Follow-up | = || (=] ||i‘3-|-‘

Telephone Request Follow-up

Follow up Date i‘
Follow Up By [ADM -

8] ‘ Zancel |

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.

 Delivery Message  Invoice Message
Here are the items you requested for your party! J

Copies
W Addto Contacts =~

v Addto HH (Alert Message) REFORT
I™ send Order to Route via RiLive

J [ E-mail Order to Customer.

Promise Date | 06/22/2015 é‘ Schedule Complete

Eaioatin]

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.

" Delivery Message & Invoice Message
Here are the items you requested for your party! J

Copies
¥ Addto Contacts =

¥ Addto HH (Alert Message) WT
I send Order to Route via RiLive —

J I E-mail Order to Customer.

{Faiiow Up

Promise Date | 06/22/2015 §| Schedule Complete

Series 7.1.X 9



A
LNADVANTAGE

A AAROUTE S YSTEMS
v, AdvantageRoutecom

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.

Equipment —

Qty. Action Serial No. Type Style Location Orders Qty

No ltems _+| [5GALLON PURFED 1z 4]
70Z PLASTIC SLEEVE (100CUPS)

x|
A hj--

| \
Click on the Shopping Cart to view the invoice total:

w7 Pending Items In Shopping Cart (==
Code Description Qty Price  Gratis Extended Amount
100 5 GALLON PURIFIED 12.00| 5.950 TlAﬂﬂCJ
504 70Z PLASTIC SLEEVE (100CUPS) 5.00| 3.150 15.750C

Order’ﬁ

Rem’io

Deposns’iﬂﬂu

Tax’im

TntalTnday’W

Pay %K Pravious Balancem
Total due’m

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.

i DELIVERY ORDER (o] ® ==
Accl No.|000035 |01 4 R & Route/Day/Stop [ 4180310270 =
Name [HICKMAN COMMUNITY GHURCH Driver |.J¢ :
Delivery Address 8541 ST Entered Date/Time | 06/10/2015 j 11:52
[ Phanes (Info/Route) | 203-874-1180 / 209-874-1180 J
|H‘CKMAN CA 95323 Credit Terms Spoke With =
Contact Reasons |[ L) M NET30 Ticket No.| 000000000 English
Balance | Billing Inquiry Days 0.00 Over 90 Days 0.00
Last Payment | Complaint Next Delivery 0612212015 Lasts
PastDue Deliv.
Request
Route Inquiry Iy 1

Series 7.1.X 10
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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).

T Delivery Message @ Invoice Message Copies
Here are the items you requested for your partyl = % Addlo Contats m
% Add to HH (Alert Meszage) R—
™ Send Order to Route via RMLive
™ E-mail Order to Customer.
Promise Date [06:2222015 | Schadule Complete | Follow Up \

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.

-G-8
[P ] RawteManSton [010AY 1 0050 —]
ot |G e
Enternd Date/Time | 0341 “115_J |
Phones fnfooute] | 209-632-1122 1 209-532-1122 —
|
| Turiock, CA 25300 Credi Terms Spake With =
Contact Reasons =l[oue Tickat nio. [ 000000000 a |
Batance Total 427.87 Carrent 73881 30 Days 0.00 80 Days 8745 Owver 50 Days -221.45 |
Last Payment Date 11042015 Amount 2.50 Med Delivery 03102018 e—
Requést [~ Pravent Mod I Collect Check ™ Merch NOT Work
I Aliow Oty Cnange I~ AM. Delnery I~ New Merch
Freezer- 20 L0 I” PM. Dielivery I~ Pickup Merchandiser
il Freezer - Mix [~ Call Ofice on Arrive | B
I Fill Freecer 101 Only - [
I Block Oriy I C
s r e
[ i C r-
Equipment
Qty_Aciion Senal No. Tipe Stite Location Orers aty
o tama =] [6 Count T Lifer Rt
T |saBagles
&=l =
FO.No Totsl 5650 |
 Delivery Message " kewaice Message Copies
2] aadio Gontacis | =
B Add to HH (Alerl Message) et ]
=l I™ Send Crder o Route via RMLive
I E-mast Groer to Customer
T | 3101 P—
Promise Date [0ar102018 5| Schesule 010} | complets | Fotiowup |

Continue to the next section to learn how to identify
and manage Delivery Orders after they have been
scheduled.

Series 7.1.X 11
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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.

B! Customer Infrmation - 000035 [E=={Eol ==

Customer Information

000035 HICKMAN COMMUNITY CHURCH | PENDING

l

|
Acct No. | 000035 Customer Type |¥ ‘Website Customer Home Branch | 4 TURLOCK BOTTLED WA E

Bill To Contact Info -~
|

:|"fU:| !51 Invoices I Credit ‘ Payment Info 1 Contacts I Route 1 Route Info I Products 1 Equ\pmem} Io H\stry

Name Phone B Ex Fax
209-874-5933
2

&
‘H\CKMAN COMMUNITY CHURCH ‘EUQ—BTL‘HEU
ZIP Cade Work Phone Ext Cell BE

Dffss T W] ocem | 3
Simply double-click on the ‘Pending Delivery Orders’
label from within any screen on the account to view
Pending Order(s).

Ri? Customer Infarmation - 000010 E

Customer Information
Status: Active

£

000010 M  ARS Office

Info 1 $ ‘ Invoices 1 Creml} Payment Info 1 Contacts I Route ‘ Route Info :ﬁ‘rn‘hﬂm‘é;l Equ\pmen Stop Histery ‘ Oruer‘

01 [1508140003 |08/14/2015 08/17/2015 |Dennis Hendersen

_th |
W ‘ I Stoj o 0 =
Pending Orders  Package Plans | Recurring Charges PAR | Free Product ‘ DallyRenHLeaseJ QuulesJ
oLl 4PN
Stop  Ticket# Created cheduled Rte Promised Created By i
01 1502020002 g 02/02/2015 |RDMINISTRATOR2 J b
01 1506010008 E 06/01/2015 |RDMINIST i
01 [1506150001 |06/15/2015| / [/ 06/17/2015 |Dennis Hendersen —_—
01 [1507160001 |07/16/2015 | / / 07/16/2015 Bt
01 [1507160002 |07/16/2015 | / [ 07/16/2015 -
01 [1507160003 |07/16/2015 | / [ 07/16/2015 _—
01 [1507160004 |07/16/2015 | / 07/16/2015 |RDMINISTRATORZ
01 [1508140002 |08/14/2015 | / [ 'EN Dennis Henderson =
ro i
_& |
EXIT

Series 7.1.X 12
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Each Pending Order is uniquely identified by an

assigned ‘Ticket Number.’

Series 7.1.X

Default Products l Pending Orders ~ Package Plans ‘ Recurring Charges | PAR | Free Praduct I Daily Rent/Lease I Quotes ]ml—’;‘-juxr $ == ]
Stop  Ticket# Created Promised Created By i
01 1502020002 [02/02/2015 P 02/02/2015 [ADMINISTRATOR2 v
01 1506010008 [06/01/2015 7 06/01/2015 [ADMINISTRATOR2 AJ
01 1506150001 [06/15/201%5 ! 7 06/17/2015 (Dennis Henderson —
01 1502160001 02/16/2015 A 02/16/2015 IRDMINISTRAIORZ Eﬁ"
b e e et i e |
01 1507160004 [07/16/2015 9 07/16/2015 [ADMINISTRATOR2 |
01 1508140002 [08/14/2015 I T4 Dennis Henderson =1
01 1508140003 |02/14/201%5 S 08/17/2015 |Dennis Henderson ﬁ
To view or make a modification to the order, highlight
the item and choose the Delivery Order button.
Delault Products | Pending Orders  Package Plans |R.-mmugcn.um-:;| PAR | Frove Producd | Dy Rieeil { Liriasias ||
@ |
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.
ent l Stop History l Orders '
Tickets Mot Printed:
Free Product. | Daily Rg1506080001
| 1506100001
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.
Tickets Printed:
7040300001/0102408 by ADM, 06/03/2015
15:55:13
13
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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.

Mgsu

B i | ® | w0 |y @ |

Contact Message Filter [¥ GEN
¥ BILLING

I DELIVERY
[¥ ROUTE INQUIRY

¥ Complaints

[¥ Mo Reasons

v Ungrouped Reasons
¥ Log Meszage

[ SelectAll

#l* Customer Information - 000035 =l
Customer Information
000035 HICKMAN COMMUNITY CHURCH | PENDING DELIV o 5
Info I M Invoices I Creml‘ Paymentinfo  Contacts IRnute 1 Route Info I Products 1 Equ\pmem} Stop History | Ord
Spake with Date Time Wessage FiU by Follow-up By Reasons Completed
RetCkPaid 06/10/2015 [09:36 |Check# 531 Paid 06/02/2015 i ADM
RetCheck 06/10/2015 [09:36 [Check # 531; Check Date 06/02i2015; Paid it ADMW
|06110/2015 [09:07 |[IOUT OF WATER [{JOUT OF CUPS |Route Inquiry
Schedule Change|06/09/2015 |10:01 |Skipped Stop for 06/12/2015 it ADM
Route Schedule (J06/09/2015 |10:01 |A  Route Schedule Partially Cleared a i ADM
Route Schedule QUG/09/2015 |10:01 |A  Rescheduled To [B03] it |ADM
06/08/2015 [11.43 ADM  [06/22/2015 [ADM  |Route Inquiry
06/08/2015 [11:40 ADM  [06/22/2015 [ADM  |Route Inquiry

o= sfe oo mle

EXIT

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.

Series 7.1.X
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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:

M7 Messaging... EIE@

There are follow-up messages for the
following customers

.
000035  |[aDM -] o

Group

J | Branch
E %H Company

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.

Series 7.1.X 15
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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.

¢ DELIVERY ORDER = =@ =
Acct No [000035 [01 . E Route/DaviStop | A SPCL/ ####
Name [HICKMAN COMMUNITY CHURCH Driver [ 425 L8 ekl
Delivery Address g54 | ST Entered DatelMme [06110/2015 2{[os.07
Phones (Info/Route) | 209-674-1180 / 209-874-1180 _#
HICKMAN, CA 85323 Credit Terms Spake With =
Contact Reasons | fouts ingusi =1 NET3~ Ticket Mo | 1506100001 English -~
Balance Total 246.69 Current 246.69 30 Days 0.00 60 Days 0.00 Over 90 Days 0.00 =
Last Payment Date 06/10/2015 Amount 53.10 Easi“[.': ‘ —

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.

g Alert Message

Account No.: 000035-01
HICKMAN COMMUNITY CHURCH
8541 ST.

HICKMAN, CA 95323
209-874-1180

LE ] LI ok * %k * *k

Delivery Order No. 1508180001

Customer would like the items delivered to the
Storage Room using the side sntrance.

L
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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).

000035 HICKMAN COMMUNITY CHURCH ‘ PENDING DELIVERY s
Info ‘ ” Invoices ‘ Credit ‘ Paymentinfo  Contacts WRuule 1 Route Info 1 Products 1 Equipment ‘ Stop Histurv} Orders 1

|

Spoke with Date Time Message F/U by Follow-up By Reasons Completed E
RetCkPaid 06/10/2015 |09:36 |Check# 531 Paid 06/02/2015 H ADM a“
RetCheck 06/10/2015 |09:36 |Check# 531, Check Date 06/02/2015; Paid 1 [AD M

06/10/2015 [09:07 |[ADM 06/10/2015 12:19] Promised Date Cha |Route Inquiry v
Schedule Change(06/09/2015 |10:01 |Skipped Stop for 06/12/2015 H ADM ,.,_ﬁ
Route Schedule G06/09/2015 10:01 |A  Route Schedule Partially Cleared a H ADM
Route Schedule G06/09/2015 |10:01 |A Rescheduled To [B03] 1 ADM

06/08/2015 (11:43 ADM  |06/22/2015 [ADM  |Routd@inquiry

06/08/2015 [11:40 |ADM_ [06i22/2015 [ADM  [Routd@inquiry 1

Additionally, the order will be updated to reflect the
delivery details, and can be viewed by selecting the
‘Complete’ button within the order screen.

W Complete Delivery Order

Complete Delivery Qrder

Process By |/

Completion Message

[ & ==

Completion Date | 061072015 él

Cancel

) Complete

Series 7.1.X
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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:

’ Confirm Sale

=4 || PO, J| ]
oz () &

—-Esi o JTm)

L&

[ % |

Invoiced050

Humber of copies to print: | = [ 1 | *

| =»
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:

s = |
Invoice R
M
et o [000035 |01 M N N [T pa | =
Hame [HICKIASH COMMUNITY CHURCH Ticket Mo, [ 1506080002 — -
: This Imvoice.
Amress [853 187 ci
I e | |
— 000 /
city [ MGk G G323 Tax Gode [ ST =] Majoraceoun| S vl "
i e RO . 200
oa[vsaz0rs o oo [1238 [1z2s ~ Lo osee | | ]
Hati = [ Hoq Ha Truck - . Y R
Total | 0.00 =1
1[aou <] [apumes STRATER Parmecss | 0.00
e wm | T
&
Harratie ]  NewEdmoh P
=l BT
Chrg. Cace Deszngacn Qty Price Total Tar Serial | Gatch Cods PO# Gralis
I :

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.

La

S YSTEMS
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i Route Settlement Entry

Emplovee| apmirJETRATOR

= =2 | =]

~| Routezzz  ~| NOROUTEASSIGNED

Truck -
Date[ 061012015 2
. . . Autogenerate
Invoices Delivery Tickets Skips Payments Transactions
Credit/ Debit Load Sheet Missing Tickets Cash Recording EXIT

NOTE: Refer to User Guide A for definitions of each
option available within the Route Settlement Entry

screen.

Series 7.1.X
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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.
W Delivery Order o] = (=
Delivery Order
Sort Option 1
byAcct. No - Primary Date Secondary Date Employee
Sort Option 2 Acct. No. ‘Emeren Date j ‘F’mm\sad j |Scnsﬂu\snj
[y Primary Date B From|000000  From [08/1012015 4 From[0802015 4 From | -l
TOW To 061072015 4 To|06M0/2015 é‘ To[zz |
Time Print >
00:01 & Open Tickets rintdty i Etzwsgimp\nvee
From " Completed Tickets r Dropdown Filter
To|2359  Both
Reasuns Selected Reasons
OUT OF WATER
WEEDS SUPELIZS =l A =l I” Include Blank Reasons
PICE-UP COOLER > I” Include Message
NEW COOLER I Include Reason Codes
OUT OF CUPS
I” Include Address
out of water urgent hi ™ Include Phone Mo.
=l A | |I” verbose Reason Godes
Change Branch(s}
5‘X‘|§l|§?|ﬁ\x| |»E‘

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.

Series 7.1.X
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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.

#h Delivery Order Status [E=R el ===
Delivery Order Status

Sort Option 1

[yRos ] [scheduled | [Fromisea -]

Sort Option 2 Route Promised Date

By Scheduled Route A From | A - From | 06M0/2015 é‘
To|zzz - To | 06102015 é‘

I™ Unconfirmed Delivery
I” Confirmed Delivery
I™ Printed

[ Closed

I Posted

I™ Invoiced

I™ Include all Customers on Route

8| x|E|&| || =

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.

Non Completed Delivery Orders without Delivery

Account No-stop Promised Date  Account Name Ticket Numher
000101-01 1145/2001 Johnson; William 11113001
000105-01 1145/2001 Ayers; Julie 11113002
000107-01 084542005 Richmand 5t Service Station 5081200001
00o0114-02 082472006 Modesto Express Foods B052300001
000114-02 082472006 Modesto Express Foods B082300002
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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.

itk Tickets Mot Printed (= oh ==
Tickets Not Printed

Sort Option 1

By Route h
Sort Option 2 Route Promised Date

[oyoae -] From[s = From [08/102015 3
To[zzz - To [0/102015 3

I™ Include all Customers on Route

6 | X |B| & |||

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.

A7 Printed Tickets Not Entered

Printed Tickets Not Entered
Sort Option 1

By Route -

Sort Option 2 Route Promised Date

[oyoae ] From[a - From [06102015 2
To[zz -] To 08102015 2]

I™ Include all Customers on Route

s |x|B|s

FAX‘ \»E\

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.

W Close Open Delivery Orders =] = =

Completion Information

&

Employes Name | ADMINISTRATOR -

Completion Date | 06/10/2015 i‘

Completion Message

L
® |x

Apply to Delivery Orders

Delivery Order Entered Date Promised Date Entered By Customer No

From [06r10:2015 5] From 0611012015 2] | -] \
To [0611012015 2] To 0611072015 2 [mu ~] [999999

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.

#i7 Modify Devliery Order Due Dates (E=8 =05

Modify Delivery Order Due Dates

Criteria

Route ~| ¥ Use scheduled route Promised Date | 06/10/2015 é‘ I™ All days for this route

LFilter By
C M Confirmed Delivery Orders

EnteredDate © ¥ Unconfirmed Delivery Orders Run Criteria
Promised Date & S Equipment Service Orders

Ticket No Acct, No. Name: Address City ZP__|Rte!Stop/Seq| Fotered | Promised | Wat | Fdit |

[ Close Ticket I™ Add to the Message
-] =] New Route
Mew Seq

" Change Promised Date o
06/10/2015 él

EXIT

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.’

Ticket No Aot Ho Na Address Ci p/Seg
001244 JOE WILLIAMS 658 W MAIN ST TURLOCK 0611012015 oves |

Total Water 0

I™ Closs Ticket [ Addto the Message
3| New Route o
New Seq
r Change Promised Date
o 1
0611072015 2 ™

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

choose the ‘Change Promised Date’ box and enter a

new date.

Wil Modify Devliery Order Due Dates = e s

Modify Delivery Order Due Dates

Criteria

Route| B ~| W Use scheduled route Promised Date|06/10/2015 i‘ I All days for this route

[ Filter By
C™ Confirmed Delivery Orders 0 Orders
EnteredDate ©  yf¥ Unconfirmed Delivery Orders 1 Qrders Run Criteria
Promised Date & s/ Equipment Senvice Orders 0 Orders
1 Total Orders
TicketNo__| acct lo Hame Address ZP__| Fie/Stop [Seq | Entered | Promised | Wat | Edit

witonois o0 ves B

001244  JOE WILLIAMS 658 W MAIN ST

|
I~ Close Ticket I~ Add to the Message Total Water 0

B NewRuulem rd

Mew Seq )<

— T Tl o
El =l
B | Exir
8. Click Save to update the orders and complete the
process.
26
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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.

001244 JOL WLLIAMS

W Close Ticket

[Gamoreors 2] & o

=
| B | o |

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.

HewRoute[4 =
New Seq.

I Change Promised Daty
[oenamots 2

x|
@ o

B | owr |
Click the Save key to update the order.

Series 7.1.X
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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.

=] MewRouts -] |
law x

= =l

— .| B B |

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 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, March 7, 2016
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