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Chapter 3.11: Rental Setup
and Usage

Overview

The Route Manager program provides an extensive
rent billing system that allows you to charge multiple
rental rates, automatically generate rents on the
handheld, and much more. This chapter details all of
the options available for setting up and generating rent
in the program.

Rent Calendar Setup

The Rent Calendar options in Route Manager are used
for managing your rent billing cycles. This section will
define the important fields available and guide you
through setting up your rent calendar.

Navigate to File> Branch Setup, and select the
Equipment tab.

" Branch Setup. ol & =
u p Master Branch 0001 TURLOCK BOTTLED WATER

GRS |

al
Staterment | Handheid Equipment —
Rent Calendar 1 1
June 2015 v |

[Code [Tioe -] =) ~f |

u | - |Mentnly ';l oy
7 |- |Even Moring _!.l 3
2] w®
1| & |

2]

| Bar |

Detaunl Senice Crds| = . Addres |

Nent Senuce Ticket No.| (R ™

Fields (relevant to Rents):

Start Rent...Days after Install: Enter the number of
days “ahead” that will be calculated as the Start Rent
Date when a piece of equipment is installed. If a “0” is
entered in this field, the default Start Rent Date will be
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the same as the Install Date — this option can be
overwritten with each installation.

Default Equipment Wizard to Statement Billed: Select
this option to establish the ‘Statement Billed’ option as
a default selection within the Equipment Setup Wizard.

Prorate Rent: Check this box to prorate initial rental
amounts based on the exact number of days the
equipment is installed.

Bill Partial Rents: Checking this option will generate a
prorated amount calculated from the date of install to
the day the rent is generated.

NOTE: Choosing ‘Prorate Rent’ without selecting this
option will result in the customer being billed after their
first full month has passed. After which, the customer
will be billed the full month plus a prorated amount for
the additional days from installation (resulting in a larger
first rental bill).

Defer Rent: Select this option if you would like to defer
your rental charges.

NOTE: Refer to Chapter 4.07 of the Supplemental Guide
for further information on setting up a deferred rental
system.

Use Multiple Rent Codes: Select this option to enable
multiple rent codes on each piece of equipment —
generally used in the European market for sanitization
and other charges.

Ignore Rent Pending Date on Handheld: Check this
box to ignore the “rent pending date” within the
equipment screen. This is put in place to prevent the
system from generating duplicate rentals (generally not
recommended).

Generate Rent by Contract Number: This option will
enable rents to be generated according to the dates on
an equipment contract (found under Customer
Information>Credit>Contracts).

Link Styles to Types: This option will allow specific
Styles to be available only when specific Types are
selected.

Print Type and Style on Statements: This option will
allow the Type and Style information of the equipment
to be printed on the statements.

Use Product Description for Rent: Choose this option if
you prefer to print the description of the rental Product
Code on your customer’s monthly statements (instead
of the Cycle Description discussed on the next page).

Delete Prior Service Calendar Entries: Choose this
option if you want to remove the prior service Calendar
Entries when the next billing occurs.
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Allow Installed equipment to be re-assigned: Choose
this option to allow any assigned equipment to be re-
assigned, the default is to not allow this action as the
equipment is already assigned to a customer.

Suppress Equipment Movement on Invoice: Choose
this option to ensure the Equipment Movement is not
shown on the delivery Invoice.

Equipment Transfer Defaults: To set the defaults for
all equipment transfers, click on the Equipment
Transfer Defaults button

Equipment Transfer Defaults

This will open the following window.

[ iDo Mot Change PeriodiCharge Code on Handheld Install / Pickupi
[~ Do Mot Change Period Rate on Install / Pickup

Default Period Code & Charge Code
1] =l | =]
2 | = | =]
3 = | E

Status for Equipment Picked Up. -
%K| X ‘

Do Not Change Period/Charge Code on Handheld
Install/Pickup: Choose this option if you do not want
any billing changes for the equipment to change based
on Installation or Pickup to be shown on the Handheld.
Do Not Change Period Rate on Install / Pickup:
Choose this option if you do not want any billing
changes for the equipment to change based on
Installation or Pickup to be shown on Route Manager.
Default Period Code & Charge Code: Choose the
Period Code for the frequency of charge and Charge
Code from the drop down menus provided.
Status for Equipment Picked Up: Choose a default
status to be displayed when the Equipment is picked
up.
Equipment Location After Pickup: Choose which
location the equipment should be placed after pickup:

B Warehouse

B Received

> Service
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Repair Rate: Enter the Hourly Rate for repairs. Select
the Default Service Code from the drop down menu.
Then enter the Next Service Ticket No.

Rental Calendar

Rent calendars will need to be established before you
can begin billing rentals in the program. There are two
calendars to choose from:

» Rent Calendar 1
» Rent Calendar 2

NOTE: Most companies will only use Rent Calendar 1 to
handle their rental needs. However, additional calendars
can be created to handle both current and in-advance
rental methods.

NOTE: If your company charges rentals on a strict 7, 14,
28, or 56 day cycle you should refer to the Rent
Schedules topic found within the Rent Billing section
covered later in this document.

Rent Calendar 1
June 2015

Code |Type Description |_|
M Manthly Manthly Jul

Even Months Bi-Maonthly (Even) Jul
CQuarterly 3rd Month Quarterly Jul-Sep
Annual June Annual Jul-Jun
Semi-Annual Jun/Dec [Semi-Annual Jul-Dec
Tri-Annual Month 2 Tri-Annual Jul-Oct

]

~|=|Tm]w|o

- [l

~| =

Clear All Unbilled Cycles

Create Standard Months
Billed In Arrears

Create Standard Months
Billed Ahead

Service Call Address |

{+ Text Descriptions " Mumeric Descriptions

Code: This section displays all of the rent “cycle codes”
that will be billed for the month displayed.

Type: Displays the type of billing associated with the
cycle code.
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Description: The description that will be printed on
your customer’s statements for the rental (the
descriptions can be changed if necessary).

Rent Calendar 1 _land 2 [ 2_]: These buttons toggle
between the two calendar options available. Each
piece of equipment will be assigned to one of the two
calendars for rent billing (only Rent Calendar 1 is
required).

Clear All Unkilled Cycles
: Removes unbilled cycles from

the calendar.

Create Standard Months
Billed In Arrears

. Establishes a standard rental
calendar based on current month billing.

Create Standard Months
Billed Ahead

. This button allows you to create
a standard rental calendar based on advance billing.

Senvice Call Address .
: This

button allows you to enter the address that will be
printed on the Service Call form.

Text Descriptions/Numeric Descriptions: Choose to
include text (i.e., Monthly October) or numeric
descriptions to include on your customer’s statements.

NOTE: Select the desired “Create Standard Months”
buttons before continuing to the next section.

Rental Product Code Setup

Before you can add equipment to the system and begin
to bill rentals, you must create at least one rental code
that will be used on invoices when they are generated.

Navigate to Lists>Product Codes>Product Charge Codes
to create a new rental code.

NOTE: Most users will create separate rental codes for
each type of equipment; this is helpful when running
sales reports.

Click the Add key on the Info tab.

Enter a number and description for the rental code (it
is helpful to group your rental codes together, in
sequence, if more than one will be used).

3. Onthe Pricing tab, enter the default rental price for
this type of equipment (this can be overwritten per
customer).
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4. Onthe Handheld tab, select ‘Handheld Product’ (even
if you will not be using handhelds).

5. Onthe Accounting tab, assign the item to Product
Class‘4’.

NOTE: Product Class 4is required and reserved for rental
products only. If Product Class 4 does not exist in the
system, it will need to be created within Lists >Product
Codes>Product Class Codes.

6. Assign the rental code to a G/L number.

7. Click Save or More (if you are going to create multiple
rent codes) to continue.
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Equipment Rental Setup

Equipment and rentals can be assigned to customers
using any of the following five methods:

Equipment Setup Wizard
New Customer Wizard
Customer Information
Delivery Orders

yFyYyYyvwvyy

Desktop Invoices
All of these items are covered in this section.

Equipment Setup Wizard

The Equipment Setup Wizard will guide you through a
4-step process for adding equipment to the program.

The wizard can be found under
Lists>Wizards>Equipment Setup.

General Information: The General Information section
provides the information needed for each item of
equipment entered into the system via the Equipment
Setup Wizard.

STEP 1

b Eequipment Setup Wizard - Step1 of 4 =] o |

General Information Show Hints

piece of Equipment

Erter up ta 16 Dighs of Serial
Eguipment ID h HumEse of iniqus dentser for
UntTyze - it

Equipmant 02}

wadol tumbed]

X ||
[Requiréd Tields in BOLDT

Equipment ID: Enter the Identification code you’d like
to use for this specific piece of equipment.

Unit Type: Select a type of the equipment from the
drop down menu.

Unit Style: Select a style from the drop down
provided.

Vending Machine: Choose this option if this is a
Vending Machine.
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Branch: Select a branch from the drop down
provided.

Equipment ID2: If there is a second identification
code for the equipment, enter that in the Equipment
ID2 field.

Model Number: Enter the model number of the
equipment.

Capacity: Enter the capacity of the equipment.

Container Content Charge Code: Select a charge code
from the drop down menu or click on the “Lookup”
button to search for the Container Content Charge
Code.

Tank Type: Select the Tank Type from the drop down
menu.

Manufactured Date: Enter the Manufactured Date of
the equipment or double click to open the calendar
option to select from the calendar.

Low/High/Critical Alarm: Enter the percentages of
capacity to trigger each level of alarm.

Show Hints: The page has helpful hints to guide you
along the various fields on the page. To ensure the
helpful hints are visible, be sure to check the box
labeled Show Hints.

Show Hints [«

r/é_elect Equipment Charge Code _\I

AN /

x Cancel: This button allows you to cancel your
changes and go back.

HEXT 2
Next: This button allows you to save your
changes and continue.

NOTE: Only items in Bold are required to advance to the
next step
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STEP 2

i Equipment Setup Wisard - Step 2 of 4 - Equpment IVTESTEQUIP = = ]

Equomet Stmtus| - Shaw Hints

g < |worry|
utred el in BOLET

Equipment Status: Select the status of the equipment
from the drop down menu.

Purchased From: Select the vendor from which the
equipment was from the drop down menu.

Date Purchased: Enter the date the equipment was
purchased or double click to use the calendar
selection option.

Purchase Cost: Enter the cost of the equipment.

Warranty Exp: Enter the Warranty Expiration date for
the equipment.

Financed: Check the box if the equipment is financed
through the company.

Owned by Customer: Check the box if the equipment
is owned by the customer.

Sold Price: Enter the amount of the Sold Price if sold
to the customer.

Sold Date: Enter the date the equipment was sold or
double click to select from the calendar.

Sold As New/0Old: Check how the equipment was
sold.
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STEP3

i Equiprraent Setup Wasard - Step 3 of 4 - Equipment EMTESTEQUIP = = ]
Bhow Hints
Ender any miscellanacus

Comment 1 cammEnts about i s ol eca nl
equipment, up o acter

Commant 2|

|
Al

Comment 1/Comment 2: Enter any comments about
equipment necessary.

i Equiprraent Setup Waard - Step 4 of 4 - Equipment EYTESTEQUIP F] ]
Lucation | Serace =l Show Hints 7
|
At Mo | ‘Seled Produd Charge Codé o
estaliea] 77 E uga for Rental Crarges
Lecation | Ill:l |

Hame Andress Stop he
I -

o X | @ | |

“Tequired fetds in BOLGT

Location: Select the location of the equipment from
the drop down menu.

Acct No: The account number to the company this
equipment is being installed.

Installed: Enter the installation date or double click to
choose the calendar option.

Location: A more specific detail on the location of the
equipment.

gﬂ Address: The address book to lookup the
address for service and delivery. The Name, Address
and Stop number will appear in the box below this
icon.
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Period Code: Select a period from the drop down
menu.

Charge Code: Select the charge code or use the
lookup button to search for the correct code.

Period Rate: The rate of charge for the period.

Rental Group: Select the Rental Group from the drop
down menu.

Start Rent On: Enter the date or double click to select
from the Calendar.

Statement Billed: Check this box if the customer is
billed on the statements.

&BACK
Back: If you need to go back and make any
changes, select the Back button.

X Cancel: The Cancel button cancels all changes
and closes the equipment wizard.

= Save: The Save button allows you to save
your changes and schedule the
service/installation/transfer/pickup of the equipment.

.
Save & More: The Save & More button allows
for multiple entry of equipment tickets to be created.
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New Customer W/Order
(Equipment)

The New Customer w/Order Wizard guides you through

a step-by-step process to setup a new account.

The wizard can be found under Lists > Wizards > New
Customer w/Order.

1. Complete Step 1 by filling in the requested
information.

15/ Hew Customer Wizard - Step 1 OFd - []

Address Info | Credit info |

—Home Branch Customer Type Grosp  StartReason
0001 =l g = =] [eacm |
Customer Promation[ =] Contract Excieason Date | 11 |

R
Route info
Major account Code

Delivery

Magter Bill A2t Mo Y

(Required fields in BOLD)

Acct Name | Bailey's lce Exj
o I I (N ” - T
Address| 1238 CERES ST : col| 209-234-5678
Achess 2 Contact|Bailey Phons| 2094557891
City, State | CERES |CA E-Mad| emall@emai com
¥ ¥
Billing Information
m—.m.umﬁi;ua,slce—-‘f Mmﬂ e
P | 95307 V Detad ‘-J Work| 2091 587 Edj
Address | 1234 CERES 18 Fax 209-124-5678 Call| 209-234-5678
Address 2 Contac| Bailey Contadt Phone| 209-456-T891
oy, staw[cemes  |oa £-Mam| emailggema com
Edtra . Salos Rep 1 Sales Rep 2 Sales Rep 3
Legal Name | Bailey Jones [ = [ j

[ E4p
>

S Hints [

2. Step 2 of the wizard screen allows you to enter an
Equipment Order for an initial setup delivery to install
a new piece of equipment.

15 New Custormes Wazard - Step 2 OF 4 - (Badey's Joe)

— s

First ordar

=1
Address Wnlo Drder Info | Credit o Foaite Into

Equipment Order & [Cecde ™ Setup First ardar

o Tipe Stite Location FreqCode Amount P |

Route | -

Measages

| First ordur
| ~ Detaur

=] Proucs Ovider Invoice
Salan Tay (o 1 . = = Croer Reasont

Alternatively, choose the Setup option on the screen;
this feature will allow you to install the piece of
equipment onto the account directly (this is helpful if
the install has already been completed).

8 e Cutoemer Wizard - Step 2 044 - [Railey's Ios] =reis
Agaress info Creait it | Houte ik
Eauipment Setup Fust ordee
falg TrowShle  Lecsion Ous On [Dar 12875 3]
foute =
¥ Messages.
First erder —
 Firgt oeger
~ Dotsur =]
=] Prosuns Ceger __Imvice
Saian Tae [5 Ll ricat s fie use Bricinn T i i
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3. Choose the Add button and establish the Qty, Type,
Style, Freq. (Period Code), Code (Rental Code), and

Amount (Rental Amount).
B¢ Blew Customes Witard = Step 2 07 4 -« [Badey's lee] = I §
Address info Ovder Info Credit o Rowite Info
Equipment Setup  Oedet = Sebup
Ea ld TroeShie Localion Freq Code Amount

fori7 =l[erock =] fu=Jfaor =] zame

First order

B v
|

& First order

~ Detaut
=] Proucs

Sates Tay [ gl =

Roue =l

4. Click OK (If you have selected the Setup option, you
will be prompted for the Installed and Start Rent

dates).

5. Complete the remaining options in Step 2 and click

Next.

6. On Step 3, select the ‘Rent Calendar’ that will be

assigned to the customer.

7 Mew Customer Wizard - Step 3 Of 4 - [Bailey's Ice]
Address Info l

ssn | IR o
Bus Lic. E‘
Status|F | PENDING
Semvice Priority| A ~| X Days
CreditClass|E  +| Excellent Credit

Late Charge | M ¥ | NO FINANCE CHARGE

Stmt. Assessment A

Statement|C  ~| C.O.D. lnvoice

2nd Statement >

Admin. Chrg Code * |Admin Charge

Refund Chk Code A
Preferred Bank|Wells Fargo e

Preferred Payment| CHECK - Open Invoice v
RentCalendar|Rent Calendar1 = Rent Invoice [~

Order|

NOTE: The ‘Rent Invoice’ option displayed is available for
customers that require a rental invoice to be printed

separate from their standard statement.

7. Complete the remaining steps to create the new

account.

8. Once the new customer’s account has been created,
the following will occur depending on the selection

made in Step 2 of the wizard:

B Order: A Delivery Order will be created on the
account with the settings established in Step

2.

B Setup: The equipment is installed
automatically.

Series 7.1.X
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Delivery Order (Equipment)

Equipment orders can be placed within the Delivery
Order screen.

The elivery Order option can be found on the
Module Toolbar.

1. Click inside the equipment box to pull up the Order
Equipment screen.

Balance

1= Dilivery Messag

Requesl [~ Prevent Uod
nge

. DELIVERY ORDER T
Aot N [000010 |01 My - RouteDiaeon | 01 0AY 10050 =
Name [Jadvantsge Route Systems, inc Dt =l e
Dielhvery ASAress | 3201 Liverty Square Fiowy Entered Date/Time | 0311272016 5 55
Phonas (InfoRoue) | 2095321129 1 2006321122 = .2‘...]
i Craat Terms Sooke | 2 = L4
Contact Reasons ~][ove Tickst to. [ 000000000

Tolal 42767 Current 73661 30 Days 000 80 Days D748 Over 00 Days -221.45
Last Payment  Date 19042015 Amount 2.50

Head Detwvery 03142016

I” Collsct Chack

i Imoniee Wessage

I March HOT Work

Alicw Oty I AM Doy I Haw Lisrch

I Full Froazer - 20LE ™ P Deitery I™ Pick up Merchandiser

I Fill Freecor - Mix [ Call Office on Arrive - |

I Fill Fragzet 101 Onyy s re Cuoe] W |

I” Blozk Only r=- -

= r -

r= r .
Eguipmant —ed
s _schon Stddine, e L] Lotaven Oty - -
[Ho Berms =] —)—(—-

=
PO N Totsl 000 |

= I Addio Cortacts
¥ Add o HH (Alert Message)

2. Choose the Install option to create an order for

I~ Bena Grder ta Route wa RMLG
= I” E-mail Ordario Custemar.

Promise Date [01 18 2| schecuis 0/ |

_Compisty | Fatowup |

equipment to be installed on the account.

1 Ordes Equipment = |- k]
Sarial Ho. Ties Strle Location Last Senvice it Sorace Sentce Codh
ong Jencx [oue Stree | i i A|
stan | Fachangs Fanica FRopair Fickup ] Resene
Oty Aditn S Mo ' Type e Lacaticn Freq  Codt Amourt  Serdcaaul

o ||

o | X |

NOTE: Click the ‘Exchange’ button to schedule a “swap”
for an existing piece of equipment to keep the same
rental rate and billing code.

Series 7.1.X
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Establish the equipment type, rental rate, and default
codes for the new installation:

15 Order Equpment Eemach ===
Serial o, Tipe Stite Lacation Last Sendce et Sorace Senice Code
ey |5 e Stroe T [T}
] ] Resernve
Oty pe Stle Location Panod Rate Naw
2 [eRocx BT 490
vor | X |

NOTE: The ‘New’ option on the screen informs the driver
to only install a brand new piece of equipment onsite.

4. Click OK and schedule the Delivery Order as normal.

Series 7.1.X
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Customer Information (Equipment)

There are multiple locations within Customer
Information that have an effect upon rentals.

Credit Tab

The Credit tab contains two critical options regarding
rents under the Billing/Statement option:

» Rent Calendar: Determines which rent calendar will
control rent billing on the account.

B+ Statement Billed Rent: Establishes a global setting on
the account that will force all equipment rentals to be
billed on the desktop.

These options override any existing settings within any
installed equipment on the account.

¢ Customer Information - 531150

Customer Information

531150 Bailey's Ice

Info l $l Invoices  Credit lF‘aymentlnfo l Contacts l Route l Rout

Status/Contract | Credit Terms

Pricing and Promotion

Price Level | e
Open Invoice ¥

Promotional Price Group l__|

Refund Check Code | -]
Period Discount Code l—_|
EDiCode| -]

Equizmeant Fant Ootions

Rent Calendar | ¥z
Statement Billed Rent [
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Equipment Tab

The primary display area for installed equipment is
located on the Equipment tab. At all times you can
view, edit, remove, and exchange any piece of
equipment on a customer’s account from this tab.

8/ Customer Information - 531150 ol &

Customer Information

531150 Bailey's lee

infa : § | Imvoices | Cre:ﬂl r‘s:ner.'.lmi Contacts | Route | Reuls Inral Prosucts [Equipment || Step History ! Orders A
Equipms Sep prot ol mE
- am

Equip 10 Type sty Feg Cooe Fiat Inatalled  Satus T |
0117 |crock |Bituz Strige o1 | 2480 [esmi20siu ] o | v

+ ~f |

| |

w

& |

EXIT

|ALL x| Total Equipment 1 Displayed: 1 ‘l

Click Modify and choose the desired option:

Ca
xchange: Allows you to swap the current piece
of equipment out for a new one and retains the same
period rate and rent cycle.

dd Equipment: Select this option to add a new
piece of equipment on the account.

emove Equipment: Choose this option to
remove the equipment from the account.

odify Equipment: Allows you to edit the

equipment settings.
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When you are adding a new piece of equipment, select
the piece of equipment from the dropdown menu and
enter all the required field data: Freq. (Rent Cycle),
Chg. Code (Rent Code), and Rent (Rental Amount).

A

Customer Information
000010 M  ARS Office | S i
i l ] l l e l tact l : l 2oute Inf l Equipment
Equiorriznt
Equip. ID Type Freq Chrg. Code Rent
|0aG0s8s ~||s100 I || 405 ~|| 20.00

@ % X|

After clicking Save or Save & More, the Date Check
screen will appear. Enter the criteria desired and click
OK.

Ml Date Check ol ® ==

Installed Date | 06/11/2015 il
Start Rent Date 1| 06/11/2015 il
Location

Statement Billed [

Message J

=
B2 | o | X |

NOTE: The Start Rent Date will generally be the first day
of the month you wish to begin billing the customer. This
date can be rolled back to begin billing immediately. The
Statement Billed option controls whether the equipment
is billed on the desktop (checked) or handheld (not
checked).

Series 7.1.X 18
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Desktop Invoice

The Update Equipmentbutton on the Invoices and
Adjustments screen (found under Transactions) allows
you to quickly update equipment information as you
are entering a transaction on the account.

e ]1:_.-'@@
Invoice
o)
acet o [onoato [01 Invalca M o[ ER
tame | Advantage Routs Systama. Inc Ticket Ha. | i,
Ardress | 3201 Linery Square Piwy _This imoics -
Previous Batance azrer | —
MagorAccound | b T 5
; T b 5 Y.
ity Turkock. 4 35380 Tax Code [Ta 5 rip bt T“ = =
ax
pate[oarzzoe & oot [12ar =] "™ [F0 =] Loadorder =]
Reute - Seq No, Truk | - —=_
Employes ID and Name o) {2 [~
1[aou - [AoumastrRaToR Paymants || 0.00 =
B @ |
Cue o &
Nmam‘ =] MewBalance| 43047 Y
-l BXIT
Chrg. Code Desoriptien PORGrat  SenalControl 8 Qty Prics Total Tax
|30 Count Fog Lifter K- ] T B -
056 54 Bag Tor 5 0.50 2.50
.11 o4 Bag Ice o .55 o.60
100 10 Pousd Bags Of Ice to o 1.15 0.00
=
wt | B | S
dib |~ | B b | ssis| | @) ) D

Simply select the [*1Update Equipment buttonand
follow the same steps already covered in this
document to add, swap, or remove equipment on the
account.

B rrcice Input iR e
Invoice
AN [531150  [01 My ivoice o, [Gesans o[
Hame [Gadeys loe Ticket ta. |
samass 1314 cepER aT This g
B Update Equpment
Fenial No. Tipe Style Location Fieq  Frodid Rent  Installed Adtion
(I | | F o [ wiw  pamaes | =] o
|
ERE
(] X |
=}
wt | B | S
g |~ | B [ wth ] sors| G | mil| okl £

Click OK and Save your new invoice, once complete.
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Rent Billing
There are multiple options for billing rentals in the
program. The items covered in this section are:
Statement Billed Rent
Rents not Billed
Handheld Rents
Manual Rents
Rent Schedules

Take the time to study each section to be sure you are
utilizing all of the available tools.

yYyYyYvywyy
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Statement Billed Rent

Generating rent typically takes place as part of the
Month-End process. A series of rental invoices are
generated and posted on your customer’s accounts,
and these invoices are included on your customer’s
statements, along with all of their delivery invoices they
have had during the course of the month.

NOTE: The Statement Billed process will only generate
rentals for equipment that has been marked as
‘Statement Billed'.

The Generate Rent Charges option can be found under
the Transactions menu. Follow this process to properly
generate rentals on the desktop.

1. Theinitial rent screen will display the current
month and all rent codes that will be billed
(generated from the Rent Calendar).

i Equiprment Rent Billing EI =l @
=nizr klonin o 2l
July 2015
Rent Cycle 1 Codes: "W P S F.Y
Rent Cycle 2 Codes: "W PS8 F YT
gilling Tyoz
" Rents Not Billed
fant Schadulz
* Regular " Schedule 1 " Schedule 2 " Rental Group
" Schedule 3 " Schedule 4

7

[v Printthe Rent Billing Summary Report
[v Printthe Rent Billing Detail Report
[v Printthe Rental Income Report

With Detail
Customer Type Equipment Type
From - From v
To|Ww - To |12 -

Employee| ADM | Use This Employee ForAll Rents [

Delete Pending Rents %K ><

2. Verify that the option Statement Billed is selected.

Select the type of Rent Schedule you would like to
bill (most companies will leave this option on
Regular).

4. Select or deselect the reports that you would like
to print when generating rentals.

5. Enter the ‘Customer’ and ‘Equipment’ types to
include.

6. By default, the system will generate all rental
invoices using the assigned route driver’s initials
on the customer’s account. To override this
setting, select the option “Use this Employee for
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all Rents,” which will assign all of the rent invoices
to the current user defined in the Employee field.

7. Click OK.

8. A date confirmation screen will appear, click Yes
to continue or No to change your Module Date.

9. Alist of equipment that is Statement Billed, and
has not been charged in the selected billing
period, will be displayed.

Bk To Setect de-pe

10. Verify that all of the information on your screen is
accurate. Click once on any piece of equipment to
change the billing status from ‘YES” to ‘NO’ — you
can also ‘Select All’ or ‘Remove All’ globally.

11. Click OK to continue.

12. Any rental reports selected will print first (if
applicable), allowing you to review them prior to
generating the transactions.

13. Once you have verified the information, click ‘Yes’
to proceed and generate the rental transactions.

RMAdvanced - Generate Rents l

|el Weuld you like to proceed with Generate Rent Charges?

14. Post the rental transactions on your accounts to
complete the process.
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Rents Not Billed

The second option available within the Generate Rent
Charges screen is ‘Rents Not Billed’. This feature is
designed to “catch” all rents that have not been billed
for the current period. This option is used to pick-up
both handheld (customers that were not billed on any
previous deliveries) and Statement Billed rents at the
same time.

The Generate Rent Charges option can be found under
the Transactions menu.

1. Theinitial rent screen displays the current month
and all rent codes that will be billed (generated
from the Rent Calendar).

¢ Equipment Rent Billing EI = @
Enizr Monin io Sill
July 2015
Rent Cycle 1 Codes: "M ,'P"S"F,"Y",
Rent Cycle 2 Codes: "M PSF Y7
gilling Tyoz

" Statement Billed
Fant Scnzdul
&+ Regular " Schedule 1 " Schedule 2 " Rental Group
" Schedule 3 " Schedule 4

¥ Printthe Rent Billing Summary Report
¥ Printthe Rent Billing Detail Report
¥ Printthe Rental Income Report

L7 with Detail
Customer Type Equipment Type
From - From -
To|lw - To |12 -

Employee| ADM ~| Use This Employee ForAll Rents [

Delete Pending Rents %K )<

2. Select the option Rents Not Billed on the screen.

3. Select the type of Rent Schedule you would like to
bill (most companies will leave this option on
Regular).

4. Select or deselect the reports that you would like
to print.

5. Enter the ‘Customer’ and ‘Equipment’ types to
include.

6. By default, the system will generate all rental
invoices using the assigned route driver’s initials
on the customer’s account. To override this
setting, select the option “Use this Employee for
all Rents,” which will assign all of the rent invoices
to the current user defined in the Employee field.

7. Click OK.

8. A date confirmation screen will appear, click Yes
to continue or No to change your ‘Module Date’.
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9. Alist of equipment that has not been charged in
the selected billing period will be displayed.

o r—
Equipment Rent Billing

moears | o | X

10. Verify that all of the information on your screen is
accurate. Click once on any piece of equipment to
change the billing status from ‘YES” to ‘NO’ — you
can also ‘Select All’ or ‘Remove All’ globally.

11. Click OK to continue.

12. Any rental reports selected will print first (if
applicable), allowing you to review them prior to
generating the transactions.

13. Once you have verified the information, click ‘Yes’
to proceed and generate the rental transactions.

RMAdvanced - Generate Rents l;J

I_e_l Would you like to proceed with Generate Rent Charges?

14. Post the rental transactions on your accounts to
complete the process.
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Manual Rents

To charge rent manually on the desktop, go to
Transactions>Invoices and Adjustments:

W frrcice Input ERE-NE-
Invoice
At o [531150 [01 db imvaice tio, [058855 Po.|
Hame | Gasey's ke Ticket Ha. |

Address | 1234 CERES ST

Previcus Batance |

- - - Sus Total | 000
City|[CERES €4 35207 Tax Code [EX | Majoraccount B T

o — Time S Tan [
pate[oerizoe 3 oot [oes =] "™ [RaE =] Leadonder| r - |~

= - " - o m— Discounts a0
Reute = Sea No Trugs [ =l -
Empiojeo me . oy i i W
‘[mu TRATOR Praymisnts [ % J
Totat a0 ———
Due aoo & |
Harrative [ =]  MewBalance| 0.00 " X |
! = et |

Chrg Code  Descripbion atr Piice Tolsl  Tax  Serisl/BakchCode PO Gralis

NOAH 5 GALLON SPR ot | B | S

1. Add anew invoice as you normally would. (Add, select
Account, etc)

2. Add arental charge code to the product section of the
invoice (Add, then select the rental code assigned to
the equipment).

3. Enter a quantity of ‘1’ for the item.

4. The price field will automatically display the rental rate
assigned to the account (overwrite if needed).

5. Inthe Serial # field, select the serial number of the
equipment for which you are charging rent — only
equipment assigned to the customer will appear on
the dropdown list.

Chrg. Code __ Description Qty Price Total Tax__ |
[410 | @4 Equipment Repair | o 0.00 0.00 [ 0.0000

‘ Serial / Batch Cods . Pox ||

6. Click Save or Save & More to complete the
transaction.
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Handheld Rents

Equipment that is installed, and not established as
‘Statement Billed’ on the customer’s account, will
automatically generate a rental on the handheld the first
delivery of the month it is to be billed.

Handheld rents will automatically be added to the invoice
at the time of delivery, as shown below:

g Quick Entry

Dust Bowl Brewing
3100 Spengler Way

Rent 4 15.00

[ No PAR data J LZ] 2 [7J

Line Total; 15.00

B - Current [SRES]
5G Water Deposit [2] [TJEI\_J
Rents:

Deposits:

Default Products:
Miscellaneous Iltems:
Sales Tax:

Invoice Total:

Payments

Account Balance:

GOOOEIEN

NOTE: Since rents on the handheld depend on the
customer receiving a delivery in the month, it is required
that you use the Rents not Billed option on the desktop—
discussed in the previous section— prior to closing the
month to ensure that you pick-up all of the rentals on
accounts that did not receive a delivery.

Drivers will not be able to remove rentals from the
invoice while on route unless the option ‘Allow Rent
Charges to be Removed’ is selected within Lists >
Routes > Handheld Class.
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Rent Schedules 1-4

For companies that need to bill rent on a strict 7, 14,
28, or 56-day cycle, the Rent Schedule options are
available and can be set up under File >Branch
Setup>Calendars tab.

% Fernt Scliedile 4
| FRentEchedule 2
i Fent Sehieddie =
2h] Fent Caliedile £

To create a new Rent Schedule calendar:

1. Click on one of the Rent Schedule options on the
Calendars tab.

Choose the 7, 14, 28 or 56 Day Cycle button.
Click on the beginning day to start the cycle.
Click OK to save your new calendar.

vk N

Assign any equipment to Rent Schedule 1-4 in the
Billing Cycle/Freq. field to use the new calendar.

Equp 1O Troe
0132 =|lo

| =l Tetal Equipmant 1 Cizplage 1 8

Rentals will now be generated based on the calendar
days defined within the Rent Schedule screen (in order
for a customer to be billed, the billing day must be
between the dates defined in the calendar).
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EXAMPLE

The current 28-day billing period according to the
calendar below is July 7%..

Rent Calendar

July 2015 Eeliedauie 2

™ S for Haligays

Copy rom

7 Day Cycle

14 Day Cycle

Clear All

wmonTh | moNTHE | @ vran vrand | tonavs ()

o] X |

...to August 4™:

Rent Calendar
August 2015 Selindule 2
™ Side for Holidars
El X 4 5 & T L Copy from
7 Day Cycle
7 7 T ] 3 m i 14 Dy Cycle
20 Dy Ccle
7 0 ) I £ = 56 Diay Cyele
Clear All
23] | 24) El 2, ] 8l 29
£l
4 MONTH MONTH 3 4 VEAR YEAR 3 TODAYS aoTo

o] X |

The equipment assigned to this customer is assigned to
Rent Schedule 1 (below):

' |Foant Scheduis 4
Dty

[ =] TowiEqupment 1 Displareet 1 &
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The dates that a rental will qualify for this piece of
equipment will need to be between the dates defined
within the calendar: 07—07/08-04.

If rent is generated on 07-06, this piece of equipment
will not be billed. Starting on 0707 and ending on 08—
04 is the date range that this piece of equipment can
be billed between.

NOTE: If you require additional rent schedules, they
must use different rent-billing cycles (i.e., Rent Schedule
1 used for a 7-day cycle and Rent Schedule 2used for a
14-day cycle).

NOTE: Rent Schedules ‘3’ and ‘4’ are assigned to Period
Codes ‘@’ and ‘# respectively.

Generate Rent (Rent Schedules)

1. Under Billing Type, select either Statement Billed or
Rents not Billed (discussed in previous sections).

7 Equipment Rent Billing EI E] @

Enizr blonin o Sill

07/07/2015t0 USJ’US.@U‘]Ej

gilling Tyo=
" Statement Billed g

Fant Sonz
" Regular " Schedule 1 + Schedule 2 " Rental Group
" Schedule 3 " Schedule 4

[~ Printthe Rent Billing Summary Report
[~ Print the Rent Billing Detail Report
[ Printthe Rental Income Report

L% with Detail
Customer Type Equipment Type
From|C - From |01 -
To|lw - To |12 -

Employee|BJ | Use This Employee ForAll Rents [

Delete Pending Rents %K X

2. Select the type of Rent Schedule to use: Rent Schedule
Ior 2.

rizni Scnadulz
" Regular " Schedule 1 {* Schedule 2 {” Rental Group
" Schedule 3 " Schedule 4
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3. From the drop-down, choose the “Month to Bill” for
the Rent Schedule.

R/ Equiprent Rent Billing EI = @

Enizr Monin o Bill

0710712015 to 08/03/201!|Rd

07/0712015 to 08/03/2015 n

¢ Statement § 08/04/2015 to 08/31/2015 Silled
09/01/2015 to 09/28/2015
€ Regular ¢ §¢09/29/2015 to 10/26/2015 - Rental Group

¢ 5102712015 to 1112312015
1112412015 to 1212112015

) 1212212015 to 011812016
:: E,ﬂ:{m EE:{;‘“;; 01M19/2016 to 0215/2016  —|
I Print the Rental Ind 02/16/2016 to 0311412018
L7 with Detail  |03/15/2016 to 04/11/2016
04/12/2016 to 05/09/2016
Customer |05/10/2016 o 06/06/2016  +be

From|C = From |01 -
To|w = To |12 -

Employee|BJ | Use This Employee ForAllRents [

Delete Pending Rents %K X

4. Select or deselect the reports that you would like to
print when generating the rentals.

5. By default, the system will generate all rental invoices
using the assigned route driver’s initials on the
customer’s account. To override this setting, select
the option “Use this Employee for all Rents,” which
will assign all of the rent invoices to the current user
defined in the Employee field.

6. Click OK.

7. Adate confirmation screen will appear, click Yes to
continue or No to change your ‘Module Date’.
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A list of equipment that has not been charged in the
selected billing period will be displayed.

Otk T Sefect/de-dahect
Equipment Rent Billing

Aot ame EousmentiD

riaon® | Vou] |

Verify that all of the information on your screen is
accurate. Click once on any piece of equipment to
change the billing status from ‘YES’ to ‘NO” — you can
also ‘Select All’ or ‘Remove All’ globally.

Click OK to continue.

Any rental reports selected will print first (if
applicable), allowing you to review them prior to
generating the transactions.

Once you have verified the information, click ‘Yes’ to
proceed and generate the rental transactions.

RMAdvanced - Generate Rents

|el Would you like to proceed with Generate Rent Charges?

Post the rental transactions on your accounts to
complete the process.
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Rental Groups

The Rental Groups option allows you to create a
calendar of codes that can be assigned to each piece of
equipment to control when rent charges will be
assessed on each customer’s account. The benefit of
this rental method is that rentals do not need to be
generated all at once — the Rental Groups can be
staggered throughout the month.

The Rental Groups option can be found under File
>Branch Setup>Calendars.

Click on the Rent Groups option.
Select the Add Rental Group button.
Choose a beginning and end date.

AW

Enter an identifier for the Rental Group (use 1-9) and
click OK.

5. Repeat these steps for each Rental Group you wish to
use.

6. Each Rental Group will need to be manually repeated
(there is no auto-repeat option).

NOTE: In the example below, Rental Groups 1 and 2
have been created to split the billing in June (Group 1 will
be generated mid-month, Group 2 at the end of the
month).

Rent Calendar

June 2015

foemue 1

Please chck on ending date...

o] X |

GMONTH | MONTH | & YTAR wran® | tooavs | soro ]
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Assign Rental Groups

Each piece of equipment needs to be assigned to the
proper Rental Group.

1. When you add equipment to a customer’s account,
select Freq Code ‘5’ for Rental Groups.

Erquigrrizni

Equip. ID Type Freq Chrg. Code Rent
0136 I [ - || 401 ~|| 24.99
Semi-Annual Jun/Dec =
Mo Rent

Rent Schedule 1

Rent Schedule 2

Sold Equipment

Trial Equipment

Tri-Annual Month 1

Tri-Annual Month 2

Tri-Annual Month 3

Tri-Annual Month 4

Deposit Equipment -

o S

+ W0 m -

2. Enter the rental charge code and amount and click OK.

3. Onthe “Date Check” screen, select the appropriate
Rental Group Code(1-9):

W Customes Information - 531150 ERE-NE]
Customer Information
511150 Bailey's e |
I B I Treae | Euipeneat | |
Etulptnant
Equip. I0 Tipe [ = Sty e —7
1 Date Check ] @
[o3s B Datx =] @
Instaiiea Date [061 12015 5]
Start Bert Date 1[0 12015 3] Reatal Group[ =]
Locason
Statemont Billed [
Message[” |
=
B | v | X
faL | Total Equipment 1 Oisplayedt: 1 &

4. Enter the remaining criteria and click OK.
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Generate Rent (Rental Groups)

1. Under Billing Type, select either Statement Billed or
Rents not Billed (discussed in previous sections).

R/ Equiprent Rent Billing EI'E'@
Entzr Monin to Bill
July 2015
Rent Cycle 1 Codes: "M P 'S F,Y,
Rent Cycle 2 Codes: WP S F.Y,7
Hilling Tyoz
" Statement Billed @ Rents Mot Billed
Fant Schadulz
" Schedule 1 " Schedule 2 " Rental Group
" Schedule 3 " Schedule 4

f

[~ Printthe Rent Billing Summary Report
™ Printthe Rent Billing Detail Report
I Printthe Rental Income Report

With Detail

Customer Type Equipment Type

From - From -
To|w = To |12 -

Employee| ADM ~| Use This Employee ForAll Rents [

Delete Pending Rents %K ><

2. Select the Rental Group option under Rent Schedule.

Silling Typz
" Statement Billed  Rents Mot Billed
Fant Schaduls
" Regular " Schedule 1 " Schedule 2 o

(™ Schedule 3 " Schedule 4

3. From the dropdown that appears, choose the Rent
Group Code to bill.

7 Equipment Rent Billing EII & I@

entzr flonin o Zill

1

" Statement i ed

fLani Schadulz
" Regular " Schedule 1 " Schedule 2 * Rental Group
" Schedule 3 ” Schedule 4

I Printthe Rent Billing Summary Report
I Printthe Rent Billing Detail Report
I Printthe Rental Income Report

With Detail

Customer Type Equipment Type

Fram - From -
To|w - To |12 -

Employee| ADM »| Use This Employee ForAll Rents [

Delete Pending Rents ‘ wor | X
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4. Select or deselect the reports that you would like to
print.

5. By default, the system will generate all rental invoices
using the assigned route driver’s initials on the
customer’s account. To override this setting, select
the option “Use this Employee for all Rents,” which
will assign all of the rent invoices to the current user
defined in the Employee field.

6. Click OK.

7. Adate confirmation screen will appear, click Yes to
continue or No to change your ‘Module Date’.

8. Alist of equipment that has not been charged in the
selected billing period will be displayed.

Click To Select/te-velect
Equipment Rent Billing

ant
Acct Mo Ci o0 Hame Eguipment ID Tipe Code  Date Code Rent Code Rant
531150 [Balley's ke

Tetal 209

wecrn | rmoen | | X |

9. Verify that all of the information on your screen is
accurate. Click once on any piece of equipment to
change the billing status from ‘YES” to ‘NO’ — you can
also ‘Select All’ or ‘Remove All’ globally.

10. Click OK to continue.

11. Any rental reports selected will print first (if
applicable), allowing you to review them prior to
generating the transactions.

12. Once you have verified the information, click ‘Yes’ to
proceed and generate the rental transactions.

RMAdvanced - Generate Rents l_“J

Iel Would you like to proceed with Generate Rent Charges?

13. Post the rental transactions on your accounts to
complete the process.
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Reports

All of the rental reports available are located within the
Generate Rent Charges screen:

7 Equipment Rent Billing o] @ |5
Enitzr plornin to 2ill
July 2015
Rent Cycle 1 Codes: "M ,FP"S"F,Y",
Rent Cycle 2 Codes: "M 'FP"S"F Y
gilling Tyoz
" Rents Mot Billed
ant Schadulz
* Regular " Schedule 1 " Schedule 2 " Rental Group
" Schedule 3 " Schedule 4

—
f
—
’

[v Printthe Rent Billing Summary Report
[+ Printthe Rent Billing Detail Report
[+ Printthe Rental Income Report

With Detail

Customer Type Equipment Type

From - Fram -
To|lWw - To |12 -

Employee| ADM »| Use This Employee ForAll Rents [

Delete Pending Rents ‘ %I{ )(

B Rent Billing Summary: This report summarizes the
total amount of rental charges generated.

B Rent Billing Detail: This report offers detailed rental
information regarding each piece of equipment, rental
code, taxes, and totals.

B Rental Income: This report focuses on rental
deferment and gratis items.

NOTE: A report that is often used in addition to these is
the Sales Detail Report found under Reports>Accounting
Reports>Sales. The report can be generated for Product
Class 4 (rentals) items only.
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Period Codes for Rentals

Route Manager uses a standard set of “frequency
codes” to indicate and control when rents will be
charged. These codes are selected when you set up, or
assign, a piece of equipment on a customer’s account.

Freq. Duein Code

Annually January

February

March

April

May

June

July

August

September

October

November

December

Monthly Monthly

Odd Months

Even Months

Quarterly 1* month of Quarter

2" month of Quarter

2Ol 9[O|Z | R|—|—|T|O| M| M|O|O| = >

(%]

3" month of Quarter

Semi-Annually Jan. / July

Feb. / August

Mar. / September
Apr. / October
May / November
June / December
MISC. No Rent

Custom Schedule 1
Custom Schedule 2
Custom Schedule 3
Custom Schedule 4
Sold Equipment
Trial EQuipment
Rent Groups
Deposit Equipment
Lease Equipment
Tri-Annual 1 Jan. / May / Sept.
2 Feb. / June / Oct.

3 Mar. / July / Nov.

4 April / Aug. / Dec.

olo|Nfo|i |+ v lw|E@|N RN <| x| S| <| |+
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Tips
P Periodically, companies may offer a free trial period
for new customers. To setup a promotional period of

no rent on an account, simply set the Start Rent Date
to the first day of the month rent should begin billing.

B An equipment exchange takes on all the
characteristics of the previous piece of equipment.
Most exchanges will be for the same cooler type. If
the new unit being exchanged is different, such as a
Hot/Cold in exchange for a Cold/Cold water cooler, be
sure to double-check that the charge code and rent
codes are correct.

B If you generate a series of rental invoices and realize
you have made a mistake, go back into the Generate
Rent Charges screen, and select the option “Delete
Pending Rents” to globally remove them all.

Summary

This introduction to the rental process teaches you one
of the most important procedures in the program. If
you have any further questions or concerns, 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

Web Site: 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 20, 2016
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