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Chapter 3.16:
Archiving/Removing
Terminated Customers

Overview

The chapter will explain how to archive and remove
customers from your system that have become inactive
and/or terminated. The customers can be removed
from the Route Manager database by archiving and
eventually deleting all of their information from the
program. This will allow you to permanently remove
older accounts that are no longer needed.

Once you have taken this step, reports for customers
who have been archived are limited. However, you can
still print out a customer list and get basic sales
information on the accounts that are archived.

Introduction

Most of the programs that you will need for the Archive
customer routines are located under the Tools Menu.
Here is a sample menu for you:

Tools | Modules Package Plans  Window  Help

Flash Report Setup j@ m AL‘?I’ET |@

Conyersation

Check for Mew Messages

Playback Customer Messages

Global Changes >
Ar
Purge Contact History Archived Custormers Report

Archive Customers

Administration 3 Archived Custormer Revenue Report
Drivers Manifest Codes

L__lanauage Maintenance

Delete Archived Customers
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Setup

To help assure that you do not prematurely delete any
customers with recent transactions, there is a
‘Minimum Last Transaction’ field that can be adjusted
within File > Branch Setup, on the Optimizations tab.
Enter the number of days since each customer’s last
transaction that you would like the system to observe
when archiving accounts within the ‘Minimum Last
Transaction for Deleting/Archiving Customers’ field:

Fareground Memor,
Background Mermes
ForeBackground Tetal F]

I D not Backup Pricr o Posting
Pasting Backup Copies [ .i:|

™ Gopy instead of Compressing User Defined Dbiects: 10113288

Backup Copy Directory

Furgs Truck Lead Qnsﬁd'.erl 90 = Days
Purge HH 1 Time Msgs td‘.erl w ___ Days
Directed to Purge inventory Transactions Afier| 24 ‘_J] Monihs

as8nation E-Mai

Daslination E-Mall Puige Purchase Drde HisteryAfter| 0 —] tanthe
Fan Humber

Puirge HH D8l Produdt Changes Aior[ 0 =] Wanins

Pusge Upiaad Reports Afler | 0 = Manths

Lo Ordaes After | 0 =] Mortns

Minimurn Last Transacton 8o [~g — pays
Deleniirchiang Customens |~ =

I~ Compre

ﬁ

W Branch Setup = & E

Branch Setup Master Branch 0001 Advantage Water and lco. |

S | dccownting | Banking | Taws | Customer |Desiop| Detuns | sttement | wanned | Equipment | al

Logging | Docking Calendars Optmzatons || | ces h |

= |

Myrnoey 1

e ™ Foregrouna Mameey | 1 |
2 Backgrouna Memary 1

Bacup Copies [ 35 vailable Wemory, 1073741024 =

This field will prevent you from accidentally choosing
the wrong date when removing customers in the
‘Archive Customers’ screen. If the operator selects a
date later than the one shown, the program will warn
the user to return to this screen and change the date.
By using this double safety net, it will help reduce the
chance of inadvertently running this process on the
wrong customers.

NOTE: The date displayed below the ‘Minimum Last
Transaction’ field represents the last transaction date that
will be included when archiving/deleting customers by
default.
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Archiving Inactive Customers

Archiving customers will remove the account(s) and
prevent them from showing up within the Route
Manager program. The customer’s information is
removed and placed into condensed files within the
Route Manager directory. Their account information
will NOT be permanently deleted until the ‘Delete
Archived Customers’ process is executed.

NOTE: Customers can only be archived if they are inactive
(End Date) and carry a 0.00 balance on their account.

The Archived Customers menu can be found under the
Tools menu within Route Manager:

Archive Customers
Archived Customers Report

Archived Customer Revenue Report

Delete Archived Customers

Archive Customers

The Archive Customers function will remove the
customer’s information and sales data from the
primary display areas and move the information to
archive files stored within the Route Manager
directory.

When accessing the Archive Customers screen you will
be prompted with a message that displays the number
of days set as the minimum transaction date within
Branch Setup (covered earlier):

N —‘ ..—['i—h'J

| MNOTICE: The Minimum Transaction Date for Archiving Customers is
W' setto 50" days, this will potentially archive any customer who has a
zero balance and not had a transaction since 04,/22/2015.

(this setting can be changed in 'File/Branch Setup/Optimizations tab')

Click OK to continue.
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The following warning is displayed since this is a

permanent process that will remove the accounts from

your system. Please ensure that you understand the
severity of this process and it is strongly urged that you
create a backup prior to continuing.

WARNING ‘

%a?' unDONE!

this process.

Do you wish to continue?

% WARNING! THIS IS A DESTRUCTIVE PROCESS AND CAMNOT BE

It is strongly recommended that you make a backup before running

L¥e J|

Mo

The Archive Terminated Customers process will include
all customers whose last transaction occurred before
the ‘Last Transaction Date’ displayed within the screen.
You can make adjustments to all of the criteria
displayed prior to clicking OK.

From Credit Class | A -
To Credit Class | Z -

Status
Please select Account Mumber range

|

7 ARCHIVE INACTIVE CUSTOMERS o @ |

From Acct. Mo.| 000002 From Customer Type | C -
ToAccount Mo.| 999999 To Customer Type | W -

Click OK to continue.
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You can include OR exclude any customers that appear
in the confirmation list. To do this, double-click on each

M Click To Select/de-select EI =3 @
Archive Customers
Last End
Acch Customer Name Archive  Trans Date
000019 [MICHAEL DEGREMDELE YES |03/22/2010 |06/08/2015 -
000044 [HORGAMNS ABSOLUTE WELDING YES |10/10/2007 |05/31/2008
000059 |OAK VALLEY AMBULANCE YES |09/13/2007 |09/29/2007
000069 |PEMNSION MANAGEMEMT COMNSULTANTS YES |01/20/2009 |01/29/2009
000074 |INTERNATIONAL PAPER YES |08/06/2009 |09/11/2009
000080 [INSULAIR YES |03/30/2007 [04/01/2007
000081 [STREAKS SALON YES |04/17/2008 |04/03/2008
000083 |PLATINUM FINACIAL GROUP YES |03/02/2007 |06/30/2008
000090 |MARY BOMALES YES |10/26/2007 |09/28/2008
000097 |PAM SAWYER YES |08/M17/2007 |10/01/2007
000101 |BRIGHT MOW DENTAL YES |10/12/2007 |10/22/2007
000122 |EVA'S DYMNASTY SALOM & SPA YES |09/24/2008 |11/20/2008
000124 |CATHEY LATMER YES |07/31/2009 |12/01/2007
000128 |INLAND CALIFORNIA CONSTRUCTION YES |08/28/2009 [08/27/2009
000135 |CAL-MED YES |09/30/2009 |12/01/2007
000138 |[ISOM WINERY YES |07/09/2008 |08/06/2008
000145 |DEBBIE SOUTHERLAND YES |12/21/2008 |10/01/2008
000146 |SABRINA JOHNSON YES |02/28/2010|05/21/2009 j
Accounts: 139 SelectAll | Remaove All | & %K

For all customers that have YES next to their name, you
will be asked to confirm your intentions to archive
them once more:

WARNING

el

l Y

Account Mumber From: 000002 Te: 999999
Last Transaction Date: 04,/22/2015
Customer Type From: C To: W

Credit Class From: A To: Z

Zero Balance and Last Transaction Date on or before 04/22/2015

Do you wish to continue?

You are about to archive 13 customers matching the following criteria:

[ No

Click Yes to continue or No to cancel the process.
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The archiving process will start and you can view the

progress on the screen.

i ARCHIVE INACTIVE CUSTOMERS

o= =]

FromAcct. Mo.| 000002 From Customer Type | C

-
ToAccount No.| 999999 To Customer Type | W -

From Credit Class | A -
To Credit Class | Z -

Status
Cleaning up data

Wox
93% ><

Once the process is complete simply click OK to the
confirmation window:

Fa

=

x|

Additionally, you will be provided with a report that
lists all of the accounts that were archived which can be
printed for your records:

. ]
Archive Inactive Customers Report

Criteria Accourt Number From: 000000 To: 000100
Last Transaction Date: 01/11/2013
Customer Type From: CB To: WO

Result

Archived data for customer 000004
Archived data for customer 000005
Archived data for customer 000022
Archived data for customer 000025
Archived data for customer 000028
Archived data for customer 000002
Archived data for customer 000003
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Archived Customers Report

The Archived Customers Report is a reference report
that will display the accounts that have been placed in
archive and are no longer in the active Route Manager
program. There are multiple fields of criteria that can
be used to produce the desired results:

5 Customes Lt = @
Customer List

Sort Option 1

T -| Acct No. Customer Start Date  Customer End Date  Customer Type

n Al a|
Sort Option 2 From, From| /1 e From|[ [/ | From| <]
[eacet ne. | To|sansng To[0anaz01s 4 To[0araa01E 4 To[Wh =]
Cradit Class Acct. Status Major Acct. Statement Cods
From | -| From| | From| = From| |

To [k -| To[R - To[TEET ~| To[= -|

Filter By

& | X |B| & |rax |5 |

Fields:

Sort Option 1 & 2: The primary and secondary fields to
sort by. You can choose from the following categories:

# By Date
By Account Number
By Account Name
By Customer Type
By Major Account Code
By ZIP Code
By Tax Code
By Credit Class
By Statement Code
» By Account Status
Acct No: Enter the account number range desired.

Customer Start Date: Enter the starting dates for the
customers that were archived or double click to select
from calendar.

¥yYYy vy vyYVYVYVYY

Customer End Date: Enter the ending dates for the
customers that were archived or double click to select
from calendar.

Customer Type: Select the range of types of customers
to be included in the report from the To and From drop
down menus.
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Credit Class: Select the range of credit classes to be
included in the report from the To and From drop down
menus.

Acct Status: Select the range of account statuses to be
included in the report from the To and From drop down
menus.

Major Acct: Select the range of major accounts to be
included in the report from the To and From drop down
menus.

Statement Code: Select the range of statement codes
to be included in the report from the To and From drop
down menus.

Only Non Terminated Customers: Select this option if
you do not wish to include any Terminated Accounts.

‘Group’ by Sort Option 1: Select this option to group
the results based on the Sort Option 1 selection.

Short Listing: Select this option if you do not wish to
have any detail on the report.

Print Only Summary: A condensed summary will be
printed using only category totals.

Use Delivery Address: Select this option to use the
delivery address on the report, and also allows for an
extra search criteria filter by Sales Tax Code.

Only Master Billed Customers: Select this option to
only show Master Billed accounts on the report.

Only Consolidated Customers: Select this option to
only show consolidated customer accounts on the
report.

Filter By: Select Sales Rep 1, 2, or 3 for filtering the
results.

Sales Rep: Enter any Sales Rep ID’s.

Change Branch(s): When in a multi branch
environment, this button allows you to change the
branch you are running the report for without having
to exit the entire report screen.

A sample of the report is shown below according to the
criteria that you have selected.

A sample of the report is shown below:
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Deleted Customer List

Citana Acd. Ne Range Al == DiG0G0
St Dale Hange AL == 0¥ 1¥R 14
Eod Dale Rasge Al *= 03vN8
Ty Rangie A<= H
< Fal

Aeceond States Al <= R
Mapr keesurt Al <= TEST
Staternen] Code All == 3

Rest Mo Conteet iomation Coeatinfemanen Smit End
oo0180 s5N Mama 5am Statemant Type N Start Date 11302010
Heme Phionp 7R85 8 62 Ext Late Charge £ Huason @
Curarge Markad E-bhoil acldra@ars247. com CreaClssc End Date 04042012
Rosress Fax 2086324958 Acct Statu | Reason B
£055 M Curssgo 21113 Price Level Drsfaut :
CensitLimit Uniinteg Selen Rep2
Lis Vegas, MV 09149 Open Invoica Ve Sabes Revd
Hedos Custmis Tye: GV
D286 5N Name Alss Statormnt Type N Elart Date 11302010
Hame Phone 7006412400 Exl Late Charge Aeases 4
Jumnn Lf4 E-Mnl acltra@ars24? mom CreaiCiaes B End Date 0172012
e Fax D AR AR Accd, Stabsn | Auaeon £
¥ Conk Dollar PrceLeves Dmam Sl Rapd £
45 5, Butako Dr, Sute ATD1 CroditLimit Linimigey  SaleaRep2
Las Vegas. NV 89147 Open Involee ¥ 65 Sty Repd
Castmar Typa 01
Hama Eric Statament Tops i Siart Date 111353010
Phone FE-G-45a2 [ Lute Charge 3 Reason 9
LM% 3OUATBLIArEZ4T oM Crond| Class © N0 DEAE DSTHMIZ
Fax 2006326458 Acct Satus A Roason G
Sales Repl 5
BB B Lan Y egas Bivd BT Price Lavel Dofalt
Crodil Limit Uniimtesy  Sthea RepZ
Las Vogas, WV 89119 Open invoice e Sas Rl
Hetes Castomar Typo R
Customen Lises )
Run Cate 0732070 1331 Mot D 0132010 Advatage Waler andice By ADM Face T

This report will provide you with detailed information
on each archived account.
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Archived Customers Revenue
Report

The Archived Customers Revenue Report will display
historical sales figures for archived customers. This

may be used when you need to look at data several
years into the past. While it is not as detailed as

standard revenue reports within the system, it can still
be helpful to use.
= = & [
Archived Customer Revenue Report
Sort Option 1
| ReRe ] Acct. No. Dates Charge Code Cust. Type
Sort Option 2 From| From [05242016 % From [050 *|# Fom[Eo -]
[eraca =l To[ 529990 To| 05242016 5 |u|::.eu . - To[wH =]
Sort Option 3 ——
e = ZIP Code
By Charge Code .]
From | -|
To[eoesn  ~
& | X | B & | rax | oy m
A sample of the report is shown below:
Archived Customer Revenue Report
Criteria: Acct # Range: All Less Than or Equal to 9995999
Date Range: 11222000 to 11/222004
Chrg Code Range: 105 to 399
Customer Type Range: 01 to0 16
Zip Code Range: All Less Than or Equal to Wo%aH
Branch: CH KF ME MT ,OK ,RD RDZ T UK WV
Acct# Name ZIP Code
Chry. Des cription Qty Amo unt Gratis Qty Gratis Amount
Branch: OK
011108  BROOKLINE INC. 96097
01 Manthly Feb 6.00 0.oa a 0.0oa
Totals 6.00 0.00 a 0.0o
011440 REGENCY PARK APARTMENT 96080
250 & Gal. Drinking 1.00 6.40 1) 0.0oa
850 Empty Bottle -2.00 0.oa a 0.0oa
01 02/04 - 02/04 - 200 20,00 a 0.0oa
Totals 1.00 26.40 a 0.0o
011474 WRIGHT; KEVIN 96048
250 & Gal. Drinking 4.00 2560 1) 0.0oa
850 Empty Bottle 3.00 0.oa a 0.0oa
01 02/04 - 02/04 - 2.00 0.oo o 000
Totals 9.00 25.60 a 000

The sales data displayed is related to the archived
customer’s product purchases.
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Delete Archived Customers

The Delete Archived Customers function will
permanently erase the archived customer’s data from
the system and remove any references to the accounts
within Route Manager.

NOTE: Performing this process will disable the ability to
use the Archived Customers Reports covered previously.

The following warning is displayed since this is a
permanent process that will remove the accounts from
your system completely. Please ensure that you
understand the severity of this process and it is strongly
urged that you create a backup prior to continuing.

WARNING ;J

W5 WARNING! THIS IS A DESTRUCTIVE PROCESS AND CANMOT BE
UNDOME!

This process will permanently delete all archived customers that match
the selected criteria, these customers will no longer show on the
Archived Customer Report and Revenue Report.

It is strongly recommended that you make a backup befere running
this process,

Do you wish to continue?

| ve || Mo

The Delete Archived Customers process will include all
archived customers whose last transaction occurred
before the ‘Last Transaction Date’ displayed within the
screen. You can make adjustments to all of the criteria
prior to clicking OK.

M DELETE ARCHIVED CUSTOMERS o] @ |

From Acct. Mo.| 000002 From Customer Type | C -
ToAccount Mo.| 998999 To Customer Type | W -

From Credit Class | A -
To CreditCIassm Last Transaction Date | 04/22/2015 E‘

Status
Please select Account Mumber range

o
X

Click OK to continue.
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You can include OR exclude any customers that appear
in the confirmation list. To do this, double-click on each
line to change the value from YES to NO (below).

S YSTEMS

i Click To Select/de-select EI = @
Archive Customers
Last End
Acct  Customer Name Archive  Trans. Date
000019 [MICHAEL DEGRENDELE YES |03/22/2010 |06/08/2015 J
000044 [HORGANS ABSOLUTE WELDING YES |10/10/2007 |05/31/2008
000059 |OAK VALLEY AMBULANCE YES |09/13/2007 |09/29/2007
000069 |PENSION MANAGEMENT CONSULTANTS YES |01/20/2009 |01/29/2009
000074 |INTERMATIOMAL PAPER YES |08/06/2009 |08/11/2009
000080 [INSULAIR YES |03/30/2007 |04/01/2007
000081 [STREAKS SALON YES |04/17/2008 |04/03/2008
000083 |PLATINUM FINACIAL GROUP YES |03/02/2007 |06/30/2008
000090 [MARY BOMALES YES |10/26/2007 [09/28/2008
000097 |PAM SAWYER YES |08/17/2007 |10/01/2007
000146 |SABRINA JOHNSOM YES |02/28/2010 |05/21/2009
000149 |KURT FIEGEL YES |01/31/2008 |01/01/2008
000152 |PENSKE, CERES YES |06/30/2009 |06/01/2009
=
Accounts: 13 SelectAll | Remove All | &

For all customers that have YES next to their name, you
will be asked to confirm your intentions to delete them
from the archive once more:

WARNING

el

l ..‘

You are about to delete 13 archived customers matching the following

criteria:

Account Mumber From: 000002 To: 999999
Last Transaction Date: 04,22/2015
Customer Type From: C To: W

Credit Class From: & To: Z

Zero Balance and Last Transaction Date on or before 04/22/2015

Do you wish to continue?

Click Yes to continue or No to cancel the process.
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The deletion process will start and you can view the
progress on the screen. Once the process is complete
simply click OK on the confirmation window:

W7 DELETE ARCHIVED CUSTOMERS [ | = | =]

e

From

===

To Ac

From Cr i
To Cn

Status
Delete Arch

| Delete Archived Customers Complete,

Additionally, you will be provided with a report that
lists all of the accounts that were deleted from the
archive which can be printed for your records:

Result

Delete Archived Customers Report

Criteria Accourt Number From: 000000 To: 299999
Last Transaction Date: 01/11/2007
Customer Type From: CB To: WO

Deleted archive data for customer 000004
Deleted archive data for customer 000022
Deleted archive data for customer 000025
Deleted archive data for customer 000028
Deleted archive data for customer 000003
Deleted archive data for customer 000125
Deleted archive data for customer 000151
Deleted archive data for customer 000120
Deleted archive data for customer 000174
Deleted archive data for customer 000109
Deleted archive data for customer 000122
Celeted archive data for customer 000182
Deleted archive data for customer 000183
Deleted archive data for customer 000134
Deleted archive data for customer 000191

Summary

Keeping your data well organized is important. Once a
year, you should repeat this task for customers that
have been inactive for the last three or four years. By
so doing you can speed up your system, keep it lean
and focus on accounts that are currently buying

products from you.
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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

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, March 13, 2016
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