
 

Series 7.1.X Page 1 

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who have been archived are limited.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: 
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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:    
 

 
 
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 
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): 

 
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.  

 
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.   

 
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. 
 

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

 
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. 

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

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

 



 

Series 7.1.X Page 7 

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:   

 
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. 
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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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.  

 
A sample of the report is shown below: 

 
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. 

 
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.   

 
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).  

 
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:  

 
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: 

 
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: 

 

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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