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3.19 Daily Cash Recording

Introduction

The Daily Cash Recording feature allows you to
reconcile cash collected against cash recorded for each
route uploaded from the handheld. Using a simple
interface to manually input cash collected, the driver
can be billed for any differences between the entered
amount and the payment total uploaded on the
driver’s route. Using this feature will ensure that your
daily route collections are accurate.

Setup

In order to successfully setup the Daily Cash Recording
feature, you will need to make a handful of changes
within RMA:

Input monetary values accepted.

Create a new Product Charge Code.

Create a billing account for each driver.

Modify Employee Setup for each driver.
Each item will be covered in the order listed.
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Daily Cash Recording Setup

To input the monetary values accepted within the Daily
Cash Recording screen, navigate to Lists > Accounting
Setup > Daily Cash Recording Setup.

Choose Modify and enter a Description and value
(Multiplier) for each monetary unit accepted. Sample
monetary units have been entered below:

¥ Daily Cash Recarding Setup =R
Daily Cash Recording Setup

Description Multiplier
100.00
50.00
20.00
10.00
5.00

Cash Type 1[s100 sil [
Cash Type 2| 550 ail [
Cash Type 3 |s20 gil |
Cash Type 4|10 a0 [
Cash Type 535 @il |
Cash Type 6 sz gil | 200
CashType 7 [s1 gil | 1.00
CashTypeS| | 0.00

[

[

[

[

[

[

<=

m
=
f
=

1.00
0.50
025
0.10
0.05
0.01

Cash Type 9]s1 Coin
Cash Type 10 50.50 Coin
Cash Type 11[sq 25 coin
Cash Type 12[50.10 Coin
Cash Type 13 50,05 coin
Cash Type 14 [s0.01 coin

Clear

™ Show Checks

I™ Auto Bill Employee for Shortages

NOTE: Choose the ‘Clear’ button on the screen to
erase any information previously entered. To load
default U.S. currency information, choose the ‘Use
U.S. Defaults’ option (only available when Clear is

selected).

If you would like to view and verify checks collected on
route from within the Daily Cash Recording screen,
select the Show Checks option on the screen.

[~ Show Checks

[ Auto Bill Employee for Shortages

In addition, select the Auto Bill Employee for Shortages
option to automatically create an invoice once the Lock
button is selected within the Daily Cash Recording
screen. Once you have entered and selected all of the
desired options, choose Save.
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New Product Charge Code

A new Product Charge Code will need to be created to
bill the driver’s for any cash shortages. We recommend
using a charge code number that is out of the range of
current products (i.e., 900, 999, etc.). Additionally, you
may opt to create a new Product Class with your new
product code, but it is not required.

NOTE: A separate Product Charge Code can be
created per driver, if necessary.

Create a new Product Charge Code by going to Lists >
Product Codes > Product Charge Codes. The product

code does not require a price, is non-taxable, and will
not need to be sent to the handheld.

NOTE: If you are not familiar with creating Product
Charge Codes, please refer to the Getting Started
Guide or contact Advantage Route Systems.

In this example, product code ‘992" has been created.

i Product Charge Codes =] 2 =
Product Charge Codes
992 Cash Bill ‘
Info IF’r\cmg ‘ Qty Pricing 1 Handheld 1 Accounting I I H\stoml Hazmat} Vendor‘ \memell
Uniis
Charge Code [292 NumoerofGallons| 0.0 |
HH Description | Cash Bill Volume/Unit 0.00
Statement Description | Cash Bill Net Product Weight/Unit| 0.00
Mini Description
. pion | CB Gross Weigntiunit 0.00
Secondary Charge Code
Shipping Weight/Unit 0.00
Secondary Description B
Pre-Fay Procuct [ nite mar macians [T L]

Optionally, the product code used in this example has
been assigned to a new Product Class created for Daily
Cash Recording:

W7 Product Charge Codes =B {Een =)
Product Charge Codes

992 Cash Bill

Info I Pricing 1 Qty Pricing I Handheld  Accounting ISmcK I Hlsmrvw Hazmat I Vendor I Internet I
Class Options

Product Class [[EE 0 ] Daily Cash Recording T |

Equipment Status Code *INVALID CODE** —

Commission Class

]’
]'

Mapping Product Class - —_—
-

Deposit Type

Once you have successfully added the new product
codes(s) to RMA, continue to the next section.
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New Account

In order to successfully charge cash shortages to your
employees, you must create a unique customer
account number for each driver within RMA.

Create a new customer account by going to Lists >
Wizards > New Customer W/ Order.

NOTE: If you are not familiar with the New
Customer Wizard, refer to the Getting Started Guide
or contact Advantage Route Systems.

8 Hew Cuntormer Wezard - Step 1 014 - [} =lel e
Address inta | Grder Info Credit Info | Routa Info
Home Bramch _ Customer Type _StartDats = SteriRessonsGrowp = SioriReasom Major Acoount Code
oot Bl [ =] 0811 = =] [asdon | lars -
Gustomer Bromasen [ =] Contract Expiraton ate [087102018 &
Delivery Information
Acct. Name| D A Phone] 111734 678 el
wofme 1 V] ows | 8 Ml | E"
MAIN STREET | B - ol
Contact Phang

City, State| T0WHN |t E-dail
# #
Aot Name| Drives 4 d Phoney - - o Ex|

Billing

[ 4 ] owm | Work[ - - Ex|
Address | 1234 MAIN STREET (| Faq - - Cell| - -
Address 2 Contact] Contact Phone| - -
city, Stae[TOWN 5T Eedail
s StlasRep1 SalssRepd Sales Repd
Logal Hame [ins | = = —
wasrmmacenio [ b |
Ehow Hints [
[Required fields in BOLD)
Create a ‘generic’ (basic info on driver) customer
account using the driver’s information. After you have
clicked Save in Step 4, do not use the next available
account number; instead, replace the number with
something out of the current account range (i.e., an
account that begins with 999) — this will ensure that
these types of accounts are easily filtered out of your
reports in RMA.
W' New Cuntornes Wizard Step 4 OF & - [Divver A] =) = =
Address Info | Order Info | Craditinto Houte Infa
Default Route info. ) )
Soconca| RN o 31 = sty
Handneld Optians — Messages Ottvet
Signaturs Hequired ¥ | Lashige
Remittance St —
Suppress Pricas on Invsce I Longituse
e Ao [
Dispiay A Refarence omimetee [ e b
Groun Area C Invoice Copies| contazvia] =]
Dynaic Header C D Tiene A8 sccount [§59007 frea| |
Handhesd Oplions PreCalling
Purchase Order Water Analysis
54 Stats Incusty | -
Serece Schacule Omar L)
W |
Aute Send imvoice on Uploadvia ™ i
Deglvery Email ™ Dialivery Fax. ™
il To Emall ™ il To Fae [T
x|
Konex|
Enow Hints [~
[Required fields in BOLD)

Click OK to create the new account.
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Employee Setup

The account number and product code established
previously will need to be assigned to each driver from
within the Employee Setup screen found under Lists >
Employee Setup > Employees.

Select a driver and choose the Modify button on the

Driver tab.
7/ Employees [E=2E=R <)
Employees
cD Chris Davis ‘
Information 1 Commissions D”V‘” Ilntsmatl I
License ID - —_—1
Truck ID | 6BAY - Trailer ID - P
Handheld Class [of HANDHELD CLAsS A v _¥ |
Account/Charge Code to bill if short on —_
AcCCtNO.|993001  ~ | DriverA Charge Cude’m — 1
Cash Bill
Field Sevice Qualiiications i
T = o i —
Last Cert LastCert Last Cert —_—1
] 4 I 4 I 4 X
Exp. Date Exp. Date Exp. Date
I 4 I 4 I 4
Note Note Note
= = =
= =l =
Select the Account Number and Charge Code that will
be used from each drop-down list.
AcctMo. | 998001 = | DriverA Charge Code | 992 A
Cash Bill
Save your changes to complete the setup process.
In the next section, you will be guided through the daily
process of Daily Cash Recording.
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Daily Processing

The Daily Cash Recording process takes place after your
driver’s have already uploaded their route data for the
day. The money collected from each driver will be
counted and input into the Route Settlement Entry
screen below.

Route Settlement Entry

Daily Cash Recording can be found within the Route
Settlement Entry screen under the Transactions pad.

Enter the Driver, Route, and Date that you are
processing, and select the Cash Recording option.

M Route Settlernent Entry =R =R
Employee | Mike Bettancourt j Eoute|El j B
Truck| 6BAY | DT4800
Date|06/11/2015 il
Autogenerate
Invoices Delivery Tickets Skips Payments Transactions
Credit/ Debit Load Sheet Missing Tickets Cash Recording EXIT

Daily Cash Recording Entry

The Daily Cash Recording Entry screen will
automatically reflect payment totals previously
uploaded into RMA for the current route. Follow the
steps listed on the next page to properly complete the

process.
¢ Daily Cash Recording Entry ol & =
Daily Cash Recording Entry
Employee: Mike Bettancourt Route: B Date 06/11/2015 Balance: $0.00
Description Quantity
3100 Bill x 0 $0.00
550 Bill x 0 $0.00
520Bill x 0 §0.00
B10Bill x 0 $0.00 EXIT
5 Bill x 0 $0.00
52 Bill x 0 50.00 &
$1Bill x 0 $0.00
$1 Coin x 0 = $0.00
$0.50 Coin x 0 = $0.00
$0.25 Coin x 0= $0.00
$0.10 Cain x 0= $0.00
$0.05 Coin x 0 = $0.00
$0.01 Coin x 0 = $0.00
Cash Entered 50.00
Cash From Route 50.00
Cash Difference 20.00
Misc. Adjustment $0.00
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1. Click the Modify icon.

1" Daidy Cash Recarding Entry =l @
Daily Cash Recording Entry
Employee: Mike Bettancourt Route: B Date 06112015 Balance: $0,00
Desaiplion  Cuanlily I .il
S100 il $0.00 m |
2. Enter the quantity of each monetary unit you have
received from the driver in the Quantity field.
B Daily Cash Recording Entry == &=
Daily Cash Recording Entry
Employee: Mike Bettancourt Route: B Date 081172015 Balance: $113.48
a Descripian  Quanility J
swoEm = g5 3000 [=]
S0em x 310000
s208m x : 3000 x |
S10BI % k] $10.00 EXIT
‘_> $58Im x 0= $0,00
S28i ¥ 0= 50000 G
16 x 3 = $3.00 E
£1 Cain x 7 = 5000
S0 50 Cain x 0= s00o0
3025 Coin x 1 5025
3010 Coin x 2 5020
3005 Coin x [ 3000
50001 Coln x 3= 5003
Cash Entered| F112.48
Cash From Route| =0.00
GCash Dierence [ g1iaar
Misc. Adusiment $0.00
Cash Entered | z112.48| AS the quantities

are entered, the
Cash From HCIIJtE!l 0.00 | Cgsh Entered

Cash Diﬁerence| =113.42 | amountis

automatically
adjusted on the screen. If there are any differences
between this amount and the Cash From Route
amount (the total previously uploaded), it will be
displayed within the Cash Difference field. This is the
amount that will be billed to the driver upon
completion.
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3. Additionally, if you have enabled the ‘Show Checks’
option within the Daily Cash Recording Setup screen,
you will be required to double-click on each check
listed, to verify the information displayed.

A| Checkd# | Amaunt | Double click a
J check to confirm it

Checks Entered 50.00

Checks FromRoute [ sgo0
Checks Difference 20.00

An asterisk symbol(*) will appear next to each check
that has been verified. Any differences between
Checks Entered and Checks From Route (the total
previously uploaded) will be displayed within the
Checks Difference field. This is the amount that will be
billed to the driver upon completion.

4. Once all of the payment information has been entered
and verified, you have two choices:

b Select the Save button: to save your current
progress and edit the batch later.

b Select the Lock button: to complete the
current batch and bill the driver for any
differences, if necessary.

NOTE: In some cases, an offset may need to be
entered to adjust for toll booth expenses, food, etc.
Refer to the Additional Options section for detailed
instructions on created an adjustment.

Series 7.1.X 8



La
LNADVANTAGE

A ALROUTE S YSTEMS
v, AdvantageRoutecom
5. Choose the Lock button to create a transaction and
bill the driver.

=)o =

$113.48

nt Double click a
check to confirm it

[FFERE:

NOTE: A warning message will be displayed if you
have not established the driver’s account and
product code within the Employee Setup screen.

6. Once the Lock button has been selected, click Yes to
the confirmation message to proceed.

f Lock Entry l I

[ :I Are you sure you want to lock entry for Route B on 06/11/20157

e I ™ ]

7. Repeat these steps for all routes and post the invoice
transactions to complete the process.

NOTE: If you need to edit a batch after it has been
locked, double-click directly on the on the

label that appears on the screen. If the
invoice generated with the batch has not been
posted, it will be deleted when a locked batch is
edited.
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Reports

The Cash Recording Entry program contains a single
report that can be used for reference after a route has
been verified. This report is available from within the
Daily Cash Recording Entry screen.

#7 Daily Cash Recording Entry =8N~
Daily Cash Recording Entry LOCKED!

Employee: Mike Bettancourt Route: B Date 06/11/2015 Balance: $113.48

Description Quantity PR—

Checi# Amount | Doubleclicka J
s100Bil §0.00 J check to confirm it

X
350 Bill x $100.00
520Bill x
10 Bill x
X
X
X

[

50.00
$10.00 EXIT

§0.00

$0.00
|

55 Bill
52 Bill
31 Bill

$3.00

w

The report can be generated at any time and will reflect
the current route information loaded.

Daily Cash Recording
Criteria: Employee: Conner, Aaron
Route: A
Date 06/16/2009
Balance: $0.00
Cash Entered Checks Entered
$100 = 0.00 = 1234 150.00
$80 X 0.00 = Checks Entered Total 150.00
$20 X 4.00 = 80.00 Checks From Route Total 150.00
10 = 1.00 = 10.00 Checks Difference 0.00
B X 0.00 =
2 ¥ 0.00 =
1 ¥ 3.00 = 3.00
Coins % 0.00 =
1 X 0.00 =
$0.50 X 0.00 =
$0.25 X 0.00 =
$0.10 X 0.00 =
$0.05 X 0.00 =
$0.01 X 0.00 =
Cash Entered Total 93.00
Cash From Route Total 24.00
Cash Difference -1.00
Misc. Adjustment 1.00

Series 7.1.X
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Additional Options

This section contains miscellaneous options available
while processing Daily Cash Recordings.

Deleted Check Payments

Deleted Check payments will be listed with an ‘X’ next
to them if they have been deleted in RMA.

Date 06M020145 Balance: $-1.00
Checks Armount uble click a
w1234 150.00 |=| checktoconfirm it

In order for deleted Check payments to be verified,
they must be un-deleted to proceed.

Cash Recording Adjustments

In some cases, it may be necessary to ‘offset’ the
driver’s cash for the day to adjust for toll booth

charges, lunch expenses, etc. Use the Misc. Adjustment
field to enter any necessary adjustments.

Misc. Adjustment| £3.00 4_
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As an adjustment is entered, you will notice that the
Balance listed will be adjusted on the top right portion
of the entry screen.

=

=3 Nl &

Balance: $116.48

Amount | Double click a
-] checkto confifat

EXIT

e [o] <=l

=

NOTE: The offset information will also be noted on
the Daily Cash Recording Report.

Summary

The Daily Cash Recording option gives you further
flexibility with overseeing and managing your driver’s
payment collection activity. If you have any further
guestions regarding this feature, please contact
Advantage Route Systems.
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