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3.21: Statement Processing

Introduction

Route Manager includes a wide variety of statement
options to suit your needs. This chapter will introduce
you to the options available and guide you through
processing a statement.

The document is separated into the following sections:
B Choosing a Statement Types
B Assigning Statements
B Processing Statements

Each section is covered in the order listed.
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Choosing a Statement Type

Each account within the system will need to be
assigned a Statement Code. Use the information
covered in this section to determine the Statement
Type(s) your company will utilize.

Navigate to Lists > Customer Setup Codes > Statement
Codes. The Layout tab allows you to select the desired
Statement Type on the screen, you can choose from
the following options:

B No Statement: Select this option for customers that
do not require a statement.

B Standard Statement: Select this option to use a
standard printed 8 % x 11 statement format.

B Bulk Statements: Select this option to create a bulk
file that will be sent to an external statement
processing company (e.g., Matrix Imaging).

B Handheld Statements: Select this option to use a
statement that will be printed from the handheld
automatically during the last delivery of the month for
each customer.

B Fax: Select this option to use process fax statements
to your customers (requires additional setup).

B E-mail: Select this option to process statements via E-
mail using Microsoft Outlook or SMTP service
(requires additional setup).

» Standard Postcard (Custom Only): Select this option
to process statements using postcard paper stock.

b Self Mailer (Custom Only): Select this option to
process a 3-fold paper statement type.

B Custom Statement: Select this option to process a
custom statement.

Common statement configurations and examples are
included below to assist you with selecting a statement

type.
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Standard Statement

A Standard Statement is printed on an 8 % x 11 sheet of
paper. Each statement includes all of the customer’s
invoices and payments for the current period and can
include invoice copies if desired.

Layout Tab

The Layout tab below depicts the configuration of a
common Standard Statement type.

i/ Statement Codes - § o = =]
Statement Codes

Layout IMeggages } Em;requenﬂ } s Standard Statement
SlalementlD’S_ DueDate| 15 El From Close Date —_—
Exclude Amounts
Description | Standard Statement Minimum | -999999.99 1
Statement Label ‘ Statement Maximum 0.00 I
Statemant Typas Qotions
 No Statement I” Include Payment Voucher —_—
& [ Include Invoices (= Standard (" Rental ¢ Open
= Standard Statement I” Pre-Printed Form -
I Open Item Statement 0 Elﬁ DayAging
" Bulk Statements h [ Suppress Aging — 1
£ Handheld Statements [Format1 -] I Include Stop Information a
NOTE: Gy for use with 4" printars. I” Include Bottle Count T |
" Fax I Detail Side First
. . I” 85X 11 Invoice Format
 E ¥
E-Wail [” Web Paperless' Code I Include No Charge llsms
" standard Postcard I” DontInclude Invoice Details
I~ Suppress Options During Printing X
 self Mailer I~ Separate Statement for each Transaction
™ Custom Statement I¥ Include Payment Coupon Bar Code

[ Display Bottle Exchange Quantities

[v Show Mini Signatures on Statement

I” Include Invoice Comments on Statement Detail
I” Show Route on Statement.

™ Show Sales Rep on Statement.

The fields configured in this example are defined
below:

B Statement ID: A two digit code specific for each type
of statement.

v

Description: The description of this type of statement.

Bk Statement Label: This will print on the top of the
statement (i.e., Statement or Monthly Statement).

B Due Date: The number of days entered here will
determine the ‘Due Date’ printed on the statement
(i.e., 15 or 30).

» Exclude Amounts: The minimum and maximum
balance entered here will determine which customers
will receive a statement; this information is based on
the customer’s total due (i.e., Min. -9999999.99 to
Max 0.00 will exclude all negative and zero balance
customers).

NOTE: A definition of each option on the Layout tab can
be found in the Statement Code Definitions section at the
end of this document.
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Messages Tab

The Messages tab includes company address
information and custom messages.

7 Statement Codes - 5 =Rl 5
Statement Codes

Layout TMes5a088 I Bill Frequency ‘ 1 s Standard Statement

Statement Address

NamElTURLOCK BOTTLED WATER
-‘\ddrESSlSQD‘I LIBERTY SQUARE PARKWAY

|TURLOCK CA 95380

Ema\lAddresslcusmmersewme@nknw com
Web Address|
Company Reg. No.|

VAT Reg Nol
Phone| 209-632-1122 I Use Customer's Home Branch Address
Fax
Header Loga| Loga dimensions:
350w x 145h pixels
Accounting Massags
******** SIGN UP FOR AUTOMATED PAYMENTS TODAY =

x|e felmfele e[ ] o

ALATE FEE WILL BE ADDED TO PAYWENTS RECIEVED MORE THAN 25 DAYS AFTER THE DATE OF THIS STATEMENT

Statzment [otes

TELL-A-FRIEND about us and receive 10 GALLONS FREE

i WE NOW OFFER PAPERLESS BILLING SIGN UP TOAY #HEERHER

(KNS B N I

The fields configured in this example are defined
below:

b Statement Address: The company information
entered here will be included on the top of each
statement.

B Accounting Message: Messages entered here can be
used for relaying account related information to your
customers.

Bk Statement Notes: Messages entered here can be
used for promotional messages or general information
that you would like relayed to your customers.

NOTE: A definition of each option on the Messages tab
can be found in the Statement Code Definitions section at
the end of this document.

Series 7.1.X 4
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Bill Frequency Tab

The Bill Frequency tab is set to ‘Period End,” as most
companies process statements at the end of each
month.

7 Statement Codes - S [E=R(Eol =
Statement Codes

Lavout | Messages 15l E_rg_gq_pq_q_:l | s standard Statement

 Quarterly

" Right After Delivery

" Use Billing Cycles Billing Cycle Days

" Attime of delivery

" Since Last Statement [~ Once Per Month I Only After Last Delivery of the Current Period

2xle[2[eefs e oo a]

NOTE: A definition of each option on the Bill Frequency
tab can be found in the Statement Code Definitions
section at the end of this document.
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Standard Statement Example

Here is an example of the Standard Statement with the
options selected above:

Wpayiig by ce it card, plase com plt thk sector
faMoUNT

Dﬁ [SENATURE EXP OATE

[CARDHO LDER WAME GEass Py ] EVERY WOHTH
[] THSSTHT O KLY
FGCT. NO. | 0 MER NAME

100000 Robert Jordan

Advantage Water Deliveries
147 S. Broadway Ave.
Turock CA 95380

EMENTDATE | DUE DATE |
209-632-1122 1073142009 1171562009
Support@A dvantageRS.com

MAKE GHEGKS PAYABLETO Adiartap Waer Delhe ks

b aahdi lEaldilllludhia bl hahdadlilli kLl
Robert Jordan Advantage Water Deliveries
1100 Sylvan Avenue, 147 8. Broadway Awe.
MODEST il Turlop ZAT 380
3¢ | SoeRetu s 1Pa >

Balance Forward 12187

P.O. Mo, 12345448778

Btop 1 RobertJordan 2100 STANDIFQRD AVE

[10¢19/2008[020381 5 Gallon Spring Qty 4@5.74 [Tx] 23.00 14487
P.0. Mo, 12345448778

1061 3/2003(030381 5 Gallon Spring Qty @000 onon 144 87
P.0. Mo, 12345448778

[10f19/2008[030381 Tax 345 14832

1001 9/2008[030382 4 Gallon Spring Qty S@a.7a [Tx] 875 17T
P.0. Mo, 12345448778

10/ 4/2008(030382 Tax 431 18138

10i19/2008[020382 5 Gallon Spring Qty 1@5.74 [Tx] 574 18713
P.0. Mo 12345448778

1001 9/2008[030383 T 0.6 187.99

10/23/2008) Cash Payment Thank ¥oul -50.00 137,89
Stop Subtotal 16.12  Invoice Total 6612

Thank youfor being our customer!
Beat the heat this month: Purchase 3 bottles of refreshing spring water, receive 1 free.

10/31./2009 100000 Robert Jordan

Advartage Water Deliveries Pleace dhecioll acaaunihg hges b, 20521122
147 5. Broacinay Ave

Turlock C& 95330

2096321122

Suppot@AdvartageRs.com

If you choose to include invoices with your statement,
invoice copies similar to the following will be included
with each statement:

Advantage Water Company Advantage Uater Company
140 East Main 140 East Main

Turlock, Ci 95380 Turlock, CA 95330

1-668-890-9999 1-886-690-9993
Invoice # 030381 Invoice # 030382
Hon Oct 19, 2009, 09:37 Mon Oct 19, 2009, 10:20
Driver ADMINISTRATOR Driver ADMINISTRATOR
Rre-Day Rte-Day
Sold To: #100000 Sold To: # 100000
Roberc Jordan Robert Jordan
2100 STANDIFORD AVE 2100 STANDIFORD AVE
NODESTO CA 95350 0 MODESTO CA 95350 0
F.0. No. 12345445778 P.0. No. 12345448778
Itew oy Price Awowr Ttem y Price B oure

5 Gallon Spring
5 Gallon Spring 4B 5.75 =

subtotal Sales
3. 45 Pallet Type 1

Pallet Type 1 Sold S Ret §  HNetD
Sold 5 Ret 5  HNetn INVOICE TOTAL 33.06
INVOICE TOTAL 26.45 Thank Tou!
Thank Vou!

Series 7.1.X 6
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Open Item Statement (Optional)

If you would only like to include invoices that have not
been paid on the statement, select the ‘Open ltem

Statement’ option:

19 Statement Codes - 5
Statement Codes

sa0es | B Frocuency |

stmmento[s
Dascrighon | Standard Statement
Satement Lavel [Sxatement
Statement Types
™ Mo Statament
% Standard Stalerent
" Bufk Staternents =
o Handheld Statements - [Format 1

o

© Eual I~ Wed Papsinss Cone
1~ Stangard Postcard
™ Saif Mailer

™ Custem Statemant #

5 Standard Statament

Dua Data 1!.3'_ From Cloge Date

Exciude Amounts
Winimum | 999399 99

Mazimum 000

Dgtisan

I™ intlugs Payment Vouchor
Ir_' Inchude Imvoices (7 Stasdard ™ Rentsl  Gpes

Pra-Printsd Form
= Open lem Stalement o 3 DayAging
I” Suppeass Aging

0 S0P INSIMAton
Cude Boltle Count

I Crptain Sioe Farst
[ 8.5 11 Inveiea Farmat

inchude Mo Charge Rems
I” Deninchude Invoice Delails
I~ Suppeass Opsons During Frinting
T~ Separate Stabement 1or e3ch Transaction
¥ inchude Payment Coupon Bar Code
I~ Disgiay Bome Exchange Guantites

I7 Show Mini Signatures on Statemant

I~ Wnchude Iivaice Comments on Staterment Delail
I Snow Routs on Staternent

I Bhow Sales Rep on Staement

Additionally, you can specify the number of ‘aging’ days
to include on the statement (leave at 0 to include all

invoices):

19 Statement Codes - 5
Statement Codes

Layout | Messages | B Froguency |

Statement ID | 8
Dascrighon | Standard Statement
Saatement Label | Statemint
2t Types
™ Mo Statament

i Standard Stalement

 Bulk Staternents -

" Handanela Statgments Format 1

St

© Eual I~ Wed Papsinss Cone
1~ Stangard Postcard
™ Saif Mailer

™ Custem Statemant #

5 Standard Statament

Dua Data 1!.3'_ From Cloge Date

Exciude Amounts
Winimum | 999399 99

Maimum 000

Dgtisan
I™ intlugs Payment Vouchor
Ir_' Inchude Imvoices (7 Stasdard ™ Rentsl  Gpes
Pra-Printsd Form
= Open lem Stalement o 3 DayAging
I” Suppeass Aging
I inclide St Infarmation
I incude Boltle Count
I Crptain Sioe Farst
[ 8.5 11 Inveiea Farmat
I™ wncaude Mo Charge Rems
I” Deninchude Invoice Delails
I~ Suppeass Opsons During Frinting
T~ Separate Stabement 1or e3ch Transaction
¥ inchude Payment Coupon Bar Code
I~ Disgiay Bome Exchange Guantites

I7 Show Mini Signatures on Statemant

I~ Wnchude Iivaice Comments on Staterment Delail
I Snow Routs on Staternent

I Bhow Sales Rep on Staement

Series 7.1.X
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Here is an example of an Open Item Statement:

T3y

DE Dg ICARD NUMBER

[CAROHOLDER NANE (Please Prag L] EvERY MONTH
[ THSSTHT O MY
T. No | CUSTO MER NAME
100000 Fobert Jordan
STATEMENTDATE | DUE DATE | b Il
1072342008 1140772003

BAKE CHECKS PATABLE TO; Amariag: Wak1 Delerks

‘B(ll DATE

Advantage Water Deliveries
147 S. Broadway Ave.
Turock CA 95380
209-632-1122
Support@AdvantageRS.com

Rabert Jordan Advantage Water Deliveries
1100 Sylvan Avenue. 147 5. Broadway Ave.
MODESTO CA 95350 Turlock CA 95380

200-632-1122
Support@AdvantageRS.com

B me e e e e me e ee e e nenmn e Pleass Rt T Do P e >
STATEMENT

Stop# 1 Rabert Jordan 2100 STANDIFORD AVE

0R/30i2008 |030213 Irvoice Total 58.06 4212 1594 1694
08/2712009 |030222 Irvoice Total 3398 o.oo 3398 49.92
08/0142008 |030227 Irvoice Total 50.00 ona 50.00 8892
09/28i2009 |030385 Irvoice Total rE0 o.oo 780 12142
10/19i2000 |030381 Invoice Total 26.45 1688 10,57 137 83

Thank youor being our customes!
Beat the heatthis month: Purchase 3 bottles of refreshing spring water, receive 1 free.

E

Advantage Water Deliveries 10/23/2009 100000 Robert Jordan
147 5. Broachnay Ave Tquides b 08 B2 1122

Turlock CA& 95380

NOTE: Detailed invoice activity is suppressed on Open
Item Statements.

Series 7.1.X 8
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Bulk Statement

A Bulk Statement is used to transmit statements to a
third party via the web for processing. This type of
statement requires additional configuration and fees;
contact Advantage Route Systems for further
information.

Bulk Statement Example

Here is an example of a statement transmitted and
configured by third party company Matrix Imaging:

Advantags Water Deliveries MONTHLY |NVO|CE:'STATEMENT
117 5. Broadway Ave, If paying bVCfDCiI Ca:d ploase com

Turlock CA 95330
2U9-532-1122
SupportfiAdvantageRS.com

FORWARDING SERVICE REQUESTED

CUSTOMICA NUMBER =
003179 BELL SOUTH-MASTER ACCT
STATEMENT DATE | DUE DATE PAY THIS AMOUNT

Diavid Brent a\dva'nr.:cge -
1150 Sylvan Ave, 147 5. ﬂwdau)nm :
Modesio CA Q.ﬂ"" Turock T 05280 =|
=
5
DETATH 8560 RETURN GOLIFON WTH FAYMENT T ENSURE FROFER CREDT =|
INVDIGE NO. DESCAIPTION QTYUNIT $
PREVIOUS BALANCE 587.00
StopE 1 BELL SOUTH-LENLR 1047 naiFen AV
05/13/2005 5 613.25
0513 /2005 583,26
06/13/2008 | 427586 £13.26
132008 427588 813,24
05/13/2008 0.8% 613.77
05/13/2005 26.77 613.77

o807 2505

0607 /2005 5 Tax o

0.7

634,38

427 s 64638

M 13 2¢65 £27588 EO'TL‘ E‘f... - [

06/13/2005 227566 Tax 0.z 635.19

05(13/2005 I & Tatal 10.71 635,19
Stop# 1 BELL 5

05/12/2005 650,94

813/2008 4854

06/13/2005 650.54

06/13/2005 |  £27569 0.32 651.26

05(13/2005 | 427569 6.07 651,26

Your acct 15 senously PAST DUE-payment in full is required!

CURRENT - PAST DUE ACCOUNTS CHARGES(+) | PAYMENTS()

161.53 166.90 140.11 18272 587.00 64.26 0.00 5651. 26

[Foas futura revas dasel

STATEMENT QATE

06/30/2005 003178 BELL SOUTH-MASTER ACCT

Series 7.1.X
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Handheld Statements

A Handheld Statement can be configured to
automatically print from the handheld during the last
delivery of the month for each customer.

Handheld Statement Example

Here is an example of a handheld statement that
includes all of the customer’s invoice and payment
activity for the month:

Payment Due: U.u_un Receipt

Prior Month ﬁalance 0.00
10}12}10 INVOICE NO.: 355558

BGAL WATER 2 10.90
hGAL DEPOSIT BUS 2 0.00
-~ INYOICE TOTAL: 10.90

10/12/10 INVOICE NO.: 955589 _
Already Sve 0ff- 1 ' 0.00
INVOICE TOTAL: 0.00
10/12/10  CASH -11.00
Today’s Invoice: , 27.25

e s ot e e o . . B B . L8 28 A e e o e e e e e

1ulal me mid: 27.25

Fax Statements

A Fax Statement can be transmitted to customers if you
have available Customer Message Centre (CMC) points

available; contact Advantage Route Systems for further
information on the Customer Message Centre.

E-Mail Statement

Convenient E-Mail Statements can be sent in multiple
formats to your customers. Each statement includes all
of the customer’s invoice and payment activity for the
current period, and can include invoice copies if
desired.

NOTE: Additional configuration steps are required for this
type of statement. Refer to Chapter 2.12 of the
Supplemental Guide for further information.

Series 7.1.X
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E-Mail Statement Example

Here is an example of a .PDF attached E-mail
Statement:

Advantage Water Deliveries
147 5. Broadway Ave.
Turlock CA 95380
209-632-1122
Supporti@AdvantageRS.com

| L1 ey 1 Pt P A Y PP Y e A
Diavid Brend

1150 Sylvan Ave. 147 5. Broasway Ave
Modesio CA 95350 Turock CA 95380
Please Retum This Portion With Payment

STATEMENT

DESCRIPTION CHARGE | PAYMENT BALANCE

03057201 1108168 5 Gallon Spang Gty 1@5.00 [T 5.00] 18.57
0309:20111108168 Tax 0.75 19.32
0322011108179 1010 Dry lce Qty H@10.00 [Tx) S0.00] 69.32
03721/2011108179 Tax 25,00 9432

10 1b Dry lce Cty  S@I0.00 [Ty

YOUR ACCOUNT NEEDS ATTENTION.

Please make your payment by 0373172011

Thank you for teing our customer!

Beat the heat this month! Purchase 3 botties of refreshing spring water and receive 1 fres,

STATEMENT DATE ACCT. NO. CUSTOMER NAME
3 ooozr | Dannd Brent
Advartage Water Defveries. Pinaze drect ol scouminy relsied questons b US4121123

147 5. Broadway Ave.
Turlock CA 95380
209-632-1122
SUPPOMEAIVANEIgRRS com

Standard Postcard Statement

A Postcard Statement can be configured in Route
Manager but will require custom programming; contact
Advantage Route Systems for further information.

Self Mailer Statement

A Self Mailer Statement can be configured in Route
Manager but will require custom programming; contact
Advantage Route Systems for further information.

Custom Statement

Advantage Route Systems offers you the ability to
process custom statements created just for your
company; contact Advantage Route Systems for further
information on customizing your own statement.

Series 7.1.X 11
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Assigning Statements

Once you have created the Statement Code(s) that your
company will use, you will need to assign a code to
each customer’s account by following the steps below:

1. Navigate to a customer’s account by selecting the
Customer Fast Find option or browsing to Lists >
Customer Information.

2. Select the Credit tab from within the Customer

Information.
3. Choose the Billing/Statement option on the Credit tab.
Customer Information
SH150  Dadeysice | [ e
o | | invoices  Crean | Paymentinto | Contacts | | | | | | |
Dalling' Satement GG Softings Asasicnal Flags | e Points |
Pilister 1 Subs Billng Ugtivns

I~ Master Bill

Cpen Invoice ,—-
Promotonal Price Group | = {5 Corimoldumnadinl: MEMEWACTLIN
™ Uise Bill To Address frorn Sul Accound fot Inveice

Refund CheckCoda | ]
Period Discount Code - Siatement Dpons
Ecosa[ =] Statement[C 7] c.00.moxe
Staternent Cycle

2nastatement| v

E ‘){‘a Ie iﬂ‘n’!.;‘-.‘é |r=| I‘:

Etquigtrant Frant Cipicns Reetbewoice [
Runt Calenoas | Reet Catendar 1 = Statement Messsge
Statement Bled Fent [ =

. |
4. Click Modify and assign the desired Statement Code to
the customer’s account.
Customer Information
SH150  Dadeysice | [ e
o | 8 | invoices  Crean | Paymentinto | Contacts | | | | | | | y
StagsIContract Creda Jerms Dalling Satement GG Soltings Asasagal Flags | e Points | oy
Pricing sd Prosnotion Hlisster £ S Eillng Uphranes =N
Prica Level [Defaut - . |
Cpen Involce & [ Master G ™ F
Prémaora e Cocp | ] B i o R moAs
Refund CheckCoda | ] i 3
Penod Discount Code - ?
[ — -

i |E jEmased Staismants
2na Statement k‘ i

0 STATEMENTS
Re-sidential Accounts

Eigarant Frant Coptions Rerinvoice |y

Font Galenoar [Rent Gatenaar 1 = Stalement Message R

Statement Bled Fent [

Series 7.1.X 12
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5. Save your changes and repeat this step on each
customer’s account.

NOTE: The 2™ Statement field available on the Credit tab
allows you to assign two Statement Codes to each
account; for example, this can be used if you would like
to send a paper statement to a customer as well as an E-
mail statement — do not populate the 2" Statement
field if you will not follow this procedure.

Generating Statements

Once you have created and assigned a Statement Code
to each account, you can process statements for your
customers. This can be done at any time throughout
the month, but is most widely used at the end of each
month.

Follow the steps below to generate statements.

1. Navigate to Reports > Statements > Standard
Statements.

2. Select the desired Sort Option that you would like to
use when processing statements.

B Standaed Statements ==
Standard Statements
Sort Option 1
| By 2IP Coge - ZIF Code Major Acct Statement Type
From [ 000002 From | - From =) L} ) Description
; C x| cooDimoice
To|-aua1s To|soFcsoe -] Tolams -]

3. Enterthe Account Number, ZIP Code, and Major
Account Code range that you would like to include in
this batch of statements.

B Standaed Statements =re e
Standard Statements
Sort Option 1
| By 2IP Coge = Acct No. ZIF Code Major Acct Statement Type
From [ 000002 From | - From =) L} ) Description
r ¢ =l cooimice
To|-ava1s To|soFcaoe -] Tolams -]

4. Select the Statement Type you would like to process.

1/ Standard Statements [ =
Standard Statements
Sort Option 1
’m‘ Acct No. ZIF Code Major Acct. Statement Type
From [ap0002 Evom | =l Fom - 10 Description
¢ =] c.oD. kwice
Tor[ 00015 To|SOFGSOF v | ClEc

m

Emailed Staterments
IN-HOUSE

Dates N [NOSTATEMENTS
— Resigental Accounts
Statement of Account

R
——— ™ include Paym)
Close Date | 061172015 el EF incliads inunin =

Series 7.1.X 13
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5. All of the settings configured for the Statement Type
selected will be configured automatically. Adjust any
of the settings manually if needed.

6. To process the statements with the current criteria

entered, select the Print, Fax, or

Email button on the bottom of the screen.

Alternatively, you can preview certain Statement Types

prior to processing when the Preview button is
available:

& | X | &7 | FAX VR

7. Repeat this step for each Statement Code that you
would like to process. Additionally, a summary page
will be included with each batch of statements
processed that includes the total number of
statements and totals processed.

Series 7.1.X 14
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Statement Code Definitions

A complete listing of Statement Code field definitions is
included in this section for your reference.

Layout Tab

The Layout tab controls the type of statement that will
be used and a majority of the configuration options
available.

B Staternent Coder - §
Statement Codes

Layout | Messages | B Fraquancy | 3 STAOA

;;tkt_

T |

ents  [Format1 =]

™ Wen Papensss Code

o
| ! | () O

Fields:

Statement ID: Enter up to two characters that will
represent the Statement Code.

Description: Enter the description of the Statement
Code.

Statement Label: Enter a title that will appear on the
statement (e.g., Statement, Monthly Statement,
Account Status).

Due Date... From Close Date: Enter a value that will be
used to calculate the due date printed on each
statement (i.e., if ‘15’ is entered and the statement is
printed on 12/31, the due date used will be 1/15).

Exclude Amounts:

Minimum and Maximum: Enter a range of customer
balances for which you would like to exclude
statements from printing (i.e., in the example screen
above, a statement will not be printed for any
customer with a balance less than 1.00).

Series 7.1.X 15
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Statement Types:

No Statement: Select this option for customers that do
not require a statement.

Standard Statement: Select this option to use a
standard printed 8 % x 11 statement format.

Bulk Statements: Select this option to create a bulk file
that will be sent to an external statement processing
company (e.g., Matrix Imaging).

Handheld Statements: Select this option to use a
statement that will be printed from the handheld
automatically during the last delivery of the month for
each customer.

Fax: Select this option to use process fax statements to
your customers (requires additional setup).

E-mail: Select this option to process statements via E-
mail using Microsoft Outlook or SMTP service (requires
additional setup).

Standard Postcard (Custom Only): Select this option to
process statements using postcard paper stock.

Self Mailer (Custom Only): Select this option to
process a 3-fold paper statement type.

Custom Statement: Select this option to process a
custom statement.

Options:

The items listed below are available based on the
Statement Type selected.

Include Payment Voucher: Select this option to include
a payment voucher on Standard Statement types.

Include Invoices: Select this option to include separate
invoice copies with each statement.

Rental Invoices Only: Check this box to only print
Rental Invoices with each statement.

NOTE: This option only applies to customers with the
‘Rent Invoice’ option selected in Customer Information >
Credit > Billing/Statement. Additionally, in order for the
invoice to be processed with the statement, the ‘Rent
Invoice’ option will need to be selected prior to generating
the customer’s rental.

Pre-Printed Form: Select this option to suppress
information on the top left portion of the statement to
allow room for pre-printed information.

Open Item Statement: Select this option to replace all
of the monthly transactions with only the items that
remain open on the account.

__Day Aging: Enter a value here that will be used to
separate each transaction into one of five aging levels
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(i.e., if 30 is entered, 5 aging buckets separated by 30
days each will be used).

Suppress Aging: Select this option to suppress all aging
details from each statement.

Include Stop Information: Select this option to include
detailed stop information on each statement (helpful
with multi-stop accounts).

Include Bottle Count: Select this option to include a
summary of the total number of bottles (containers)
exchanged for the current period on the statement.
This option also includes an ‘On-Hand’ total per
container type.

Exclude Postal Bar Code: Select this option to will
suppress the USPS bar code from the statement.

Detadil Side First (Custom Only): Select this option to
print detailed line items on Postcard Statements first.

8 % X 11 Invoice Format: Select this option to convert
all invoices to the 8 5 X 11 invoice format (when
selecting Include Invoices).

Include No Charge Items: Select this option to include
items on the statement that were sold to the customer
at 0.00 price.

Don’t Include Invoice Details: Select this option to
suppress individual invoice details from each statement
(will include invoice number and total only).

Suppress Options During Printing: Select this option to
force the items selected here to be used within the
Statements screen (disables on-the-fly changes from
being made).

Separate Statement for each Transaction: Select this
option to generate a separate statement for each
transaction on each customer’s account.

Include Payment Coupon Bar Code: Select this option
to include a barcode on each statement that will be
used for scanning payments into RMA (requires
additional hardware and configuration).

Display Bottle Exchange Quantities: Select this option
to include bottle (container) movement per invoice on
the statement.

Include Signatures on Statement Detail: Select this
option to include signatures (when applicable) with
each invoice listed on the statement screen.

NOTE: The option above may not work with certain
statement types. Contact ARS for further information.
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Messages Tab

The Messages tab contains company address details
and special messages that can relay important
information to each customer.

L Sestement Codet - § [P |
Statement Codes
Layout [Wessages) | mFrequency | s STANDARD
sl j
Nam
Andress| 3301 LIBERTY SOLARE PARKWAY |
I W |
1
[TuRLock [ea =T
Emall Asdress| custamprsendceg@ikow cam B
Ve Addvess| ¢
Company Reg. Mo | b
VAT Reg. N | =]
Pnone|209-632-1122 "I Use Customers Home Branch AGdress
= UP FOR AUTOMATED PAYMENTS TODAY - +ressrmseres | il
A LATE FEE WILL BE ADDED TO PAYMENTS RECIEVED MORE THAN 25 DAYS AFTER THE DATE OF THIS STATEMENT
<SLBERT Iwtws
TELL-AFRIEND aboul us and recaive 10 GALLONS FREE =
srsmwas WE NOW OFFER PAPERLESS BILLING SIGN UP TOAY srssmsnsn i
.
.
Statement Address

Name: Enter your company name here.

Address: Enter the street address or P.O. number for
your company here.

Email Address: Enter an Email address for your
company here.

Web Address: Enter the company’s web address.

Company Registration Number: Enter the company’s
registration number.

VAT Registration Number: Enter the company’s VAT
registration number.

Phone: Enter the company’s business phone number.

Use Customer’s Home Branch Address: Select this
option to use the company’s address information
entered under File > Branch Setup.

Fax: Enter the company’s fax number.

Header Logo: This option allows you to attach a
custom logo to your statements.

NOTES: Refer to Chapter 2.17 of the Supplemental Guide
for further information on including a company logo on a
statement.

Accounting Message:

The Accounting Message can be used for relaying
account related information to your customers.
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Statement Notes:

The Statement Note can be used for promotional
messages or general information that you would like
relayed to your customers.

Bill Frequency Tab

The Bill Frequency tab contains advanced billing options
for generating statements.

1 Staterment Codes -5 -

Statement Codes

B Fraguency | s STANDARD

Layout | &

I Gnce Per Mordh I ity After Last Dglivery of the Curren Period _I
|

Fields:

Period End: Select this option if this Statement Code
will be billed at the end of each accounting period.

Quarterly: Select this option if this Statement Code will
be billed at the end of each quarter.

Right After Delivery: Select this option if this
Statement Code will be billed immediately following
each delivery. All transactions that have not previously
been sent on a statement will be billed when these
statements are generated.

NOTE: Statement Numbers must be enabled to use this
option. Additionally, you should not select ‘Open ltem
Statements’ for this type of statement.

Use Billing Cycles: Select this option to print
statements based on a defined Billing Cycle.

Billing Cycle Days (Use Billing Cycles Must Be
Selected): Select this option to establish your Billing
Cycles.

At Time of Delivery: Select this option to print a
statement during delivery (requires custom statement).

Since Last Statement: Choose this option to include
activity on the account since the last statement was
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generated for the customer (This statement can only
be printed once per period).

Once per Month: Check this option to ensure that only
one statement is printed per month when using the
Since Last Statement option.

Defining Billing Cycles:

By defining Billing Cycles on the calendar, you will be
able to control which days of the month each customer
is sent a statement. This is helpful for spreading out
statement printing for the month.

1. Click on the day of the month you would like to
establish a Billing Cycle.

2. Enter asingle character identification code.

Repeat the steps above and create multiple Billing
Cycles, if desired.

June 2015

NOTE: Billing Cycles do not repeat automatically, you will
need to define each month individually.

Assign a Billing Cycle:
After you have established the Billing Cycle Calendar,
you must assign the new cycles to your customers.

1. Browse to a customer’s account and select
the Credit tab.

2. Select a Statement Cycle under the
Billing/Statement menu.

Statzment Cotions
Statement|Y  +| Cycle Statements

Statement Cycle|| ~
2nd Statement<_
Rent Invoice m

NOTE: An account assigned to Statement Cycle A will be
billed on the 15" of September, according to the calendar
established earlier.

At Time of Delivery: Select this option to create a
statement at the time of each delivery. Custom
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programming will be required to implement this
feature.

Summary

Route Manager includes flexible statement processing
options that will exceed the needs of most delivery
companies in several industries. If you find that the
system lacks a particular option that your company
requires, please contact Advantage Route Systems to
discuss custom statement options.
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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, March 15, 2016
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