@!_!’t@ User’s Guide

BACK OFFICE

Back Dffice - =] x|

Back Office

L@ %'

Customers i B Payment History ‘

i

Remote Support

Assembly
T - Setup
8| =
) )
- | .
Billing | | Route | | Marketing

504

&
Inventory | Garment Search | Employee




WE!‘!!,L ) User’s Guide

BACK OFFICE

Back office function will help store owner can manage store more ac-
tively and help aggressive marketing with mailing management func-
tion.

; (1

Customers

Customers

Customer function is identical to manager access function

i

& Payment History

~ Payment History

Unlike manager access, owner can change the balance on customer history
r _I ‘--

Reports

—

Reports

Owner will be able to access more detailed and secured reports

Billing
Billing

Billing function will manage any billing customer
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BACK OFFICE

Owner can manage (add, modify) employee information, make
billing statements and mailing address labels or lists in this
“Back Office” Menu.

? Marketing

Marketing

Mailing function will create labels and help to maintain mailing cards and
coupon service to customer

Eéi Employee

Issue new employee password and change any employee information on
his/her file.

Assembly Assembly Setup

Setup

Assembly setup will allow the owner to modify how many items will print on the in-
voice
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ASSEMBLY SETUP

This section explain how to edit data that controls how many pieces of each category
will be printed on the ticket. The items will be split in equal number on the invoice.

1.  On the main screen click on menu
2. Select Back office
3. Select Assembly setup

You will be presented with the assembly setup screen.
1.  Select the category from the description column
2.  Edit the Piece Limit column with the quantity that suits your preference.

_io/x
WARNING! DO NOT DELETE ANY i]
RECORD. ONLY MAKE CHANGES IF
YOU KNOW WHAT YOU ARE DOING!
Description Initial Piece Limit
gl ko ? 1000
Dy Cleaning B 1000
Laundry L 1000
Press Only P 1000
Tailoring i 1000
Qutside 0] 1000
Etc. E 1000
Box Shirt ES b
Wash & Fold Kidn 1000 -
Record: M| [ 1w |vie#]of 13
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4 Payment History T

¥ Back Office

Payment History

V-4

Manager and Owner can change see customer payment his-
tory. If there is a mistake with a payment or credit you can

void that transaction.

=18l x]|

Record: 14 4 1k |err#]of 3

Kl

101
Customer [9090 april =|[2009 = April =|[2009 =
Enlltexp SCANQ 6"!8 40_9090 IMor{TuefwedThu| Fri | Sat [Sun| Fri | Sat |Sunj| Close
) ; e ENENANEEEE ENEN NG
Rank 1 Visit 1 g v [8 [s 1o 11 [r2 g 7[5 la Jio i1 12
13 [14 [15 17 |18 [1a 13 [14 [15 17 [1a 1s
20 21 [22 |23 24 |25 |26 20 [21 [22 |23 (24 [os |26
EdEEENEN ENE EAENENEN NENE
Void 4 s 57 e s o N N N £ GO T
Transaction
Izsued Date Station Ticket Check Mum/Ref Mum =] Drop Date  ImvNum. &miDue  Paid
Pickup Amt. Paid Amt. Change Employee
| 04/16/03 11:40:53 A 0 0 Store Cre =|Sales 7| @
| $0.00 | $100.00 | $0.00 | S0,
04/16/09 11:04:09 &M 0 0Cash  =|Sales =]
| $82.35 \(Z)WU.UU | §765 | SO.
04/15/09 3 05.45 P 0 0Cash  x|sales =]0
| ge400 |  $es0o | 5100 | SO

Record: 14| 4 1 v wfrd|of 3

4]

B Back 0ffice =18l
101
Customer |9090 april =|[2000 = April =|[2009 =
EnliteXP, SCANG 678 240-0090  MerTuelwedThu Fri|Sat[Sun} Fri[Sat Sun| Close
) ; i =N EXH O E ER I o ot |1 [z [5 ¢ s
Rank 1 Visit 1 e |7 [z [o [0 11 |2 e |7 [z [o [0 Jn [12
13 |14 |15 17 |16 |18 13 |14 |15 17 |1a 18
20 |21 [22 [23 |24 |25 |26 20 |21 (22 [23 |24 Jos |2
ECl EEH EEH ECH R ER ! o7 |as fza a0 [1 |2 |5
Void @ 4 [5 |8 | [8 |3 [0 4 [5 |8 |7 [5 |3 |10
Transaction
Izsued Date Station Ticket Check Mum/Ref Mum =] Drop Date  InvNum. &miDue  Paid
Fickup Amt. Paid Amt. Change Employee
¥ 04/16/0911:40:59 &M . 01 Stare Cre = |Sales =]
| $0.00 | $100.00 | $0.00 | S0,
04/16/09 11:04:09 &AM 0 0 Cash =sales =0
$82.35 $490.00 $7 65 5.0
04/15/03 30545 PM 0 0Cash  =|Sales =[0
| $24.00 | $25.00 | $100 | SO

1. Enter customer number.

2. Show current payment and invoice

history.

3. Detailed invoice history.

4. Click “Void Transaction” to void the

selected payment.

5. Close to exit.
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Marketing

i B
I
I . .
Marketing click title.
B Back 0ffice mETES|
Mail To: Options Data Select Qutput Type
Manipulation . Preview
| || o
i Print
[ 1| Welcome Customer
& Invititation -By Street
i YO Y L. Generate Export
o [ 7 Invititation -By Subdivision
2 Happy Birthday Clear Close
Infrequent Customer
hddress | | T.Sales | Date IPrn
Deflser . ] Allerwinod 0 PR
Deflser | [oop-Do00 $0.00 7 xe
Edward [Michasl | 2436050 A S 000 F K
EIdrich DJn}ce ||54-2020 Aipharets oy $000 [04716/09 @ [ KE
EnlitexP Q- :240-9090 l‘spuhz"gége“tpl 20005, |FHPPot@scang com $2400 041509 B [
Estanas [[Gecrge | [246-1010 A S5 $0.00 A
Record: 14 4 P I = i
B Back 0ffice mETES|
Mail To: [All Customer - Options Diata Select Qutput Tvpe

kanipulation = Preview
[aprit ~Y&ndo ~| | [aprit =][z009 =] Label List
MorTuelvedrn FrifSat[sur Jrind Fri[sat[sur Print
0 Jz1 1 B oot oo fa
13 9 Mo Q14 £ 10 11 1 D
1 (14 [15 [16 |17 [1a fra | [ [z fie s Hw 16 18 Generate :3 Export
0 21 n 6 | [[20 ]2t | |4 6 @
9 |30 1 9 130 11
4 B 2 Tio][ls [ P2 Y I Cltzep : Close
Name | Phone | Address | Email | T.Sales | Date IPrn [ =]
DefUser ] ] 008-0000 |  jormeiced $000 I
Detser | |o0o-ao00 $0.00 ]
Ecward [[Michael | 243-6080 it 20005 $0.00 ¥ K
Eldrich [Jayce | 254-2020 e S $000 041508 (K
EnltexP  [[sCAND |[z20-6090 l?fhz;gﬁgectp' 3005, HPRa@seang com 52400 (0471509 [ %1
Estanns [JGearge |[246-1010 e i $000 %

Record: 14] 4 1Ty mfrdfof 6

Ll

V-5

Owner can make address labels or letter for
customers. And customer list can be sorted as-
cending or descending by click title or double

1. Select option.

All Customer

Shows all customers.

Welcome Customer

Shows new customers.

Happy Birthday

Shows customers with birthday info/

Infrequent Customer

Shows customers who haven’t visited
a while.

Anniversary

Shows customers with anniversary
date info.

2. Select period.
3. Make a list.

4. Clear to view next list.
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& Back Office Elle Edt WYew Insert Format Records Tools Window Help == 3 EEE

Marketing

Select Options

Mail To: | -1

[ ;Options(D Dala

Rarik Higher Tha

Total Sales Over: 0
® Wisit Count Over: o Generate
Average Over: 1]
0

House Yalue Over:

n: | 100000

Clear

Manupleation

Select Output Type

= Preview
Label List
Letter Card funt

Setup Content | Close

Export

Hil

Name | Phone |

Recard: 10| 4] [l

Address |SLNﬂmE|Rank| T Sales ‘

it ‘A,Salesl Date |Prn

Rank NFSC

& Back Office Elle Edt WYew Insert Format Records Tools Window Help == 3] MEES]

Mail To: [All Customer ]

Data

[vanuary =] [zovn =] | [oecember

2

Sunihion Tue|Aed Thul Fri| Sat| | | Surfhvon Tue{Aeq Thul Fri| Sat

Manupleation

g |27 [oa [oa [zn [21 o6 o7 Do pa fan o |2
o 3 Ja [sdg 7 2 |[[afa |5 daslz [a [a

9 l1n |11 DEPUETA | | ETHEYHEY 40.) PR ETHETY Generate
16 17 [1a 24 22 | [ [az a8 JasN 1 22 23

23 [24 [25 [26 [>7 og [20 25 [26 [27 [2a [oa [an

an [31 11 G la 1s P P Y I Clear

Select Output Type

Preview
Label List
Letter | Card ﬂl

Export

Setup Content | ®3I05e |

| Phone

Address |StName |Rr.t
1112 SARATOGA DR. 1 g}

| T.Sales ‘Visil ‘A.Salesl Date |Prn

MKE ] \&/ [[a61-5252 | J 2 RERATER IR el $0.00 0 $000 | 426m0, & [E
[JECAINE ] 457-6711 gﬁfu’ﬁlawaSELAHLESTEIHUUSB' TE+05 $0.00 0 s000 R
[[TONY |[paz7raa | SOZ0BLACKHMWI IR, i sosa] TE#05]  $0.00 o %000 [
GOODSON  [[PHYLUIS |[622-6026 | Fiat eloNE LANER oooes/ TEX05] §0.00 0 $000 F %
BIERMAN  [[DON  ||495-pasn | BPREERKELEY w1 sooeel 1E*D5 8000 0 %000 K
PRESLEY  [FD 4657252 e Ntaarees epcansr 1E°05 9000 g $000 el
= [[RICHARD| [232-5248 | 21TE WOODE RUERLN e 1E+08] 000 [ [ )
FERGASON [JCLEVE |[774-1784 Unknon TE+08|  $0.00 0 $000 [T
BRYANT  [JLYNN  |[476-1083 | Soo KEMWOOD DR v aonee] 1E#05]  $0.00 o %000 7 [
MAJOCH  [[MARK |[485-0155 | JE00 LEASANT ML APTAO0,  [1E+05] 9000 0 s000 ¥ [xi]
GILLIAN [MICHAEL |[o13-008g | B4 EASTEAY o inzoos] 1E+08] 8000 0 $000 [T
Iﬁ q7E1720 | ZITWILIBROCKERUN s [TE0E] 9000 0 $0.00 v

IRemrd: ] 1 e eufre]of 188

V-6

1. Select options.
Rank Higher Than
Search by customer higher than this
rank
Total Sales Over
Search by customer who spent over
this amount
Visit Count Over
Search by customer who went to
store over this time

2. Select period.

3. Close to exit.
4. Can sort by name when click name.

5. Can sort by rank when click rank.
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Marketing

el Print mailing lables.

=
Marketing

Edt View Insert Formst Records Took Wihdow Help |20
‘Select Output Type.
l Label | List

Letter | Card M

P Back Office

Foank DAL
Mail To- IAII Customer _v_I plions|

IJanunry | [2000 ﬂ II]El:Ethr =l |2nnn =]

Surfvor{ Tuelaved Thul Fri|Sat] | |Surivon(Tue|tes Thul Fri | Sat]
26 |27 (28 Da 1 31 oh 2z DR ol [
2 13 la ls 6 [z 1 5 (7

(8 lan |14 |12 [13 l1a |25 | | lan |14 12 |43 |14 |15 15 |
16 |17 (18 |19 o0 (21 [22 | | |17 (18 |19 (20 (21 [22 |53
21 (24 [25 [og |57 [>g [og 25 26 [27 [og |29 (20
KT E% T T O O P 1 4 > 3 la 15 |6

Setup Content Close |

1. Select to generate label.

Nt o 1205 SO0 05000 .
TURRY [JECAINE |[4a7-a711 | BISMEETNGST o o ovacoss 1E#05] 8000 0 $000 [
o | PR, (o om0 wn] | © B
GOODSON [ [PHYLLIS | [622-6025 | BEBSIONEVLANER ogeel TE-D5  $0.00 1] s000 7 [H . .
B [N e TR . Tew wwi| e = m |2. Preview before make printout.
PRESLEY [[ED  |[465-7esz | ZreMs A o eorauger] 1E705  $0.00 o) $000 K
MESA [JFICHARD] 2325245 | 27 WODDSRVERLN = o J1E-08]  s000 1] s0a0 " K
FERGASON [[CLEVE |[774-1784 Uk TE«08] 000 0 3000 P [xe
BRYANT  [JLYNN | 476-1063 | ZE3KENWOODDR o v sogee 1E-05  $0.00 o] $0.00 P [
MAJOCH  [[MARK  |[485-0155 | JESFLERSANT HILLAPTIOO, o (1608 ¢000 1 4000 [
GILLIAN B13-008g | BN EASTRAY e cionaoose] 1E05]  s000 0] s000 F K
TGS oot | s | TOMCEN e wm 0 ww| |5 EE
Record; 14| 4| Dy lolefofioe

3. Label preview will be displayed.

4. Close to exit.

B e e oo b =151 || | & =[BT
E-SooBE e ) '

L ALpume
548 oGS AgROT

TWE ATANDEL NAVEY AUBANER. ErvELY AuTn
DuLuTh, G 055 251 FRVERDER OR,

P.p0% 21
DuLuTw, e 105004 ® DuLuTe, i 1006E.

TLANE ANTEESEN. Voo Ara
4125 DLDWORCADSE RD 105 £ WREW FIDGE
s, Ga o ALPRARETTA, G4 D122

A BaTEL Av80 BTN
S5 Rk R IS WEETIHGIET,
ALPRARETTA, 34 W01 o BuLuTn, ot

VAT BLARLTY T e Lo T

DuLuTe, G 20 DuLuTh, o e DuLuTH, G 5

T TEVE TR AEL TrUDE
135 UCCLURE WOOIS R A COLUNGHAM TRACE ARSI LAWIER:
DuLuTe, a4 Cudna, 34 1008 BuLuTo, 10

30BN TR Bov mEw a T
0 KEST, 1078 BERAELEY 147 BARK BLuFE
uLuh, o s DuLure, o e LTk, o a6

30BN BOCKTTT B00x s
ACTACOUNTRY DR I UOHTROSE BOHD 1343 EW NBBCORIL 0%
DuLuTe, 0 10T DuLuTe, o 106 DuLuTe, v 106

BUNT BR0OS cauy Emoom Lo o
o0 DaROvE amecRam R ST R
SuMAHEE, 08 W02 uLuTH, G 05 DuLuTh, o g6

VER: EOWN LY TR BON EVELEG
0 MV RIHGR: 2953 KENWDDD DR 64T ROBERS COME

DuLuTe, e 106 DuLuTe, G 105 DuLuTe, i 105
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Employee

Emplcﬁree

| Employee
Employee D !@ 13 Title
11 ( 3)

Password SecurityLevel Owner z
Varn

First/MiL Name [MIKE [pc @) kM

Home Phone  |(770) 840-7999 Wark Phone  |(770) 840-7999

Social Security Number Date Hired

Salary Deductions

Birthdate 10421/00) Notes

Address

City/StiZip [

Emergency Contact Name
Emergency Contact Phone

4 3 Sdd Hew [Delete
Employee

Close

&P Back Difice Eile Edt ¥ew Insert Format Records Tools Window Help == 3 mEE

@ Back Difice File Edit View Insert Format Records Tools Window Help == 3] MEES|

Employee

Employee D 13 Title

Password 111 SecurityLevel Owner = @
First/M/L Name [MIKE [oc RE

Home Phone  |(770) 840-7939 wWork Phone  |[770) 840-7999
Social Security Number Date Hired

Salary Deductions

Birthclate 1072100 Notes

Address

City/StiZip [

Emergency Contact Name

Emergency Contact Phone

Add New

Employee Deleie

4 ‘ 3

Close

V-8

Owner can make another id and
password for new employee.

1. Add new employee.

2. Employee ID is generated by the sys-
tem

3. Enter employee password.

4. Enter employee’s name and phone
number.

5. Select employee security level.

6. Click close save and exit.
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Billing

= Enlite Billing

{Customer List]| Preview Statement |

Unmark [Term |Filter:

Charge Route

Email Zero |Cycle Start Date: Ehd Date:

Billing

Generate statements for
charge customers.

=101>]

All - IDue on racalptj"

AL -] [aL

s AL {1t -][oam100 =] [oaa10e =] Befresh

Last
Date

Last
Balance

New
Prev.

New
Payments

New
Invoices

New
Balance

| Name

@ ABBOTT, MERI...
ACEVEDQ, ED...

C

C| RT| Emai| Cycle

EASTWOOD, J...

EATON, GREG

MATLOCK, KATE

MEYER, CAROL

N Charge ___ Email Add Remove .
* lv_!ﬁ'e“(mfg?m_  Statement Customer || Customer [m
[ se.arch Customer o [ 4
Search |R| (€©)] Search
Marne Phoneturnber

ABBOTT,MERIDITH
ADAMS,REBECCA

770-7975555
770-9738547

EATON.GREG 678-8994444

EBERT,HARRISON 678-5742222

MATTHEWS,CHRIS 770-4576881

MEYER,CAROL 770-7456322

—

i

V-9

billing and

1. All billing customer will be displayed
in this window.

2. Owner can add a new billing customer.
When the “Add Customer is clicked
another window will open with a list
of all customers attending your busi-
ness.

3. You can look for a specific customer
searching by name or telephone
number.

4. Select customer to add to billing and
click on the Select button.
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Billing

[ Enlite Billing

Billing

Customer List | Preview Statement @
Unmark |Term |Fi|ter: Charge Route Email Zero |Cycle Start Date: End Date:
Al |[Due on raceipt =] Ao =][arc ] [ALL =]|[1st =] [osm1:08 =] [08/3109 =]

Last
Date

Last

Name
| Balance

@ ABBOTT, MERI...
ACEVEDQ, ED...

New New

Invoices

New
Prev.

Payments

28
4

ADAMS, REBEC...

1

¥ |EASTWOQOD, J...

18

EATON, GREG

25

MATLOCK, KATE

1

MEYER, CAROL

Today: 09/25/09

i RCharacia | Enaiay Add Remove i
* Credit Card Statement Customer || Customer m
[l Enlite Billing P ] 3

Customer List | Preview Statement | (.j
M 41 oeb M« OF S[0ME-| paewatn = Find | Next
STATEMENT
ScanQ
180 ProspectPl
Alpharetta, GA 30005(678) 2409080
ABBOTT, MERIDITH
595 WEST CHURCH STREET
Mpharetta, GA 30322
Previous Balance Statement Period Term Amount Due
$6.29  08/01/09 0972509 Dug on receipt $95.21
Invoices
Category Invoice Pieces Drop Date Pickup Date Amount
D 20m-7 2 09/25m9 $12.95
D 20106 3 0972509 $18.73
D 20101-5 2 08/25i09 $1225
L 20101-4 2 0872409 $11.86
L 20101-3 2 0872509 $15.50
D 201m-2 2 0872409 5659
D 204 2 09725109 $11.04
Total: 7 $88.02

i _Charge ~ Email Add Remove .

| Bait Credit Card Statement Customer || Customer | [ Brint Statement |
[&A (R)
A\ &/

V-10

1. Select customers clicking the check
mark.

2. Select billing period using the calen-
dars “Start Date” and “End Date”

3. Click “Refresh” button to update
customer balance

4. Click “Preview Statement” if you
want to see the statements on the
screen.

5. Click “Print Statement” to print the
Statements.

6. Click this button to export the state-
ment to Excel or PDF file.

7. Click this button to run automatic
credit card charge.
(Requires credit card processing inte-
gration and internet connection)

8. Click this button to send the state-
ment by email to the customers.
(requires internet connection and a
valid email service activated on the
system)
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Route

Manage pick-up and delivery routes for
customers.

e e =21, Click on “New Route” to create a
1. Route 8 |3Inv0|ces INlDUT|4FreV|ew Manlfest'
l% Name ‘ Immices ‘ | Time H Stop Num ‘ Eri route'
2 [ aBBOTT MERIDITH ] 07:00 AM = 1 9/25 2. Type a Route Name, and set first
" Display Hidden y | 595WEST CHURCH STREET Alpharetts 30322 Church .
MON-WED SOUTH |Leave at the back doer and SGCOIld day, dellVeI'y cm-
TUE-FRI-NORTH MATTHEWS,CHRIS 2 07:15PM = 3 1vi
Downtown 520 E CHURCH Atlarta 30333 I B ployee7 . departure a’nd arerlng
[ Add One time. Click on save.
MATLOCK KATE 2 [o7:30 AM = [a e,
6135 MATCHETT RD Morcross 30047 Church op
| , e 3. Click “Add Customer” button to
EASTWOOD,JULIE 2 [o7:45 M = [6 Stop
IED4EP\NEST,strEncevil\e 30044 Church add Customers to Selected route_
EBERT HARRISON 1 [os:00am = [6
|E1DBLAKEDOTCRLMar\e’ﬂaﬁﬂﬂ?ﬁ : 4. Cllck “New Manlfest,,. The System
ADAMS REBECCA 2 [os:30AM = |F Ro Ortr will bring all current invoices for
| New Edit 5951 CURRY FORD FD, 324 Morcross 30334 Nur:lrer .
@; Route Route I thlS I'Ollte
i @ ®
May Add Remove cch:;dgi: New Cloge _PBrint . P %
i P | | Customer || Customer Card Manifest | Mani i 5. Click “Re-Order Stop Number”. You
® can change the stop number for any
customer and then the system will
re-order the stop numbers.
6. Click “Print Manifest”. It will print
Route =10l the route manifest
Route Name |D0wnt0wn| @)
r— First Day
Day Delivery Employee Departure Time Arriving Time
—| P | Py =
[TUE -] |owner Store -|[10:00 AM [02:00 PM =
—Second Day
Day Delivery Employee Departure Time Arriving Time
[THU -| [Owner Store -|[09:00 PM ={03:00 PM
~ Close Save
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Route

il ¥
i D

{ p—
Route

[ Enlite Route 4 =10l x|
1. Route 2.Customer | 3.Invoices INIOUT 4.Preview Manifest |
Display Da: m
ey Y Jo0ua EamE
" Display Hidden Route -Delivery List Route Name: TUE-FRENORTH
0/25/2000 11:Z350 AM
MON-WED SOUTH stop#  Crop Cats Nl For amount  Rack oy Lanar
TUE-FRI-NORTH 1 4BEOTT,MERIDITH (77037075665
Downtown 505 WEST CHURCH STREET, Apharetta 30322 Church I:[ l:l
Leave at the back door
09/2509 01016 3 $19.73 0
0472309 100041 1 70 3000
0472309 100042 1 $180 3000
09/25M09 0101 2 $11.04 o
0372509 201012 2 .50 o
09/25m9 01013 ¥ $15.50 o
08/25M09 01015 3 $12.25 o =
09/25M09 017 2 $12.05 o
/2509 201014 2 $185 0
Total 17 $95.21
3 WATTHEWS, CHRIS (770) 4676851
320 ECHURCH, Mlanta 30333 I:l l:l
0472309 10009-2 i #5000
0472309 10008-1 3 $15.12 o
Toral 4 52062
4 WATLOCK KATE (404) 4453068
New Edit 5135 MATCHETT RO, Norcross 30047 Church
Route Route -
4 | »
Show Invoices % Print
- Llose | Map Eilter Show All i
Mone = Manifest
[ Enlite Route ] 3}

2.Customer 3.Invoices INJOUT |4.Freview Manifest|

1. Route —
Display Day Status
ALL - lﬁ Invoice: ok
" Display Hidden
| Name | Invoice | Date | Pieces | Status S
w & |EBERT, HARRISON 100031 |04/23100 |3 Mone
ORTH ¥ |MATTHEWS, CHRIS 100082 [04123008 |1 None
F |MATTHEWS, CHRIS 100081 [04i23108 |3 Nene
~ |ABBOTT, MERIDITH 201016 |09/26/09 |3 Nene
~ |ABBOTT, MERIDITH 100041 |04/23103 |1 None
¥ |ABBOTT, MERIDITH 100042 |04/23109 |1 None
F |ABBOTT, MERIDITH 201011 0012509 |2 None
¥ |ABBOTT, MERIDITH 201012 |09/25K09 |2 None
F |ABBOTT, MERIDITH 201013 |09i25008 |2 Nene
~ |ABBOTT, MERIDITH 201015 |09i25009 |2 None
~ |ABBOTT, MERIDITH 201017 |09I26109 |2 None
~ |ABBOTT, MERIDITH 201014 |09I26109 |2 None
F |EASTWOOD, JULIE 100012 (0423109 2 None
¥ |EASTWOOD, JULIE 100011 (0423100 |4 None
) ~ |ADAMS, REBECCA 10006-1 [04/23109 |1 Nene
Rﬂe"" Edit ~ |ADAMS, REBECCA 100063 [04/23108 |1 Nene
oute Route e s e Tomm B PP P . -~
4 | 3
Select Select New Selected Ones Status: | Cenfirm New
Lo Map None ~|| Nene Delivered - Status

V-12

7. The route manifest shows cus-
tomer name, address, invoices for
delivery and amount due.

8. After route is finished click on
“Invoices IN/OUT” and select all
Invoices delivered. From the list ‘New
selected Ones status” choose delivered
and click “Confirm new status” button.
This action will mark all selected
invoices as delivered.

If some invoices were returned, select
those, choose “Returned” from the list
and click on “Confirm new status” to
mark as returned.

The available status are:

- Out for delivery

- Out for delivery (Partial)
- Delivered

- Returned

- Returned (Partial)

- Lost

- Cancelled

- Held for release approval
- Held (Not ready)

9. When all invoices are marked to new
status, click on ‘“Customer” tab,
and click “Close Manifest”. This
will close the manifest and all deliv-
ered invoices will be marked as
Picked-up



