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NOTE TO VIEWER OF THIS SAMPLE

This sampleis from a 41-chapter user manual that serves personnel
from three departments who interact with the NACS billing and
customer service system. Included in this sampleis

The title page and its verso (this page)

The table of contents

Chapter 10: Setting Up & Updating Locations.
This user manual is about 400 pages in length and is intended to be
printed double sided.
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Setting Up &

Updating
Locations

Chapter Overview

Setting up anew location is arelatively straightforward process once the customer has
been set up. This process consists of two procedures. Later, it isusually necessary to

update the standards.
Set Up Set Up Update
a New - Location Location
Location Standards Standards

Chapter Overview

Chapter Procedures

In this chapter you will find detailed instructions for the following procedures:

Set Up @ NEW LOCALION. ... .civiiiiiieiii e e e e e e et e e eaaen s 10-3
Set Up Standards for @ LOCAtION .........cc.uveiiiiiiiiiieii e e 10-11
Update Location Standards ..............ooveiiiiiiiiiiiiiieeece e 10-19
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Setting Up & Updating Locations
Introduction Data Setup
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Setting Up & Updating Locations
Set Up a New Location

Data Setup

LI Set Up a New Location

Situation

Y ou can get to this procedure in severa ways.

B You are setting up a brand new customer and have multiple locations to set up.
STOP! Thereisan easier way to do this. See the Data Team to upload the
location list.

B You are setting up a new location from scratch.

B You weretrying to create an account, and the Location Locator showed that there
was no location matching that on the invoice.

Y ou are now ready to create the new location.

Procedure Overview

The major tasks in this procedure are shown in the following graphic.

Create New Einish
Enter Loc ID and
Create New General
Location Cllils;%n;er P LE:;ELn > Location
Name Information
Enter
Set Up NA Save
[ Address P : - -
TiferiEien Services Location
Procedure Overview
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Setting Up & Updating Locations
Set Up a New Location Data Setup

Create New Location Record

Click on the File menu.

2. Click on the New option.
3. Click on the Location option.
4. Click onthe Location option to display a new, blank Location screen with the

Information tab visible.

Vantive System - [New Location ]

M MANAGED

D4f25/2000 143522

—

Location Screen, Information Tab
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Setting Up & Updating Locations
Data Setup Set Up a New Location

Enter Customer Name
1. Click on the Customer hyperlink to display the Customer Locator window.
2. Enter the customer name as the search criteria

3. Click on the Search button (or pressthe Return key) to display the customer
information in the summary window.

Highlight the correct customer.

Click on Use button (or pressthe Enter key) to select this customer and return to
the Location window with the customer name filled in.

Vantive System - [New Location | [_5]]
m Eile  Edit View Utlity ‘window Help =l2]x|
BHE D A5 B
Infarmation | Addresses I Phanes I LCustomer Contacts I M& Services I Accounts I Caze Histony I W Roles Misc Fields I MNotes I Altachments Action History I Audit Trail I
LocID NewLocld | Hame |

Customer |S4LLY BEAUTY SUPPLY Status | M - MANAGED j

Loc Type =] Loc Conment -
Fiegion ¥

Address Suppart Motes =

oty st | fusa__Phone
County Country | Main Phons | i Entersd By |Trawe'
Zip Far| Date Enteied [04/25/2000 14:35:22
Cunent Services - Ditems
LOB Qiy Service Container | Provider Pioy Phone District |Comp. &
| ﬂJ I

Ol

Location Screen with Location Name, Customer Name, and Customer | nformation
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Setting Up & Updating Locations
Set Up a New Location Data Setup

Create New Location ID and Enter Location Name

The location ID usualy is given to us by the customer because it is the way they refer
to their stores or sites. It isvery important to know how a particular customer has its
location IDs set up. If most of the location IDs are four-digit numbers and some are
two-digit or three-digit numbers, the shorter location IDs must be given leading zeros
to make them as long as the longest location ID.

1. If theLoc ID field is not provided by the customer, click on the New Loc ID
button to generate and display a new location ID.

Vanlive System - [New Location | [_[5]x]
m Eile  Edit View Utlity ‘window Help =181x|
BEE D A58
Infarmaticin | Addresses I Ehanes I Customer Contacts I M& Services I Accounts I Cage History I WM Roles Misc Figlds I MNotes I Attachments Action History I Audit Trail I
Loc D [T000008 [ Hew e Name |
Customer [SALLY BEAUTY SUPPLY Status | M - MANAGED j
Loc Type =] Loc Comment -
Region -
Addiess Support Motes [SALLY BEAUTY STORES CAM REQUEST EXTRA P/U & ORDER LOCKS - |~

SERVICE INCREASES MUST COME FROM CORPORATE OFFICE

ROLLOFFS: MUST BE BILLED TO

SALLY BEAUTY COMPANY
3900 MORSE STREET
oty st | fica_ Phane
County Cauriy | Main Phone | | Enlered By [Trainer
Zip Fau | | Date Entered [04/25/2000 14:35:22
Cunent Services - 0 items
LOB Oty Service _ |Container |F Provider Prov Phone District [Comp. ~

6]
Location Screen with New Location ID

2. PresstheTab key to move to the NAME field.

3. Typeinthename of location. Thisisusually the customer name, but sonetimesit
is the location name.
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Setting Up & Updating Locations
Set Up a New Location

Data Setup

Finish General Location Data
1. Select the appropriate location status. Generally, it will be “managed.”

Status Meaning

Managed A location that is being billed or serviced by NASC

Non-managed A location not serviced or billed by NASC

Closed Location has been closed (used with existing locations)
Transferred Location transferred to another major account customer (used with

existing locations)

Logically deleted  Location set to “deleted” and will be deleted during the next
database cleanup on the next weekend (used with existing
locations)

2. Click on the Save button to save the current information.
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Setting Up & Updating Locations
Set Up a New Location

Data Setup

Enter Address Information

1. Click onthe Addresstab to display the entry fields for the customer’ s address.

Vantive System - [Location SALLY BEAUTY SUPPLY #23]

mﬁlle Edit View Utility ‘window Help =l2]x|
Infarmation Addresses | Phones I Custamer Contacts MA& Services Accounts Cage History W Roles I Misc Fields I MNotes I Altachments Action Histary I Audit Trail I
Addresses - 1 item
Type Address Cik State |Zip Code |Countiy| Count Cleaned| + Hew I
_‘ Delete
A »
Type |Priary Physical Location =

Address

City

State
Country [USA

™ Clean

(K

County
Zip Code

ol | T

e &

Additional Instructions:

Date Created  |04/25/2000 14:43:29

6]
Address Tab of Location Screen

2. Inthe ApDRESS fields, type in the street address using as many lines as needed.
’QS 3. Pressthe Tab key to move to the STATE field.
it you don't 4. Typein the state’ stwo-letter code (or select from the drop-down list).
know the 5. Pressthe Tab key to move the cursor to the CiTy field.
correct zi . . . -
code, usep 6. TheCiTy drop-down list now includes only cities from the specified state.Select
the first the city name from the drop-down list.
one in the . .
it Yol Pressthe Tab key enough times to move the cursor to the Zipcope field.
gﬁgnﬂ"e"?s The zipcopE drop-down list now includes only zip codes for the specified city.
later. Select the zip code from the drop-down list.
|ZI The completed Address tab will ook like the following figure.
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Setting Up & Updating Locations

Data Setup

Set Up a New Location

Vantive System - [Location SALLY BEAUTY SUPPLY #23] [_5]]

mﬁlle Edit View Utility ‘window Help

=11 x|

BEE D 258

Infarmation Addresses | Phones I Custamer Contacts M& Services Accounts Cage History

Addresses - 1 item

Primary Physical Lacation j‘

Tupe
Address

222 SECOND STREET

City | DOWNERS GROVE - State L 7]
County [DU PAGE =] oy [use =]
Zip Code | 60515 Jhd ™| Cleaned

Additianal Instructions H

Eritered By |Trainer Date Created  |04/25/2000 14:42:29

WM Roles I Misc Figlds I MNotes I Attachments

Action History I Audit Trail I

Delete

Ol

Completed Address Tab of Location Screen

NOTE: Itisimportant to complete al fields for the address, except for county, which
will befilled in by the system automatically. If afield isnot completed, especially the
Zip code, the system will NOT copy the address into any field that is linked to this

location.

Billing and Customer Service Procedures September 1, 2000
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Setting Up & Updating Locations
Set Up a New Location Data Setup

Save Record and Close Window

Depending on how you got this screen, do one of the following:

W [f you got to this screen while setting up an account, click on the Save Record
and Close Window icon (E) on the toolbar.

The system saves the record and returns you to the window you were
working in when you started this procedure.

W [f you got to this screen because you were initially setting up a new location, click
on the Save Record icon (@) on the toolbar.

The system saves the record.
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Data Setup

Setting Up & Updating Locations
Set Up Standards for a Location

Procedure

Location

Situation

Set Up Standards for a

Y ou have received a phone call or memo from an existing customer about the services
and rates for alocation. The location record general information has already been set
up but location standards have not been set up. Y ou now are ready to set up the

|ocation standards.

Procedure Overview

Display
NA Services
for Location

Define Define

—P» Service Rate
Standard Standard ]

Procedure Overview

Billing and Customer Service Procedures
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Setting Up & Updating Locations
Set Up Standards for a Location

Data Setup

Display the NA Services Screen for the Location
Y ou are presently looking at the Information or Address tab of the Location screen for
the location.

1. Click onthe NA Servicestab to display it.

B8l File Edi View Uty ‘wWindow Help = |
2l BiEE B 2| 8
Information | Addisees | Phones | CustomerCortacts  NASemices | Accounts | CaseHitoy | WM Roles | MiscFields | Motes | Attachments | Action History | Audi Tial |
Services - 0 items e A‘:Wel
Statug/LOB  [Qty |Service Fi Service Start Dati Service Er|District | Company|Account Provider [ New
L
| Ol |
LB Quantty  Service Freauency FickupDays ()0
Service Descl jl I1 I j”TXMK jl [~ Mon
Service Start Date [__4__2 ]~ Sewice EndDate]_/_/ =] Servics Status|a - ACTIVE =] F J\;':d -
Distict Company | Aocount | 3y Pay Acet I Th il DAl
Dispatch Provides| Dispatch Phong F ggl Date Created | 14/25/2000 1647
Expite I_"_f_ B oty I_"_"_ Bi-l Henewl [ Sun
Comment =]
Fates - Ditems
Rate Action Type Cons With Exclude Rate Rate Start Date Rate End Date  Rate Status IiEvEate

Rte Action = e ]| Consolidated With ™ Exclude
Rate Rate Start Date |_/__1. ﬁ;l Rate End Date: I_I_I 'ﬂ;l Rate StatuslA-AET\VE j‘ Created By | Trainer
Comment H Date Cleated|D4fZEIZDDD 02:47

Blank NA Services Tab
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Setting Up & Updating Locations
Data Setu p Set Up Standards for a Location

Define Service Standards and Rate Standards

1. ClickintheLOB (LINE OF BUSINESS)

field to position the cursor there. The most commonly used lines of

business are:

2. Sdlect the correct line of businessfrom B COMMercial — used for commercial

the drop-down list. Then pressthe Tab trash containers that are 10 loose
key. yards or smaller
P B RECycle —used for any size loose
Shortcut: Type the first character of or compacted yard container that
the value you want to make the e ICS UEE7E a2
system jump to the first list item B ROLLOFF —used for loose or
starting with that letter. Type the compacted yard trash container
. . that is 15 yards or larger.
first character again to move to the
next item starting with that letter. See the appendix for additional lines of
Repeat typing the first character business.

until you get to the list item you
want. Then press Enter to insert the list item into the field.

3. Inthe QuanTITY field, type in the number of containers. Then pressthe Tab key.

4. For the SERVICE field, select the service from the drop-down list. Then pressthe
Tab key.

5. For the FREQUENCY field, select the frequency of service from the drop-down list.
Then, pressthe Tab key to move to the SERVICE START DATE field.

6. Inthe SERvICE START DATE field, type in the date that this service will become
authorized. Then pressthe Tab key to move to the DisTRICT field. The system
automatically fillsin the Status field.

7. Fill inthe DisTRICT, COMPANY, and AccouNnT fields if you know the proper
values. Then, pressthe Tab key to move to the DiSPATCH PROVIDER field.

8. Fill inthe dispatch provider (the service provider actually providing the service).
Then, pressthe Tab key to move to the (DISPATCH PROVIDER) PHONE fields.

9. The system should automatically fill in the phone number for the dispatch
provider based on the provider selected. Then, pressthe Tab key to move to the
ExPIRE field.

10. For third-party only, fill in the following fields if you have the information.

B The ExpIRE field holds the date when a third-party contract will expire. Fill it
in, then pressthe Tab key.

B TheNoTIFy field holds the date when athird-party provider should be
notified that a contract is about to expire. Fill it in, then pressthe Tab key to
move to the RENEw field.

B TheRenew field holds the length of the contract; e.g., 1 year, 3 years, €tc.
Fill thisin, then pressthe Tab key.
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Setting Up & Updating Locations
Set Up Standards for a Location Data Setup

11. Inthe CommeNTs field, type in any service comments.

|Z[ When a service has been defined, the screen should look like the one below.

Yantive System - [Location SALLY BEAUTY/0001] HE B
B File Edit “iew Utlty ‘window Help =121 x|

lnformationl Qddressesl Ehonesl Custorner Cortacts  MA Services |Accounts| Caze Historyl R Holesl Misc Fieldsl Notesl ALtachmentsI Action Historyl 4 | ’l

Status|LOB | Qt Service ncy | Service StalService |District| Con| Account | Provider ;I Hew
& COM £.00LY 01,/01/2000 |L-BANNERAWES

ia
LOB Quantity  Service Frequency = Pickup Days Clore r}
Service DeschUMM J| |1 |5_DD|_Y J”'IX.-"WK J| [ Mon —I
Service Start Date m Service End Datem Service Status @ F I\;J:d
District Compan | fccont [ HdPaipdect ] Tl
Dispateh Provider|IL-BANNERAWESTERN -2007 Dispiatch Phong¥15/7731174 P ;:-.t
Expire I_J'_J'_ H:I Matify I_J'_J'_ H:I Henewl Fhsin
Eommentl H
Rates -1 item

Rate Action Type | Cons With | Exclude Rate Start Date |Rate End Date |Rate Status Mew Bate |
[150.00 011,/01/2000 |

Fate Actionl J| Typel J| Comgolidated Wwith [ Exclude [~

Hate| Fiate Start Date |__/__/ Riate End Date | _/__/. [ Rate Status | - acTivE i
0
E. Slalll | # Vantive System - [Loc... [ untitled - Paint | & 1:04PM

NA Services Tab with One Service Sandard Defined

12. Pressthe Tab key to move to the RATE AcTION field to position the cursor there.

13. Select the rate action name from the drop-down list (see the appendix for the
different rate actions and their definitions). Then pressthe Tab key. Then the
system will fill in the Type field.

Shortcut: Type the first character of the value you want to make the system
jump to the first list item starting with that letter. Type the first character
again to move to the next item starting with that letter. Repeat typing the
first character until you get to the list item you want. Then press Enter to
insert the list item into the field.

14. If the current rate standard should have management fees “rolled up” into it, place
an X in the CoNsoLIDATED WITH field. Then pressthe Tab key.

B Management fees may be “rolled up” (added) into another rate standard so
that only the other rate standard description prints on the invoice, but the
dollar amount is the sum of the two. The rate standard into which the
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Data Setup

Setting Up & Updating Locations
Set Up Standards for a Location

management fees are “rolled up” is the one with a check mark in the
CONSOLIDATE WITH field.”

B Only amanagement fee can be consolidated. When the provider bills the
account as two line items but the standard is entered as one line item on the
invoice, a note should be entered by the NBR in the CusTOMER COMMENTS
field explaining this.

15. If the rate standard should be excluded from the invoice rate standard, place an X
in the EXCLUDE FROM STANDARDS field.

B Somerate actions are automatically set up to be excluded, so you don’t have
to exclude it yourself.

16. Inthe RATE field, typein the rate for this service. Then pressthe Tab key.

B One or more rate standards may be defined for each service standard. The
rate standard (s) for a service standard become visible on the Standards
screen when the service standard is highlighted. All authorized rate standards
should be defined for a service standard, even if the rate standard is not
always included on the invoice (e.g., the rate standard for an extra pickup).
Such rate standards should be defined but excluded from the invoice rate
standard. In thisway, the rate standard will be available on the Invoice
Review screen.

17. Inthe RATE START DATE field, typein the rate start date in mm/dd/yyyy format.
Then pressthe Tab key. The system will automatically fill in the RATE STATUS
field.

B Therate start date must be greater than or equal to the service start date.

18. If there are any rate comments, press the Tab key twice to move to the RATE
ComMENTS field, and type in the rate comments.

|Z[ The screen should look like the one on the next page.

If the invoice bypasses the compliance process, the management fee must be consolidated manually.
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Setting Up & Updating Locations

Set Up Standards for a Location Data Setup
B File Edit “iew Utlty ‘window Help =181 =]

B 2 6

lnformationl addressesl Ehonesl Custorner Cortacts  MA Services |Accounts| Caze Histor_l,ll b Holesl Misc Fieldsl Notesl A;tachmentsl Action Histor_l,ll 4 | ’l

Statuz|LOB [*[ Service |Frequency |Service Sta| Service |District | Con|Account |Provider - New

COMM 1 BOOLY  [ehwk[01/01/2000 ILEANNER/WES

a
LOE Quantity  Service Frequency - Fickup Days Clane | i
Service DesclEDMM j| |1 |B.DDLY J||1><MK J| I Mon
Service Start Date m Service End Datem Service Statuz| A - ACTIVE J F I\;J:d
Diistrict Company I Account I 3rd Party Aot [ Thu
Dispich Pravides L BANNER /WS TERN 2007 Digpatch Fhong515/7731174 F ;:-:t
Expire I_f_f_ |ﬂ:| Motify I_f_f_ |ﬂ:| Henewl ™ Sun
Eommentl ljl
Rates -1 item
Rate Action Type | Cons With | Exclude Rate Rate Start Date |Rate End Date |Rate Status Mew Bate |

|150.00 01/01/2000

Rate Action | FLAT - FLAT MONTHLY CHARGE e 2] consolidated with [ Exclude ™

Fiate |1 50.00 | Rate Start Date ||]1 #01/2000 EE[ Rate End D ate | 7/ |2+ Rate Status |A - ACTIVE E _|-'
s -
| Ol

NA Services Tab with One Completed Rate Standard
19. Click on the Save button on the toolbar to save the present state of the standards.

% If there are more rate standards for this service standard, click on the New Rate
button to the right of the Rate Standards area, then RETURN to step 12 and
REPEAT all the steps to this point for the new rate standard.

% If there are more service standards, click on the New button to the right of the
Service Standards area, then RETURN to Define Service Standard on page 10-13
and REPEAT all the steps to this point for the new service.

|Z[ When all the services have been defined, the screen should look like the one on
the next page.
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Setting Up & Updating Locations

Data Setu P Set Up Standards for a Location
B File Edit “iew Utlty ‘window Help =181 =]

BES S 2 0 @

Informatlonl Addressesl Phonesl Custorner Cortacts  MA Services |Accounts| Caze Hlstoryl R Holesl Misc Fleldsl Notesl Attachmentsl Action Hlstoryl | |

Statuz|LOB _ [Qty |Service [Frequency |Service Sta|Service |District| Con|Account| Provider = Hew
B COMM |1 E.OOLY |15 K 01/01/2000 IL-BAMMNERAWEST
| O |
LOB Quantity  Service Frequency - Pickup Days Clane | =
Service DesclHEC J| |1 |4_DD|_Y J”'IX.-"WK J| [ Mon
Service Start Date m Service End Datem Service Statuz| A - ACTIVE J F I\;J:d
District Company | Account | 3rd Party Acet I Thu
Dispatch pmvide,IIL-BANNEHMESTEHN -2007 Dispatch PhoneW F g[‘iat
Expire I_ _ H:I I otify I_ ' H:I Henewl [ Sun
Eommentl H
Rates -1 item
Rate Action Type | Cons With | Exclude Rate Rate Slall Date |Hate End Date |Rate Status Mew Bate |

|50.00

Rate Action |[FLAT - FLAT MONTHLY CHARGE El e F - Piat || Consolidated with [ Exclude [

Hate|50.00 Rate Start Date |n1 20172000 EE[ RateEndDate| _/_/___ [ Fate StatuslA - ACTIVE I -

<l .

| Ql
£l Slalll | # vantive System - [Loc... | [ urilitled - Pairt | & 1:07 PM

NA Services Tab with Completed Service Standards
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Setting Up & Updating Locations
Set Up Standards for a Location Data Setup
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Setting Up & Updating Locations
Data Setup Update Location Standards

LIS Update Location Standards

Situation

Y ou can get to this process in several ways:

B You have received acall to change a service or add a new service to an existing
location.

Y ou are ready to update the service standard(s) and/or rate standard(s).

Procedure Overview

Add New

e Service

Standard

Open Update
NA Services —%’ Service U%?Z;%Er%te ? :
Screen Standard

Update Only

P Rate
Standard

Procedure Overview

\ 4
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Setting Up & Updating Locations
Update Location Standards Data Setup

Open the NA Services Screen

1. Click onthe File option on the menubar.

2. Click on the Open option.
3. Click on the Customer option.
4. Click onthe Customer option to open the Customer Locator screen.
5. Enter the following search criteria.
For Field Matching Operator Enter Search Criteria
Customer Like Customer name

6. PresstheEnter key (or click on the Search button) to display the customer’s
information in the summary area.

7. If there is more than one matching record, highlight the desired customer
information line.

8. Pressthe Enter key to open the Customer screen.

Vantive System - [Customer: SALLY BEAUTY SUPPLY] [_5]]
[ Eile Edt ‘iew Uity ‘window Help =l2]x|
=2l BEE B 2| 52
Infarmation |Addresses| Ehonesl Cuzt Contaclsl Locallonsl Agleementsl Geographyl Eldsl Imp\emenlatmnl QBASI b Bo\esl Cage H\storyl Motification Profiles| Loc Types| Excluded Accts. I Option; 44
Customer ISALLY BEAUTY SUPPLY Majar Acct Nbr i5u71 are Status IA -ACTIVE j
Parent Eustumerl Industry j Hequeslml
Grouping ISALLY BEAUTY SUPPLY X Bypass Compliance

Find Los Id ] Search Locations Adiess [3800 MORSE STREET

web § lhltp Nwww.alberlucumw Gio ToWeb Site |
it Mates [SaLly BEAUT ES CAN REQUEST EXTRA PAUE [~
ORDER S - SERVICE INCREASES MUST COME
FBe CORPORATE OFFICE
i 1 Cit State:
Find Loc ID field ROLLOFFS: MUST BE BILLED TO ¥ |DENTON [
co | o
Search Locations DENTON, T 76208 Zip Code [76202
buttOI” IATTH: JANA SPINDLE srea  Local Number
(340) B38-7965 Main Phane 340 A3ETE1R Entered By [natbatch
d| Fax |40 | [e98-7e5e Date Created[04/03,/1938 12:40

Subsidiaries - 0 itams
Name [AC__ [Phone T

K| D

3

6]
Customer Screen, Information Tab

9. IntheFiNnD Loc ID field, enter the location number of the desired |ocation.

10. Click onthe Search Locations button to open the Information tab of the
Location screen.
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Setting Up & Updating Locations
Update Location Standards

Data Setup

Vantive System - [Location TOD0006 - SALLY BEAUTY SUPPLY] [_|
Bl File Edit View Uty Window Help =151
BEE B 2 O 8

Information | fddsees | Phones | Customer Cortacts | NASgmices | Accounts | CaseHistoy | WM Roles | MiscFields | Motes | Attachments | Action History | Audi Tial |

Loc D [T0O0006 EE | Name: [SALLY BEALITY SUPFLY #23

Customer [SALLY BEAUTY SUPFLY Status [M - MANAGED =

Lac Type Lll Loc Comment —

Reagion ¥

Adldress [222 SECOND STREET Support Motes [SALLY BEAUTY STORES CaM REQUEST EXTRA /U & ORDEF LOCKS - [

SERYICE INCREASES MUST COME FROM CORPORATE OFFICE

ROLLOFFS: MUST BE BILLED TO
SALLY BEAUTY COMPANY
3900 MORSE STREET

iy [BOWNERS GROVE | State [IC sea Phone

County [OU PAGE Country IUSA Hain Phone I i Entered By ITramel

Zip [B0515 Fan | | Date Entered [04/25/2000 14:35:22

Current Services - 1 item

LOB Qty Service Container | Fi Provider Prov Phone Distiict |Comp. ~
COMM 1 1.000Y B IL-MIDWEST WS TEE18/937-3561

%)
Location Screen, Information Tab

11. Click onthe NA Services tab to display the NA Services tab.

Vantive System - [Location SALLY BEAUTY SUPPI
B8l File Edi View Uty ‘Window Help

RS 208

Information | Addisees | Phones | CustomerCortacts  NASemices | Accounts | CaseHitoy | WM Roles | MiscFields | Motes | Attachments | Action History | Audi Tial |
ShuwAcl\vel

Sefvices - 2 items

New
| » = |
LOB Quantity  Service Frequency Fickup Days Clone
Service Desc [COMM =n [1.00v =] [awk =l [ Mon _I

Service Statt Date (0570172000 E: ‘Selv\ceEndDalalififi =] Servics Status|a - ACTIVE j\ F\I\;':d
Distict Company | Acoount 31d Party Aot I Th Cpasdiil e

Dispatch Frovider [ MIDWEST viASTE Dispatch Phonef818/337-3561 !E ;’E‘_‘l Date Created| 14252000 14:47
Enpie [0473072001 [&] ] oty [0373172001 [ Reren | [ Sun

Comment =]

Fates - 2items

Rate Action Type [ Cons With | Exclude Hate Start Date |Rate End Date | Rate Status Mew Hate
] N N 4.00 05/ 0 &
05/01/2000

Fiate Action [MASFEE - MANAGEMENT FEE =) Tope[M Mot Fee =] Consolidated with [~ Excluds [
Rate]400 Flate Start Date [05/01/2000 [~ RateEndDate[_7_» [&f =] Rate Status [4 - aCTIVE = Cizated By | Trainer
Commert: = D Created04/25/2000 03:20

Location Screen, NA Services Tab
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Setting Up & Updating Locations
Update Location Standards Data Setup

All currently active service standards for alocation should be defined.
Management fees should be defined as a service standard for alocation.

Taxes should be defined as a service standard for a location.
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Data Setup

Setting Up & Updating Locations
Update Location Standards

Update Service Standard and Rate Standard

get the same end date.

When a service standard is no longer in effect, it is not deleted but isinactivated by
giving it a SERVICE END date. At the sametime, al rates linked to the service will

If an account is cancelled, all SERvICE END DATES and RATE END DATES will be
automatically assigned the current date.

1. Click on the service standard to be updated.
2. Update the service standard as appropriate.

If ... Then ...
Service is to be 1. Click in the SERVICE END DATE field.
ended . :

2. Type in the date the service ends.

3. Click on the Save button on the toolbar to save the present

state of the standards.
Service actionis 1. Click in the SERVICE END DATE field.
to be changed . .
9 Type in the date the service ends.
3. Click on the Save button on the toolbar to save the present

state of the standards.
Click on the Clone button to make a copy of the service.

JUMP to Define Service Standard on page 10-13 and
complete the rest of the steps of that procedure. Then
RETURN to this point and PROCEED.

% If there are more service standards to update, RETURN to step 1 and REPEAT
all the steps of this procedure.

Billing and Customer Service Procedures

September 1, 2000 10-23



Setting Up & Updating Locations
Update Location Standards Data Setup

Update Only Rate Standard for a Service Standard

Y ou are looking at the NA Services tab of the Location screen.

Vantive System - [Location SALLY BEAUTY SUPPLY #23] [_5]]

mﬁlle Edit View Utility ‘window Help =2l x|

Infarmation I Addresses I Phones I Custamer Contacts NA Services | Accounts Cage History Wk Rolss I Mis Fislds I Notes I Attachmants Action Histary I Audit Trail I
Show Active

Services - 2 ibems

ILHIDWEST v/3_|
ILARC DISFD! -:

LoB Quantity  Service Frequency Pickup Days Clone
Semice Desc [REC = [1oocy | =] [ Mon
Service Steit Date [05/0172000 [3] v| Senvice EndDats[_7_7___ [3l] Samioe Statuz[4 - AcTIvE =] F \I\f:d
Distict Compary | Aocount | 3rd Party Acct  Th Created By | Tainer
Dispatch Frovider[[L#RC DISFOSAL & RECYCLING Dispatch Phane 9479810031 F ;’E‘_‘l Diate Created|14/25/2000 15:21
Enpie [0473072001 5] ] oty [03/3172001 [ ] Rerew | [ Sun
Comment =]
Rates - 2items
Rate Action Type [ Cons With | Exclude Hate Start Date |Rate End Date | Rate Status Mew Hate

0 il

Rate Action| HAUL - HAUL = Tope T - Ticket =] Consolidated with I Exclude [
Fate 30.00 Rats Start Date |n_5m1fznm [&{~] Rat=EndDats[_2_7 - Fate Status [4 - ACTIVE =l Cieated By | Trainer
Comment = Date Eleated|D4fZEIZDDD 0330
Al ’

NA Services Tab with Existing Standards

Click on the service standard being updated to display its rate standards.

Click on the rate standard to update (scroll the Rate Standards list as necessary).
In the RATE END DATE field, enter the date that the rate standard should end.
Click on the Save Record icon (@) on the toolbar

Click on the New Rate button next to the Rate Standards list to create a new,
blank rate standard.

a M WD P

:> JUMP to step 12 on page 10-14 and complete the steps to define the new rate
standard. Then, RETURN to this point and PROCEED.

6. Click on the Save button on the toolbar to save the present state of the standards.

QZ If there are more rate standards to update for this service standard, click on the
rate standard to be updated, and RETURN to step 1 and REPEAT all the steps.
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