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Recurring Billing and Storage
e

Recurring Billing has been designed to [ewa fexible, yet comprehensiveystem to enteandtrack
billing for recurring chargeassociatedvith storage ofgoods. All storage billing types can be
accommodated and a user can generate all accounting transactions and inwogcesgle batch by any
defined storage type; such as permanent, storémgéransit, etc.

Oftena move may involve temporary storage of gop@smed storagan-transit (SIT,) The SIT

Information interface can be used tecordthis data under an order and th8IT Informations

necessary for reporting and for exchanging of data betwdlewersSuiteand a van line. In addition to

storing the $T data, billing records can be established to define a means of charging for the storage.

Billing records can be used to designate a-nk YS OKI NEHS 4 |y F3SydQa 2N O
established to bill for warehouse storage on angming lasis.

In all cases, and for all order types, tRecurring Billing Setujmterface will be used to define the billing
records. In which any number of billing items can be defined and included in a billing record.

TheRecurring Billing Managemernnterface will allow a user to process billing for a particular storage
type. When executed, the billing run will generate all accounting transactions and invoices necessary.
Invoices from prior billing runs can also be viewed from within the management in&erfa

Several standard reports froMoversSuiteprovide valuable data to help monitor billed items for
storage andstorage related transactions can beopessedisingthe Revenue Entrynodule.

Listed below is a summary of the functions related to recurbiting and storage.

Recurring Billing Setup
Establish billing records for storage items within this interface. Charges can be setup to be billed
monthly, quarterly, semannually, annually, or calendar quarterly.

Each billing record can be itemizedheeakdown charges. This is done within the Billing Items section.
Recurring Billing Management his interface can be used to produce a billing run for all or a selected
billing type for either all branches or a selected branch.

When a billing run is exeited all associated accounting transactions and invoices will be generated.
Invoices produced by past billing runs can be viewed as well.

Revenue Entry
Process storage related transactions.

Standard Reports
Two standard reports are available to tragtkrage billed items: Storage Billing Summary and Storage
Detail. A Recurring Billing Check report is also available that reports setup discrepancies.

SIT Information
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Record storagén-transit (SIT) data about a move within this interface. Define aightion, estimated
and actual dates, etc. as it relates to items being stored by an Agent, Carrier, or Vendor. This
information may be required for uploading and downloading to a tipiadty.

Storage Requirement
Link an order record to a préefined \an line code through this setting for purposes of uploading and
downloading data to a thirgbarty.
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Recurring Billing Setup

The Recurring Billing Setup interfacavsilable to albrders, especially those that have a Move Type
mapped for storage itemsAccess to the interface is available through the Billing Information tab.

f.i:";, Recurring Billing Setup

Create and maintain multiple billing
records for a particular order within
the Recurring Billing Setup

Shipper Hame: |Esempiu:u, Buon

General Infarmation ||,.-:-.,.3tivit_|,| I Crder Motes I

M ame; IPermanent Storage ;I Hew
—Recurring Billing Record Details:
Billing Type: IF'erm Stg ;I Coordinatar; I ;I
Billing Crcle: IM-::nthI_l,l ﬂ Rate Table: I j
Date In: [4/30/2007 | Authority: |Cln Authority |

Beain Billing Date: |8/1./2007 - Alternate Billing: I

Al B el b e e B R e — F o R T T -JEI-...

Figurel: Recurring Billing Setup interface

The menu presemear the top of theGeneral Informationtab will allow a user to select from a list of
billing records belonging to the order along with the options to create a new record and rename or
delete an existing billing record.

Select existing billing

record to edit, rename, Rename selected

or delete -
| billing record
I arne: IF'ermanent Starage ' ;I 1 Mew | Bename | 1 Delete |
Create a new Delete selected
billing record billing record

Figure2: Billing record opbns in Recurring Billing Setup

A user will beable to easily view all activities that affect the billing record and all related billing items
within the Activity tab.
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4’3 Recurring Billing Setup

Shipper Hame: |E$empil:u,Bul:un j ' L.
Full detail of all activities

affecting billing records are
listed in the Activity tab

General Information | Activity || Order Motes I

Recurring Billing Activity:

Biling Fecord Mame & [+]
[ bciyDesoipion | Fon | To | Crengesiy | Changedor

. erm Storage-- Add Storage Item

Figure3: Activity tabwithin Recurring Billing Setup

TheOrder Notestab allows a user to quicklyreate andaccess note information directly from within
Recurring Billing Setup.

4’3 Recurring Billing Setup

Shipper Hame: |E$empil:n, Buon Order Humber: |STF!-5EIEIEI-EI? Order Dre

General Information I Auctivity Order Maokes |

£dd Nate | Quick access to notes is available
= within the interface

Drag a column header here to group by that column

Start .................................................................................................................... — H overe Suite 5 39770 I]B .......... e

Billing ..-.t.:nrtlrug in AL

Figured: Order Notes tab withitab within Recurring Billing 8

Billing Items

Itemized charges can be created within B#ing Itemssection d Recurring Billing Setup. Items such
as warehouse handling, utilities, and access charges can be included in the total @hmangnt.

Further, each of these storage needs can be classified to report differently based on administrative
settings assoctang them to particular Item Codes.

Billing Items can also be defined as a siwglflarge item, as recurring, or recurring up to a particular
date. All of which are easily viewed from the Billing Items section.
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—Billing Items:

Dezcription  |Beain Biling & | Guantity [ Guantity | Rate Aot Wwarehouze | Fecuring
W
Fallet St = ] $06.00| Grand Y alley
Ultilitie= Billed Items records 44 $44.00| Grand Valley

E Total: $374.00

4 | »
;% add | _% Edit | Dzllc End Biling |
A B C D

Figure5: Billig Items sectionvithin Recurring Billing Setup

Key to Billing Items Layout
A. Add a new Billing Item

Editor viewselected item
Delete selected item

Stop billing for the selected item

mo o w

Total of all items

Adding and editing of a Billing Item is done through Awel and Edit Billing Iteminterface
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Edit Billing Item - Permanent Storage il

Item Type: IF'erm Storage j

[tern D eszcription; IP‘erm Storage

Fate Type: I vI Effective 0 ate: I ;I

Cluantity: I

Tatal: |$275.00 (" Calculated {* Enter by hand

[~ Start Begin Biling D' ate far [tem: I ;I

" Mon-Fecuring
" Recuring End Biling Date I ;I
{+ Recuring Mo End D ate

e arehouse: IGrand Yalley j Diivision: I vI

Location:

[tern Mate: ||

Save & Mew | Save & Cloze Lancel

Figure6: Add/Edit Billing Item interface

Creating aStorage Billing Bcord

A storage billing record outlines how chardesassociatd Billed Items are to be computed. Billing
Type, Billing Cycle, tiss, and Rate Table all workth the settings made to the Billing ltems to compute
chargeswvhenthe billing run is generated.

Adda recurring billed item

1. Access théMoversSite application,

2. Use theFindto locate and access a particular record,
3. Openthe Billing Informationtab,
4

Click orRecurring Billing Setuputton to access the Recurring Billing Setup dialog,
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5. Presd\Newto define a new record. THeecurring Billing Record New dialog will appear,

E IS torage

Recurring Billing Reco r il

ak Cancel |

Figure7: Recurring Billing RecordNew dialog

6. Enter theNameof the billing record to be associated to the order,

7. PresOKand the Recurring Billing Setup screen will become active for editing,

In order to initiate billing the following fields must be set:

Billing Type
Billing Cycle

Date In

Begin Billing Date
Rate Table
Authority

Additionally, at least on8illing Itemmust be defined to include the actual charges.

8. Select &Billing Typefrom the available list. This setting defines the tyjiestorage that is to be
billed along with specifying whether the charges are to be computed on a daily or monthly basis
(seeStorage Type SettingsFurther, the Billing Type will instruct the aipption to include the
record with the appropriate billing run,

9. Select &Billing Cycldrom the available list. This is therval of thebilling periodand
determines the number of days or months to charge fBefer to theBilling Cycl®©verview
secion for information on how the Billing Cyclesistup and its affect on charges,

10. EnterDate Invaue. This is the date in which the itewsme into storageNote: A value is
required in order to activate the billingpcessand to trigger reporting,

11. Enter aBegin Billing Date This date value is necessary to initiate the billing cycle. Ondheet
application will compute théext Bill Datebased on the Begin Billing Date. For example, if the
Begin Billing Date 8/1/2008 for a monthly billing gcle, then the NextiB Date will be
computed as 9/1/2008

az2@BSNR& {dAldGS {2Fl6FNBZ [ ] 10
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16.

17.

18.
19.

20.

21.
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Billing Cycle: [Monthly - Riate Table: |417E - Automobile -
Date In: I LI Avthoriby: IEIwn Avtharity LI
Begin Billing Date: |9/1/2008 | Altemate Billing: |
Last Bill [ ate: | [rviice Mate:

—»  Nest Bill Date: |3/1/2008

Scheduled Out; I ;I

t_aurﬁahn'-lu-l-*- - ;_*—L--_L—ﬂ.rll B W NI A o e W T Mgy e S PP

Figure8: Relationship between Begin Billing Date and NaikDate

Notes: ThelLast Bill Datewill become populated once a billing run has been generated that
includesthis record. TheNext Billing Datewill be updated after each successful billing that
includes this record.

Enter theScheduled Outlate, if known,

Enter aDate Outvalue when the storages actually competed. Setting thifield to adate that
is earlier than that of the Next Bill Date will effectively turn billing off for the record; regardless
of whether the Billing Items have beéinalizedor not (seeEnding Recurring Billing

Check taProduce Invoicdo require that an invoicée created when the billing run is

generated. Note: This setting will be ignored if the Invoice Requirement (Billing Information tab)
Aa asSid (2 awSljdZANBRE =

Click orSIT Informatiorto open the SIT Information dialog. This data is informational only and
is primarily used in Upading data to a thirgbarty; it has no effect on billing,

Select &Coordinatorfrom the dropdown list todefinea paticular employee as the stage
coordinator for this record

Select eRate Tabldrom the available list. Theale Table entered here will affect the charges
computed for the individual Billing Items. If no value is selected, then the application will
reference theTariff/Ratefield value (Billing Information tab) when computing charges for the
Billing Items. Ref to theRating Systemguide for more information,

Select arAuthority type for the available list,

Select a customer for thalternate Billingfrom the dropdown list if invoicing a customer for
the storage charges that is different than the customesigised to the order (defined in Billing
Information > Customer),

Enteraninvoice Noteto appear on invaiesgenerated for this billing recordNote: This note
will print on each recurring invoice that is generated for an order.

PressSaveto add the billing record to the database.

With the billing record created, a user ctren define the specific charges that make up the billing. This
is accomplished by adding Billing Items.

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 11
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Creating a Billing Item

1.
2.
3.

10.

11.

In the Recurring Billing Setumterface,
Press théAdd button to access the Add Billing Items dialog,

Select thdtem Typefrom the available list as it applies to the item being billed. This setting
defines what kind of accounting transactions will be applied whercttegges are daally
generated,

Optionally override thdtem Descriptionthat was set when the Item Type was selected,

Enter and seleatating informationto allow the application to compute the charge based on the
Rate Plan and Rate Type or select Enter by hand eovide the Total item charge manually.
Refer to theUsing Rating Information in Recurring Billing Seegtionfor more information on
computing rates.

Note: Monthly and quarterly billing items with be charged on a monthly basis, while daily billing
items will be charged on a pelay basis,

Choose to select &tart Begin Billing Datéor Item and select a date from the drajpwn
calendar. If this option is not selected, then the starting date of charge computations will be
based on the Begin Billingai2 of the main billing record,

Choose from the following options to define the duration of this billing item:

Duration Option Description

Non-Recurring This is onetimecharge and will only be included in a single bill
run for the specified perio@Begin Billing Date or Last Bill Date
through to the Next Bill Date).

Recurring End Billing Dat Include this item in all billing runs up to the specified date.

Recurring No End Date  This billing item is intended to be an ongoing charge and will
included in all billing runs.

Select aVarehouselocaton from the available list. This is where the items are being stored at.
The Warehouse is also associated to branch and information from thadh will be used in
creating transactionghis brant will receive the revenue while the branch of the order will
carry the receivable,

Select aDivisionto report the charges undeif applicable,

Enter aLocationnote. This is information that describes the specifics of where the goods are to
be stored vithin the specified warehouse,

Enter anltem Note. Detail any specifics as it relates to thiking item within this field.Note:
The Item Note is an internal note and does not print on storage invoices,
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12. PressSave & Closer Save & Newto define an aditional billing item record. When the item is
added to the database, it will appear within the Billing Items data grid where a user can Edit,
Delete, or End Billing for the item.

When a billing item record has been included in a billing run, it cabeaeleted. A user can, however,
edit the Billing Item record or choose to turn the billing off by finalizingNibte: If the billing item is
associated to a pending billing run, then a user will not be allowed to deleted, delete, or finalize the
item.

EndingRecurring Billing

There are three ways in which billing is turned off:
e Setting the Date Out field
e Using the End Billing option

e Expired billing record or billing items record

Setting theDate Outto a date that is prior to the Next Bill Date will effectively stop billing for the entire
record, including all Billing Items belonging to the recoftlis method has the benefit of allowing a user
to temporarily stop billing for a recordSetting theDate Out field to date prior to that of the next billing
period will cause théilling run to skip the record and billing items will not have to be finalized. The
billing can be turned on again by blanking out the Date Out field.

To stop individuaBilling itens, a user can select the item within the Billing Items grid and Eesks
Billing. A confirmatio dialog will appear and, wheasonfirmedby pressing thé&'esbutton, the finalized
flag will be set for the itemTheFinalflag appears within the Biihg Items grid

—Billing Items: |

D ezcription W arehouze Aot Recuring] | Final | fanual Bate [« || Begin Biling Dat & | Qu
Perm Storage Grand Yalley $103.50 [] |Halze

Tatal: $153.50

4| b

add | Ed | Delete | Ee) Billi

Figure9: Fnal flag and End Billing option

The Final flag will also be set during the billing run when it encountiieneRecurringitem or an item
with an expiringRecurring End Billing Date

az2@BSNR& {dAldGS {2Fl6FNBZ [ ] 13
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Recurring Bling Management

TheRecurring Billing Managemerterface allows a user to create a billing run for storagmords
based on branch, by a particular storage type, and for a selected date range.

fg; Recurring Billing Management - | Ellil
FY
Gemerated On 7 [= [ Irwoicesz [ = ]| Storage Tepe [=]| Branch ID [=]] Bill Start Date [+ ]| Bil End Date [=]
B/29/2007 1:12:32 PM R Rental/Leaze All £ 2007 T 2007
B/29/2007 1:11:35 P 20| Mon-Temp All 72007 T 2007

B/23/2007 12:57:59 PM 138| Perm Stg All FMA2007 743142007 7

Wigw [rvoices | Cloze |

FigurelO: Recurmg BillingManagement interface

All prior billing runs will be listed within tHell featuredData Gids within the Recurring Billing
Management interface from whichwaser ca filter and group by the presented datd®ata listed in the
grid includes the following:

e Date the billing was generated on
e Number of invoices produced during the particular run
e Storage Type selected for the run
¢ Branch identification for the billing

e Starting and ending billing dates of the run

To view the individual invoices for a run, selacun from the data grid and pres8ew Invoices A
Report Viewer window will appear displaying the invoices.

Access to the Recurring Billing Generation window is available when the user presGentrate

button. From this screen, a user can selgpropriate Journal and Document reporting dates, make a
Branch and Billing Type selection, fill in the desired ending date for the billing, and produce the hilling
run by pressing the Generate button.

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 14
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Recurring Billing Generation il

Jaournal Date: I LI
Diocument D ate:; I ;I

|rvoice Beport; I ;I

—Branch Selectiar

(" Al Branches
i SelectBranchl LI

—Billing Type Selection
Al Biling Types

" Select Biling Type ;I

Billing for thiz twpe waz last rn far;

Fleaze enter the next billing cycle:

Bill D ates: | ~ | |

[Eenerate | Cancel |

Figurell: Recurmg Billirg Generation interface

Generating a Billing Run

The Recurring Billing Management interface is used to perform a billing runGéreratefunction will
create all accounting transactions and invoices necessary.

1. Within the MoversSuiteapplication,

2. OpenRecurring Billing Managemernnterface through Accounting Tools > Recurring Billing
Management

L:*; MoversSuite - auser

File GoTo Tools Reports | Accounting Tools  Help

Con

Recurring Biling Managerment

Mﬂ?EfSSU“E Commission statement Managemenk

Zusktamer Stakement Generation

Cuskomer Statement Reprink

MEYE MAAAGEFE Great Plains Order Inguiry
SERVIEEY Advance Processing

l“—h-- ........................................................ ..

Figurel2: Accessig Recurring Billing Management
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Press theseneratebutton to access the Recurring Billing Generation interface,
4. Enter aJournal Datefor the date that the charges will be posted to the General Ledger,

Enter aDocument Datefor date that the charges will go to the receivable and commission
statements whereapplicable,

6. Select arinvoice Reporfrom the available list of report documents. The reports listed here are
GK2asS aaAadaySR (2 (KS dzoseNDcdss w Bilidg Mibicet RN@FA £ S @
section,

7. Select éBranchor chooseAll Branchedo be included in the run,

8. Select &Billing Typeor chooseAll Billing Typedo be included in the run. Ond&ranch and
Billing Type have been enterdtie application will display information based on the last billing
run for the branch and bitg types,

Billing Type Selectiorn
Al Biling Types

{+ Select Biling Type | Perm Sta -]

Billing for thiz type waz last rin far;

| 122007 - 7431 /2007 €—

Pleasze enter the next biling cycle: Information based

Bil Dates: |B/1/2007 —€«—F——  +] on the last run of
this type

Generate | Cancel |

Figurel3: Last run data in Recurring Billing Management.

9. Enter theending Bill Datewvalue. Once all required fields have been populated, theeGda
button will become activeNote: The billing run will selecta@rage items with a Begin Bill Date
within the next billing cycle. The billing cycle for the record will determine the number of days
or months that will be billed,

10. Press théseneratebutton to process the billing run. Upon a successful billing run, the
application will produce the following dialog displaying the numberarisaction included in
the run. Note: The number of transactions is the number of revenue items being invoiced and
is not the total number of invoices produced,

Mover's Suite

Mumber of transactions generated: 75

Figurel4: Number of transactions generated dialog
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11. PressOKand the View Reports window will appear displaying the individual invoices generated
duringthe billing run.

With the run complete, th&recurring Billing Management will display thi#ing run within its data grid.
A user can display the invoices repeatedly through\leav Invoicesutton and a revenue clerk can
access the transactiored invoiceshrough Revenue Entry

Any errofs)that occurs during generating thellogs willappear within arErrorReportLog An error

encountered during the bill run will halt the procedsote: The error condition must be addressed prior
to attempting the same billing run again.

1’2; Error Report Log EI

Theze enors were encountered while generating recurring billing:

Dirag a colurnn header here to group by that colurmn

Copy to Clipboard Dione

Figurel5: Error Report Log

Tip: Errors encountered during a billing run are placed in$t@rage Error Lotable until the next
billing run is generated. THg&illing Statuswithin the Storage Process Billirtgble can help an
administrator identify an error condition by listing theostd procedure that last ran successfully.
an error is encounteredhe only fields that should be changed by the billing clerk are the Type of
Move, Commodity, and Authorityin Order Information and Recurring Billing Setup).

When a second attempt to generate a billing run that originally had errors, a user wilBié ast
Bachdialog. The Bill last Batch will appear even if the eromddion was corrected and has been
designed to reexecute the batch that originallyall errors.
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£ Bill Last Batch _|of x|

The combination of branch and billing wpes selected
canniot be billed until the belaw combinationz, which
ernored o the |last run, are completed. would vou like
to run billing for thiz batch now'?

Drag a column header here to group by that column

. [Branch D & [BranchName |

[arand % alley

Figurel6: Bill Last Batch dialog

Tip: An alternative to mailing out invoices for each billing run can be in generating statements.
Under this approach, statements would be created that included all the detaifeaitorage billing
and would include beginning balance, amount due, payment terms, etc. Read more about this
within the Customer Statement Settings for Recurring Biiection.

Storage Billing Processing

When the billing run is performed, the applicat will look for records that need to be billed based on

the Branch and Billing Type selected within the Recurring Billing Generation interface. From this list,
the application will check the Last Bill Date to determine which records have activiin tithbilling

period; based on Last Bill Date plus the number of days represented for the Billing Cycle (e.g. Monthly
equals 30 days).

Ead record will be billed monthly, regardless of the Billing Cyéleecord with a Quarterly Billing Cycle,
for exanple, will have three transactions gerated; one for each month. In fact, the bill dates entered
should represent a specific month, even for a quarterly billing run.

All transactions will post to the Accounts Receivable for the branch of the ordeahamedvenue will
post to the warehouse of the Billed Item.

All transaction information is recorded to Billing Major, BillMopor, and Commissions tables.
Additionally, Storage Deferral records will be generated dase Storage Setup optionsee the
Deferred Storage Billingection).

Deferred Storage Billing

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 18



User Guideo Recurring Billing and Storage

Deferrals for storage billing will be in effect when ttise Deferredlag is set and th&illing Cycle of the
run is for a period longer than a month.

Assuming that a quarterly billing rus taking place and a billing record is encountered for $600.00 per
quarter. $600.00 will post to the Account Receivabletlie branch of the ordgr $400.00 will post to
the deferred storage GL (definedtime StorageSetup settingsand $200.00 will pst to Revenue.

Onthe two subsequent billing rus (next two months)the application will mve $200.00 for each of the
remaining monthgrom the deferred storage GL to Revenud&hese are strictly General Ledger entries
since the entries were alreadyenerated through Recurring Billing Management.

As indicated in the transactions below, there are three monthly billings in a quarter and the first billing
run debits the Accounts Receivables for the full quarterly payment of $600.00 and the DeferrageStor
GL ends up being cleared by the end of the quarter.

Initial Billing Run(Month 1):
(Example of a $600.00 quarterly billiwith a Next Bill Date of July 1

Deferred Storage GL
Accounts Receivable (FromStorage Setup) Revenue

First Biling ~ 200.00 | 200.00
Second Billinc ~ 200.00 200.00
Third Billing  200.00 200.00 |
SecondMonth Billing Run(August 1)
Deferred Storage GL
Accounts Receivable (FromStorage Setup) Revenue
Second Billing 200.00 200.00
Third Month Billing Rur{September 1)
Deferred Storage GL
Accounts Receivable (FromStorage Setup) Revenue
Third Billing 200.00 200.00
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Storagelnformation Features

There are two additional tools that can be used to document staralpey are theSIT Information
interface and theStorage Requiremergetting. The primary purpose of each is to provide data for use
with third-party interfaces, such as uploading to a van line mainframe. The information from SIT
Information dialog is integral witimilitary forms, such a Form 619 and Form 1840.

\ Important: The SIT Information and Storage Requirement setting have no effect on recurring biIIinb.

SIT Information

Storagein-Transit (SITdatacan be added tan order through theSIT Informationwindow available
through the Billing Information tabAdditionally, it can be accessed through fRecurring Billing Setup
and viewed through th®rder Details dialog.

SIT Information

SIT at Ongin:
Authorization; || Drays: I In Drate Estimated: I ;I Bctual: I
SIT to Perrn [ ate: ;I Ot O ate Eztirmated: I ;I Actual; I

Stored a ¥ Agent

 Camier  Yendaor Stnrage.ﬁ.gent:l LI

|—5|T at Deszshination:

e e el . i el B . e e e L s el e, i

Figurel?: SIT Information interface

This screen is used to traBKT data atigin and destination locationsRefer to the table below for a
list and description and data fields used for either SIT at Origin or SIT at Destination.

SIT at Origin and Destination field descriptions

Field
Authorization

Days

In Date Estimated
In Date Actual

SIT to Perm Date

Field Description

Enter theauthorization number for storageequest

This is the anticipated number of days that goods associated to the order will be
SIT. This value is added to the In Dattualdate to automatically compute the SIT
to Perm Date.

The date that the SIT is to begitorage.

The actual date that SIT begins.

A date in the future when the SIT will be considered permanent storage. This va
automatically computed based on the Days and In Date Actual values.
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Out Date Estimated Antidpated date that the SIT will end.
Out Date Actual The actual date that the SIT ended.

Stored at Select &Storage Agenta Carrier, oraVendor who is providing the SIT. Select the
appropriateStorage Agent, Storagetier, orVendor from the dropdown list.

Storage Requirement

TheStorage Requirementield, found in the Move Information talis set toinform a van line what the
storage need$or the order The Storage Requirement is sémthe van linethrough an order upload.

Deliverny Dates: I ;I_l
[1zo0aM

[ Automobile [T Autotwith Shiprment

P _ = P [ et s T e

Storage Requirement: ISIT Destination ;I =

Tazks I kilitary/Govermment I M aotes I I1zer Defined Fieglds I

Mame Addrezz Phone Movve Infarmation | Extra Stops I Agentz I Billing Information I (N[
{* Bange 1 Preferred = Actual Book Date: Typs of Move: I-l‘
Pack Dates: I ;I_I ;I i gight: I 0 Sthiority: F
[izo0aM =] =] Miles: | Commodiy: [
Load Dates; I ;I—I LI Cubic Feet: I Service Type: I-
[izooam = =] Linear Fest: | Shipment Type: |

LI Dizc 1#h: I

=

[~ Preferred Y¥an Requested -

Figurel8: StorageRequirement in Move Information

The Storage Requirement values are associated to a van line through an administrative $etting.
NEIljdZANBR o6& F @ty fAySs GKAa FASERQA poo&siAiy3da OFy |
interprets the data set in th&IT Informationinterface. Refer to th&torage Requirement Setup

section.

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 21



User Guideo Recurring Billing and Storage

Recurring Billing and Storage Reports

Threestandard reportsare availableto users for the purposes of storage and recurring billifigey are
listed as:

e Storage Billing SummaReport
e Storage DetailReport
e Recurring Billing Cheé¥eport

TheStorage Billing Summairyg ideally suited for identifying the storage items that are to be billed
within a specified time frame, typically the next billing peridthis report is also considered an activity
and projections report and groups the data by the billing run.

Storage Billing Summary to be billed between 6/12/200

812007 12:00:00 AM

B ADAMS (LOT9725) Began Billing: 5/1/2007
Item Description Type Last Billing Period Warehouse Recwrring End Date
Fental Propetty FentalTeage 070107 to 0731707 Grand Walley Tes
Petm Storage FentalTeage 070107 to 0731707 Grand Walley Tes

T A, Bt .~ s el ol . 5 it A I =l e e M . i, o, B s Ao B s, Mg . W A b

Figue 19: Storage Billing Summargport

TheStorage Detailseport gives the user an idea of what storage itesins setup by Branch,
Warehouse, and Storage Type.

Storage Details

G122 ) Grand Vall
( ) q’v Storage (qiy): Storage (givi: 3,995 (amany
Grand Valley Storage (giy): 1,782 {amndt
Mounthiy Siorage (yiy): Storage (yiy): 235 {amn
Bl Quarterly Storage (giy): Storage (giy): 438 {ammn
Shipper Orxder # Cugtomer Storage In
Espernpio, Buon Oei010s

Storage

Perm Stomge £0.0000 $500.00 Tes

e Handlines FO o000 Fa0.00 ez

Storage Fern Totals: $650 .00

R R e e T T

Figure20: Storage Details report

Athird reporttitled Recurring Billing Chegirovides a list of storage records that may cause application
errors to due to missing values for Move Type, Commodity, or Authority, or if the Item Code associated
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to the billed item is not mapped corrdgt This eport is typically ra upon initial setup oMoversSuite
or when changes have been made to the Item Codes.

Orders with billing records that are missing a key value will display on this report and when a billing run

encounters one of these records, the dpp OF G A2y @Attt NBALRYR SAGK |y SN
AY L/ISSGIAf® 'yIoftS (2 aSt80G Iy 'w F0O02dzyd OMMH

Recurring Billing and Storage Setup and
Administration

There are many administrative settings that have an impadRecurring Billing and storage. They
include setting up user access through Security Profile settilggiming values for the Billing Cycle and
Billing Typeand defining invoice documenteeded.

User Access to Recurring Billing

User access to Recurring Billing Setup and Recurring Billing Management interfaces is defined within the
Security Profile setup iMoversSuite Administration web. To have access to the two Recurring Billing
interfaces, a user must have appropriate access defined for the following Modules for each branch of
access.

Security Profile settings for Recurring Billing Setup

TheSecurity ProfildRecurring Billing SetuModule controls the access and usage of the Recurring
Billing Setup.

Module Branch Access Type
-ate ] [ Cancel | Recurring Billing Setup + || Read Only v
B -select one- “ || -select one- “ || -select one- b

Figure21: Important Security Profile settings

Access Typéor the Recurring Billing Setupodule is listed in the table below.

Access Type  Description for Recurring Billing Setup Module

Full A user has fuliccess to all functionality within the Recurring Billing Setup. Such functior
include creating a new record, renaming a billing record, and deleting.

Read Only A user can access the Recurring Billing Setup interface but can only view established bi
runs and billing items.
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gAtt Ftt2o |

Security Profile settings for Recurring Billing Management

dza S NJ

The Security ProfilRecurring BillingsenerationModule controls the access and usage of the Recurring

Billing Management interface.

Access Typé#or the Recurring Billinflanagement module is listed in the table below.

Access Type  Description for Recurring Billing Setup Male

Full A user has full access to all functionality within the Recurring Billastagement Such
functions includeviewing and generating billing runs.

Read Only A user can access the Recurring Billitamagementinterface but can only viewxisting

billing runs.

Storage Settings for Recurring Billing

The storage settings described within this section are all accessible throudytotrer@ Suite
Administration > AFS > Storageetup are key to how billing records and individual billteghs are

handled by the system.

Il Mover's Suite Administration

File Options Tools

E-52 Maover's Suite
{38 AFS

@ Commiszions

@ Contracts

@ Custamer Staternent

@ General

@ Irmvoice

@ Itern Codes

@ Rates

El@ Starage

..... [} StorageBilingCycleType

D StarageltemT ype
D StarageSetup
D StorageT ype
D W arehouze
[#-{38] Commaon

. e (AL A BT e o pa e i s s,

Figure22: Storage setp with the Movef SuiteAdministration
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Storage Billing Cycle Type Settings

Administrators can define the behavior of the billing run through Biling Cycle Typeettings. Refer
to the Billing Cycle Overviefor a complete description of these setting.

These settings are available to the application throughBHkng Information > Recurring Billing Setup
> Billing Cycléeld.

Gerneral Infarmation |,.-:-.,.3|;ivi|;_|,| I Order Motes I

Mame: |Permanent Storage ;I Hew | Bename | Delete |

—Recurring Billing Record Details:

1
Billing Type: I ;I Coordinatar; I i

Billing Cycle: | | Rate Table: |
Drate In: I vI Auttharity: I
mmw'}ﬂ“.lh.-g ..... E ] Iq._,—-—- Mha_ﬁ.ﬂ.ﬁ“l—‘- gy e Y

Figure23: Billing Cycle field in RecurriBgling Setup

Creating a new StoragBilling Cycle

1. Access thélover@ Suite Administration

2. OpenAFS > Storage > StoraBéling Cyclelype

3. Clickhy GKS NRg AYRAOIFIGANEHo&I £ AO] KSNB G2 FRR |y
Note: Refer to theBilling Cycle Overviefer a complete description of the following settings.

4. Enter aBilling Cyclemname. This value is what displays for the Billing Type within Recurring
Billing Setup,

5. EnterBilling Cycle Day® correspond for the named cycld.he Billing Cycle Dagwist be in
increments of 3@ays(30, 90, 120, etc,)

6. Select &Pro Ratingrom the available list. See th&orating Optionsection for more
information,

7. Choose to allow the billing charge toogess in arrears by setting the Arrearsflag. When the
Is Arrears flag is set, the application Will for the current or past periodtherwise billing will
occur for the upcoming or future period (bill forwardBee thels Arrears Flagection for
details.

8. Press theTa key to add the record to the database,
Repeatsteps 3 througl8 to define other Storag8illing Cycles.

Storage Item Type Settings

TheStorage Item Typés referenced within the Recurring Billing Setup asltee Type fieldwithin the
Add/Edit Billing Item interfaceThis setting points thiadividual billed items that make up a billing
recordto an Item Code.
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Add Billing ltem - Permanent Storage il

IR RTTo  he: Handling

[tern D ezcrption: I'W'hs Handling

Fate Type: IBasiu: vI Effective 0 ate: ;I

e, . e ek o S— e AR e o ol B Aok i ol Sl . ol bk e ol ad . ol

Figure24: Storage Item Type in use within Recurring Billing Setup

Creating a new ®rage Iltem Type

1. Access thélover@ Suite Administration

2. OpenAFS > Storage > Storage Item Type

3. Clickhy G4KS NRg AYRAOFGAY3 a/tA01 KSNB (2 I RR
4

Enter aDescription This value is what displays for the Billing Type within RecuBriliig
Setup,

5. Select aritem Codefrom the available list. This value is usedl&ine theaccounting
transactions for the led charges.Reference thdtem Code Generatiotool found inMover@
Suite Administration> Tools > Item Coddsr all details related to Item Codges

6. Enter aMinimum Storage Fe¢o be applied to a billing chargeNote: The Minimum Storage
Fee functionalitys currentlynot in use

Press theTabkey to add the record to the database,

8. Repeatsteps 3 through 7 toefine other Storage Iteriypes

Storage Setup Settings

TheStorage Setumlefines the basic General Ledger settings needed when generating billing charges.
Another importantStorage Setupetting is theUse Deferredlag.

Defining Storage Setup

1. Access théVlover@ Suite Administration

2. OpenAFS > Storage > Stora8etup

3. Clickhy GKS NRg AYRAOFGAY3 a4/ ftA01 KSNB G2 I RR

4. ChoosdJse Deferredo create deferral records for ndwcreatedrevenueitems that are noin
the current blling period. With this flag set, the application will create Storage Deferral records
and update the deferral account referenced through the Account and SubAccount fields (below)
instead of a revenue account. Alternately, the Manual Deferred flag eaebto reference the
Manual Deferred GL instead of the Account and SubAccount,

Note: The Account and Subaccount are used along with the Branch, Department, or Division
settings to compute the entir General Ledger account number.
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ChooseManual Deferral to reference theManual Deferred Glinstead of referencing the
Account and SubAccount values when generating transactions for deferred.billims setting
will only be interpreted when the Use Deferred flag is checked,

Enter theManual Deferred Glif the Use Deferred and Manual Deferred are both checked.
Deferral transactions created during a bill run will be posted to this general ledger account,

Enter theAccountand SubAccounto be referenced when deferral records are created during a
billing run. These values will only be used when the Use Deferred flag is set and the Manual
Deferred flag is not set,

Note: The Account and Subaccount are used along with the Branch, Department, or Division
settings to compute the entire General Ledger account nemb

Press thelabkey toadd the record to the database.

Storage Type Settings

TheStorage Typés referenced withirMioversSuiteas the Billing Type field. This setting is found within
Billing Information > Recurringiling Records > Billing Typnd further defines how the storage
charge is to be computed, asd®d on either Monthly or Daily

General Information |,.-:-.,.3tivit_|,| I Order Motes I

M arne: IPermanentStDrage ;I MHew | Bename | Delete |

Recurrning Billing Record Details:

Billing Type: IF"erm St Lll Coaorditatar: I LI
Billing Cycle: IMl:lntth vI Rate Table: I LI

e Datelre d3n 2007 ol Autharite [0wnAutherity, =l

Figure25: Storage Types in use within Recurring Billing Setup

Creating a new Storage Type

1.

2
3.
4

o

Access thévlover®@ Suite Administration
OpenAFS > Storage > Storage Type
Clickhy GKS NRg¢g AYRAOFGAY3a a/ftA0] KSNB (2 IRR

Enter aStorage Type These values become options for the Billing Type figttliw Recurring
Billing Setup,

Set thelsSITto specify that nacharges of this type will be invoiced,

Select &Storage Calculation Typeom either Daily or Monthly. If Daily, the customer will be
charged for each day that the item is in storage. Otherwise, thegehaill be computed based
on 30day increments,

Press theTabkey to add the record to the database,
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8. Repeatsteps 3 through 7 to define other Storagigpes

Warehouse Settings

All items billed through Recurring Billing Storage must be associated to a warehouse. Warehouse
definitions link a billingtem to a branch.

== ik : 1 —_
" Mon-Fecuring
" Recurming End Billing D' ate I ;I
{* Recuring Mo End Date

Warehouse: IGrar'u:I W alley vllDivisin:-n: I 'vI
Location: |
- e e e b B P B e e, S o, e, B e S S ol e e e e e

Figure26: Warehouse setting in use within Recurring Billing Setup

Creating a new Warehouse

1. Access thdlover@ Suite Administration

2. OpenAFS > Storage > Warehouse

3. ClickAy (KS NRg AYRAOFGAY3 a/ftA01 KSNB G2 FRR
4

Enter awarehousename These values become options for éarehouseield within
Recurring Billing Setup,

o

Select 8Branchfrom the available list,
Press thelabkey to add the record to the database,

7. Repeatsteps 3 through &o define otherWarehouses

Miscellaneous Storage Setup

Storage Requirement Setup

TheStorage Requirementfeld in the Move Information tab allows an order to be linked to particular
van line code for identifying storage needs.
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Mame Addresz, Phone Move Informaticn I Estra Stops I Agents I Billing [nformation I [ILiote

* Range { Preferred " Actual Book Date: B/3/2008 11: Type of Move: [NA Lo

FPack Dates: I ﬂ‘l et I— Authory: [Fer Li‘
| = | Mies: [ Commodity: | 3

| = CubicFest | Senvice Tupe:

I il‘l Linear Feat: I Shipment Type:

|

|

Load D ates:

;I‘I Dizc |.-"h:| c
ﬂ‘l Storage Hequirement: ISIT Destination ;I

[T Prefered Yan Bequested
T Ll o e b n—r__-.;-*.-q.u--.na-q.—-a.-.._l..‘._._‘,-— ey S R R g —

Figure27: Storage Requirement field within Move Information

Delivemn Dates;

bl L i L ] L

Spe

Define values for the Storage Requirement fielt/liover@ Suite Administratior» MMS > General >
Storage Requirement

Defining Storage Requirements

1. Access thélover@ Suite Administration

2. OpenMMS > General > Storage Requirement

3. Clickhy G4KS NRg AYRAOFGAY3 a4/ ftA01 KSNB G2 I RR
4

Enter avalue for theStorage Requirement DescriptioriThese values become options for the
Storage Requiremeriteld withinthe Move Information tah

o

Enter the required/an Line Cod¢hat correspnds to the description,
Press thelabkey to add the record to the database,

7. Repeatsteps 3 through 6 to define oth&torage Requirements

Optional Recurring Billing and Storage Setup

As flexible of a system &doversSuitds, a company may choose to define specific order definitions for
storage and billed storage items. The Order Number format can be modified to readily identify storage
items and, further, a Move Type can be defined to link the format and another idantifithe Move

Type name, to an ordeRefer to theMoversSuite Administration web >Move Setup > Order
Numberssetup andMoversSiite Administration- web > Move Setup > Move Typsetup for these two
settings.

Rate plans can be created that are fi@ularly suited for storage and storage billing. Refer toRlaging
Systens for more information on defining rate plans for storage and billing.

Storage orders that existed on another system can easily be convertddwersSuiteorders containing
storage by following the procedures documented in theating a New Orders with PExisting Storage
section
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UserAccess tdBilling InvoiceReports

Users that need to produce or view invoices from within the Recurring Billing Mearexg interfacewill
needto have access tmvoice reporsl 8 32 OAF 6 SR G2 | {@adSY L5 2F aw{.
Invoice). By defauliyloversSuiteestablishes thé&standard Invoice (shojtreport to be used by
Recurring Billing within thReports Setupmultiple docunents can be set up to be referenced through
the Invoice Reporbption within Recurring Billing Management.

Il Mover's Suite Administration

File Options Tools

= _ %D x:lr:; Sule Dirag a column header here to group by that column
El@ E-:ummu:u.n Menu Mame j| Repart Type |S_l,l$tem D
% E:::;S * Click here to add a new row
@ General F:Standard Invaice [short) |Hepurting Services Repart |HSBI
-z Reports
- {7} ReportProfile
{7} ReportProfieDetsi
- i) Reports
38 SecuriyProfile
PRI ="~ N S SR AP P B s PO R S P S g,

Figure28: Reports setup for the billing invoice

A user will receive a Reporting Services error if this report iqvaitable to them, either through the
report not being defined or if the user cannot access it (Report Profile).

Mover's Suite il

The Storage Invoice Report is defined as something other than a Reporting Services report but this is not allowed,

Figure29: Incorrect format for a Reporting Services report error

Other reports, as those highlighed in tReecuring Billing and Storage Reposaction, may need tto
be accessible to employees. Refer to Beportssection for more information.
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New Orders with PreExisting Storage

Often when a company converts to usikigversSuiteghere are existing accountsidheir old system

that need to be maintained within the new application. For the most part, these accounts result from
storage services provided by the moving company and any active account will more than likely need to
be preserved withiMoversSuite

MoversSuiteprovides a means to enter and maintain these storage orders while preserving information
about these preexisting orders for tracking purposes. The following instructions are designed as a best
practices guide to converting storage orders ®rhanaged within théoversSuiteapplication.

Creatinga NewOrderswith Pre-Existing Storage

There is no tool that will directly convert storage accounts MtversSuiteorders however the process
of adding this type of order asRoreign Ordein MoversSuitds quite simple. The following procedure
outlines this process.

Once the Foreign Orders are established, they can be treated like gtingrsSuiteorders.

Create the foreign order for existing storage orders
1. Access théMoversSuiteapplication,

2. SelectGo To > Move Management > New Foreign OrfleN2 ¥ G KS | LILJX A0l A2y Qa
and the Select a Branch dialog will appear,

3. Select 8Branch To Usé&om the provided list,
4. Press0OKand theForeign Order Order Numbaetialog will appear,

Foreign Order Humber il

Pleaze supply a unique Order Mumber.

Yan Line

! =

Order Murnber Partial Owverflow Set-0ff

B I

] | Cancel |

Figure30: Faeign Order Number dialog

5. Enter the order number that was in use on the system prigvitiversSuiteas theOrder
Number,

6. EnterPartial Overflow, SetOff values as needed,
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7. Click onrOKand the Order Information screewill be activated with the Name, Address, Phone
tab opened,

8. Enterdata as needed in the Name, Address, Phone tab as well as other tabs,

9. Click onSaveto save the changes and establish the storage order.

Upon a successful completion, a Foreign Orderexifit inMoversSuitewith the same record number as
established in the prior application. If billed storage items are to be associated to the new order, then a
user can established them by throu&ecurring Billing Setup

Add Recurring Billing to the Feign Order

1. Access théMoversSuiteapplication,

2. Findand open the newly created Foreign Order,

3. Openthe Billing Informationtab,

4. Click orRecurring Billing Setuputton to access the Recurring Billing Setup dialog,
5

Click orNewto create a new recurring billing item and tRecurring Billing Recor¢ddNew
dialog will appear,

Recurring Billing Reco r il

M ame: I

] Cancel |

Figure31: Recurring Billing RecordNew dialog
6. Enter aNamefor the billed storage record,

7. Pres0Kto save the change and to make other fields in the dialog accessible,

Figure32: Recurring Billing Setup Dialog

8. Enterdata as needed in the remaining fields. For examplePt Invalue should match to
the date that the itencame into storage. This field is also required to activate the billing
processing and to trigger reporting,
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