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Introduction 
The following is a guide to help you complete invoicing for route carriers who are invoiced 

twice monthly for Ruston Daily Leader using Newscycle Solutions Circulation Pro. (This is not 

the same process for invoicing the business route bi-weekly.) As of this writing, the current 

version is 2016-1.8.5529. Sometimes there is only one way to achieve a task in the software, 

and sometimes there are multiple ways. The billing process for route carriers is a mixture of 

the two. Offered here are fairly efficient suggestions to do invoicing with respect to time and 

effort required and accuracy of results. 

You Will Need 

• Your CircPro login with necessary permissions on your account 

• List of inventory items received by carriers during the invoicing term 

• Current bond requests to be invoiced 

• Notes of any changes, credits, or charges that may need to be entered manually (such 

as subtracting for a day of NIE not delivered) 

• Press run(s) for specific day(s) when you need to make a per piece adjustment for an 

account (For instance, if a carrier started on a Wednesday during the pay period but 

you know they didn’t start getting credited by the system until Thursday, you will need 

to have the press run for the Wednesday on hand to invoice credit for that day’s draw.) 
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Before You Start 
Check that all current carriers have distributor accounts entered in the database for each type 

of account they are to have an invoice for – Carrier, Carrier Racks, TMC Carrier. All should have 

a Carrier account and a TMC account. They will only have a Carrier Racks account if they 

deliver to racks on their route. Note: Carrier Racks account type is not the same as Rack 

Routes account type. Make sure that each type of account that needs to be active for them to 

be invoiced properly is active. You don’t want to miss crediting someone for work they did or 

not charging them for rack papers they received, for instance. 

Having all routes set up in a uniform way helps during invoicing and other tasks related to 

billing. It helps you keep accounts in an order that is easier to scan if something is missing and 

helps you quickly identify what type of account you are seeing for areas of Newscycle that 

only list account and route numbers without the account type. (Example: If you ever have to 

do “Undo Billing” and you only need to undo certain accounts, the routes will only be listed as 

a string of letters and numbers. This can be a problem if you need to undo billing for TMC for 

route 10, but not the carrier route 10, and they’re both listed as “000010.”)  

Each route number is six digits. Carrier route numbers are a string of zeros followed by the 

route name. Carrier Racks begin with “CR” then follow a similar format as the carrier routes.  

TMC accounts are also similar, but they start with the letter “T” as the first digit. The number of 

zeros will depend on how many digits are in the route name. 

 1-digit route name 2-digit route name 3-digit route name 

Route name Route 2 Route 21 Route 251 

Route # 000002 000021 000251 

TMC Rack # T00002 T00021 T00251 

*Carrier Rack # CR0002 CR0021 CR0251 
*Route 2 does not currently have a carrier rack, but if it did, this is how the route number would be formatted. 
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Complaint Review 
At your discretion, you may choose delete complaints or remove charges. Perhaps a carrier 

was charged for not delivering a paper all week then you found out a dog had been coming 

into the subscriber’s yard and stealing the paper. Under the DISPATCHER heading in the left 

side menu, select “Complaints.” Once you’re on the next screen, use the calendar icons to 

select the start and stop dates for the period you want to review. Leave the route selection fill-

button at “All.” Click the “Search” button at the top. It should take you to a screen that looks 

like this: 

 

On this screen you can look through complaints and decide if you would like to let the charges 

stand or remove them. To remove charges, click the “Yes” link for the charge. It will change to 

“No.” To add a charge back that turned off, click the “No” link. It will change to “Yes.” Once you 

have reviewed all charges and are satisfied they are all at the correct status, you may move on 

to the next step in the billing process.  
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Account & Autobill Review 
 

If a carrier route has recently experienced changes – a new carrier, NIE starting up for a new 

school year, adding a new bundle drop, etc. – you may want to review their account and 

AutoBill information to make sure all the appropriate automatic charges and credits are in 

place before you get deeper into the billing process. To do this go into their account. The first 

screen inside a carrier’s account will look like this: 

 

Make sure the account is active and the Draw Rate is set to the appropriate amount. After you 

have reviewed the draw rate, select AutoBill Info. You will be taken to a screen that looks like 

this: 
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Review the Invoice Items related to the route to make sure they are receiving the necessary 

automatic credits and bond charges. This will be in the “Individual Rate” column. Also make 

sure the bond maximum is set in the “Individual Maximum” column. When you are satisfied 

this information is correct, you may save, go back, and proceed to the next step.  
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Carrier Bonds 

 

Step 1: Deducting from the balance 

When carrier’s request a withdrawal from their bond (or their bond balances need to be 

adjusted), this needs to be done in a few different steps in the system. The first step is to 

change the Carrier Bond Total in the AutoBill section of their account. There are two ways to 

do this. The first option is by looking up individual accounts and the second option is using 

Batch Editor. You can choose either depending on which one will work best for you. (If you 

have only one request, you may want to choose the first option. If several carriers are making 

requests, you may want to choose the second option so you can move a little faster between 

accounts.) 

Option 1: Search 

Select “Search” under the DISTRIBUTION heading in the left side menu. (Not the 

SUBSCRIPTION heading.) Look up the carrier’s account. If they have multiple routes, make 

sure you select the right route. Pick the “Carriers” route type and click the “Daily Leader” link 

on the line for that account. On the next screen, click the “AutoBill Info” link in the blue box. 

This will take you to the screen that shows you items for that account that are automatically 

billed (except for the main draw for the route) – NIE, bundle drops, bond, subsidy. On the 

bond subsidy line, review the rate, maximum, and total to make sure the carrier can withdraw 

the amount requested. One you have confirmed they can, change only the bond total to 

reflect the amount of bond they will have once that amount is deducted. If they start out with 

this: 

CARRIER 

BOND  
Yes  Yes  Billing                 25.00

 
800.00

 
0.0000

 
800.00

 

 

And they request $300, it should change to this: 

CARRIER 

BOND  
Yes  Yes  Billing                 25.00

 
800.00

 
0.0000

 
500.00

 

 

After you’ve made the adjustment, click the “Save” button at the top of the page. Select the 

“Save & Back” button on the next screen. You’re finished with step one of this bond 

withdrawal. 

Option 2: Batch Editor 

Select “Batch Editor” under the DISTRIBUTION heading in the left side menu. You will see 

dropdown menus at the top of the page. Make sure the Publication menu has “Ruston Daily 

Leader” selected. Select “Carriers” in the Distribution Type menu. You can leave the District 
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menu at “Any.” If you are only dealing with active carriers – and not an inactive carrier 

receiving bond after resigning a route – select “Active” in the Status menu. This will save you 

from having to sift through years of former carriers’ accounts to find what you need. 

Below the dropdown menus, you will see a row of tabs. 

 

 

Select the “Other” tab. It should take you to a screen that looks like this: 

 

Click the “AutoBill Info” link next to the route you want to adjust. This will take you to the 

screen that shows you items for that account that are automatically billed (except for the 
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main draw for the route) – NIE, bundle drops, bond, subsidy. On the CARRIER BOND line, 

review the rate, maximum, and total to make sure the carrier can withdraw the amount 

requested. One you have confirmed they can, change only the bond total to reflect the 

amount of bond they will have once that amount is deducted. If they start out with this: 

Invoice 

Item  

AutoBi

ll  

Editabl

e  

Frequenc

y  

Rat

e  

Maximu

m  

Intere

st 

Rate  

Individual  

Rate  

Individual  

Maximum  

Individual  

Interest Rate  

Current  

Total  

CARRIE

R 

BOND  

Yes  Yes  Billing                 25.00
 

800.00
 

0.0000
 

800.00
 

 

And they request $300, it should change to this: 

Invoice 

Item  

AutoBi

ll  

Editabl

e  

Frequenc

y  

Rat

e  

Maximu

m  

Intere

st 
Rate  

Individual  

Rate  

Individual  

Maximum  

Individual  

Interest Rate  

Current  

Total  

CARRIE

R 

BOND  

Yes  Yes  Billing                 25.00
 

800.00
 

0.0000
 

500.00
 

 

After you’ve made the adjustment, click the “Save” button at the top of the page. This will take 

you back to the previous screen, where you can repeat the process for as many carrier 

accounts as you need. After you have finished, select the “Save” button on this screen. An alert 

box will pop up asking if you want to save the changes. Click the “Yes” button if you’re sure. 

You will then see a progress screen: 

 

When the system has processed the changes, it will return to the previous screen. You’re 

finished with step one of this bond withdrawal. 

 

Step 2: Crediting the invoice 

After you have deducted the appropriate amount of bond from the carrier’s bond balance, 

you need to give them credit on the invoice for the withdrawal. If you don’t, the amount of 

money they have in their bond account will drop in the database, but they won’t receive the 

money on their check. That’s a recipe for angry carriers and frustrated people in the office! 
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To give a carrier credit for a bond withdrawal, you need to enter it as an invoice item. Select 

“Payments” under the DISTRIBUTION header in the left side menu. Select the link that says 

“Batch Item Entry.” It will take you to a screen that looks like this: 

 

 

 

On this screen, you will need to change the second row of dropdown menus to match your 

current task. The Publication menu will stay on “Ruston Daily Leader.” Change the Distribution 

Type menu to carriers. If you are only dealing with active carriers, you can change the Status 

menu to “active” so you don’t have to tangle with several pages of former carriers. On the 

Invoice Item menu select “BOND WITHDRAWAL.” (Do not select “BOND FORFEIT” unless 

someone quit their route and on their last invoice you need to indicate all their bond money is 

owed to the company.) These selections should create a screen that looks like this:  
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Enter the amounts requested as negative numbers so that amount pays out to the carrier. 

(Positive numbers are paid to the newspaper. Negative numbers are paid from the 

newspaper.) To continue the previous example, if someone was requesting $300 withdrawn 

from their bond account, it would look like this: 

 000009   0002345   None-

0000  

 Active   JANE 

JONES            

1
 

-300
 

 0.00  

 

Enter in all bond amounts requested then click the “Recalculate Total” button underneath the 

table to double check your amount. (If you accidentally enter an extra “0” on one of the rates, 

that red total below the table will look too big and you’ll get the idea to fix that before you 

save it and give someone 10 times as much bond!) After you’re satisfied your numbers are 

right, select the “Save” button at the top of the page. A box will pop up to ask you “Add these 

items to your carrier batch payment?” Select “Okay.” You will get a progress screen, then you 

will be taken to the main distribution payments screen. You have entered the bond requests 

to the sheet to be billed. These amounts haven’t been posted or billed yet, but that will come. 
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Item Invoicing 

Invoicing items is similar to crediting for bond withdrawals. Select “Payments” under the 

DISTRIBUTION header in the left side menu. Select the link that says, “Batch Item Entry.” It will 

take you again to a screen that looks like this: 

 

On this screen, you will need to change the second row of dropdown menus to match your 

current task. The Publication menu will stay on “Ruston Daily Leader.” Change the Distribution 

Type menu to carriers. If you are only dealing with active carriers, you can change the Status 

menu to “active” so you don’t have to tangle with several pages of former carriers.  Then 

follow the directions for the specific type of invoice item. The most common types of invoice 

items are discussed next. 

Supplies 

On the Invoice Item menu select your specific supply item. (You can only select one at item at 

a time.) These are the usual items: 

• SUPPLIES/RUBBERBANDS – for bags of rubber bands 

• SUPLLIES/BAGS – for boxes of polybags 

(Less frequently, “Poly Sleeve” is used when it is necessary to sell someone a single 100-count 

sleeve.) 
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These selections should create similar looking screens. For rubber bands, the screen will look 

like this:  

 

 

In the “Quantity” column, enter the number of supply items received by the appropriate 

routes. If a carrier has multiple routes, you can usually apply their inventory to either route or 

split it across routes if they have purchased more than one supply item. Once you enter in all 

the quantities for that supply item, click the “Recalculate Total” button underneath the table to 

check your numbers. This can help you check typos and slips of the fingers. For example, if 

you know five people bought bags of rubber bands and the total you show is this: 
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This helps you realize you may have entered in a number wrong. (For this example, I entered 

“10” where it should have been “1”, causing the total to show nine extra bag purchases.) 

After you’re satisfied your numbers are right, select the “Save” button at the top of the page. A 

box will pop up to ask you “Add these items to your carrier batch payment?” Select “Okay.” 

You will get a progress screen, then you will be taken to the main distribution payments 

screen. You have entered the supply item. You will have to repeat this step for each type of 

supply item. 

NIE Adjustment 

Sometimes you may need to adjust NIE credits if the system did not automatically credit for 

days a carrier delivered to schools, a carrier missed delivery on a day the system did credit 

them for, or NIE credits were still running through school holidays. On the Invoice Item menu 

select “NIE ADJUSTMENT.” This selection should create a screen that looks like this:  

 

In the “Quantity” column, enter the number of NIE you need to credit or charge each carrier 

by the appropriate route(s), and in the “Rate” column enter the rate. This can be done a few 
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different ways with the same result – charging or crediting the carrier accurately per school 

serviced/not serviced. Here is an example of a couple different ways to credit route 6 for 

delivering to two schools for four days: 

Option 1 

 

Option 2 

 

Notice that in each option, the resulting total is the same: -8.00. This means that carrier will be 

paid $8 for four days of delivery to two schools. 

If you need to charge a carrier for missed delivery or to correct an over-credit by the system, 

the method is similar. You just need to make sure all numbers you enter are positive or all 

numbers you enter are negative (but not a mix) so the end total is a positive number – 

meaning the carrier will be charged that amount. Here’s an example of how this can be done 

if you need to charge route 5 for a day of not delivering to one school: 

Option 1 

 

Option 2 

 

Notice that in each option, the resulting total is the same: 1.00. This means that carrier will be 

charged $1 for one day of non-delivery to one school. 

After you’re satisfied your numbers are right, select the “Save” button at the top of the page. A 

box will pop up to ask you “Add these items to your carrier batch payment?” Select “Okay.” 

You will get a progress screen, then you will be taken to the main distribution payments 

screen. You have entered the NIE Adjustments.  

Per Piece Adjustment 

On occasion you will need to add or remove credit for piece deliveries. This may happen if 

someone takes over a route on Tuesday, but the system is giving credit to the previous carrier 

until Wednesday or someone fails to deliver for a day. To complete invoicing for per piece 

adjustment, you will need to get the draw rate for the route(s) in question, find the piece 

draw(s) for the specific day(s), then enter it in Batch Item Entry.  
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Draw Rate 

Because each route has its own rate structure, you will need to look up the per piece rate 

before you invoice. One easy way to do this for multiple routes is to use Batch Editor. 

Select “Batch Editor” under the DISTRIBUTION heading in the left side menu. You will see 

dropdown menus at the top of the page. Make sure the Publication menu has “Ruston Daily 

Leader” selected. Select “Carriers” in the Distribution Type menu. You can leave the District 

menu at “Any.” If you are only dealing with active carriers (or rates for former carriers that did 

not change for the active carrier), select “Active” in the Status menu. This will save you from 

having to sift through years of former carriers’ accounts to find what you need. 

This screen starts you on the “Misc.” tab, and this is the one you will need now, so you do not 

need to switch tabs. In the big box, select the “Draw Rate” checkbox. 

 

It should take you to a screen that looks like this: 
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By default, this screen lists the current active draw rates for each route. Write down these 

rates for your use, or even save them in a Word or Excel document for future reference. 

Day Draw Totals 

Once you have the rates you need, you need to find how many pieces you need to credit or 

charge. You will have to look at the press run(s) for the specific day(s) for this information. 

To get the draw for the days needing adjustment, you will need to pull up the press run for 

the day(s). (Press Run can be found in the Reports section under the “Distribution” tab.) Use 

the normal settings for Press Run, but uncheck the “Use Last Publish Day” box. Your screen 

should look like this: 

 

 

 

Under “Run Date”, click the calendar icon and select the day for the press run you need. Then 

select “Run.” You will be taken to a progress screen followed by a screen that says “The report 

was successfully printed.” Download the report. You are looking on the first page for carrier 

draws. The top portion contains information for routes 1-251 and will look like this: 

1 

2 
3 
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The carrier’s route draw for the day is in the “Total” column. If you needed to adjust for route 

19 not delivering on this day, you would see that route had 62 pieces to deliver this day. Print 

out this page of the report or write down the information you need for invoicing.  

If you need to adjust pieces for multiple days, you will have to repeat the steps to generate 

the press run for each day’s records. 

Entering the Adjustment 

After you have gotten the draw rate and draw totals you need, you can return to the Batch 

Entry screen within DISTRIBUTION and “Payments.” On the Invoice Item menu select “PER 

PIECE ADJUSTMENT.” This selection should create a screen that looks like this:  
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Enter the amount of pieces you need to credit/charge for in the Quantity column. Then enter 

the respective rate(s) in the Rate column. (It will need to be negative for credits, and positive 

for charges.) Here’s an example using the press run we generated earlier and pretending the 

system didn’t have Jamarqus active on route 10 yet: 

John didn’t deliver route 19 on that day. Jamarqus started delivery on route 10 the 

same day, but the system was still crediting the account for the old carrier who quit. 

John needs to be charged for 62 papers not delivered at the route 19 rate – 42 cents. 

Jamarqus needs to be credited for 169 papers delivered at the route 10 rate – 15 cents. 

Here’s a way to enter it: 

 

Notice Jamarqus’s total is a negative number. This means he will be paid $25.35 for that 

day’s delivery. John’s number is a positive. This means he will have $26.04 deducted 

from his paycheck for failure to deliver. 

Check your amounts and totals to make sure everything has been entered correctly. After 

you’re satisfied your numbers are right, select the “Save” button at the top of the page. A box 

will pop up to ask you “Add these items to your carrier batch payment?” Select “Okay.” You will 
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get a progress screen, then you will be taken to the main distribution payments screen. You 

have entered the Per Piece Adjustments. 

Subsidy 

We used to have to calculate and enter subsidy as invoice items each pay period. To make the 

process smoother, I set up the AutoBill information for each carrier who receives a subsidy to 

be given that credit automatically each delivery day. Therefore, you generally do not have to 

anything with subsidy. However, sometimes you need to make changes to subsidy credits for 

similar reasons to why you would have to a per piece adjustment. In those instances, you 

need to make a Subsidy adjustment.  

Because subsidies are individualized for each route, you need to find the subsidy rate. For this 

you will have to look in the AutoBill information for each carrier who needs a subsidy 

adjustment. You can either do this by searching for an individual account and going into 

AutoBill Info or by using “Batch Editor” then AutoBill Info as we did for carrier bonds. The 

number you are looking for will be in the CARRIER SUBSIDY row and the “Individual Rate” 

column. In the image below, it is -10.95. That means the carrier for route 21 is paid a $10.95 

per day fuel subsidy. 

 

Write down all the subsidy rates (and routes) you need to use in the next step. Then go to 

Batch Item Entry. 

On the Invoice Item menu select “SUBSIDY ADJUSTMENT.” This selection should create a 

screen that looks like this:  
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Enter the number of days you need to adjust for in the “Quantity” column and the rate for that 

route in the rate column. Your total will need to be negative if you are adding credit and 

negative if you are subtracting subsidy credit. For instance, if route 21 didn’t deliver one day 

and you need to remove one day of subsidy from the pay, it would look like this: 

 

 

 

If route 21 delivered a day they did not receive credit for and you need to add one day, it 

would look like this: 
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Enter in all subsidy quantities and rates you need to adjust. Check your amounts and totals to 

make sure everything has been entered correctly. After you’re satisfied your numbers are 

right, select the “Save” button at the top of the page. A box will pop up to ask you “Add these 

items to your carrier batch payment?” Select “Okay.” You will get a progress screen, then you 

will be taken to the main distribution payments screen. You have entered the Subsidy 

Adjustments. 

TMC Adjustment 

Occasionally you will need to adjust credits for TMC. You can also do this in Batch Item Entry. 

For TMC, select “North Central Marketplace” as the publication. Then you can select “TRADER 

DELIVERY” or “THANKSGIVING TMC” to give appropriate credits/charges for the amounts 

delivered. The current rates are set at -.05 for TRADER DELIVERY and -.07 for THANKSGIVING 

TMC. 
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Enter in all TMC quantities you need to adjust. Check your amounts and totals to make sure 

everything has been entered correctly. After you’re satisfied your numbers are right, select the 

“Save” button at the top of the page. A box will pop up to ask you “Add these items to your 

carrier batch payment?” Select “Okay.” You will get a progress screen, then you will be taken to 

the main distribution payments screen. You have entered the TMC Adjustments. 

Carrier Rack Adjustments 

Occasionally you will need to adjust credits for charges for carrier racks. You can also do this 

in Batch Item Entry. Set the publication to Ruston Daily Leader and the distribution type to 

Carrier Racks. This will generate a screen that shows the current active carrier racks. 

 

In the “Invoice Item” drop down menu, select “RACK ADJ M-F” or “RACK ADJ SUN” depending on 

which rate you need to adjust for. If you need to adjust weekday and Sunday credits, you will 

have to do these separately. The current rates are set at .55 for M-F and 1.10 for Sunday. 

Enter in all rack quantities you need to adjust. Check your amounts and totals to make sure 

everything has been entered correctly. After you’re satisfied your numbers are right, select the 

“Save” button at the top of the page. A box will pop up to ask you “Add these items to your 

carrier batch payment?” Select “Okay.” You will get a progress screen, then you will be taken to 

the main distribution payments screen. You have entered the Rack Adjustments. 
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Posting the Batch 
Once you have entered all necessary invoice payments and checked the individual quantities 

and rates as well as the total batch is correct, click the “Post” button at the top of the page. 

You have posted all the invoice items for carriers. You are now ready to move forward to 

creating the invoices. 
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Creating the Invoices 
In the left side menu, select the “Dist Billing” link under the PROCESSING heading. This will 

take you to a screen that looks like this: 

 

Make sure the dates show are the most recent publication days for the Ruston Daily Leader 

and the TMC. In the “Publications” box, hold down Shift while pressing the down arrow to 

select both Ruston Daily Leader and the TMC publication (North Central Marketplace). In the 

“Start Date” drop down menu, select the first day of the pay period – usually the first or 16th of 

the month. The “Stop Date” drop down menu is usually set to the last day of the pay period, 

but if it is not, set it to that day. Once all these options have been set, click the “New Invoices” 

button. This will take you to a screen that looks like this: 

 

Set the first radio button to “Distribution Types” if it is not already se to that. (It usually is.) Set 

the “Payments Through” and “Returns Through” drop-down menus to the last day of the pay 
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period. Start with the “Publication” box set to Ruston Daily Leader. In the large box, make sure 

the “Carrier Racks” and “Carriers” distribution types show “Draw Cut Off” dates that match the 

last day of the pay period. In the “Selected” column, check the boxes next to “Carrier Racks” 

and “Carriers.” After you have done this, set the “Publication” box to the TMC publication 

(North Central Marketplace). Make sure the “Draw Cut Off” date matches the last day of the 

pay period. In the “Selected” column, check the box next to “TMC Carrier.” 

(To save you some time while invoice, you can create a save of these settings. Make sure you 

give it a specific name so you know which billing group it is for. That way you don’t confuse 

twice monthly carrier settings with Wednesday bi-weekly settings, and so on.) 

Once you have all your settings correct, click the “Create New Invoices” button. A box will pop 

up and ask you, “You are billing for more than one publication, is this OK?” Select “OK.” This 

will generate a progress screen followed by the batch screen. DO NOT CLICK THE “Post 

Batch” BUTTON YET. The next step is reviewing the invoices before they are posted. 

 

batch screen 
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Reviewing the Invoices Before Posting 
To review the invoices before posting, click the “Check All” button at the top. If you need to 

remove some invoices from the review – for instance, $0 invoices from recently resigned 

carriers or invoices for carriers who will not be paid due to quitting unexpectedly, uncheck the 

boxes next to those routes. You will notice above the large box is a button and field showing 

how many pages of the invoice listing there are. You can press the arrow buttons above the 

main box to go between pages. It will not change your selections. Once you’ve selected all the 

invoices you need to review, click the “Print/Email” button at the top. It will take you to a page 

that looks like this: 

 

Generally, you don’t need to change any settings here, but if you need to adjust print options 

for the invoices – for instance turning Complaint History off, turning it on, or showing details 
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of each complaint charged for the period – you may do so here. Once you are satisfied with 

the settings, click the “Print” button. It will generate a progress screen followed by a screen for 

you to download the file of carrier invoices. Download or open this file for review. 

Now you will need to look over several items on each invoice to make sure they received the 

appropriate credits and charges. The invoice number (under “GROUPED DISTRIBUTION 

DETAIL”) will be listed as “null” on all invoices because they have not been posted yet. This is 

correct for now.  

• Compare the balance due to the previous balance, if they difference is large, this can 

be an indication (but now always) that something is missing or has been entered 

wrong. It can also be due to a bond withdrawal, a different amount of days in the pay 

period, or other reasons.  

• Check that the carrier has been charged bond unless the bond for that account is at its 

maximum.  

• Make sure any carriers who need to be paid subsidy show the correct subsidy credit 

(automatically applied by the system once you created the invoices).  

• If the carrier has drop credits, see they are receiving the correct amount of credits for 

the number of days and locations delivered. 

• Make sure any carriers who delivered NIE’s show the correct credit for that. 

• See that carriers receive credit for a Ruston Daily Leader account (all numbers), a TMC 

account (T and a set of numbers), and a carrier rack account if they have racks on their 

route (Ruston Daily Leader with CR and a string of numbers). Make sure they are 

receiving credit for all days delivered in the pay period. 

• Check the rate on Carrier Racks to make sure it’s set to the correct amount – generally 

0.55 for weekdays and 1.10 for Sundays. 

• Check the credits on Carrier draw history to make sure they received the route rate’s 

credit for every piece delivered. 

• Review “AUTOBILL TOTALS” and “DETAIL” to make sure all automatic charges and 

inventory entered are correct. 
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If anything is incorrect or missing, make a note and go back into the “Payments” screen for 

invoice items to correct the error. You may need to un-post items – for instance if you realized 

an item you entered was redundant to a charge or credit the system automatically applied – 

to delete or edit them. You can do this by clicking the “Unpost” button on the “Payments” 

screen. It will take you to a screen that looks like this: 

 

Fill in the day’s date under “Posted >=” and click the “Search” button. It will generate a list of all 

the items posted that day by any user and the system. This will likely be several pages. Each 

page will look something like this: 

 

Select all the items you want to un-post (You don’t have to un-post everything - just what 

needs to be corrected.) then click the “Unpost” button. This will take you back to the main 
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payment screen and show those selections as batch items ready to be posted. From here you 

can edit, delete, or replace these items. Once you have made these corrections, post the batch 

and start carrier invoicing again. 

When you have reviewed the invoices and are satisfied they are correct, you are ready to 

move on to posting the invoice batch.  
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Posting and Submitting the Invoices 
After successful review, you may post the invoices and commit them to the system. On the 

batch screen, select all invoices and click the “Post Batch” button. This will generate a progress 

screen followed by a screen showing all posted invoices in the batch. The invoices have now 

been recorded in the system. 

From here you can print the invoices and turn them in to accounting. Make sure when you 

print them each invoice contains only one route’s information. For example, if someone has 

both routes 5 and 23, you want to make sure you have an invoice for route 5 and an invoice 

for route 23, not a combined invoice for both. You will need to check and uncheck items and 

print separate files to achieve this if they are not already set up separate in the system. 
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Un-posting Invoices 
In rare situations, you may need to un-post invoices if you catch a mistake after posting the 

batch. To do this, look in the UTILITIES menu and click “Undo Utilities.” This will take you to a 

screen that looks like this: 

 

 

Select the “Undo Distributor Billing” radio button. It will take you to a screen that looks like 

this: 

 

Use Shift + down arrow to select Ruston Daily Leader and North Central Marketplace. Set the 

“Start Date” and the “Stop Date” to the billing date. Then click the “Search” button. It will 

generate a screen that shows numbers for billing batches that are available to un-post. You 

may have to do a little trial and error to find the right batch. Once you find the right batch, 

select the invoice(s) you need to un-post. After you click on the batch number, it will take you 

to a screen listing all the route numbers invoiced in the batch. This is where it helps to have 

the route numbers follow the pattern of six numbers for carrier routes, CR and 4 numbers for 

carrier racks, and T and five numbers for carrier TMCs. You can easily identity if an invoice is 

for a carrier rack and not the main route if it starts with CR, and so on. 

Check the invoices you need to un-post and un-check any you want to leave posted. When 

you’ve set your selection, click the “Undo Billing” button. You can now correct and re-post 

these invoices. 


