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FREQUENTLY ASKED QUESTIONS
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For a quick view, click on the link the right of the subject.  This will bring you directly to the page, otherwise scroll down to locate your subject.
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Retrieve:  

How to retrieve a PDF version of your statement/invoice
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On the 1st screen select US statements and invoices. 
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              Search Criteria:

[image: image1]♦ For the date field, leave the “is” operand and the date field box blank. (The most current data will always be first)
♦ For the Customer number, the operand defaults to “not empty”, eliminating the need to enter your customer number.
♦ Report type: leave operand as “is”, tab over once and using the drop down box select statement and invoices.

♦ Do nothing to the Notes field and Click search.
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How to Print Document :
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Print Multiple invoice on one page:
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Select (from the drop down arrow) “Multiple pages per sheet”
Then select Custom – 1 by 2.  This will print 2 documents per page.

Please make sure that you are using the print option from within Adobe, not the print icon from the toolbar at the top of your computer screen.






How to Access Excel Bill
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Excel bill is found under US E-bill
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Search Criteria
♦ For the date field, leave the “is” operand and the date field box blank. (the most current data will always be first)
♦ For the Customer number, using drop the drop down box change “is” operand to “not empty”, this will eliminate the need to enter your customer number again.

♦ Do nothing to the Notes field and Click search.
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      To get data from the internet to your local drive:

Click on the upper left  hand corner to highlight entire worksheet.

Then copy the worksheet and paste it to a blank workbook in your local Excel.
  (This be done using the menu at the top or right click to use the mini menu)

Once the file is in your local drive you can delete columns/rows that you do not need and manipulate the data to suit you individual needs.
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How to Research within a PDF.

This can be used to locate Rental agreements, renter by name, PO number, specific dollar amount, or any other information that appears on the statement.  The same process would be followed for the invoices.
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Type the information you are looking for into the blank box on the left side of the PDF menu.  You can then use the drop down menu to “find next in PDF” or simply click on the next arrow to the right.
A box will appear around the data and the information will be highlighted.
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PAYMENT OPTIONS:
REMIT TO ADRESSES:

Licensee locations:
Please refer to the documentation in the Communications folder for the correct mailing for your payments.

Central Billing Accounts
Send Checks to: 
United States



Avis Rent A Car 





7876 Collections Center Dr.




Chicago, IL  60693








Canadian 
Avis Rent a Car

PO Box 57037, Postal Station A
Toronto, Ontario
M5W 5M5


EFT/ACH Wire Payments:
Central Billing Accounts and Licensees

Please send requests to remittanceprocessing@avisbudget.com. 

Multiple Accounts/Users
If you have several employees that need to access the account or if you have to access multiple accounts, we can set up individual User IDs to accommodate your needs.  Please send a list of employees along with your account number(s) to:
avis.billing@avisbudget.com. You will receive a response back within 48-72 hours with your new logon information.

Tolls and Parking Tickets 

To get backup for toll billings please access the toll website:
E-tolls.com  (Southeast tolls) or Htallc.com (Northeast tolls)
In order to retrieve your info you will need your rental agreement number.
For information on Parking Tickets – please call 1-800-587-1188 for assistance

Password Resets

If you are having trouble with your password, please send an email request for assistance to avis.billing@avisbudget.com.  Please include your account number with your request.







Communications Folder:

Additional information such as location listing, miscellaneous charge codes and EFT/ACH forms are available under your secure logon.  
To access the communications folder, please follow these steps:
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Select Central Bill Communications Folder.
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Using the drop down box select memos.
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Select memos again.  This will return a list of documents and forms available to you for viewing and printing.
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Avis Licensee docHarbor FAQ’s

· Who do I contact if I need to add or delete a user in docHarbor or if I’m having trouble with my password?

· Contact Tracy Dalenberg at (757) 687-2803 or tracy.dalenberg@avisbudget.com or your Licensee Acct’g Representative.

· How long does it take my composite statement backup to appear in docHarbor?

· Your backup should be made available to you by the 15th of every month.  For example, a composite statement date of June 2nd should have backup available for review in docHarbor by June 15th.  If you are still missing backup after the 15th, please contact your Licensee Accounting Representative immediately for assistance.

· What are your payment terms?

· Our payment terms are net 30 days.

· Where can I read the newest memo’s about charges, list of codes, payment addresses, or general changes affecting my composite statement and account?

· Under the “Choose Document Type” section of docHarbor, there is a “Communications” folder by region (i.e. US, Canada) which retains all memo’s containing important information and changes.
· Who do I make my payment checks payable to?
· Please make your checks payable to Avis Rent A Car.  Note: Our bank will not accept checks made payable to Avis Budget Group and will require us to send your check back and request a replacement check. 

· Where can I send my receivable and royalty payments?

· Please refer to the “Communications” folder for your region (i.e. US, Canada) for the most up to date addresses.  You can always send your payments directly to your representative at Avis Rent A Car, 300 Centre Pointe Drive, Virginia Beach, VA 23462, Attn: Licensee Acct’g Dept.  Note: always be sure to specify our department or your representatives’ name to ensure prompt delivery.  

· Can I view my composite receivable and payable statements in Excel?

· Yes, under the “Choose Document Type” section of docHarbor the document types that begin with “XL” are the Excel versions of your statements.  Note: once you select the report date you want to view, you will need to be sure that “View Options” is set to “Report Mine”.

· How can I view the backup for the payable check I received?

· Under the “Choose Document Type” section of docHarbor, there is a document type named “US (LAC/AP) or CAD  Composite Payable Statement EOM or Mid Month”.  The check date should be within a few days of the statement date which should lead you to choose either the EOM (End of Month) statement which is at the beginning of the month or the Mid Month statement which is the middle of the month.

Click on the rows that you want to view and then click on view selected





There are print 2 options the 1st option is to simply click on the print icon within the PDF file, as opposed to the print icon on your main toolbar.�The 2nd option is to right click on your mouse from anywhere within the document and select print.





“View Document as” �should be set at Report Mine





Click on the rows that you want to view and then click on view selected.��








Click on the rows that you want to view and then click on view selected.��








�





Some Central Billing accounts based in Canada will have the option to select English or French.  To view screens in  English, select Central Billing Customer.  To view screens in French, select Facturation Centralisse Client.








