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Chapter One - Installation

Program Password Screen

When installing the program, the first screen to appear is the program password
screen, if you have purchased this software then you will have been issued the
password.

-

Entenng the password

The setup of LoadMaster is password-protected.

Erter the password to continue the setup:

Ok | Concd ]
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Installing Loadmaster

Double-click LoadMaster.EXE

First Time Installers - follow these screens:

F— - Setup wi

Welcome to the setup wizard of Loadmaster

This

will install L on your ¢

‘We recommend that you close all the curent icati before ing the setup prog

The application will be installed in directory:

ﬁ |C:'~Program Files\Loadmaster, | El
S Click Next

The “Advanced” buttons allows you to access the advanced options of the
automatic modification of the files, -
Powered by

INDEV | Version: 18.3 < Previous [—}_«Ied—é-—] [—Ganﬁd—] )

LoadMaster - Setup Wizard

‘C\Program Files\LoadMaster, directory not found.
Do you want to create it?

Click Yes

LoadMaster - Setup Wizard

Setup will start now,
Selected Options:

Setup will be performed in directony: E‘
C\Program Files\LoadMaster!,

Selected Setup Type: full installation

Run the automatic data modification.

Click Next

Kl [

Click 'Previous’ to modify some options,
Click "Mext’ to continue’,

WINDEV | “<preios | tets ]| Gmea ||
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LoadMaster - Setup Wizard

Setup completed

Setup completed.
Click 'Done’ to exit the setup program,

[] Run the program

Display an icon on the desktop:

["] Display an icon in the 'Start’ menu

D Display an icon in the quick launch bar

Powered by

W|NDEV | < Previous [—Qﬂu—H Cancel

Tick Display an icon on the desktop tick box

Click Done

If Load Master has been installed before:

Follow the same screens as above. Except the Create Directory screen is replaced

with the following screen below:

LoadMaster - Setup Wizard

Backup of Replaced Files

Files replaced during setup can be copied by the setup program. This backup copy will be
used to uninstall files or to return to previous status in case of failure,

Do you want to create a backup copy?
*) Yes
) No

Store the files in the directory:
|C:\Program Files\LoadMaster\Backup | Iz|

Powered by

WINDEV | <Brevious | Net> |[ Cancd

Select No

Click Next
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Loading Loadmaster
Double-click LoadMaster icon on the desktop.

e_-".

LoadMaster

Initially when you open the program you will be asked to register your program.
Contact ZiPZAP Computer (01522 684705) to obtain an answer for the question.

<& Program registration (3]

This is the first time that this program has been run on this computer. Please
contact ZiPZAP on 01522-684705 for an answer to this question.

Question  |114297917440 Check &

Enter the Answer and Click Check

& Data Directory

Wista & Win 7Current Data Drive C: Close  E3

Vista & Win 7 current drive letter URL

If using Vista or Windows 7 then RESET the URL above before changing the data directory

I IB@

Current data directory C:\ProgramData\ZipZap Computers\Loadmaster Modify b;j

Leave the current directory unless you are going to use this program on a network.

Networking Loadmaster is explained on page 17.
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Click the Control Button on the Login screen

& Login | 23 |
Login: | Login a |
Password: | Control :-'_:1'3

System Administrators should contact ZIPZAP Computers (01522 684705) for
entry to the Control screen so Users can be setup.

i~ )

& Control Panel 2

Please enter corresponding key to  |153090158592 Check 0

Key 0 Close  §3

Once access to the control screen has been gained, Users can be setup as follows:

& Users ==
Username =Y Password Userlevel el

DEEBBIE o Superuser E| -

HORMAN RS Superuser New D

USER e Basic User

Modify [

Delete ==

Close B3

Select New to enter a new user
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i~ Y

& Users [E= |
Username Userlevel 0K 0
=
I:l ] ) Administrator
Logged in ) User
" Basic User
|:| Accounts |:| Pickups |:| Runsheets |:| Control pansl
ectors iveries ncomplete jobs wports
[ colect [T petiveri 1 plete job [C] Export
ault prices obs Manifests mports
[C] pefaut [C] Job [C] manifest [C] import
[C] Gazetteer O Implants [T Invaice [T Transfer to
|:| Holidays |:| Runs |:| Statements |:| Problem report
|:| status codes |:| Messages |:| Set data |:| Customer reports
[C] wAT codes [C] sales leads [T] Backup Restore O] Emails
[T Global paramsters [C] invoicing [C] corrections [C] secure area

[C] Local parameters [ Deleted Jobs

[ Muow into Financials tab ] Atow to delete jobs Tick all J

Enter a username and password
Select the options that this user is allowed to access or click the tick all button.
Make sure Set Data is ticked, if you are going to network this program.

If you require access to the Secure Area, tick the box separately. The tick all
button will not tick this box for you.

Click OK

Setup the rest of Users you require.

Close the Users Window when you have finished.
Login as your created user

NOTE: To Setup more Users at a later date, click on Utilities, Control Panel. You
will need to obtain the answer again from ZiPZAP Computers)
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Networking Loadmaster

To run Loadmaster across a network, install the program on all workstations and
select the shared data directory that everyone has read/write access too.

NOTE: Make sure everyone is out of the system before doing this.

& Data Directory =

Current data directory [C:\ProgramData'\ZipZap Computers\Loadmaster l Maodify H I | Close  £3 |

NOTE: If you have just performed a program update then the above line should refelect where your data is held and
may require alteration. If using Windows Vista or Windows 7 on a network drive then you should then go into LOCAL
PARAMETERS and check the settings at the bottom of that screen.

Wista & Win 7Current Data Drive C: Vista & Win 7 current drive letter URL
Choose new directory (3]
Click Modify
B Desktop Select the Shared Data Directory,
- [B¥ Debbie
- 1. Public i
48 Computer C|ICk OK
&, Local Disk (C3)
- 4 DVD RW Drive (D) i
- e Removable Disk (E:) Click Close.
- L@ node (Vapollo) (Q:)
- ¥ Network

NOTE: All workstations must point to the
same data path

Folder: ~ Computer

[ Make Mew Folder ] [ oK ] [ Cancel ]

NOTE: If you are running Windows Vista or Windows 7, enter the drive letter URL
(Path address) in which the data is held on. To find out the Drive URL, go to Setup,
Local Parameters and click Get URL.

& Data Directory =

Current data directory [Q:\Loaddata\ I Maodify |- I | Close  £3 |

NOTE: If you have just performed a program update then the above line should refelect where your data is held and
may require alteration. If using Windows Vista or Windows 7 on a network drive then you should then go into LOCAL
PARAMETERS and check the settings at the bottom of that screen.

Wista & Win 7Current Data Drive Q: Vista & Win 7 current drive letter URL \WMERCURY\Public

Click for an example.
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Example of Mapped Drives

F: computer - 101 x| Close £3
P ——— | 1
\ ) ev |}1 - Compuker - > @] ISearch [g
File Edit “ew Tools Help
Organize * = Views ¥ (B4 System propetties @ Uninstall or change a program = Map network. drive Open Control Panel @
Favorite Links Marne |v| Type = |v| Total Size |v| Free Space |v|
Hard Disk Drives (2) =]
ﬂ: Documents T
B Fictures Ellocal_cic) Local Disk. 116 =6 24,6 GB
LEB' Wi wERT_BACKUP (E) Local Disk. 931 GB 855 B
More  » Devices with Removable Storage (2) =]
Folders v e DVD RW Drive (D0 0 Drive
Removable Disk (F:) Removable Disk
B Desktop -
ﬁ kG Network Location {4) =
. Public
M Computer S Public (WMERCURY) (Qi) Metwark Drive 928 GB 19 GB
i ‘5-7# LOCAL_C () S zipzap (\Fitpo) (1) Metwark Drive 54,8 GE 142 MEB
 DYD RW Drive (D4 My Web Sites on MM Folder Shorkout
= EXT_BACKUP (E:) A WD My Book ‘World Editio,.,  Folder Shortcut
o EXT_ :
e REmovable Disk (F:) Other (1) =]
3 Public (WMERCURY)
53 zipzap (YiFitpc) (2:) ESaFe Run shared Folder System Folder
. My Web Sites on M2
E. Safe Run Shared Fo
o WD My Book World |
EF Metwork
Control Panel
] Recycle Bin

The URL for the mapped drive Q: is "WMERCURY"\Public
The URL for the mapped drive Z: is \\Fitpc\zipzap

NOTE: If you missed selecting the data directory when installing, you can use the
Data Directory function by clicking on the Utilities menu and set data directory.
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Updating Loadmaster on a Network Drive

Double-click on the LoadMaster.EXE

Follow the same screens as you did when installing for the first time but make sure

you do the following steps as well:

Loadmaster - Setup wizard

Welcome to the setup wizard of Loadmaster

This program will install Loadmaster on your computer.

‘We recommend that you close all the curent applications before running the setup program.

The application will be installed in directory:
|e\Program Files\Loadmaster

e

The "Advanced” buttons allows you to access the advanced options of the
automatic modification of the files.

Powered by

WINDEV

Version: 18.8

-~E|‘E.icu:l MNext > ” Cancel ]

If you store your data on a network
drive then you should click the
Advanced button during
installation.

This simply asks you to choose the
directory that contains the data files
to be updated.

MAKE SURE EVERYONE IS OUT
OF THE SYSTEM BEFORE
DOING THIS.

Advanced options for automatic data modification

Select the options that will be applied during the automatic modification of
the application data files:

[] Create a report file for the operations performed by the automatic data modification

This file is used to get information on operations performed by the automatic modification. If a problem oceurs,
this file can be sent to the application manager.

Location: ‘Cl\ngram Files\Loadmaster\LOGMODAUTO.TXT

Save the files before the automatic data modification (recommended).

This option is used to automatically save data files before modification, allowing you to return to a previous
version if necessary.

[[] Add the search directories for Hyper File 5.5 files
By default, the data files in Hyper File 5.5 format are sought in the setup directory of the application and in the

directories described in the REP.

Specify the additional directories that must be taken into account:

Additional Data File Directories

Powered by

WINDEV

| Ferform the automatic m““:ii.ﬁ.!i.ﬁ.ﬂ...‘.’.f data in interactive mode,
I this option is checked, the automatic modification of the HyperFileSQL data fi Jist of files
found before it is performed. This gives you the ability to add additional files or directories.

Tick the Perform the automatic
~=modification of data in
interactive mode tick box.

Click OK

Automatic modification of the HyperFileSQL data files ofLoadmaster.exe
The table below displays all the HyperFileSQL data files that were found by the automatic

data modification.
Uncheck the ones that must not be modified.

bMo Logical name Q -

[V ACCOUNTS file://C:\Py Data\ZipZap C¢ \ACCOUNTS.FIC

|¥ GRouPAGE file://C:\Py i C ge.FIC
W JoBS file://C:\P < \Jobs.FIC
V' PARAM file://C:\Pr Data\ZipZap Computers\Loadmaster\Param.| FIC
V' LOCAL_PARAMETERS file://C:\Py i G ocal_|

P
The password information can be modified for the selected file:
Search for data files corresponding to the application in a directory: m
The data files can also be searched on a HyperFileSQL C/S server:
Note: Double-click a file to access the password information
Powerels by Continue
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Select the folder you share on
your network drive.

Click OK
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Chapter Two — Setup Menu

-% Setup o Actions

Accounts 3

e w

. Collectors/Deliverers  »

L

Default prices b
Filter Codes b
Freight Types »
Gazetteer k
Hazchem »
Holidays »
Shippers »
Status codes b

Tracking Mumbers b

Tractor Units 4
Trailer Units b
VAT codes 3
Metworks b

Global parameters

L & § 7 F B IR E

Local parameters

The setup menu - Try to following the menu in the order indicated in this manual,
although some options you may not require
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Global Parameters

NOTE: There are two types of Parameters: The Global Parameters are the
settings that apply to everyone not just the local machine. Therefore the Local

Parameters are the settings that apply to the local machine.

& Parameters

Our Mame
Address 1
Address 2
Address 3
Town

Postcode

Country

Phone

Our fax

Our Email address
Contact

Cwur Vat number

Licence Humber

Licence key

UNITED KINGDOM

01522684627
info@zipzap.co.uk

01522 684705

ZIPOOM

==
General | Misc | Cnrnrnsl Scan | PAF | Type 1 | Typezl Type 3 | Type4| Type 5 | Le-g\g'ingl Icons | TPH | Save 0
TiPZAP
Lincoln
LH& 30N [ Nen UK

Request key

Enter your Company details

Click to request a Licence number and code from ZiPZAP Computers
if not given already.

NOTE: This places YOUR name at the bottom of the screen and allows full use

of the system. It is a cross-check on the licence code.
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Select the Comms Tab

Ja Parameters

|General| Misc | Comms | Scan | PAF | Type 1 | Type?_l Type 3 | Type4| Type 5 | Leg\g'l'ngl lcons | TPN |

O/

FTP Server |
- <ETP Details_
FTF Passward

FTF Port 21

FTP export directory

FTP import directory

FTP Transfer type
@ Binary
) ASClH

[] FTP Passive

Comms timeout 30

SMTP Serv i i
rver E-mail Details

|

SMTP Username

SMTF Password

Enter your FTP settings

Tick Passive if the ftp transfers need to be passive.

Enter your SMTP settings (Email)

Email settings can be found in your e-mail client such as Outlook
The directories mentioned here are remote.

Select the Scan Tab

Ja Parameters

|General| Misc | Cnmrns| Scan | PAF | Type 1 | Type?_l Type 3 | Type4| Type 5 | Leg\g'l'ngl Icons | TPN |

9

[ skip Twain

Scan widthinmm  |fRLEEY

Scan height inmm  |1500.0

Use scanner interface
) Yes
@ MNo

Twain scan type
) Default

©) RGB

@ Greyscale

() Black and white

Enter your Scanner’s settings here OR Click Skip Twain to turn scanning off.

Prepared by and Copyright of ZiPZAP Computers Limited © 2012

Page 22 of 225



Select the PAF Tab

PAF is for looking up a postcode address file during consignment entry.
If you use Postcode Anywhere, tick the Use Postcode Anywhere box.

Enter your username, Code and PCA Site details.

s Parameters

|General| Misc | Cnmrnsl Scan | PAF | Type 1 | Typezl Type 3 | Type4| Type 5 | Leg\g'ingl lcons | TPN |

Username zipzap

Code zipzap

PCASite www.tpni.tzo.com/Postcodednywhere/

This program allows access to Postcode Anywhere. Details can be obtained from
http://postcodeanywhere.co.uk
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Select the Type Tabs

There are 5 freight types available within this program. These are user definable as

Type 1, Type 2, Type 3, Type 4 or you can change by weight in Type 5.

The first type in this example is setup as a Parcel.

@ Parameters

Description  Parcel

Zone 1 base 0.0000 then
e 2 base 00000 then
Tone 3 base 00000 thes
Zone 4 base 00000 then
ione § base 00000 then
Zone & base 00000 then
lone T base 00000 then
Tone & base 00000 then
Tone ¥ base 00000 then
Zone 10 base 00000 then

General| misc | Comms | sean | ear

charge
charge
charge
charge
charge
charge
charge
charge
charge

tharge

120000
1220000
120000
120000
120000
120000
120000
120000
120000

120000

Defaut iems 0

per item up to
per item up to
per it up o
per e up o
per ibem up Lo
per ibem up to
per item up to
per ke up to
per it up o

per ibem up Lo

items then
items then
fems then
ftems then
tems then
items then
items then
ftems then
e then

items then

10,0000
10 0000
10,0000
100000
100008
10,0000
100000
100000
100000
100000

per

per
per
per
per
per
per
per
per

Type1 | Type2 | Types | Types | Types | Leping| tcons | Ten

item
item
item
tem
ftem
ftem
ftem
ftem
item

item

swe @

li’.l.ou Eilj

The screen above indicates that for Zones 1 - 10 (country areas assigned to

postcodes within the gazetteer) the following price structure is available.
For 1 Parcel there will be a charge of £12.

For 5 Parcels there will be a charge of £60

For 6 Parcels there will be a charge of £70 — this is made of % @ £12 and 1 @ £10.

Follow a similar pattern for the remaining types.

These are default “Full Tariff” rates and can also be maintained in Setup, Default
Prices where you will have access up to 100 pricing zones.

Select the Legging tab

Turn on and off Legs
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Check the Skip tick boxes if required

Skip Leg start & end
Skip legging and multidrop start and end

Skip if direct

Ja Parameters

|General| Misc | Cnmmsl Scan | PAF | Type 1 | Typezl Type 3 | T',rpe4| T',rp55| Legging| Icons | TPH |

Leg 2 active
Leg 3 active
Leg 4 active
Leg 5 active
[] skip leg start & end

[ skip if direct

Select the Icons tab

|:| Skip legging and multidrop start and end

Turn on/off icons which display on the main screen toolbar

Changes are applied when you next use the program.

Ja Parameters

|General| Misc | Cumms-l Scan | PAF | Type 1 | Typezl Type 3 | Type4| Type 5 | Le-ggrng| lcans TPH

Tick to suppress in main window

[ Quick modify Job

[ AL Jobs

[ Check previous Jabs

[] collections for Yesterday
[T] Collections for Today

[ Detiveries for Today

[T] Detiveries for Tomorrow
[ Diary view

[] Quick Label

[T] Quick Phone

Select the TPN tab

Moke: Changed options will only be active after logging in again

[7] Phone Numbers
[T calcuiator

[] Text Editor

[] Scanner

[] piary

[ Fiefix

[ Messages

[T Problems

[[] users

[] send to Mobile
[] Get form Mobile

If you are not a TPN user, make sure the Use TPN tick box is not ticked

Click Save to finish
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Default settings

~Allow quarter pallets——
@ Yes
= Mo
~Allow half pallets——
@ Tes
=) No
@ Yes
) No
rAllow half oversize——
@ es

No

Local depot

IDD Country Code of TPN 044

Quarter pallets 0 Quarter pallets weight |0
Half pallets 0 Half pallets weight
Ful pallets 0

0

0

Half o size pallets

0
Ful paliets weight 0
Half o/size weight {1

{

Oversize palets

Default Del service NDTL
Default Cal Service |EC E

Trunk 0

Oversize weight

Label copies z
Local Pricing Zone |1

[ Labels without date in barcode

044 for UK 0353 for Ireland etc

rAllow remarks 1——
@ ‘fes
= Mo
rAllow remarks 2——
@ es
~) No
~Allow remarks 3——
@ Yes
) N
rAllow remarks 4——
@ es

~) No

<& Parameters [
| Generall Misc | Comms | Scan | PAF | Type 1 | Type 2 | Type3 | Type 4 | Type 5 | Leggingl Icons | TEN | Save 9

P — TPN Hub Account . —
~Allow oversize—— ub Accoun E ~Allow remarks 5——
@ Ves TPH Filename L1 @ es
Mo Tpn Email ) Mo
- Tpn FTP Name

Tpn FTP Password
TPH Image Dir

o4

If you are a TPN User, make sure the Use TPN tick box is ticked.
Enter the Local depot number

Enter the Country Code — e.g. 044 for UK, 0353 for Ireland

If required, enter the default pallet quantities and weights.

If required, select the Pallet Types and Remarks you wish to allow for use by
clicking either Yes or No.

Click to select the Default Del (Delivery) Service.

Click to select the Default Coll (Collection) Service.

Enter your default Trunk, Label Copies and Local Pricing Zone.

If required, tick the Labels without date in barcode tick box.

If you are using Loadmaster like an Implant, you will need to create an account

called LOAD on the Depot System. Click on the Cont Tab to Select Implant
Used and FTP as the Transfer Method.

Click to select the created TPN Hub Account (This is the created account for
delivering/collecting on behalf of TPN.)

Enter your TPN Filename — (When the Day End file is created by selecting
Actions/Networks/TPN Legacy System/Day End, the file will be created with the
name entered in this box.)
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Enter your TPN email address

Enter your TPN FTP username and password

Click to select your TPN Image directory — (Usually where your TPN data is held

i.e. C:\tpndata)

If you see this button next to a box, it is for clearing the specific box quickly.

Click Save to finish.

The Misc Tab should be left until the end of this chapter as some of the details

required haven’t been set up yet.

Local Parameters

These settings are specific to your own local computer. Work through the tabs and

enter the information as illustrated below:

4@ Local Parameters

Manifest Printer CutePDF Writer <

EX3

Email settings | FTP settings Scanner Accounts Filters | TPN

Email address

Email server

Email username

Email password @i

Communication timeout |0 E— Enter numbG_r of .
Communication timeouts
Local directories

Images directory
Export directory
Import directory
Mobile directory

[[] use skyps €= Tick Box if using Skype

Vista & Win 7 Mapped Drive |GQ: Get Drive

Vista & Win 7 Mapped URL  |\WMERCURY"\Public Get URL

— !E—Select Printers
Label Printer CutePDF Writer <= E' Close £3

Email settings tab:

Click to paste the

same settings you
entered in Global
Parameters.

Or

If different, enter the
emails settings.

Click the
magnifying glass
to select the Local
directories.

If you have Windows Vista or 7, you can find out your Mapped Drive and Address

by clicking Get Drive and Get URL.
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Select the FTP settings tab

Email settings| FTF settings | Scanner | Accounts Filters TPH |
Click to paste the

P transfer type | same settings you

@ Binary entered in Global
) ASCI

FTP password Parameters.

o FTP passive
po Or

FTP export directory
FTP import directory If different, enter the

FTP settings.

FTP server

FTP usernams

Tick Passive if the ftp transfers need to be passive. (Recommended)
Select your FTP Transfer type

Select the Scanner tab

| Email settingsl FTP settings | Scanner | Accounts | Filters | TPM

Twain interface Twain scan type @—

© Yes ) Defaut
@ Mo @) RGB
@ Greyscale
[ Skip Twain () Black and white

Click @ to paste the same settings you entered in Global Parameters.

Select the Accounts tab

| Email sel.h'ngsl FTP settings | Scanner | Accounts Filters | TPH |

Sage directory ‘

Click to select the Sage directory.

This is the directory to store the transaction file for Sage when the invoice
summary is performed.

Select the Filters tab

|Ema11 selh'ngsl FTP settings | Scanner | Accounts Filters TRM

==

This option is for resetting filters.
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Select the TPN tab

| Email setting:-l FTP settings | Scanner Accounts Filters TFH
Tpn Live SOAP Server .
TPH Live Username ® TPN UK Enter your TPN Live
PN Li j Username and
ive Password ) TPN IRELAMD
) Password.

{7y TPM TEST SITE

TFHN Data Directory
TPN POD Directory

Select your TPN Live SOAP Server
Select your TPN Data Directory — NOT CURRENTLY FUNCTIONAL

Select your TPN POD Directory, this will read in the TPN POD details.

Click Save to finish.
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Tractor Units

o o)

4@ Browse Tractor Units

ﬁ
B
o]
5 [

Tractor unit Q, Description Onhold ¢+

LJ

Mew
Modify |
Delete ==

Print =

Close 3

Click New to add a new record or Modify to alter the highlighted record.

& Create/Amend Tractor Unit (3]
Tractor unit | TEST ok &
Description E

[] On hold

Enter the Tractor Unit’s ID and Description.

Tick the On Hold tick box if this tractor is not currently in use.

Click OK

Trailer Units

P

@ Browse Trailers

Trailer number a, Description On hold
TEST TEST M

&«

Mew g
Modify |

v o
I
(&)
=2
&l

Print o=

Close B3

¥
]
o
I

Click New to add a new record or Modify to alter the highlighted record.
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X
ok &

Ja Create/Amend Trailer

Trailer number TEST

Pallet capacity 0

Description

Weight limit Kg 0
Test Date

[] On hold

Enter the Trailer’s Number and Description
Enter the Pallet Capacity and Weight Limit (Kg)
Enter the Test Date (MOT Date) for the Trailer

Tick the On Hold tick box if this tractor is not currently in use.

Click OK

Collectors/Deliverers

Delivery and collection agents are linked to the gazetteer.

i

& Browse vehicles/contractors

a,

Insurance Skype
[l
]

Wt Limit Road tax Test
17,000 30/11/2010 15/04/2010 16/11/2010
44,000 30/11/2010 |15/06/2010 16/11/2010

ID
ALEC
CHRIS

Description EEI

i -

—

4

Modify |

MNew

Delete ==

Close 3%

@

1

Skype

Click New to add a new record or Modify to alter the highlighted record.
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& Vehicle/Contractor @

Basic | Costs (8] 4 o
ID ALEC [T mot in house

Description

Name

Address 1

Address 2

Address 3

Address 4

Postcode/zip

Weight limit 44,000

Road tax due Tacho Calibration
MOT test due |15/09/2010
Insurance due (161172010

Tacho Inspection

Email

Skype name

Mobile number | 04407 Unit 1D
Mate: Thiz must be in full International format 004 4xeexs et

Tractor unit  |TEST Tailift facility

Trailer number TEST Pallet capacity |26

Enter the Collector/Deliverer ID and Description
Enter the Collector/Deliverer’s Details
Enter the vehicle’s weight limit

If applicable, enter the due dates for the following options:

Road Tax Due
MOT Test Due
Insurance Due
Tacho Calibration
Tacho Inspection

If the vehicle has a Tail Lift Facility, tick the tick box
Enter the Vehicle’s Pallet Capacity

If applicable, select the Tractor Unit and Trailer Number by clicking on the

Magnifying glass.

Not In House — indicates whether this agent belongs to the main depot or they are
working for someone else.

Tick the Not In House tick box if required.
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Select the Costs Tab

When a driver is not in house you need to set up payment rates for them. There are
Generic charges for delivery and collection or a fixed daily cost. Alternatively agents
can be paid according to items and weight of the goods they are delivering or

collecting
& Vehicle/Contractor @
Basic | Costs Ok o
ID ALEC [T] Mot in house

Generic charges
Colection chg 0.00

Delivery chg 0.00 Daily cost

Recosting values

D Omit from reprice

0.00| and palet 0.00) per palet upto

0.00| First type 2 0.00| per item upto

0.00| First type 3 0.00) per item upto

0.00| First type 4 0.00| per item upto
Min charge 0.00

0.00| [[] use daily costs

[~1Ri=]

[=HRN~]

pallet then
items then
items then

items then

0.0
0.0
0,00
0.0

Enter the vehicle’s costs

If required, Tick Use daily costs tick box and enter the Daily Cost in the box.

If required, Tick Omit from reprice tick box if you wish to skip the recalculation.

Click OK to Finish
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Diary Events

To view events for a specific vehicle, click to select an ID
Or
Leave blank to view all events

Click the Display button

Ja Vehicle events

No filter applied

Vehicle a, Date Q, Event Undv T Mew j
ALEC 12/10/2010  Test .

Modify -]
Delete ==

Print o=

IIIIIﬁ
2]
=
=)

Close 32

Click New to add a new record or Modify to alter the highlighted record.

Ja Vehicle events @
ID =] ok &

Event

D makes vehicle unavailable

Select a Vehicle ID
Enter the Date of Event and Description

Tick the makes vehicle unavailable tick box if this vehicle is unavailable on this
date.

Click OK to Finish

Add Costs for Our Vehicles

. Add vehicle cost i i
B — Click to select a vehicle ID
o
Date Enter date of cost
Details i
o Enter details of cost
Mileage |0
Cost  [0.00 Enter the mileage the vehicle has

done
Enter the cost value

Click Save to finish.
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Browse Our Vehicle Costs

Click to select a Vehicle ID

o =

4@ Browse costs

=]
o

Close B3

Click the View button to browse vehicle costs of the specific vehicle.

Ja Costs associated with ALEC [5]
Date a, Description NMileage Cost bE|
20/04/2010  Test 20 200.00 | »
Ll

Modify |
Delete ==

Print =

Close B3

To make any alterations, highlight the record and click Modify.

Filter Codes

If required, you can enter filter codes as an alternative filtering facility.
For example - filter consignments by country

Click New to add a new record or Modify to alter the highlighted record.

& Create/Amend Filter Type [Tz |

Filter Code ok &

Filter Description
Enter the Filter Code and Description

Click OK to Finish

Do not confuse Filter Codes with Zones. Filter Codes are for filtering
consignments to make it easier to view and find specifics ones you require.
Zones are for pricing areas.
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Gazetteer

Setup

To setup the gazetteer, Close Loadmaster
Download the following two files:

http://www.zipzap.eu/downloads/Shop/LoadmasterExtreme/Gazetteer.FIC
http://www.zipzap.eu/downloads/Shop/LoadmasterExtreme/Gazetteer.ndx

Save them to your Loadmaster data folder

Update Gazetteer

Open Loadmaster and browse the Gazetteer

<& Browse gazetteer x|
Placename 2 Postal code a, 1] 2 Zone Region Code %Surcharge kel

ABBERD: SMN11 8 1 . —

ABBERLEY WR6 & 1 New | |

ABBERTON WR10 2 1

ABBERTON Cos57 1

ABBESS RODING CM5 O 1

ABBEYCWMHIR LD1 & 1 =

ABBEYDALE GL4 4 1 =

ABBEYDALE 6L4 5 1

ABBEYDALE GL47 1

ABBEYDALE GL4 8 1

ABBEYDALE GL4 g 1

ABBEYDORE HRZ O 1

ABBEYDMORMEY KR 1

ABBEYFEALE LK 1

ABBEY GATE EX13 5 1

ABBEY GATE EX13 8 1

ABBEY HEY M18 8 1

ABBEYLANDS IM4 5 1

ABBEYLARA LF 1 -

To make any alterations, highlight the record and click Modify.

Ja Gazetteer IE
Placename ABBEYDALE ok &
o

Zone 1

Filter Code

Surcharge 0.00

Enter any changes

If required, you can allocate a Collector/Deliverer to a postcode by clicking on this
button next to ID.
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If required, you can allocate a Filter Code to a postcode by use this button next

to Filter Code.

If required, enter a Surcharge for the postcode

Click OK to finish

Change Zone on Postcode

d& Alter Gazetteer Zone [=2|
Primary Postcode Process 0

Sub Part [] Use this

Enter Postcode
Enter the Zone you want to allocate too
If required, enter the Sub Part

Tick the Use this tick box.

Click Process to finish

Alter Zone from One to Another

Ja& Change Gazetteer Zone [E3m]

From Zone Change 0

Enter the Zone you want to change in the From Zone box.

Enter the Zone you want to change too in the To Zone box.

Click Change to finish
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Change Entire Gazetteer to one zone

4@ 5et entire Gazetteer to Zone

This sets the ENTIRE GAZETTEER to a single pricing zone EROCESS 0

[T] iConfirm that this is what you want to do:

S%et all to Zone |1

X5

This will set the Gazetteer to one single pricing zone.

Enter Zone

Click Confirm that this is what you want to do

Click Process | Frocess 9 button to finish

Export Implant Gazetteer

Ja Export gazetteer

This exports the gazetteer in a format suitable
for customer implant systems.

5]

This exports the gazetteer in a format suitable for the customer Implant.

Click Export button to finish.
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Networks

There are eight networks:

APC
Business Post
City Link
Hazchem
Pallex

TPN Legacy
UK Pallets
UPS

O O O O O 0O O O

Currently only TPN Legacy is functioning, the rest are being worked on.
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TPN Legacy Network

To import all the information, select TPN Legacy and click on Get TPN Updates.

4 Obtain latest support files from the TPN hub by FTP 23]

This downloads the latest routing guide/services/invalid/ townlist fies Download o

from the main hub. These can involve large downloads and the process

may take up to 5 minutes. Please be patient during these transfers. The

hourglass symbol indicates that the transfers are in place and not that
the program has hung.

Note: You should not do this with other users updating records or you
may route incorrectly.

Downloading
Frogress

Depots
Gazetteer
Halidays
Invalid services
[ fervices
Townlist
Depot Charges

This will download the latest files from the TPN Hub by FTP.

NOTE: You should not do this with other users updating records or you may

route incorrectly.

NOTE: Do not tick Services unless you want to reset the Services up.

Click the Download button to begin

Once complete, you will be able to browse all the options in the TPN Network.

TPM Global Price Override r
TPM Individual Override r
TPN Gazetteer +
K TPM Invalid Services r
=¥ TPM Services k

& TPM Service & Surcharge XRef  »
=¥ SyncTPN Zones »

[ Get TPM Updates

ﬁ'- TPM Mext Mumber
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Browse TPN Gazetteer

P "

& Browse TPM Gazetteer [5]
Postcode 2, Covering Region Baycode bE|
AB10 092 09 C P
AB11 092 09 c I O
AR12 52 o9 C
AB13 a2 o2 C
AR14 a2 09 C
AB15 52 o9 C —
AB16 092 09 C =
AB21 092 09 C Close £
ARZZ a2 oG C
AB23 52 o9 C
AR24 a2 09 C
AB25 a2 o2 C
AB30D 092 09 C
AR31 092 09 C
AB3Z ez e C
AB33 a2 09 C
AR34 52 o9 C
AB35 052 e C
ARG a2 09 C
ABR3T 52 oG C
AB3E 092 09 C
AR39 a2 09 C
AR41 a2 oG C
AB47 52 o9 C
ARAT a2 09 C &

Click Modify to alter the highlighted record.

Ja Create/Amend TPN Gazetteer

B3
Identifier

Region

Baycode |C

Click OK to finish.
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Sync TPN Zones

& Synchonize TPM Gazetteer to Main Gazetteer [5]

This takes the zones from the TPN Gazetteer and sets your main SYME 0
gazetteer to the same zones.

[ Tick here to confirm this action

This takes the zones from the TPN Gazetteer and sets your main gazetteer to the
same zones.

Click Tick here to confirm this action

Click the SYNC Button to finish
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Browse TPN Invalid Services

& BrowseInvalid X
Postcode @, Code O, 0
4B10 AW [ -

AB10 AMTL || New
AB10 EBIT

AB10 EBKI

AB10 EEC

AB10 EECL

AB10 PM

AB10 PMTL

AB10 QPEU

AB10 SAT

AB10 SATL

AB10 SATT

AB10 <5

AB10 SSTL

AB10 TIME

AB10 TMTL

AB11 AM

AB11 AMTL

AB11 EBIT

AB11 EBKI

AB11 EEC

AB11 EECL

AB11 PM

. PMTL
R N
M‘"'-QEEU/‘ e

Click Modify to alter the highlighted record.

i il

& View TPN Invalid

-
o

Click OK to finish.
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Browse TPN Services

& Browse Tpn Services
Code 3, Description Type
AM AM Delivery 1
AMTL  AM Tail Lift 1
BKIM Book in by delivery 3
BKIT book in tailift 3
BKSL Booked Sot - Pre de 1
BSTL booked slot tail lif 1
DDA Dedicated Day AM Z
DDAT  Dedicated Day AMT/L (2
DoAY  Dedicated Day 2
DDBS  Dedicated Day Booked 2
DDBT |Dedicated Day Booked |2
DODPW  Dedicated Day PM 2
DOPT  Dedicated Day PMT/L |2
DODTL  Dedicated Day TalL |2
DOTM | Dedicated Day Timed |2
DDTT | Dedicated Day Timed |2
EBIT extended book tail | 3
EEKI extended book inby |3
EC Economy 3
ECCO |economy colection 3
ECCT |economy collectiont |3
ECTL Economy Tail lift 3
EEC extended economy 3
EECL |extended economy tai |3
MTE Empty chep palet 3

m

Modify

Close

= =
) &
[31]
=
E&IIJI[ZD@@

Click Modify to alter the highlighted record.

o

Code

Type

@ View TPM Services

A

Description

1

==
ok @

-

Click OK to finish.
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Set TPN Next Number

@& 5Set next number

Mext number 20025514 Ok

Enter the next number and Click OK to finish.

TPN Service & Surcharge XRef

Ol

TPM Cross Reference (3]
TPN Code @, AddSurcharge O, T M
EBKI -
ECCT
ECTL ECTL =
EECL
MTB
ND
NDTL NDTL E
PM PM
PMTL PMTL
QPEU M
SAT GAT
SATL SATL -

Click Modify to alter the highlighted record.

-

Create/Amend TPM Xref

(=]
Add Surcharge B

Add a Surcharge to a TPN Service by clicking on the following button. |_|

Click Save to finish.
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TPN Global Price Override

4 TPM Generic Price Override @,
TPNCS:;WE @, FromZone 9, ToZone Q, Quarter Half Full Half 0/5 Oversize T Hew D
+ [ Moaity Bl
Delete
=

Click on New to add a new record or Modify to alter the highlighted record.

Ja CreatefAmend TPM Price Override (=3
TPN Service Code B swve @
From Zone 1 To Zone n

[] Use Quarter Pallets [] Use Half Pallets [] Use Full Pallets
Quarter Charge * 0.00| Half Charge * 0.00| Ful Charge * 0.00
Charge per palet 0.00| Charge per palet 0.00| Charge per pallet 0.00
Upto items L] Upto items L] Upto items ]
Then charge 0.00| Then charge 0.00| Then charge 0.00
[] Owverride Quarter upto [] override Half upto [] override Full upto
[] Use Half Oversize Palets [[] Use Oversize Palets
H/O/5 Charge * 0.00| O/SCharge* 0.00
Charge per pallet 0.00| Charge per palst 0.00
Upto items L] Upto items L]
Then charge 0.00| Then charge Q.00
[7] Override H/O/5 upto [] override O/5 upto

The charges marked * are normally set to zero unless you wish to add this to the total consignment

To replicate the charges from one zone to another pick an existing rate and put a value in this To Zone box To Zone Clone 4
then hit CLONE

To replicate the charges from one service to another pick an existing rate and put a value in this Service Service B Clone +4
bax then hit CLONE

Select a TPN Service Code, by clicking on the following button. |_|
Enter the From Zone and to Zone

Tick the Use Pallet type tick boxes you require
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If you tick the Override Upto tick boxes, all pallets will be charged the amount in
the Then Charge box when the number of items exceed the amount in the Upto
Items box.

Click Save to finish.

To replicate the charges from one zone to another, pick an existing rate and put a
value in the To Zone box located at the bottom of this screen.

Click the button Clone which is located next to the box.

To replicate the charges from one service to another, pick an existing rate and put a
value in the Service box located at the bottom of this screen.

Select a Service, by clicking on the following button.

Click the button Clone which is located next to the box.

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 47 of 225



TPN Individual Override

& Browse TPN Unique Overrides

Es

Use Half Use
TPN Servi F 0 t Uise Half Use Ful E
Account 9y, cﬂ;:cec% qu;r: %, To Zone 3, Sepguf‘; = :aellels Pﬁeb Oversize Oversize T
Palets  Palets Madify ]

=)

Click on New to add a new record or Modify to alter the highlighted record.

4 TPM Unique Override

(=)

Account Ref TPN Service Code

&

To Zone

=]

Frem Zone 1 1

[[] Use Quarter Pallets [] Use Half Pallets [T Use Full Palists

[] Override Quarter upto

[T] Use Half Oversize Palets

Quarter Charge * 0.00) Half Charge * 0.00 Ful Charge * 0.00
Charge per palet 0.00/ Charge per palet 0.00  Charge per palet 0.00
Upto items o Upto items 0 Upto items 0

Then charge 0.00) Then charge 0.00  Then charge 0.00

[] Override Half upto [] Override Full upto

[] Use Oversize Palets

H/0/5 Charge * 0.00 Oversize Charge * 0.00
Charge per palet 0.00 Charge per palst 0.00
Upto items 0 Upto items 0

Then charge 0.00 Then charge 0.00

[[] Override H/O/S upto [[] Override 045 upto

The charges marked * are normaly set to zero unless you wish to add this to the entire consignment

To replicate the charges from one zone to another pick an existing rate and put a value in this To Zone box
then hit CLONE

To replicate the charges from one service to another pick an existing rate and put a value in this Service
box then hit CLONE

To Zone Clone +4+
Service E Clone +4

Select an Account Ref, click on the following button. |_|

Select a TPN Service Code, click on the following button. |_|
Enter the From Zone and to Zone

Tick the Use Pallet type tick boxes you require
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If you tick the Override Upto tick boxes, all pallets will be charged the amount in
the Then Charge box when the number of items exceed the amount in the Upto
Items box.

Click Save to finish.

To replicate the charges from one zone to another, pick an existing rate and put a
value in the To Zone box located at the bottom of this screen.

Click the button Clone which is located next to the box.

To replicate the charges from one service to another, pick an existing rate and put a
value in the Service box located at the bottom of this screen.

Select a Service, by clicking on the following button.

Click the button Clone which is located next to the box.
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Freight Types

Ja Browse FreightTypes @
Freight description ‘@, T m
= B [glalof
DATABAG New | |
MTPS Modify I
OVERNIGHT
i
SAMEDAY

Click New to add a new record or Modify to alter the highlighted record

s Create/Amend FreightTypes

Freight Description |SAMEDAY

Cancel (&)

|:| Completely override standard pricing with below
HOTE: Wil be added otherwise

s

Zone 1 & SAVE

Upto this many items |0

Charge 0.00

Then charge 0.00 Per Item
Additional weight charge (if required)

Up to this weight 0

Charge 0,00
Then charge 0.00
Replicate TO Zone REPLICATE

Replicate FROM Zone REPLICATE

Replicate to ALL REPLICATE

Enter the Freight Description

If Required, Tick the Completely override standard pricing tick box, if you wish to

override the charges in the chosen Zone(s).

Make sure after entering the charges for a Zone, you click the Save
button next to the Zone box before doing anything else.
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Use the arrow (= buttons to navigate between Zones.

You can replicate the charges to and from Zones or replicate to all Zones by

clicking on the appropriate Replicate button.
Click Save to finish.

Holidays

Enter here holiday dates and you will be warned if a job is attempted on this day.

& Browse Holidays

Date o, Description
25/12/2008  Christmas Day

» o E
=
&
B
S

3
:
,

Modify ]

Delete ==

Print =

Close E3

Click New to add a new record or Modify to alter the highlighted record

4 Holidays =

Date 25/12/2008 ok @

Description |[Christmas Day
Click OK to finish.

-
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Shippers

Browse Shippers

& Browse Shippers

Hame Q, Town Postcode T
ISLE OF WIGHT FERRY N
P&O

Click New to add a new record or Modify to alter the highlighted record

& Create/Amend Shipper

Validate

Cancel {3

Name |ISLE OF WIGHT FERRY

Mdress1|

Mdres.s3|

|
|
Address ?_| |
|
|

Email |

Contact | |

Enter the Name and Details of the Shipper

Click Validate to finish
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Shipping Routes

Ja Shipper Routes ==
Name D, From To Details Time kel
P&EO LARME CAIRMRYAN ARTIC 04:15 =
=
P&O LARME CAIRNRYAN ARTC 07:30
P&O LIMCOLH LUTOHN ARTIC 14:00 Modify t}l
P&EO LINCOLN LUTONM ARTIC 12:00
ISLE OF WIGHT FER SOUTHAMPTON SHAMKLIN ARTIC 16:00
=

Click New to add a new record or Modify to alter the highlighted record

& Create/Amend Shipper Routes E = @
Shipper ID 1 y ok &
Name F&o
From
To CAIRNRYAM
Time 0d:15:_

Details ARTIC
Cost 130,00
Surcharge 0.00

Click to select a Shipper ID
Enter From and To Locations
Enter the Time and Details

Enter the Cost and if required a Surcharge.

Click OK to finish.
(Click Copy to copy the From/To/Time/Details)
(Click Paste to paste the From/To/Time/Details)

Booked Shippers

The last option is where you can browse all the booked shipping’s.
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Tracking Numbers

@ Next Tracking Number @
Mext Tracking Number |4272 Save o

Enter the Next Tracking Number
Click Save to finish
Status Codes

Status codes are used during track and trace of consignments. They indicate what
happened to the freight at a particular time.

i -]

& Status messages

status code a, iE|
COLLECTED | a
DELIVERED Mew

| -
ON HOLD Mo ke, El“]
WAITING

Delete ==

Print =

=)

B

]
u@@

Close E3

Click New to add a new record or Modify to alter the highlighted record

4@ Status code @
Status code OK l&

click ok |- @] g finisn.

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 54 of 225



VAT Codes

Multiple VAT Codes can be used within the program. These should be setup here.

I

Ja Browse VAT codes

Code Q, Description Rate
T0 Zero rated 0.000000 |
T Standard 17.500000

B

-

Modify 1

ﬁ
Co
=
=)

Delete ==
Print =

Close £3

Click New to add a new record or Modify to alter the highlighted record

& VAT codes (=5
Code TO Ok 0
Description
Rate 0. 000000

Enter a Code
Enter Description of VAT Code

Enter Rate of VAT Code

Click OK to finish.
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Default Prices

Browse

Here you can setup your Pricing Zones:

Zone |1

Description

Base

Description

Base

Description

Base

Description

Base

Base

@ Change default pricing

Parcel

Test1

Test2

Test3

Weight charge

1.0000| then charge

0,000 then charge

0,000 then charge

0.0000| then charge

0.0000| then charge

12,0000

0.000:0

0.000:0

00000

00000

per item up to

per item up to

per item up to

per item up to

per kilo up to

5 items then

0 items then

0 items then

0 items then

0| kilos then

[

10.0000| ey jtem

00000 per item
0.0000 per item

0.0000| PEr item

0.0000| per kio

You have access up to 100 pricing zones.

You may have already set up some Zones in Global Parameters, if so they will
show on this screen.

Use this button to change Zones

o

T

nmna”

If you have made any changes to a Zone, Click the Save Button

before changing to another Zone.
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Surcharges

i "

& Surcharges @
Code 9, Description |
S AM Delivery -
AMTL  AM Taillift
BKSL Booked Slot Pre Defi
BSTL Booked Siot Tailift
CDAM, Dedicated Day AM
DDAT  Dedicated Day AMTL =
CDES Dedicatced Day BSS =
DDBT  Ddeicated Day B/S/TL

COPM Dedicated Day PM
CDOPT Dedicated Day PM T/L
DOTM Dedicated Day Timed
DoTT Dedicated D Time T/L

P PM Delivery
PMTL P Taillift

SAT Saturday

SATL Saturday TSL
SATT taturday Timed

STTL Saturday Timed T/L
TIME Timed Delivery
TMTL Timed Taillift

Click New to add a new record or Modify to alter the highlighted record

o "

& Create/Amend Surcharges ==
surcharge code m 0K 0
Surcharge description |AM Delivery
Add basic &.00
Add per item 0.00

Enter a Surcharge Code
Enter a Surcharge Description
Enter Basic Cost

Enter Per Item Amount, if required

Click OK to finish.
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Accounts
Browse
Customer accounts are held within this section.

Accounts can be imported, go to page 190

o "

s Browse Accounts ==
Accref i, Name o, Postcode Stop Skype gEl

01/03/20 Marthil . [CRE -~

28BLACKL 28 Black Ltd miotz ([ | B |
AMFLOORI  4m Flooring Ltd cwizvo |0 |
ARD AZD Freight Ltd : | F

ARG Acheson & Glover BT456EW | [ | [
A.B.O1 A.B. Equipment BTS 4R (RN : —
AJ.H.01 A.LH. Transport BT7A17EF | [ | [0

AZB1 A2B Global Transport Services NE349PE | [] | [T]
AMMCGUCK  AA McGuckian Ltd B F

ABBEY Abbey Farm Equipment . R

ABRASIVE Mackenzie Coating and Finishin k14400 | O] | [

ACCA ACC Manufacturing LLie4HH | O] | [0

ACCDISTR | ACC Distribution DESS 4Q6 | [] | [7]

ACEINTER Ace International Trading cF140wWT ([0 | [

ACELIVES Ace Livestock . B [

ACH Acheson & Glover Precast Ltd BT456EW | [ | O

AL Acier Building Components Ltd SR

ACOCH Mr. Man Cochrane . [ [

ACS ACS Control Systems BT23SvT ([0 [ |- &

Click New to add a new record or Modify to alter the highlighted record

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 58 of 225



Ja Accounts

General | Billing |Charge-5| Hotes | Custnm|

Account Ref

Account name
Address 1
Address 2
Address 3
CITY

County

Postcode
Country
Phone

Fax

Ot of hours
Email
Contact
Skype name

Usual collector

ARG

58 Ballyronan Road

D Learn addresses

|:| Skip on runsheet

O k
Magherafelt |:| n paperwaor

Co. Londonderry

BT45 6EW | check ][ PAF 3

(23 85568441

0870 165 5511

Close E3

Enter the Account Ref, Name and Contact Details

Click to select a Usual Collector, if required

Tick the relevant tick boxes if required:

Learn addresses - if selected, the program will learn addresses that are inputted
under this account.

Skip on runsheet — the program will skip this account when creating a runsheet

Own Paperwork — Customer’s Own Paperwork

If you see this button next to a box, it is for clearing the specific box quickly.

Select the Billing Tab
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Billing

Here you enter all the accounting details such as the billing address.

4@ Accounts

General | Billing |Charge_=.| Motes |Custum|

EBD Sales Ref
Billing name Acheson & Glover =

Billing address 1|Ballyronan Road

Billing address 2

Billing address 3

Town

Billing County

Billing Postcode
Billing Country

Billing phone 0870 165 BB12

Billing fax

Billing email

Biling contact |0807 165 5512 [] Work in Secondary Currency
Nominal code |:| Display both Currencies

VAT code m [] Do not invoice

Vat number [] Invoice without POD

Fusl surcharge % | 0,00 [] Mo VAT on surcharges Credit limit |0.00

Account Ref | ARGO1 [] on stop NAD Account [T no export

Close  E3

Click Replicate to pull the same address details from the General Tab

Enter a Nominal Code - (Transactions are assigned codes, so that you can track
areas of spending, for example 4000 is the Nominal Code for General Sales)

Click to select a VAT Code
Enter the company’s VAT Number

Enter the Fuel Surcharge Percentage, if required

If you do not charge VAT on Surcharges, Tick the No VAT on surcharges tick box.

Enter a NAD account & EBO Sales Ref if applicable

Credit Limit - The maximum amount a company will allow its customers to owe at

any one time.
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http://www.investorwords.com/205/amount.html

Tick the relevant tick boxes if required:

Work in Secondary Currency — the selected account will calculate pricing in the
chosen secondary currency

Display both Currencies — the selected account will display both currencies on the
invoice

Do not invoice — the selected account will be skipped when creating your invoices

Invoice without POD - the selected account will be invoiced for consignments with
or without a POD.

On Stop - this option makes the account inactive
No Export — Stops the account from exporting into the SAP File.

Select the Charges Tab

Enter here any price overrides specific to this customer.

Ja Accounts @

Charges | Motes | Custom Save 0
Close  £3
Account Ref  |ARGO1 Zone 1 |5 Replicate [

Type 1 or TPN Quarter Palets

Base A0 then charge 0.00| per item up to 0/ items then 0.00 per item

Type Z or TPN Half Palets

Base 0.00|then charge 0.00| per item up to 0/ items then 0.00| per item

Type 3 aor TPN Ful Palsts

Base 0.00/then charge 0.00| per item up to 0/ items then 0.00| per item

Type 4 or TPN Half 05 Pallets

Base 0.00| then charge 0.00| per item up to 0| items then 0.00 per item

Weight or TPN Ful O5 Pallets

Base 0.00|then charge 0.00( per item up to 0 items then 0.00 Per

Minimum charge (if applicable) 0.00
Remember to SAVE your changes before leaving this page or they will be discarded
Example:

Base 10 then charge 5 per itemup to 3 items then 4 per item.
1item =15 2items =20 3 items = 25 4 items = 29

Remember it must be done for each individual zone that this customer is likely
to send to.
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Click Replicate to use the default tariff rates for the Zones.

Enter any changes to the individual zones

Click Save next to Replicate before leaving this page or all changes will
be discarded.

Select the Notes Tab
Notes

Enter any specific notes for this customer.

Ja Accounts

[

| General | Billing | Char\ges| Motes | Custom |

Account Ref  |ARGO1

Notes -

Select the Custom Tab

Enter any remarks for this account, which are automatically used during
consignment entry.

@& Accounts

| Generall Billing |Char\ge5| Notes | Custom |

Account Ref  |ABERD

Collection remarks 1
Colection remarks 2
Collection remarks 3

Collection remarks 4

Delivery remarks 1
Delivery remarks 2
Delivery remarks 3
Delivery remarks 4

Web Access Username For Future
Web Access Password DeveIODment

Click Save to finish
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Alternative Addresses

Some customers may have regular deliveries to certain addresses. You can set
these addresses up here so they can be called upon during consignment entry.

There are two options in this section:
All — this option displays the full list of alternative addresses

Filtered — this options filters the browse list for the selected account

< Filter Alt Address by Account ==

Click the Filter L= @ ptton

Click to select an Account

@ Browse alternative addresses

Accref a, Postcode a, Name ey Address
EIIPDCH LM& 5UB ZIPZAP COMPUTERS 15 Old Chapel Road

Click New to add a new record or Modify to alter the highlighted record

You must link this to an account by account ref.
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Ja Alternative address
Account Ref ZIPO01
Name ZIPZAP COMPUTERS

Address 1 15 Old Chapel Road
Address 2 [Skellingthorps
Address 3

CITY LINCOLHN

County

Postcode  |LN6 5UB v |\,ren-f

|

PAF %,

Country
Phone
Contact

|:| Specific collection address

Click to select an Account Ref — This links the account to the alternative

address

Enter the Name and Contacts Details

Tick Specific Collection Address if required

Click OK to finish.
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Unique Freight Type Charges

Here you can assign Freight Type Charges to an Account Ref.

& Browse Customer Freight Types =

Account Ref @,  Freight description &, @ New | )
ADTO SAMEDAY [«]
Modify |-

Delete =

Close £3

Click New to add a new record or Modify to alter the highlighted record

& Create/Amend Account Freight Type @
Account Ref ADTO save @
Freight description |SAMEDAY

|:| Completely override standard pricing with below

NOTE: Wil be added otherwise

Zone 1 & SAVE

Upto this many items |0

Charge 0.00

Then charge 0.00| Per ltem
Additional weight charge (if required)

Up to this weight 0

Charge 0.00
Then charge 0,00 Per Kilo
Replicate TO Zone REPLICATE

Replicate FROM Zone REPLICATE

Replicate to ALL REPLICATE

Click to select an Account Ref

Click to select a Freight Description

If Required, Tick the Completely override standard pricing tick box, if you wish to
override the charges in the chosen Zone(s).

Make sure after entering the charges for a Zone, you click the Save SAVE

button next to the Zone box before doing anything else.
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Use the arrow (= buttons to navigate between Zones.

You can replicate the charges to and from Zones or replicate to all Zones by

clicking on the appropriate Replicate button.
Click Save to finish.

Unique Surcharges

This option is for allocating certain surcharges to one particular account.

& Unigque Surcharges (=,

Surcharge code 2, Account Ref 3, Surcharge description i, T Mew D
AN CCL AM Delivery {
AMTL ccL AM Taillift i w
BKSL CCL Booked Slot Pre Defi
BSTL CCL Booked Slot Taillift
COAM CCL Dedicated Day AM ; Y
DOAT CCL Dedicated Day AMTL

Close 3

COES CCL Dedicatced Day BFS
DOET CCL Ddeicated Day BS5/TL
DOPM CCL Dedicated Day PM
W————-. LCL Dedicated Day PM T/ —~

Click on New to add a new record or Modify to alter the highlighted record.

[ESs]

4& Customer Unigque Surcharges

Account Ref

T
T

Surcharge description |ﬁ-.l'-'. Delivery |

Surcharge code

Add basic | 5.m|

Add per item | ﬂ.m|

Select the Account Ref and Surcharge Code by using the following button. m

Enter Basic Cost

Enter Per Item Amount, if required

Click Save to finish.
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Unique Postcode Charges

This option is for allocating certain surcharges to one particular postcode.

Ja Unique Gazetteer LY

Postalcode @, Account Ref 9, Surcharge O,
A
| Modity Ll

Click on New to add a new record or Modify to alter the highlighted record.

@ Unigque Gazetteer @
Save @

teose €057 |[a]
Account Ref A&GOM m m

Surcharge 0,00

Select the Postal Code and the Account Ref by using the following button. m

Enter the Surcharge amount

Click Save to finish.

Export to Palm

sa Export addresses to Palm

Select Account

ggg'
2:3%'3 @

Selected

This option is for exporting the addresses to a palm handheld.
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Global Parameters — Misc Tab

Once all the above sections are complete, go back to Setup, Global Parameter.
Select the Misc Tab

You will now be able to set some defaults to make consignment entry easier and
quicker.

Ja Parameters @
|General| Misc | Comms | Scan | PAF | Type 1 | Type 2 | Type 3 | Type 4 | Type 5 | Le-ggingl lcons | TPN | Save o
Adhec Account ARD Default collector  |FRED F
Default Vat code T PI
Default fuel surcharge 0.00

Default Nominal Code 4000

Hext invoice number [[] Do not invoice zero cost consignments
Invoice message -
2nd currency exch 0.89206 Recalculate exchange rate other way |1.121000 i|||T‘

Invoice ltem descr plt

Primary currency symbal  |£ Secondary currency symbol (€ Bespoke Invoice Type |1
|:| Skip times on consignment entry |:| lUse Ad Labels sage Style
[C] skip times on multidrop [C] Aternative job screen Sage Pre Printed At Invoice Text |0
] ilell See':_“ffl sshect [] Surcharges per item [C] omit our address 0 - Standard
[C] Aernative loadshee Alow multiple Muti drops Add items to invoice 1 - With Freight Type
Statement message -

If Applicable, Click to select an Adhoc Account, Default Collector and a
Default VAT Code

If required, enter a Default Fuel Surcharge and a Default Nominal Code
Enter the Next Invoice Number
If required, tick Do Not Invoice Zero Cost Consignments tick box

The Invoice and Statement messages appear on the bottom of the respective
reports as required.

To Include the Number of Items on Invoices, tick the Add items to invoice tick
box. This will add an extra column onto the Invoices as shown in the examples on
the next pages.

To Print a Custom Invoice, do not tick the Sage Style tick box.
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Example Custom Invoice below:

Invoice

mvolcs no 31209

Page 1 o1

Date - 280472011

E-.-'AT Regkled

BURN

e Job Customers raf Vat Dwascripion ems Charge
132011 |Tass T 1 150.00
26/04/2011  |@09z T 1 4500
hoet 19500
VAT 3000
£ Gnoss ZI400

If Omit our address is ticked, the address in the red box is not printed (Only the

customer’s address is printed). (NOT CURRENTLY FUNCTIONAL)
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If Sage Style is ticked, then the invoice will look like the one below, instead of the
one on the previous page.

Invoice

Number: 31209

Date: 28/04/2011

Acocount: BURN

Fage 1 of 1

Date COur Ref Description Items Y our Ref Vat MNet Price

1304411 TRRE ' d 1 Ti 150,00

2600441 8092 . = 1 Ti 45.00

MNet : 185.00

VAT : 28.00

£ Gross : 234.00

(vaT Registered 1

If Omit our address is ticked, the address in the red box is not printed (Only the
customer’s address is printed). (NOT CURRENTLY FUNCTIONAL)
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If Sage Pre Printed and Sage Style are ticked, the Invoice will look the same as the
Sage Style Invoice but there will be some missing parts as they will already be pre-
printed on you Sage Style paper.

Invoice
31209
28/04/2011
BURN
Page 1 of 1
Date Cur Ref Description Items Your Ref Vat Net Price
12/04/11 7855 : R - 1 T 12000
26/04/11 8092 P SV . 1 T 4500
Net : 195.00
VAT : 39.00
£ Gross : 23400
VAT Registered
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Enter the Alt Invoice Text value required:

0 = Standard
1 = With Freight types

Leave the Bespoke Invoice Type as the default, unless upon Request for
Individual Customers with a Unique Invoice Type - Enter the Bespoke Invoice
Type number in the box.

Tick the relevant tick boxes if required:

Skip times of consignment entry

Skip times of multi drop

Set Seek off (Switches off the postcode warning)

Alternative Loadsheet

Use A4 Labels

Alternative job screen

Surcharges per item

Allow Multiple Multi drops

Click Save to finish.
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Chapter Three — Actions Menu

The Actions menu relates to tasks performed within the program.

« Actions |5 Reports
| Alljobs :
L |
E Collections k

I.Il Deliveries k

? Hazchem »

=" Image Scan and Storage #

H¥ Implants 3

,1 Runs *

ﬂ- Messages b

R Email b

'#f' Send Text »

j Find Telephone k

i Sales b

B3 Invoicing »

\J‘-‘ Metworks »

The last option networks will be greyed out if you are not a TPN user.
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All Jobs

Traffic Diary

@ Trffic Diary including legging for Tuesday 07/06/2011

Tag Jobho®  TPN & Stage % Acclo &, Name @, Custref % Coldate O, Tracking % ImpantiD®, QIY  Type %  FromTown  ColPcde®, Dedate & ToTown @, DetPede &,

Main Fitters

Stage Filters

‘ i
{UNALLOCATED) (mLLB:rED)( SHIPPED ]-[ POD J INVOICED IREFRESH DFF”NDRMAL DRD“ Multi ‘ Label 5 { Note + ‘ s
Fiters ‘SMpperRuulel Driver | Tractor | Traier | Ghost | sort. ‘ I UNTAG H ALT ORDER HP‘CK DAY '?H Tagged 53“ Note X J g

Tag Notes
Add to fiter B Add stage to filter 1 START E|
G5

Remore fromfitr Elm]  rerorestope oo nsrar

No filter [ ] No filter [ |

This option is for viewing, filtering, amending all traffic.

The Columns on the screen can be moved by clicking on the column title and
dragged to where you want the column positioned.

The Columns can be resized, place your cursor on the column line, hold down left
click and drag to the size you want.

M=ol ALLOCATED [mLLB:TE[:-][ SHIPPED ]- INVOICED

This menu tells the user what stage the jobs are currently at. For example if a job
has been Delivered, then the job will be highlighted Red.

Example Below:

Tag Job Mo 9 TP 9, Stage 9, Accho @, Hame. 9, Custref @, Coldate 9, Tracking @ ImplantID®, QTY  Type 9 From Town 9, Col Pcde %, Deldate 9 To Town 9, Del Pede 3 Shipper T
D 8039 20029630 START FEDER TMD FRICTION UK 11 772 6 MIXED HARTLEPOOL TS24 ORE. KILMARNOCK KA1 5DD -
(W i o oour lnceeosacin  Jesn e ssal 2l Lo lsuiieom  lowt icn a/osio11MLTONIENE oo

| sos7 20029645 START  [cCL AV'S WINES & BEERS LTD 1178435 (26/04/2011 7294 1 MIXED  GRAVESEND DA1Z 2PA [27/04/2011 |EROLGHTON ML12 6HQ

] soss 20029646 START  |[FULTO  SPENCE TRANSPORT 2670472011 7295 1 MIXED  EGHAM TWZ08RN (27/04/2011 | CUMBERNAULD ML12 65D
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There are seven tab menus at the bottom of the screen:

Click Filters Tab

Filters Shipper Route Driver | Tractor | Trailer Ghost Sort |
Add to filter [~ Add stage to filter 1 START E
Remove from filter |E| E Remove stage from filter |1 START EE

Main Filters

On this tab you can add and remove filters and stages. —

Click E to select a filter to add

Click to add the filter

Use the same process to add a stage.
Click E to select a filter to remove

Click B to remove the filter

Use the same process to remove a stage.

Click No filter [Ne fitter O to remove all filters
Mo fil Stage Filters
Click No filter to remove all stages 1 START

The Filters and Stages allocated will display on the side of the traffic
diary screen.

Click Shipper Route Tab

Filters Shipper Route | Driver | Tractor | Trailer Ghaost Sort | I UNTAG “ ALT ORDER J I PICK DAY /5]
Shi Date |08/06/2011
Choose Shipper Route E Fr;pn:)er ake
To
Details
Time
On this tab you can allocate shipping routes to consignments Tag .

Select the consignments by ticking the boxes in the tag column gl

o
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Click =] to select a Shipper Route

SR PRO E]
. . . . . . From LinCOLN
The details will display in the boxes like in the o Lo
example. Betats me
Thme 00
If required enter a delivery date
Click to allocate the Shipper Route
Click Driver Tab
| Filters |Sh1'pper Rnute| Driver | Tractor | Trailer Ghost. Sort | I UNTAG “ s HPICK Bk ZTJ
Driver [ALEC El Override Driver |:| Include START E
Rate 0.00 Override Tractor [ Include END
Override Trailer
Tag .

On this tab you can allocate a driver to a consignment

Select the consighments by ticking the boxes in the tag column

Click E to select a Driver

Enter a Rate

Click to allocate the Driver
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Click Tractor Tab

Filters Shipper Route Diriver Tractor Trailer | Ghost Sort

Tractor BNO& NXR =]

On this tab you can allocate a Tractor to a consignment Tag .

Select the consignments by ticking the boxes in the tag column EI

Click E to select a Tractor N

Click E to allocate the Tractor

Click Trailer Tab

| Filters | Shipper Route Driver | Tractor Trailer Ghost Sort

Trailer [WRM E‘

On this tab you can allocate a Trailer to a consignment Tag .
Select the consignments by ticking the boxes in the tag column EI
Click |~ to select a Trailer L
Click E to allocate the Trailer

Click Ghost Tab

| Filters | Shipper Route |  Driver Tractor Trailer Ghost Sort

host mod

Click ON Ghost Mode
then onto the Job
Mumber, Drop or Account
~ 0N concerned
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Click Sort Tab

Filters Shipper Route Diriver Tractor Trailer Ghost Sort

Sort Seguenc

........................

“ Status

On this tab choose what order you want the consignments to be in.
Select Standard for the default order

Select Status to sort consignments in the order of the status colour coded chart.
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The menu located next to the colour coded chart can do the following:

REFRESH OFF | [NORMAL ORD||  Multi || Label || Note+ prtse
| UNTAG || ALT ORDER || PICK DAY || Tagged || Note X L
Tag Notes
Tag Note ¥

Click Refresh On/Off to turn the Auto refresh screen on/off

Click to un-tick all consignments ticked in the tag column
Click w to sort consignments by Job Number

Click m to sort consignments by Collection Date

Click m to bring up the multi drop screen for easy entry of more drops for
the selected consignment.

s
Click [PI€PAY 57115 select a date you wish to view consignments on

Click M to print a label for the highlighted consignment

Click to print labels for consignments tagged in the tag column
Click to print a consignment note with drops for the highlighted

consignment

Click to print a consignment note or a drop for the highlighted

consignment

Click to print consignment notes with drops for consignments tagged
in the tag column

Click to print consignment notes or drops for consignments tagged in
the tag column

|
Click &= to take a screenshot of the traffic diary screen.
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The menu located top right of the traffic diary screen can do the following:

R0

0

View

Delete ==

Weelk

o

- Refresh

Close  £X

Mew TPH | ]

Prepared by and Copyright of ZiPZAP Computers Limited © 2012

Click New to create a new consignment

Click View to alter the highlighted consignment

Click Delete to delete the highlighted consignment

Click Day > to search forward through consignments
by Day

Click Today to view today’s consignments

Click Day < to search backward through consignments
by Day

Click Week >> to search forward through consignments
by Week

Click Week << to search backward through consignments
by Week

Click Refresh to manually refresh to traffic diary screen

Click Close to close the traffic dairy screen

Click New TPN to create a new TPN consignment

Page 80 of 225



Columns with this symbol q*' next to them are searchable. Click q“" and enter

the data you want to search for, example below:

Tag 2, TPN %, Stage  Acc No

W o oo

] 502 20022423 END ccL

e 503 20022424 END FEDER

& 504 20022425 END PFP
Click on the top of the scroll bar and you will get the following menu
Select columns... 3

Here you can export the table of consignments to a excel,

& word or a XML file
j] Copy row
wcop},nu You can select columns you want visible or invisible.
Bl

2E Export table to Excel...
W Export table to Word..,
[&] Export table to XML...
E— Print...

@ Charts...
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Enter New Consignment

& Add Job Es
Details | Via 1 | Via Z | Via 3 | Via 4 | Via 5 | MLll.idropl Drops | POD | Financia].s| Save 0
Account Ref |:|| @Cusl Ref Mo : IDi Replica Save =
Colected date Mon |19/07/2010 Today & Delivery date [Tue |20/07/2010 Today &

Collection time 11:30 || Now @ Delivery time[11:30 | Mow @ Save

Implant 1D @
Collect from @@]

End delivery to

Address 1 Address 1
Address 2 Address 2 Time now|11:30
Address 3 Address 3

Town Toun

Postcode/Zip Check . || PAF %, Postcade /Tip Check %, || PAF %

© jﬂ )

Country UNITED KINGDOM Country UNITED KINGDOM
Collection phone Delivery phone

Collection contact Delivery contact

Remarks 1 Delivery remarks 1

Remarks 2 Delivery remarks 2

Remarks 3 Delivery remarks 3

Remarks 4 Delivery remarks 4

Tractor unit Final Tractor

Trailer Final Trailer

Collection charge 0.00 I:‘ Mo reprice I:‘ Direct  Omit from runsheet

Driver [[] colected Detivering [ petv prisc
L-»‘

Detivery charge 0.00/&H] [] no reprice -:-a::t invoiced
pallet 0 Weight o Remarks on POD
E::::j g Filter Code Date signed &ime @m0 | nelces
Unused 0 Surcharge Signed by
Total items 0 Freight Type

Click to select an Account Ref

Account Ref [

Click @ to view the account’s notes
Enter the Customers Ref

Enter the Collected Date or use the following buttons:
Click to enter today’s date

Click to add a day

Enter the Collection time or use the following button

Click to enter the current time

Follow the same process to set the Delivery date and time
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Enter the Collect from details or use the following buttons

Click to search for an address relating to the name
Click =] to search for a customer account by name

Click to search for an address related to this account

Click to do a basic check on UK postcode

Click LP4F_% | to check UK postcode using Postcode Anywhere
Follow the same process for the End delivery to details.

Click @ to swap the Collection and Delivery details

Click to learn Collection or Delivery details

If required enter Collection and Delivery Remarks

Click to select a Collection Driver

Click to advise collector
If required, click to select a Tractor Unit

If required, click to select a Trailer
If required, enter a Collection charge

If required, tick the No reprice tick box

If required, tick the Direct tick box to replicate Driver/Tractor/Trailer details.

Click to select a Delivery Driver

Click to advise Deliverer
If required, click to select a Final Unit

If required, click to select a Final Trailer

If required, enter a Delivery charge
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If required, tick the No reprice tick box

Click to recalculate delivery charges
Omit from runsheet, enter Y to skip on runsheet or N to keep on runsheet
Enter the item details

Enter the Weight
If required, click to select a Filter Code
If required, cIick to select a Surcharge

If required, cIick to select a Freight Type

If this consignment has been collected
Tick the Collected tick box next to driver
If this consignment has been delivered

Tick the Delv tick box next to Delivering

Enter the POD details if known
Click to set date signed today
Click to set time to current time

Click ™ to show POD history

If you wish to change a consignment’s account ref after saving, provided the
consignment has not been invoiced

Tick next to Account Ref to override the account.

You can set via points if the goods are being delivered in stages by different
agents
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Click Via 1/2/3/4/5 tabs

Note: Legging is used where a shipment is moved from one vehicle or trailer to

another during the journey.

Information regarding the start and end points and the delivery agent can be set for

each via point. You can also collect POD information for each stage.

[F] Leg 1 notified
[7] Leg 1 colected
[7] Leg1 complete

Mote: Legging is used where a shipment is moved from one vehicle or trailer to another during the journey

Remarks on POD

Date signed 19/01/2010 T1me 16:30

Signed by j davidson

& Modify job 86 53
| Details | Via 1 ‘ Via2 | Via 3 | Via 4 | Via 5 |M|llidrup| Drops | POD |Fmancia|:,| [Tﬁ]
T
Startsat
Ends at [ Final
smipping By Time now|11:34
Booking ID FEE
Driver WULLIE
Tractor unit  |SFO5 BBK
Legdate  [18/01/2010
Leg1 time
Cost 1 0.00
Ship surch 1 0.00;
Filtercode

%1&'
Status

@ Mot invoiced

7 Invoiced

Tick the Leg active tick box

Enter the Start at town or click to copy from start town

Enter the Ends at town

Click to select the following options if applicable

Shipping By (Shipper)
Booking ID

Driver

Tractor Unit

Trailer

Filter code

Enter Leg date or use the following buttons

Click to set the Collection Date
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Click to set the Delivery Date
Click to add a day to Delivery Date

Final

If this is the final Leg, click the following tick box

Click Notify when complete

Follow the same process for the other Via points if applicable

If this Leg has been collected
Tick the Leg Collected tick box
If this Leg is Complete

Tick the Leg Complete tick box

Can alter Final POD details if known
Click to set date signed today
Click to set time to current time

Click ™3 to show POD history
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Click Multidrop tab

Note: Multidrop is used where a single shipment remains on the same vehicle to
different drop off points in a single journey.

Ja Add Job

Delail.sl Via 1 | Via 2 | Wia 3 | Via 4 | Via 5 |MLIl1|:I|’ﬂD| Drops | POD |F‘inancials|

o

Save

o

Drop crder

Starting from
Delivery name
Delivery address 1
Delivery address 2
Delivery address 3
Delivery Town
Delivery postcode
Delivery country
Delivery phone
Delivery contact
Delivery date
Delivery Time
Delivery remarks 1
Delivery remarks 2
Items (if required)
Reference
Shipping Booking 1D
Driver

Tractor

Trailer

[ Shunt
[] Motified
[C] Collected

e

Is final drop .

19/07/2010
)

Type

Shipper
Cost
Surcharge
Filtercode

0.00
0.00

POD Remarks
Signed by

Date Signed

[] STAGE COMPLETE / DELIVERED

REMEMBER

Save your drop
changes using the
SAVE button on this
tab.

P

Then click on the
SAVE button on the
right to save the
consignment.

Time Signed

Mote: Multidrop is used where a single shipment remains on the same vehicle to different drop off points in a single journey

Save 5
Save ]

Save o

Close £3

Time now|13:49

SEEK ON

W’
Status

@ Mot invoiced

_) Invoiced

Click Add drop I Adddrop  + | 15 add a drop to the consignment

Enter Starting from or use the following buttons
Click D to select previous drop

Click D to set to Collection town

Click to select Delivery Name/Address

Click to check UK Postcode with Postcode Anywhere

Enter Delivery date or use the following buttons

Click to set the Collection Date
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Click to set the Delivery Date

Click to add a day to Delivery Date

Enter the Delivery Time or use the following button
Click to set time to Current Time

Click to select the following options if applicable

Type (Freight Type)
Shipping Booking ID
Driver

Tractor

Trailer

Filter code

Enter the rest of the details if applicable
ltems
Shipper

Cost
Surcharge

SAVE
!
Click Save Drop to save the drop details that have been entered

Or

Click Cancel this I s — ‘ to cancel this drop

If this is the final drop, click is final drop I s final drop ‘to use destination details as
final destination

To move between drops use the buttons at the top next to Drop order

Drop order 1]

Click to go to the first drop
Click |:| to go back one drop
Click |:| to go forward one drop

Click |:| to go to the last drop
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To insert a new drop in between drops, click Insert Drop
after current drop

I Insert drop

to insert

To remove a drop, click Remove this [Remeve this = ‘ to remove the drop currently

selected.

If this consignment has been collected
Tick the Collected tick box next to driver
If this consignment has been delivered

Tick the Delv tick box next to Delivering

Enter the POD details if known
Click to set date signed today

Click to set time to current time

To see all the drops that have been entered, click on the tab called Drops next to

the Multidrop tab.

& Modify job 86

| Delail.sl Via 1 I Wia 2 | Via 3 | Via 4 | Via 5 |MLi.l_idrnp| Drops | POD |F1'nanc1'al.s|

Droj Del
Y Del Date Name Town Reference

order Time:
1 19/01/10 | 10:00 MURRAY FARMCARE  WIGAN DGZ OHT 'WULLIE |5F05 BBK
2 19/01/10 10:00 WANWOOD PARTNER! CUMBRIA |CA9 3BE |'WULLIE SF05 BBK
3 19401710 12:00 WESTERHALL ESTATE LANGHOL! DG13 OMQ WULLIE SFO5 BBK
4 25/02/10 FRED LINCOLN |LN& 5UB
5 19401710 MURRAY FARMCARE  DUMFRIES |DGZ OHT |WULLIE SF05 BBK
6 |25/02/10 FRED DUMFRIES LN6 5UB

Del Pcode Driver Tractor Trailer Shipper

371786/635/54F
12860
12951

0011193289
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Click POD tab

On this tab you can scan a POD(s) for this consignment

& Modify job 2596 ==
| Details | Via1 | Via2 | Wia 3 I Via 4 | Via b | MLll.idrnpl Drops | POD | Financials| Save o
Twain device |WIA-EPSON RX680/RX685/RX690 Change &) Use interface Save =
@ Yes =
Dedivery date e Oelbeery Hms - 04:17 F Bock |||d.f.|: —p e . S .a:. Mo
Dedivvary name e Book intime : i .
Deliveryodresad @ et | o sere )] Scan type Save
Delivory addiem s FALLET !
Delivery pckiress 1. e () Scanner default
il e
Cwtivery postrnds L% R _
@ Greyscale
() Black + white Time now|16:22
oty ks 1 -
Detreery remarka 1 - | Resolution 0
Cevrry remarks 1
Doty remarha 4 - | SEEK ON
NN Rl J
WEIGHT 0
Wbt recetoed he ataive n PP —— T | RAMT HAE Contrast 2
[T ‘—IJ—'
) THME A P
Brightness 0
Quality 80
priSe
Delivered  Widthmm| 210.00 Height mm| 150.00 — [} 1
Status
@ Mot invoiced
Supporting Images
[T Problem @) Invoiced

The POD settings should have already been set up in Global and Local parameters.
If the settings are not correct, enter and select your preferred settings.

Click m if you only have one POD scan
Click to print POD
Click to clear POD image

Click if you have more than one POD to scan, this is explained on pages
80-81.

Click View to view additional images scanned, this is explain on pages

82-84.
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& Image scan of Proof of Delivery 2596 o [ B[]

Scan with barcode reader or enter the Job Number 2594 | Scan Final POD = H Get Final POD “ CLEAR '\.; I I Close E£3 I
Submission Date |19/07/2010 Description Add Additional =
TWAIN Scanner |WIA-EPSON RX680/RX685/RX690 Change & | Savein C:\Program Files\LoadMaster\ Use interface
Yes
@ Mo
Scan type
Scanner default
RGE
@ Greyscale
Black + white
Width in mm 210
Height in mm 150
Multiplier 1
A3 Landscape
A3 Portrait

Click to change the scanner to a different one.

Click | e —— |to scan the final POD image which will display in the main
POD screen.

Click | — |to display final POD image in Scan Multi Screen

Click to clear the POD image on the screen

To add an additional POD image or a general image, follow this process:

Enter a submission date or leave as default (default is Today’s date)

Enter a description of the image

Click | #dd Additional =] 1, scan the image, to find out how to view these images go
to page 82-84
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Use interface
" Yes

@ No

Scan type

Scanner default
) RGB
@ Greyscale
Black + white

Width in mm 210

Height in mm 150

Multiplier 1

Ad

Al Landscape

A3 Portrait

The scanner’s settings will have already been
set up in the Parameters, but can be changed
here if required.

Multiplier is for changing the scale of the
image on screen:

Scale 1 — Original Size
Scale 2 — Fit to Screen

Click A4 to scan the image in paper size A4 portrait

Click A4 Landscape to scan the image in paper size
A4 Landscape

Click A3 Portrait to scan the image in paper size A3
Portrait

Clicking one of these buttons will change the width
and height automatically for you.

Click PrtSc to take a screenshot of the screen, you
will be given two options, print or view image.

Click Close to go back to the main POD screen
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Click View on the main POD screen of the consignment and the browse
supporting images screen will appear

& Browse Supporting Images to Job 2596 =
D A Assoclated kb ASubmitted Dated Submitted Description AR [ New ﬁ[
B 155 15/07/2010  flnote fa] ————
View bl
Delete -1
=
' Cose 53|

Supporting images can be from photos that you take or documents that are scanned into the systen.

Supporting Images can be from photos that you take or documents that are
scanned into the system.

Click New to add a new supporting evidence image to a consignment
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Large images may take time to load. Please use JPG format where possible

and keep image size as small as you can without losing clarity.

Associated Job (2596

Description

Add Supporting Evidence

Submitted Date 19/07/2010

=)

Get image

Submit

Large images may take time toload. Please use JPG format where possible
and keep image size as small as you can without losing clarity.

If required, enter a different Submitted Date

Enter a Description

Click to locate the image

Ja Select yourimage file

Wy Organize

Fr Documents
| Recent Places
Ml Desktop

More »

Folders

Website
Animatien
Cam
Images
Logas
Mew Folder
Mew Logo
Mew Logold

1 Mans

File name:

Select the image you wish apply to the consignment and click Open

-
» Website » New Logald
it 2

v“}”:’ecr\:h £l

Name B Date taken Ta

No items match your search.

m

- 4 . r

S —

If you have selected the wrong image, click to clear the image and start

again

Click Submit to apply the image to the consignment
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Click View on the main POD Screen to view the details of the highlighted
image

Ja Supporting Image @
Associated Job 2506
Submitted Date

Description |te5l

\-

Print Image

Click Delete on the main POD Screen to delete the highlighted image

Browse Supporting Images to Job 2596 @

?‘ Do you wart to delete the record?

] | Do not delete |

You will be asked to confirm your decision to delete the image.
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Click Financials tab

On the last tab you can view the pricing details and enter the Invoice details

[:Muﬂy job 2596 =
Detaids | Wi 1 | Via 2 [ Vin 3 | Vi 4 | Vias |M.I.l.l‘ﬂ'|!p| Drops [ POD [ Financials )
padet s 3]
Base 0.00 then charge 0.00 per item up to 0 items then 0.00, per ftem
e ==
Bass 0.00 then charge 000 per item up to 0 pems then 0.00, per item
Type 3
Bass 0.00 then chargs 0.00 per item up to 0 Pems then 0.00, per item Time now] 1622
Type 4
Basa 0.00 then charge 0.00 per item up to 0 items then 0.00 per ftem m
weight
Base 0.00 then charge 0.0 per koo up to 0 ko then 0.00 per kil
Minimum charge 0,00 Current Zome 1 Originally entered by DEBBIE
Calculated s.00[0H  atert |2 on date 19/07/2010
Price quaoted .0 Vat code[T1 @ Last updated by DEBBIE

| Lock this price to avaid changes Pod updited by

Job description test Build

e
Invoice notes test

. Stat
Azsociated invoice |0 Date paid Today @F | ] paid  Associated Credit E‘ At

Aber bo TPH. You mist close/reopen/update the constgnment.

Click

Click & to alter the pricing zone and click to apply the new zone

Click @] to change the VAT code for the consignment

& Select Vat code

Code a Description Rate kel
70 Zero rated 0.00: -+
T Standard Rate 17.50

Select the correct VAT code and click OK
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Within the Invoice details section:

Enter the Job Description or click Build to dynamically build the description.
The build button will populate the box with the collection and delivery postcode,
example above.

Enter any Invoice Notes

If the consignment is already associated with another Invoice, the number will be
displayed in the Associated Invoice box.

If required, click Release so the consignment can be invoiced again

If required, click |:| to select a credit note to be allocated to the consignment

If the Invoice has been paid, enter the date in the date paid box, or click Today
to populate the box with today’s date.

You can change the job to a TPN job by checking the tick box — Alter to TPN

Click on one of the save options to finish, which are explained on the next page:
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Located on the side of the consignment entry screen are all the save options and a
few others:

Save ﬁ Click this button to save consignment

Cave = Click this button to save consignment and print label
Save : Click this button to save consignment and print note
Save  _ Click this button to save consignment and print label + Note

Close B3 Click Close to cancel the consignment

Time now 14:22 Displays the time in which the consignment was created

SEEK OM Click Seek On/Off to turn the postcode warnings on/off

Click PrtSc to take a screenshot of the screen

Status

@ Mot invoiced
Displays whether the consignment has be invoiced or not

) Invoiced
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If you have ticked the Alternative Job Screen box in the Global Parameters then
this screen will look a little different.

Instead of the multi drop option being a separate tab it is added on to the screen
like shown in the example below (Multi drop is explained on page 87):

Collected date

Wed |17/11/2010

Delivery date Thu | 18/11/2010

Collection time 11:31 Now Delivery time|11:31 Now

Implant 1D 0 5]

Collect from Zipzap Computers Ltd @8] |End delivery to  test

Address 1 Unit €2 Address 1

Address 2 The Point Office Park Address 2

Address 3 Weaver Road Address 3

Town LINCOLN Town LINCOLM B
Postcode/Zip LN6 3QN Postcode/Tip LNs 9TD

Country UNITED KINGDOM Country UNITED KINGDOM

Collection phone
Callection contact
Remarks 1
Remarks 2
Remarks 3
Remarks 4

Driver

Tractor unit
Trailer

Collection charge

pallet
Unused
Unused
Unused
Total items.

[##%) ] cotectea

0.00' [ No reprice [ pirect

Weight
Filter Code

surcharge

STase=

Other type

250

EC

SAMEDAY

Defivery phone
Delivery contact
Delivery remarks 1
Delivery remarks 2
Detivery remarks 3
Delivery remarks 4
Delivering

Final Tractor

Final Trailer

DDew

Omit from runsheet N

Delivery charge
Remarks on POD
Date signed

Signed by

17/11/2010 (& ime [15:47

id

45.00 No reprice

@ Modify job
EDelaiL&; | Via1 | Via 2 | Via3 | Via 4 | Viab | POD | F|nar|c|als|
Account Ref ZIPZAP Customers ref No: |4755 Replica 4755 Drop order

Starting from
Delivery name
Delivery address 1
Detivery address 2
Delivery address 3
Detivery Town
Delivery postcode
Detivery country
Detivery phone
Detivery contact
Detivery date

Delivery remarks 1
Delivery remarks 2
Items (if required)
Reference

Shipping Booking 1D
Driver

Tractor

Trailer

Shipper

Cost

Filtercade

POD Remarks
Signed by

[C] shunt

Optional delivery time

[] Collected

17/11/2010

[ Notified [_| STAGE COMPLETE / DELIVERED

Show drops
Add drop +

Time now|16:01

REMEMBER
Save your drop
changes using the
SAVE button on this
tab. Then click on
the SAVE button on
the right to save the
consignment.

SEEK ON

‘:
Status
@ Mot invoiced

©) Invoiced
Date Signed
Time Signed
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Enter New TPN Consignment

Ja Consignment entry/modification =23
- . . 0
Details | Colection POD Misc
TPH Docket 20025187 Tracking Mo 3108
previous 117240 swe [IHHLL
Desp Date 16/09/2010 Manf Date| 164092010
save @
Account
Close B3

Order number
Postcode/Zip Postcode/Zip

Collect Hame Delivery Mame
Address 1 Address 1

Address 2 Address 2

Address 3 Address 3

Town/Place Town/place
Country Country

Telephone Telephane

Contact Contact

Request Depot 20 Coll Depot |20 Get || Us | ||Detivery Trunk 01 [w]
Quarter pallets 0 Quarter pallets weight |0 Remarks 1

Half palets 0 Half pallets weight 0 Remarks Z

Ful pallets 0 Ful palets weight a Remarks 3

Half oversize [0 Half oversize weight |0 Remarks 4

Oversize 0 Oversize weight a Remarks &

Total ftems [0 Total weight 0 [] TPN Customers Own Paperwork [| Day Freight

Del Service  |MDTL MEXT DAY TAIL LIFT |E| Price quoted | 0.00 Wat code T [] Paid

Our Surcharge|{MDTL [[] Detivered

Coll Service  |EC Driver Tpn Depot Charge 0.00

The box below does not appear on the screen until you have entered a consignment

Previous |ZIFZAP

It is shortcut way of selecting the last account used.
Click Use if you want to use the same account as the last consignment

Or

Click & next to the account box to select a different account.

The box will disappear as soon as an account is chosen
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The default Despatch and Manifest date will be today’s date, if required enter the
date

Click @ next Despatch Date and Manifest Date the boxes will populate to today’s
date

Enter the Order number if required.

Enter the Collection postcode,

Click check postcode using PAF

Click to learn the address

Click to view Internet map of this postcode

Click £ next to the Collect Name to select an alternative address
Click £ next to the Postcode/Zip to select a postcode

Click £ next to the Delivery Name to select an alternative address
Click £ next to the Town/place to select a town

Click E next to Trunk to select a trunk from the pull down menu

Click to change the collection depot to the depot in charge of collection
postcode.

Click to change the collection depot to the depot that is entering the
consignment.

Enter the Pallet details
Enter any Remarks
If required tick the TPN Customers Own Paperwork tick box

If required tick the Day Freight tick box

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 101 of 225



DelService  |DDBT DEDICATED DAY BOOKED E v

Choose time | Date (16550972010

2
Coll Service EC Driver

Click E next to Del Service to select a service from the pull down menu

If the service chosen requires a time or date or both then the boxes in the example
above will appear.

Enter a Time
Click E next to Date to select a date from the pull down menu

Click & next to the Coll Service to select a Collection Service
Click next to Driver to select a Driver ID
Click to advise Driver

Click to clear the current Driver

Price quoted |41.00 E vat code [T1 [] Paid

Our Surcharge|DDAM @ [C] Detivered
Tpn Depot Charge 15.00

| RECALC won

Click to select a different VAT code.

Click £ next to Our Surcharge to select a surcharge

Click to recalculate the charges if a change has been made.

If Consignment has been delivered, click the Delivered tick box

If the consignment has been paid, click the Paid tick box

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 102 of 225



Ja Consignment entry/modification

Details Cdlecticl-n| POD | Misc |

3338

Collection remarks 1 |

Collection remarks 2
Collection remarks 3

Collection remarks 4

Price quoted | 48.50

se [

1k
%/o

If required, enter the Collection Remarks here
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Ja Consignment entry/modification =23

3335

se [

| Details |Cd.|.e{:l‘.inr|| POD | Misc |

g
5
o

Close B3

' Ol Ty TR

Signed by Date signed
Delivery date Expected [14/09/2010 Delivery time
Remarks on POD Price quoted | 48.50

View all supporting images 5can and add a supporting image | Add Scan

Click to scan a supporting image for the consignment

Instructions on how to use the scanning screen is on page 77

Click to view supporting images for the consignment

Instructions on how to use the supporting images screen on page 79

Click to try to download the final image from TPN
Click
Click to print the POD image
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Ja Consignment entry/modification =23
- 3335
| Details | Colection | POD ‘ Misc ‘
Via TPN. Altering will remove this from TP I|”||| |”II
—
Type 1
Base 0.00| then charge 35.00) per item up to 1| items then 35.00 per item
Type 2
Base 0.00| then charge 35.00) peritemup to 1 items then 35.000 per item
Type 3
Base 0.00| then charge 42.00| per item up to 1| items then 42.00| per item
Type 4
Base 0.00 then charge 72.00| peritemup to 1| items then 72.00| peritem
Weight
Base 0.00, then charge 84.00 per kilo up to 1| kilo then 24.00) per kilo
Minimum charge 10.00) Current Zone [0 Collection charge 0.00
Calculated 48,50 Detivery charge 0.00
Tpn Hub Charge 10,00
Associated invaice |0 [C] Lock price to avoid changes Price quoted | 48.50 | Associated Credit
Invaice notes
Originally entered by |[DEEBIE Last updated by

Click to recalculate Charges
If required, enter a Collection/Delivery/TPN Hub Charge

Associate invoice displays the Invoice number if the consignment has already been
invoiced

To avoid changes to the price, you can tick the Lock price box, so people cannot
make any changes.

If required, click to select a credit note to be allocated to the consignment
If required, enter any Invoice notes

Located at the bottom of the Misc screen you can see who originally entered the
consignment and who last updated it.

By unchecking the Via TPN box, the consignment will be removed from TPN.

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 105 of 225



Click to save the consignment without printing a label
Click I"""”"I to save the consignment and print a label

. [n] .
Click to cancel the consignment or any changes made.
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Browse All Jobs
You have two browse options:
Click the All button to view all jobs

Or

Click to select a Filter Code

Click the Filter button to view jobs with the specific filter code attached.

@ View lobs =53]

Click here to see ALL -=»
vl PO

& Alljobs (= [ ]=s]

JobHo A, PN Accrel 9, Cust ref 9, Implant

9, Colec
(OMSEY

15/01/2010 cnuu 1 2.01 370257 WULLI 12 5QP 1afmfzmu R

s=sss=sss=sssssg

|31m11mu wm:n

14/01/1010 couu 4 37\1154 MARKGIVEN Aucmcwucw vm 104 15/01/1010 WELLIMGBDROUGH KNE 20H [] sFs4CKL 14/01/2010

The Multi-button
SF54 CKN 24/12/2009
23/12/2008 WISBEC telecon/0d 370239 MARK GIVEN PE131PL  27/12/2009 BELLSHILL ML4 1 SFB4 CKL 23/12/2009

Like the Traffic Diary, jobs are colour coded to show what stage the jobs are currently
at.

B OHsE<H<E<f<B<f<H<i<F<]<I

OL113DT  29/12/2009 BELLSHILL

<Hsl<l<Hel<H<H H<f<B<H<H<H<H<H<H<H<|

The Columns on the screen can be moved by clicking on the column title and
dragged to where you want the column positioned.

The Columns can be resized, place your cursor on the column line, hold down left
click and drag to the size you want.
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—

Click New ™" 1|t enter a consignment

Click New TPN to enter a TPN consignment
Click Modify to alter an existing job

Display

Leg 1

Leg 2 You can turn Legs on or off by click the tick boxes.

Leg 3
Leg 4
Leg 5

The Multi button brings up the multi drop screen for easy entry of more
drops.

Click the Label button to print a label for the highlighted consignment

Click the Note button to print a note for the highlighted consignment

Columns with this symbol qﬁ next to them are searchable. Click q’“ and enter
the data you want to search for, example below:

TPH Cg Collect Cg Aocref G,

16/04/2010 COULT

h42 20022460 155042010 REVO
LEY 2002245% 15/04/2010 FULTD
R40 200022458 155042010 TPN
R39 20022457 155042010 TPN
Click on the top of the scroll bar and you will get the following menu
Select columns... 4
& Here you can export the table of consignments to a excel,
word or a XML file
_'U Copy row
| 11) Copy Al You can select columns you want visible or invisible.

4 Export table to Excel...
W Export table to Word..,
[&] Export table to XML...
E— Print...

@ Charts...
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All Jobs for a Customer

Click to select an Account to View

Enter a data range of consignments you wish to view

Click Process | Process L

I o

4@ Customers consignments @
Account  [ARGO1 Process lﬁ
Start date |06/09/2008

End date |06/09/2008

Quick Find Consignment

Enter the Consignment Number

Click Find

The Consignment details will open in the Consignment Entry screen, if such a
consignment exists.

I =

s Quick find consignment @

Consignment number E

Trace Consignment History

Here you can view POD details of a specific consignment and add multiple POD
entries.

- "y

4 Show POD history ==

Enter the Consignment Number

Click Show
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sa POD Transactions

From ZIFZAP COMPUTERS
Add1 UNIT C2 THE POINT
Add2 WEAVER ROAD
Add3

Addd LINCOLN

Pcde LM& 30N

Signature

Consignment|1 Sent |07707/2008

Date @, Time

Account |ZIPO01

To

Add1
Addz?
Add3
Add4
Pcde

LIMCOL

N

LN1 2B5

Remarks

i

Click Add

Ja Add POD Transactions
Docket 1
Signed by |
Date signed 06,10/ 2008
Time signed 15:27
Remarks

Updated by DEBBIE

ok &

Close

£3

Enter Signed By and any Remarks

Click OK

Signature

Date a, Time

Debbie 06/10/2008  15:27

Remarks
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Archived Jobs

This option shows jobs held in the program archives.

Ja Archive

Original aQ Col date a, Accref aQ Cust Ref aQ, From Collector Coll Del date aQ, Deliverer aQ, To a Delv
bl 07/07/2008 ZIPOD1 LM6 3QM  FRED 07/07/2008 FRED LN1 285
2 07/07/2008 ZIPOO1  |rtertrirett LN12 FRED 08/07/2008 FRED LN& O
3 05/08/2008 4MFLOORI CW12VD  |FRED 07/08/2008 FRED LH& 5B
6 07/07/2008 4MFLOORI CW12VD  FRED 15/08/2008 FRED LN5 &
20 = =
——_.—-———-._______

Click View to view the details of the highlighted Job. (Viewable Only)

Collections

Create New Collection

This options opens the consignment entry screen, this is explained on pages #-#

Check/Replicate Previous Collections
This section allows you to look at previous collections for an account and replicate

them. If you have quoted someone a special rate for a job and you want to do the
same again this is the section of the program to refresh your memory.

Click to select an Account to View

@ Check for previous jobs

[

Click the View button
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& Browsing previous jobs for account ZIP001

=S
Date a, Description Items Weight Charge iEl

A7/07/2008  Colected LN6 3QN and detivered LN1 2B5 0 i 0.00 » —
07/07/2008  Collected LN6 3QM and detivered LM1 28BS 0 0 0.00 Replicate | |

iew Modi ||

Close £3

Click Replicate to duplicate a previous collection. The consignment
entry screen will open with all the details prefilled.

Click View/Modify to alter a previous collection.

Browse All Collections

You have two browse options:

o =

& Bronse coNechone @ To view all Collections, remove the tick

from the Filter box
Date |12/06/2008
o Click Display

Or

To view Collections of a specific date
Tick the Filter box

Enter a date to filter by

Click Display
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4 Collections

==
JobMo 9, Tracking 9, ImplantID @, CustRef 9, Colect 9, Time oun 9, Postcode Collecting &, Coll i 3

5390 371022 25854 11/03/2011 10:00 BRETTS. HUNTINGDON ~ PE297BZ  DREW
6391 371023 11/03/2011 10:00 BBCON NEW CUMNOCK ~ KA1B4PW ALEC

The screen is colour coded to show what collections have been collected and which
have not. (Red = Not yet done)

Click New to enter a consignment
Click Modify to alter an existing job

Click the Label [ 222! € Jjutton to print a label for the highlighted consignment
Browse Collections for Today

This option applies a date filter to view collections for the current date.

Browse Unallocated Collections

This option shows all collections that have not been allocated to a driver.

Browse those not yet collected

This option shows all collections that have not yet been collected.

Deliveries
Browse All Deliveries

You have two browse options:

o =

To view all Deliveries, remove the tick

I from the Filter box

sl
Date 12/06/200|
Filter by Close 3 Click Display

Or
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To view Deliveries of a specific date
Tick the Filter box
Enter a date to filter by

Click Display

& Deliveries

JobNo @, Tracking 9, ImpantID 9, CustRef % Date @, Ti Accref @ To 9, Postcode Delivering %, Delv Problem  Filtercode 9,

27/05/201Z|10:00 |WITT GLASGOW /G511DH  |ROGER -

1170372011 11:00 WITT CAMBUSLANG G727 DREW

/forres 11/03/2011 12:00 DMCLAR

The screen is colour coded to show what deliveries have been delivered and which
have not. (Red = Not yet done)

Click New to enter a consignment
Click Modify to alter an existing job

Label

Click the Label © Jputton to print a label for the highlighted consignment

Browse Deliveries for Today

This option applies a date filter to view Deliveries for the current date.

Browse Unallocated Deliveries

This option shows all Deliveries that have not been allocated to a driver.

Browse those not yet Delivered

This option shows all collections that have not yet been delivered.
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Image Scanning

Scan POD

NOTE: The Scanner’s settings should have already been set up in Global and
Local parameters. If the settings are not correct, enter and select your

preferred settings.

Use interface
" Yes

@ No

Scan type

Scanner default
) RGB
@ Greyscale
Black + white

Width in mm 210

Height in mm 150

Multiptier 1

Ad

A3 Landscape

A3 Portrait

Multiplier is for changing the scale of the
image on screen:

Scale 1 — Original Size
Scale 2 — Fit to Screen

Click A4 to scan the image in paper size A4 portrait

Click A4 Landscape to scan the image in paper size
A4 Landscape

Click A3 Portrait to scan the image in paper size A3
Portrait

Clicking one of these buttons will change the width
and height automatically for you.

Click PrtSc to take a screenshot of the screen, you
will be given two options, print or view image.
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& Image scan of Proof of Delivery 2596 o [ B[]

Scan with barcode reader or enter the Job Number 2594 | Scan Final POD = || Get Final POD || CLEAR '\.; | | Close E£3 |
Submission Date |19/07/2010 Description Add Additional =
TWAIN Scanner |WIA-EPSON RX680/RX685/RX690 Change & | Savein C:\Program Files\LoadMaster\ Use interface
Yes
@ Mo
Scan type
Scanner default
RGE
@ Greyscale
Black + white
Width in mm 210
Height in mm 150
Multiplier 1
A3 Landscape
A3 Portrait

Scan with your barcode reader or enter the job number.
If Required, Click to change the scanner to a different one.

Click | e —— |to scan the final POD image which will display in the main
POD screen.

Click | — |to display final POD image in the Scan Multi Screen

Click [ “E4" & 15 clear the POD image on the screen
To add an additional POD image or a general image, follow this process:
Enter a submission date or leave as default (default is Today’s date)

Enter a description of the image

Add Additional

Click to scan the image, to find out how to view these images go

to page 113

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 116 of 225



Supporting Images

This option is for browsing existing PODs and for allocating more than one POD to
a consignment.

& Browse Supporting Images to Job 259 @
ID A Assoclated Job  ASubmitted Dated, Submitted Description A8 [ New ﬁ‘
B 5% 15/07/2010  fllnote | | —/—
View bl
Detete == l
=
' Clase 53|

Supporting images can be from photos that you take or documents that are scanned into the systen.

NOTE: Supporting Images can be from photos that you take or documents that
are scanned into the system.

Click New L__Me" to add a new supporting evidence image to a consignment.
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NOTE: Large images may take time to load. Please use JPG format where
possible and keep image size as small as you can without losing clarity.

Add Supporting Evidence
Associated Job (2596
Submitted Date |19/07/2010

Description

=)

Get image

Submit

Click m to select the Associated Job

If required, enter a different Submitted Date

Enter a Description

Click to locate the image

Large images may take time toload. Please use JPG format where possible
and keep image size as small as you can without losing clarity.

Ja Select your image file ==

()W) [ » website » New Logots - [ 43| [ search A

Name B Date taken Ta

No items match your search.
B Documents &

&l Recent Places
Ml Desktop

More »

Folders hd
Website
Animaticn
Cam
Images
Logas

m

Mew Folder
Mew Logo
Mew Logold

T e - 4 . r

Select the image you wish apply to the consignment and click Open

If you have selected the wrong image, click to clear the image and start

again
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Click Submit to apply the image to the consignment

Click New to add a new supporting evidence image to a consignment

To View an existing Image, highlight the record and Click View to bring
up the details.

Ja Supporting Image 3]
Associated Job 2596
Submitted Date

Description |te5l

\-

Print Image

To Delete an existing image, highlight the record and Click Delete.

Browse Supporting Images to Job 2596 @

? Do you wart to delete the recond?

] | Do not delete |

You will be asked to confirm your decision to delete the image.
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Deleted Jobs

You can delete a consignment by using the Delete button on the

previous browse screens

When deleting a consignment you are asked to confirm your decision

Upon clicking yes, you will see the following screen:

o

-

Ja Delete consignment ==
“fou have asked to delete a consignment. Please supply the reason. Delete 9
Docket |2

Close  £3
User DEBBIE

Reason ‘WROMG

Here you will need to give an explanation as to why you are deleting the job in
guestion.

Click Delete to finalise removal

The deleted consignment will then be placed into the Deleted jobs section

4 Deleted Jobs (=3
Coldate o Time Account o CustRef o Docket o Reason for deletion Deletedby Type1 Type2 Type3 Typed4 B
05/08/2008 11:49 ARD 4 WRONG NORMAN 0 0 0 0 -

05/08/2008 |15:42 |AN 5 WRONG NORMAN 0 0 0 0

05/08/2008 |15:42 AN 5 ddd NORMAN 0 0 0 0

05/08/2008 |15:42 | AN 5 WRONG NORMAN 0 0 0 0

|

To recover a job:

Highlight the consignment you want to recover

Click the Recover button
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Implant Jobs
Browse All Implant Jobs

There are two browse options:

s Display all Implant jobs

y

Standard browse with filters |- Normal

Click Normal for the standard browse screen with filter options.

Columns with this symbol Qﬁ' next to them are searchable.

Implant 1D @, Ref @, Colected q,aﬁu:cuunlc;ﬁ Caollecting @, Col Delivered c:lhﬂeli'-reringqh Del Customers red, Probiem T
370425 549 11/05/2010 COULT [ 11/05/2010 [ -

Click Fast for the quick browse screen

The screen displays the same way as the above but without the search symbols

Implant 1D Ref Collected Accou Colecting Col Delivered Delivering Del Customers ref Problem T
370425 540 11/08/2010 COUL [ 1170572010 [ Il »

Implant Jobs by Collection

This option allows you to view Implant jobs by Collection date alone or by
Collection date and Account together.

i

Ja Implant jobs @
Collection date | IRERITRIVE

D Fast display

Tick Fast Display box for the quick browse screen, which reduces the filter options
but increases loading speed.

Enter Collection Date

Click to select an Account, if applicable

Click View
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Import Implant Data

This option is for import data from a Customer Implant System

& Import from customer system (3]

Customer Import Iﬁ
Collected by @

Collected |17/11/2010 Close £3

Click to select a Customer (Account)

Click to select a Collector

Enter the Collected Date

Click Import to select the Customer Implant file
Click PT to select the ParcelTrak file

Reconstruct data from PDF417 Manifest

Ja File reconstructor from PDF41T manifest (==
=] e =]
Save to |C:"\ |
Filename [TEMP.CSV | save @)

Click to Select a Save to Location

Enter a suitable File name

Click to select an Account
Click Save to finish
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Runs

Browse Jobs on Run

Look up Jobs on Run for a specific driver on a specific date.

& View jobs for individual

Start Date 17/11/2010

End Date  17/11/2010

=)
o

Click to select an ID (Driver)
Enter a Start and End date

view &3 putton

Click the View
Ja Jobs being collected/delivered by DREW from 05/11,/2010 - 17/11/2010
18} , Date Linked %Timec& Type HName Postcode Items Weight
AT04 05/11/2010 10:54 Delivery 2 0.00
4720 0571172010 12:00 |Collection 26 0.00
28 0.00

B

View b

Print ==

Illﬁ
2]
=
=

Cloze %

Click View to view the details of the Job. (Viewable Only)

@ Run item ==
Recno  [4704
Tme 054 Type loeivery

MName

Address 1
Address 2
Address 3
Address 4
Postcode

Phone
Contact

Remark 1
Remark 2
Remark 3
Remark 4

Message Delivery

Items |2 weight [0
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Run Completed 100%

Select this option to mark all jobs on a particular run as complete and ready for
invoicing.

P o

& Run completed 100% (3]

o
Date 11/0552010

Click to select an ID (Driver)

Enter Date

Click Confirm to Finish

Export data to run/contractor

Select this option to create a XLS file of job details for the selected driver on the
chosen date.

i =

<& Export data for run/identifier @

Run/identifier |FRED Disk

If run is BHank then al created
Date concerned |07/ 10/ 2008

This will include items due to be collected and

delivered on this date.

To add data for another depot on a temporary

basis add the depot code here.

Run fidentifier 2

You can choose various methods in which to send the data according to individual
requirements. This information can then be imported to a PDA device.
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Send Deliveries to Mobile Device

i "

4 5end deliveries to device =

route
Detivery Date |SARLTETL

Leave route blank to do al.

[T] Tt where possible
[] Rebuid new rather than add

Import data to run/contractor

Select this option to import data back from the PDA.

o =

4 Import POD data [E3m]
Import POD data
using different —
options Default f
et
Close B3
Get Data for Mobile Device
& Import data from Mobile Units (3]

Import from route Import ﬁ
Leave blank for all
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Messages

Browse All Messages

Use this section to record messages from customers to be dealt with ‘in-house’

4 Browse Messages

i
&)
B
ol

Eng no a, Date anime Accref a, Taken by a, For a, Docket a, Status Done ﬁl eI
1 07/10/2008 09:58 ZIPDO1 DEBBIE DEBEIE 2 ADDA m -

New 3
Madify L]

Delete ==

Print ==

Close £3

Click New ™" 1] {0 enter a message

4@ Message [=3)
Enguiry no. 1 0K o
#Account Ref ZIPO01

Account name ZIFZAP COMPUTERS

Date received 0771042008

Time received 9:58

Contact DEEBIE

Phone 01522 684705

Email enguiries@zipzap.co.uk

Details *

Result of message -

FAD of DEBBIE

Status ADDA

Taken by DEBBIE

Docket 2 [ Complete

Click to select an Account Ref

If applicable, enter the Date and Time Received
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Enter the contact details of the person giving the message

Enter the message details.
Click to select an FAO of (For the Attention of)
Click to select a Status

Click to select a Taken by

Enter the Docket

Click OK to finish

The person this message is intended for can complete the entry by entering
the result of the message if applicable and by ticking the complete box to
show this message has been dealt with.

Browse my messages

Select this option to view messages that ‘I’ am to dealing with.

Outstanding messages

Select this option to view messages that are yet to be completed.
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Email

Send Customer Email

Select this option to send a message to one of your customers within the program.

J& 5end customer email @
Zipzap Computers Ltd
Email debbie@zipzap.co.uk
Subject TEST CLEAR ==
Message  |test] »
= SEND
You are on computer DEBBIE

Select the customer name from the list in the To box. Only accounts which have an
email will be displayed in the list.

Enter the Subject and Message Details.

Click Send to send the email
Click Clear to start again

NOTE: In order for this to work, the account(s) must have a working email
address in their details. (Setup, Accounts)

Send Collector/Deliverer Email

Select this option to send a message to one of your collectors/deliverers within the
program.

The screen is exactly like the Send Customer Email

NOTE: In order for this to work, the Collector(s)/Deliverer(s) must have a
working email address in their details. (Setup, Collectors/Deliverers)

Browse Emails

Select this option to see all messages you have sent
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@ Browse Emails
N Subject

B
=
94

Date @, Time To
;26!05!2010 10:39 i i o.uk TEST

View |
Delete ==
Print =

Close §3

Click View to view the details of an email which has been sent.

J4a Email (==
Date 26/05/2010 0K 9
Time 10:39
From
To debbie@zipzap.co.uk
Subject TEST
Content test -

[CEBBIE]

Sent Text

Click E| to select a Driver

If the driver has a phone number, it will appear in the Phone box.

Enter your message

J& Send TXT to Driver =

o B
Phone  |07920872281

Message

Click Send when you have finished.
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Sales Leads
Browse

This option is for keeping track of potential customers.

Ja Sales Leads

Date =N Name Basic description Complete il
26/05/2010  TEST TEST & i

Mew 3
Maodify [
Delete ==

Print =

Close 3

Click on New to add a new record or Modify to alter the highlighted record.

@ Sales Lead ==

Date 26/05/2010 ok &

e

Basic description

Phone

Fax

Email
Requirements

Motes E

|:| Complete

Enter the details of the potential customer

Enter their requirements and any notes.

Click OK to finish

To tick this potential customer as complete:

Select the record, click modify, tick the complete box and click OK to

finish.
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Outstanding

This option is for filter all Sales Lead which are currently still not completed. Until the
Complete tick box has been ticked on a Sales Lead, they will remain in this screen.

Quotes

This option is for keeping track of any quotes that come in from the customers.

Ja Filter Quotes

) [proces )
Leave blank if not reguired

You have two browse options:

To view quotes for a specific account, click m to select an account

You can clear the account box by clicking E|
Or

Leave blank to view all Quotes

Click the | Precess o Process button

J@ Browse Prospective Quotes

Quote date '3, Account Refdy Account name =N To

12/04/2011 BEAV BEAVER 84 TEST

=S

@ L 9, Price Quoted @, Expiry Date 9,8

Postcode
LH&3LQ 20.00 14/04/2011

Modify |

Delete ==

Close E3

Click on New to add a new record or Modify to alter the highlighted record.
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sa Create/Amend Quote

Quote date  [12/04/2011 save
2 neel ©

Account name | |

b

From

From Postcode|

To

To Postcode

i

Brief Details

Price Quoted

Expiry Date

|

Click E to select an Account Ref
Enter the From Location and Postcode
Enter the To Location and Postcode
Enter any Brief Details

Enter the Price Quoted

Enter the Expiry Date

Click Save to finish

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 132 of 225



Invoicing
Create Invoices

This option is for creating your invoices.

& Create Invoices 3]

From Account |ABERD
To Account ZIFZAP

From Date 01/01/ 2000
Upto Date 16/04/2010
Invoice date  [16504/72010

[] Even if not shown as delivered

SPECIALIST OPFTIONS
[[] Do not invaice zero value invoices

One Job only

Only applies if using ONE account

[[] Just TPH

Click to select a From Account

Click to select a To Account

Enter the From and Upto Date

Enter the Invoice Date

If applicable, tick the following tick boxes:

Even if not shown as delivered — this option invoices jobs even if they haven’t
been delivered

Do not Invoice zero value invoices — this option stops jobs with zero value from
being invoiced.

Just TPN — this option is for if you only want to invoice TPN jobs only.

There is a separate option for one job only invoices:

Click to select One Job only — Only applies if using ONE account

Click Process to create your Invoices.

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 133 of 225



Browse Invoices

This option is for viewing the details of the created invoices.

& Filter Invoices

(5]
=)

Leave blank if not required Close 3

You have two browse options:
To view invoices for a specific account, click [3 to select an account

You can clear the account box by clicking @
Or

Leave blank to view all Invoices

Click the | Freeess o Process button

<& Browse invoices @

Exported T

Inv Mo Date Hame Net WVat Grass Nominal Paid

, Account g

Select an Invoice

Click Print to print the selected Invoice
Click View to view the details of the selected Invoice
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4 View invoice [#E3]
Name Jack Richards & 5Son Ltd Invoice (30051
Address 2 Garrood Drive Ind Est Date 217062010

Fakenham
Morfolk Extinc E—I IExtended ;I
MRZ1 BMN
oo
Job Mo Collection Coll PC Delivery Description Charge VAT iE|
352 18/05/2010 PE14 7AW 19/05/2010 Colected PE14 TAW and delivered ML4 1 550.00 T1 | =
Fuel surcharge 0.00
working in £ Total Met 560.00
Ind currency exchange 1.000:000 Total VAT 96.25
Total Gross 646.25

Click Print to print a normal copy of the Invoice

Click Extended to print preview an Invoice and then print in different
formats.

Click Ext Inc to print an Invoice.

Email Invoices
Use this option to email you invoice(s).

Select the required invoice

Click the Email button.

To select more than one invoice, hold down the Ctrl key and click on each invoice
you want to email.

NOTE: In order for this to work, the account(s) must have a working email

address in their details, (Setup, Accounts). And your email settings must be
set in the Local Parameters, (Setup, Local Parameters).
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Alter Nominal Code on Invoice

Nominal codes are normally taken from the value on the account but you can alter
the code on individual invoices here prior to posting to Sage.

sa Alter Mominal Code on Inveice @
Invoice E l Check 0 I I Close E3 I
Hame | |

Changetc-\:l Change h;:l

Mominal Codes are normally taken from the value on the
account but can be altered on individual invoices here.

Click to select an Invoice

Click Check to bring up the invoice details.

Enter the new Nominal Code in the Change to box

Click Change to finish

Check Consignments

Use this option to see at a glance if consignments have been priced correctly.

@ Check customer pricing =
Account I Jobs view 1 Ifﬁ‘ ” Close B3 |

End date |01/06/2010
ndcate | Archived jobs +J |

[ Aschived.jobs -3‘

Click to select an Account
Enter the date range of consignments you want to view.

There are four view option buttons:

Click Jobs View 1 | Jebsview 1 & ‘ - Filter by Collection date then account
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Click Jobs View 2 | Jebsview2 (5 ‘ - Filter by account then Collection date

The next two are for Archived Jobs Only:

Click the first Archived Jobs | Archived jobs +] | button - Filter by Collection date

then account

Click the second Archived Jobs | Archived jobs +] | button - Filter by account then

Collection date

Report Consignments with Zero Charge

This option prints jobs set at zero rates

@ lobs set at zero rates

Start Date |24/04/2010
End Date  |01/06/2010

[l

Enter the Date range

Click Print to print the report (Example below)

Zero Charges 01/06/2010
Zero priced jobs from 24/04/2010 to 01/06/2010
Job Date Account Ref From Ta
919 30/04/2010  TPN Loanhead BIRMINGHAM
1003 05/05/2010  TPN Darvel PLYMOUITH
1076 07/05/2010 TP Kilmarnack READING
1185 12/05/2010  TPN Kilmarnock
1186 12/05/2010  TPN Irvine MANCHESTER
1242 13/05/2010  TPN Loanhead BLACKEURN
1244 13/05/2010  TPN IRVINE KETTERING
1353 18/05/2010  BHC CARNWATH GLASGOW
1354 18/05/2010  BHC CARNWATH GLASGOW
1423 20/05/2010  WITT CHARNOCK RICHARD RUTHERGLEN
1491 24/05/2010  TPN Strathaven
1505 24/05/2010  DMCLAR HULL BIGGAR
1521 25/05/2010  RJMUR GLASGOW BIRMINGHAM
1543 26/05/2010  FAGAN SWADLINCOTE CHESTER
Mumber: 14

The Print Preview screen will appear with the report ready to print.
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Report Consignments not Invoiced

This option prints jobs that have not been invoiced.

& Mon Invoiced Consignments

Start Date 11/04/2011 m
End Date 11/04/2011

Filter on Account

Enter the Date range

If Required, Click to select an Account to use as a Filter.

Click Print to print the report (Example below)

[ Non Invoiced Consignments J

21/03/2011 to 11/04/2011

Docket

Job Date Account Ref From To Charge Customers ref
7200 21/03/2011  OPALID 50,00
701 21/08/2011  OPALIOD 40.00
J02 21/08/2011  OPALID 56.00
146,00
Consig nments: 3
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Received Payment

Allocate payments against invoices in this section.

s =

& Recewe payment

=]

Account

Date

Het 0.00

Prepaid 0.00, w/fo VAT
Outstanding 0.00

Invoice total 0.00

Date received 01 /062010

Payment received 0.00 @51

Click to select an Invoice
The invoice details will populate the boxes.
Enter the Payment Received Date

Enter the Payment Amount Received

Click Pay to finish
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Create Sage Posting File

Select this option to create a CSV file in the format ready to import into Sage.

& Create 5age Posting File ==

From invoice: SRl I Process 9“ Close EEJ
To invoice: 31029

Include those already exported

FromDate  |11/04/2011 Process

To Date 110442011

Include credits

From Credit: |2
To Credit: z

There are two ways you can create the Sage Posting File:

e By Invoice Number Range
e By Invoice Date Range

Click to select an Invoice Number or Date Range
If applicable, Tick the Include Already Exported tick box.

If you want to include Credits as well, Tick the Include Credits tick box.

Click to select a Credit Note Range.

Depending on which method you have used, click the first Process

button for Number range or the second for date range to create the Sage file.

The Sage file will then be saved to the location specified in the Local Parameters.
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Browse Credit Notes

Create and browse credit notes from here.

& Browse Credit Notes

Gross Hominal
68.74 4000

Net
58.50

Vat
10.24

Hame
HAYTON COULTHARD TRANSPOR

Humber o Date Accref g

B
1 26/05/2010  COULT |-

GEEE
New [ ]
Modify [
Delete ==
Print =

Close I3

UEREE]

Click on New to add a new record or Modify to alter the highlighted record.

Postcode

Details

Ja Create/Amend Credit Note (3]
ok &
Credit number Mlocated after saving D Posted
[C] Credit printed
Credit Date 11/04/2011 |:| Credit paid
Account
Mame Euro exchange rate 0.00000
Address 1 Nominal Code AQ00
Address 2
Address 3 Het 0.00
Address 4 Vat 0.00) VAT %age 17.6500
Gross 0.00

Click to select an Account

If Applicable, enter the Euro Exchange rate and Nominal Code
Enter the Net Cost

The VAT and Gross Cost will populate by itself

If required, click to select a VAT Code

Enter the Details of the Credit Note in the details box.

Click OK to finish

To print the Credit Note, Highlight the record and click Print .
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Networks

This Menu will be greyed out if you are not a TPN User.

TPN Live

Sync Loadmaster with TPN Live

NOT CURRENTLY FUNCTIONAL

4 Get data from TPN Live (3w

Date to Sync SYNC £

Enter the Date you wish to Sync too

If required, select the type of consignments you wish to get:
Request — exports consignments where you are the Requester
Collect— exports consignments where you are the Collector
Deliver— exports consignments where you are the Deliverer

All — exports all consignments

Click SYNC to finish

TPN Live Online

This option opens up the TPN Live website into your browser, this website requires
Internet explorer 7 or above.

TPN Live Offline

This option opens up the TPN Live offline website (Local Depot Box) into your
browser, this website requires Internet explorer 7 or above.
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TPN Live Status

This option shows the access IP numbers.

4 TPN Live Status =

| TPN Live UK access via intemet on | ®% wEe_www wEw

| TPN Live Ireland access via intemet 00 | *% #*x &% 5%

| Local TPN Live via black box on | ek &

| TPM Test Site on TE_ALL XXX AXT

Export Consignments to file

This function is for exporting consignments between certain dates and of different

type if required.

& Export TPM Live consignment data

From date 060452011 To date |06/0472011

Ty

Data

Click B to select the location you wish to save the file too

Enter the Date range

If required, select the type of consignments you wish to export:

Request — exports consignments where you are the Requester
Collect— exports consignments where you are the Collector
Deliver— exports consignments where you are the Deliverer

All — exports all consignments

Click Jobs to finish
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Get covering depot from Postcode

4@ Get covering depot TPN Live @

Postcode \ Depot 0“ Close ESI

Depot

Enter a postcode

Click Depot to find out the covering depot

TPN Legacy System
Day Start

The Day start option allows you to retrieve POD information and Gazetteer Updates
from the local depot.

Providing the correct details are set in the Parameters there should be no problems.

«a Day start @
Reading
Progress FTR o

There are two options you can use:

Click FTP to use a FTP Server
Click Disk to use a file from the Local disk, Flash drive, etc

Day End

The Day End option exports your consignments to a file for your collecting depot.

4 TPN Dayend (=)
Date  |06/10/2008 [ Diisk "H Email ~ H FTP t‘a"H Close E}J

Transfer

There are three options to where the data can be exported:
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Click Disk to use a file from the Local disk, Flash drive, etc
Click Email to send the file by email
Click FTP to use a FTP Server

Print all Labels for date

Enter the date of labels you want to print

Ja Print all TPM labels

Date to use (RFEVLTaivgiy m

Click Print to start the printing

Import PODs from TPN Depots

This will import the POD data files sent to you from TPN

d@ Import TPN POD file (2]
File to Import B Process 0
This imperts the POD data files sent to you from TPN.

Click B to select a data file

Click Process to finish
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Manifest

Enter the date of the Manifest you want to print

4 TPM Manifest

Click Print and the manifest will display in print preview, ready to print.

Example TPN Manifest below:

TPN Manifest

TPN Manifest for 22/01/2009

Docket  Account Ref Town
9 ABBEY LU NCOLN
10 ACE NTER LU NCOLN
11 ACCH LU NCOLN

12 ZBELACKL  UMNCOLMN

13 28BLACKL  URCOLN

Delivery

LH& SUE
LN& BUB
LH& SUE
LMN& BUE
LH& OLS

TFH delivery depot Quarter

085

[Conzsignments 5

B o o om

- B B8 a8 - B

o @ o a o a

Oversize  TFM
o N
0 AM
o N
0 ND
0 HD

o @B 8 @ oo
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Scan TPN Notes

Scan with your barcode reader or enter the TPN number.

4a TPN POD SCAN o [E]==]
Scan with barcode reader or enter the TPN Number I SCAN a“ GET 0“ CLEAR. ol

Use interface

o) Yes

@ Mo

Scan type

") Scanner default
") RGB

@ Greyscale

) Black + white

Scanner |EPSOM Stylus Photo RX640/RX650

Click the Scan button to scan a POD.
Click the Get Button to retrieve an existing POD
Click the Clear button to clear the screen.

Import Deliveries

Importing a TPN depot consignment data file will over-ride the gazetteer.

P o

& Import TPN Depet consignment data file [eE3m]

File to import Impart ﬁ

Date 16/02/2000 I Lok “ Yesterday
Set delivery to This over+ides the gazetteer

Keep in distinct freight types of Half /Fulf Oversize/Quarter %iﬁTPHJ-IHl:"':'::

Click to select a data file

Enter the Date
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Click to select Set Delivery to (Driver)

If applicable, tick the Keep in distinct freight types tick box.

Click Import to finish

UK Pallets

Import date File

This will over-ride the gazetteer.

Set delivery to This overides the gazetteer

This imports data from a UKP Depot program

@ Import UK Pallets File =3
Date 16/02/2009 I Today ‘ I Yesterday

Close B3

(This Imports date from a UKP Depot Program)

Click to select a data file

Enter the Date

Click to select Set Delivery to (Driver)

Click Import to finish

Fedex

NOT CURRENTLY FUNCTIONAL
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Chapter Four — Reports Menu

;} Reports |dl Extras

éﬂ"-‘ Customers b
1@ CMR Notes b
Deliveries *
Drivers r
Incomplete jobs k

Problems (Customers) »
RunsheetsManifests  »

Shipping Report

@% FF DFEFW 2T

Tractor Reports k
Trailer Repaorts k
Invoices r
Statements r

Customers
Print Consignments

This option is for printing consignments for a customer for a specific date

J& Print consignments for a day ==

ceant 0]
Collect date 24/065/2010

Click [B to select an account

Enter the collect date you wish to view

Click Print to bring up the report in print preview
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Example below:

| Consignments for 24/05/2010 |

08/ 06/2010 ‘

TPN

palet

[ [

Customers red Joo Calecting Deihoary Rame: Addms Fosbook:
1458 MRS HOUSTON ISHQWLE (RESCENT WATE 1RX
HEW ORI 149 VANGUARD 1 WFT WESTMGHOUSE RO&A  MTT 10P
e mus 1455 S00TISH POWER ST ANDREMS WWTW  B'es 27
YORMSHFE FURCH 45 WORKSHIFE PURCH ASING CAQDERTT 011 W00 T
MNumber : 4
POD Report

This option is for producing a POD report for a specific customer and data range.

Account

s POD report by delivery date

Start date (08/06/2010

End date |08/06/2010

(=]

Mo information cnly

Click m to select an account

Enter the Start/End date you wish to view

Tick the No information only tick box if required. (Meaning only PODS with no
information will be shown)

Click Print to bring up the report in print preview

Example below:

POD report for account TPN between 23/05/2010 to 25/05/2010

Col Date Docket Cust ref implant 1D Delivery name Towniplace ArealPC Signed by Del Date Date signed Time
24052010 1468 |1 MRS HOUSTON CUMMNOCHK KA1E 1RX 2805200 |0 |
24052010 1489 |reroute SCOTTISH POWER 5T ANDREWS KY18 8PN /052010 | |
24052010 1492 | NEW Y ORK WVANGUARD 1 MIFT MANCHESTER MIT 1DP 2B/052010 | _J_ 4 L
24052010 1491 [YORKSHIRE YORKSHIRE PURCHASI YO0 TIX 28/02010 | | __
Mumber : 4
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CMR Notes

The CMR note is an International Consignment Note (a consignment note for
movements by road transport, this is a non-negotiable document)

4@ Browse CMR =

Job =N Sender name Consignee name Completed date B
15 REIVE &AMP; GROSSART LTD COCACOLA ENTERPRISE LTD 03/12/2009 [« |
New D
Click on New to add a new record or Modify to alter the highlighted record.
4 Create/Amend CMR ==
Cansignes Carrier | Other carriers | Shipping Details| Completed | ok @

Associated Job 0 m
Sender name m
Sender address 1
Sender address 2
5ender address 3
Sender Town
5ender Postcode
Sender Country E

Senders Reference

Agents Reference Number

Click m to select an associated job

A lot of the information will be automatically filled in with the consignments
information.

Work through all the tabs to enter any missing information (the tabs are: Sender,
Consignee, Carrier, Other Carriers, Shipping Details, and Completed).

Click ok [ @] g finisn.
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To print a CMR note, select the record and click the print button.

Example CMR note below:

LETTRE DDE VOITURE INTERNATIONALE CMR INTERNATIONAL CONSIGNMENT NOTE

Sender iname. address, coumry) Expedisur (nom, adresss, peys) 1 | Sendersagents refersncs Refersnes de epenangaurds Fagent a3
Contignes (name, address, sountry} Destnatairs (nom, adresss, pays) 4 | Cardar nams, sddress, courtry) Transpontsur [nom, sdisses, pays) 5
]
E25
=17}
i
et Place & data taking cver the goods (Hlace, counlry date) 6 | Successive carders Transpodeurs sucessifs 7
rrr ILleu 2t date de la priss on chargs des marhandises (Bsu, pays, date)
Placs designated for delvery of gnods (place, country) 8 | This camiags i subject, nod any clause to ¥, b the Comearsation on
ILigu prasvu powr b b ralson des mdrchendises (leu, pays) the Gontract 1or the insemational Cariage of Goods by Road (GMA)
G trangpont @8 sounis nonobstant toute clausss contraine a la Comeention Rielatice su
Conract dé Transport Inbemationsd de Marchandises par Routs (CMA)
Ehipping marks; no & lnd of packages; description of goods® Mamuss st mos; no st naturs des colla; deslgnation des Marchandisss 0 | Gross Wsight (kg 10 | Velums (m3) 11
P beut (k) Cubags (M3}
a
i
£
z
23
g
= JdE
L3
Coe
et
55
821
87
]
28
ga:
=
g8t
253
8 @
e
EN' i
Caniage charges Prix de trenspon 12 | Senders instruction for customs #ic... Instruction de I'supenditewr (optioral) 1%
Ressnations Resenves 14 | Document allached Docwments annexes {optionall 15
Spe<ial agressments Comventions paniculisres (optional) 18
Gl recehrad Marchanises recuss 17| Signaturs of carmer Signature o transpcitew | Company comphiling B nots Sotiate smatliics -]
g
Placs and dats; skgriatuns LIsu ot dss, snatums 20
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Deliveries
Customer Deliveries

This option is for viewing the total figures of deliveries for a date range.

& Custorner profile report E3

Start date [26/05/2010

Enddate [27/05/2010] [ qoce oo

Include archive

Enter the Start/End date you wish to view between

Tick the Include archive tick box if you wish to include consignments which have
already been archived.

Click Print L_" =0 bring up the report in print preview

Example below:

Customer figures between 26/05/2010 and 27/05/2010 08/06/2010
1i1
Deliveries pallet
BBCM 1 0 0 o 0
couLT 19 50 0 o 0
DIESE 1 0 0 o 0
FAGAN 1 25 0 0 0
FEDER 2 0 0 o 0
FOUNT 3 0 0 o 0
GARD 1 0 0 0 0
MMALC 1 0 0 o 0
QPALIO 3 o 0 o 0
POLL 1 26| 0 i} 0
RIMUR 1 26| 0 o 0
TPN 2 0 0 0 0
Number: 36

Traffic Office Figures

This option is for viewing the breakdown of drops and freight types per driver.

Ja Traffic profile @
From detivery date of |26/05/2010
To delivery date of  [27/05/2010|

Archive

Enter the From/to date you wish to view between
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Tick the Include archive tick box if you wish to include consignments which have

already been archived.

Click Print to bring up the report in print preview

Example below:

Delivery profile between 26/05/2010 - 27/05/2010

111

Route Drops

pallet

DREW

76

SAN

TPN

31

Totals :

%|

128

Traffic Profile with Revenue

This option produces a report showing costs per depot\driver

i

Ja Traffic Office Profile with/without revenue

Start date 26/05/2010
End date Z7/05/2010

Working Days (2

Exclude Saturdays from working days
Exclude Sundays from working days

Do not include collections in report
D Do not include deliveries in report

|:| Concise report with revenue and costs

EX3

(=]

Process =

Close

£3

Helb @

|:| Do not consolidate the data for multi-drops

Enter the Start/End date you wish to view between

The Working days box will be automatically filled in both dates have been entered —
click the top Help button to find out what this is for:

Traffic Office Profile with/without revenue

Y OWET

EX3

L 1 Working days are the number of actual days that the drops were done

It is used solely for calculating where a drop is paid using a daily charge.
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There are Six tick box options, tick the ones you require:

Exclude Saturdays from Working days
Exclude Sundays from Working days

Do not include collections in report
Do not include deliveries in report

Concise report with revenue and costs
Do not consolidate the data for multi-drops

To find out what the last tick box is for, click the bottom Help button to

find out what this means:

Traffic Office Profile with/without revenue

f . \ Mormally deliveries to the same address on the same day count as one
"W drop. Selecting this option will treat them as individual jobs.

EX5

Click Process | Froeess =

Example below:

Traffic Office Figure Sheet between 27/05/2010 and 27/05/2010

to bring up the report in print preview

‘ Name ‘ Docket ‘ Drops ‘ pallet ‘ |

DREW

‘27.-"05."201 0 1541 1 26 0 0 0
‘Consignmems 1 1 26 0 0 0

SAM

‘27.-"05."201 0 1543 1 26 0 0 0
‘Consignmeﬂts 1 1 26 0 0 0

TPN

27/05/2010 1534 1 o] 0 0 0

27/05/2010 1535 1 0 0 0 0

27/05/2010 1536 1 o] 0 0 0

27/05/2010 1537 1 o] 0 0 0

27/05/2010 1538 1 V] 0 0 0

27/05/2010 1539 1 o] 0 0 0

27/05/2010 1540 1 o] 0 0 0

27/05/2010 1542 1 0 0 0 0
Consignments 8 8 ] 0 0 0
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Deliveries between Dates

This option produces a report showing drops and types for each depot\driver
between a date range.

@ Deliveries between dates 5]

Start date |27/05/2010

End date |27/06/2010 Close 53

Use archive

Enter the Start/End date you wish to view between

Tick the Include archive tick box if you wish to include consignments which have
already been archived.

Click Print to bring up the report in print preview

Example below:

Deliveries between 27/05/2010 - 27/05/2010

DREW
Cons Delivery Account | Delivery name pallet Charge
1541 27/05/2010 | POLL Simpac 26 0 0 0 0.00
26 0 0 0 0.00
SAM
cons Delivery Account | Delivery name pallet Charge
1543 27/05/2010 | FAGAN Quinn Glass Ltd 26 0 0 0 0.00
26 0 0 0 0.00
TPN
Cons Delivery Account | Delivery name pallet Charge
1537 27/05/2010 | COULT JOURNEYS FR 0 0 0 0 0.00
1538 27/05/2010 | COULT 3663 CD-ROYT 0 ] ] ] 0.00
1539 27/05/2010 | COULT DEPARTMENT 0 0 0 0 0.00
1540 27/05/2010 | COULT JOURNEYS FR 0 0 0 0 0.00
1536 27/05/2010 | COULT 3663 CD - ROY 0 0 0 0 0.00
1535 27/05/2010 | COULT LAWRENCE P 0 0 0 0 0.00
1542 27/05/2010 | COULT RAF LAKENHE 0 0 0 0 0.00
1534 27/05/2010 | COULT EDWARDS BE 0 0 0 0 0.00
0 0 0 0 0.00
Drivers

This is just a simple report showing the driver listing, example shown below:

[ Drivers ] 08/06/2010
Driver Listing
1o Description Tractor unit Traile r number
ALEC SFE4CKL SFE4 CHL
DREW SFE4CKN SF54 CKN
JOCK T120 ALR T120 ALR
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Incomplete Jobs

For One day

This option produces a report which shows all incomplete jobs for a specific date.

@ Incomplete jobs

pate  [27/05/2010]| [ Print ] m

Enter the Date you wish to view

Click Print to bring up the report in print preview

Example Below:

Outstanding PODs from depots

This option produces a report showing what PODs are still due.

Start date (2770572010

End date [27705/2010

Depot SAM

& Outstanding PODs by depot

=Sl

Close £3

Enter the Date you wish to view

Prepared by and Copyright of ZiPZAP Computers Limited © 2012

Incomplete jobs for 27/05/2010 08/06/2010

Time Docket MName Postcode Message CollDeh
i 1534 EDWARDS BEER & MINER | LUT 45H Dielivery TEN
i 1535 LAWRENCE PHILIPPE WIN | CM2 TLE Delivery TEN
i 1536 3562 CO - ROYTON OL2 6LG Delivery TEN
i 1837 JOURNEYS FRIEND LEEDS | LE1 4D Delivery TEN
i 1538 35631 CD-ROYTOM 0oLz 8JG Dieliverny TEM
i 1535 DEFARTMENT OF THE AR | IF2T 5PN Dielivery TEN
i 1540 JOURNEYS FRIEND MET 5DL Dielivery TEN
i 1542 RAF LAKENHEATH-DCDAA | IP2T Delivery TEN
0200 AM | 1541 Simpac G458 BNL Delivery DREW
10:14 AM 1542 Quinn Glass Ltd CHZ4LF Dieliveny SAM
Ihemes 10
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Click to select an account if you only wish to view outstanding PODs for one
particular depot.

Click Print to bring up the report in print preview

Example below with an account selected:

Delivering

SAM

Consignments waiting for Proof of Delivery

Docket

Cust ref

Implant No.

Acc Ref

Delivered

Name

Town/Place

Problem

1543

dan

70506 [ FAGAN

27105200

Quinn Glass Lid

CHESTER

Number:

Problems (Customers)

This option is for printing a report of outstanding customer problems.

Outstanding problems

1712010

Humber

Date

Account Ref

Collection name

Delivery name

Problem

4720

Number :

11/05/2010

CcouLT

test

test

test

To enter a problem, open the consignment entry screen of the selected
consignment and select the POD tab.

Tick the Problem tick box

¥| Problem

tesll

Enter the details of the problem

Click Save to finish

This Problem will now show in this report.
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Runsheets/Manifests

Print Runsheet/Manifest

& Print Runsheets/Manifests [5]

o e

To Date 1?f11fzﬂ1ﬁ

|:| Don't include collections

|:| Don't include deliveries

|:| Only consider implant

[] Include items shown as collected already

|:| Include items shown as delivered already
[] Include Muitidrops

[C] Addlegs Redo last &9

Click to select a driver ID

Enter the From/to date you wish to view between
Click to put the date forward a day

Click to set the to date to the same as the from date

There are Seven tick box options, tick the ones you require:

Don’t Include Collections

Don’t Include Deliveries

Only Consider Implant

Include Items Shown as Collected Already
Include Items Shown as Delivered Already
Include Multidrops

Add Legs

Click Print to bring up the print options/run order screen

To use the previous settings you used before, click the Redo last button.
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@ Print options & alter run order o ==
RECORD TIME DOCKET  (ORIGINAL) RECORD TIME DOCKET  (FINAL)

100000001 | 10:00 | 29/10/2010| 00004485 | OPALIO | DELIVER | Opalion Plastics Ltd, , COATBRIDGE, ML5 4RY |
100000002 | 09:00 | 01/11/2010100004563 | COULT | DELIVER | Severnside St Regis Mil, , SITTINGBOURNE, ME10 2TD|

Moveby Order

Click - drops item at bottom of other list Just print by time arder Standard = Extended =
© Drag and crop - highlight and drag (hoid CTRL to bulk select) @ Print by resequenced Alt Load =- (7] sneet per job

Close 53

This screen is for altering the run order and selecting the print options for runsheets
and manifests.

First step is to choose whether you want to use the mouse click option of moving
items across or if you want to use the drag and drop options.

Move by
Click - drops item at bottom of other list

After you have chosen, move the items to the order you wish.

Second step is to choose which order you want to print in; you have the choice of
print by resequenced or just print by time order.

Order

Just print by time order

© Brint by resequenced

Last step is to choose the printing option:

If required, tick the Sheet per job tick box, this is for printing one job to one
runsheet.

Stheet per job
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Click to print a standard runsheet

Runsheet for ALEC - 29/10/2010 - 17/11/2010

Tim= : 09:00AM Docket no 4563 370828 I|IIII|II|II ||I ||II I|I )

Sender A'C: COULT e

To Name : Ref. w6535

A ) 00004563 received in good condition

Oaness 1 .

Signature :
Ad Date: 28102010
Ad Print name :
’ De livery —
Addres=4 : SITTINGBOURNE Time :
psliet: 26 TywpeZ: Tywel: Tywed:

Remarks Done| ]

. Extended =- .
Click to print a extended runsheet
Runsheet for ALEC - 17/11/2010

Time:  08:00 AM Docket no : 4563 370828
Sender AIC COULT Ref. wiB535 Type: Delivery Time deliversd : Done[ ]

Mame Phone :
Address 1 Contact :
Address 7 - ltems: 26 Weight: 0
Address 3 - pallet: 26 Type2: 0 Typed: 0
Address 4 SITTINGBOURNE Twped: 0 I|IIIIIII|I| ||I ||III|I
Postcode RLES
Remark 1: 00004553 received in good condition
Remark 2 - Signaturs :
Remark 3 : Print name :
Remark 4 : Time :
Meszage: Delivery Sent:  29M0/2010

Click to print a loading sheet in time order

Reive & Grossart Lid,

-y - ¢ . -
[ 17/11/2010 | recone e s o [ ALEC |
ALEC #5a &8
Manifest
Item Job Account | Customers ref Type Mame Postcode Contact Items | Weight |Signature
Name
) COATERIDGE
1 4485| OPALID Delivery 26 Sign
Name
2 4563| COULT  |wiB535 Delivery STTINGEOURNE 6 Sign

Click to print a loading sheet in time order including Multidrops
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Reive & Grossart Lid, S L I T R e s . =
[ 1771172010 | recoron: s s e s o | ALEC |
ALEC %% 58
Manifest
Item Job Account Customers Ref Type Mame Remarks ltems Weight Signature
Delivery Beslisee Mgt ' Mame
. ,
1| 4485 OPALIO 2% i
COATERIDGE
Delivery & 0 tage W Mame
[
1| 4563 CouLT wib535 — 26 Sign
SITTINGBOURNE
OR

Ignore time order and print in consignment number order

| Loading E.|| Alt Load..=

Click to print a loading sheet in consignment number order instead of

time order.

Click to print a loading sheet in consignment number order including

Multidrops

Resequenced reprints

This menu has three options:
o Last resequenced runsheet
o Last resequenced extended runsheet
o Last resequenced loadsheet

These options are for reprinting the last runsheet/loadsheet.
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Send Run to a Palm Device

This option is for Hot Syncing to a palm device if you have one.

& Export routesheet to Palm

Profiles

Selected

[v] Date |08/06/2010

(52 |

Export 0

Clear ==

Close £3

Select the Profile from the list

Click to select a driver ID

Click to clear what'’s in the selected box and start again
Click to send the information.

Shipping Report

This is a basic report which shows your shipping routes details.

L] L]
[ Shipping J 09/06/2010
. .
Shipping Report
Hame From Ta Time Cost Suncharge

PRD LARNE C RN AN 04:15 AW 130.00 0.00
PED LARNE CMIRNAY AN 0730 A 120.00 0.00
PRD LIHODLH LUTOH 12:00 PW 130.00 30.00
PED LINODLH LUTDH 02:00 Pwh 125.00 £0.00
I5LE OF WIGHT FERRY SOUTH MFTOH SHAHKLIH 0400 Py 0. 0.00
Number : 5

1/1
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Tractor Reports

Tractor Unit Jobs Report

<& Tractor Unit Report =
P v =]
From |26/05/2010 Close  E3

To  |27/05/2010)

Click to select a Unit

Enter the From/to date you wish to view between

Click Print to bring up the report in print preview

Example Below:

[ Tractor ]
Tractor Unit Report
Collection date Account Ref Job Details
05/11/2010 + ICOLLECT
05/18/2010 + ICOLLECT
05/18/2010 + ICOLLECT
05/21/2010 + ICOLWLECT
05/21/20M0 + ICOWLECT
05/24/20M0 + ICOWLECT
05/24/2010 + ICOLLECT
Items : T

Tractor Unit Inspection Report

This option is for printing out Inspection report forms

& Browse Tractor Units =]
Tractor unit G, Description =Y th Test Date &, 8 Print =

: i x .
Fl RENALILT PREMIUM r

GN 7.5 TONNER r

P 4 WHEELER r

P3 4 WHEELER -

56 & WHEELER r

5F MERCEDES ACTROS r

SF MERCEDES ACTROS r

5F MERCEDES ACTROS I

T1 4 WHEELER ™~

Highlight the Tractor Unit

Click Print to finish
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Trailer Reports

Trailer Listing

Ja Trailer Unit Report @
A pm =]
From (25/05/2008| Close  E3

To 70542010

Click to select a Unit

Enter the From/to date you wish to view between

Click Print to bring up the report in print preview

Example Below:

‘ L Trailer Report

Trailer Report

Jals He Coll Date  Accsunt Red Do it
1 i p0E  DPA LEGY

Trailer Locations

Currently being worked on

Trailer Inspection Report

This option is for printing out Inspection report forms

& Trailer Inspection Report =3
Trailer number =Y Description Y LG BN Print =
B hold Test Date
1234 B - Close E3
2345 I

Highlight the Trailer Unit

Click Print to finish
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Invoices
Pre Invoice List

This report is a list showing all jobs that are to be invoiced for a customer and date
range. This process is just a dummy run of an Invoice.

& Prelnvoice List ==

From 17117 2009
Up to and including [17/11/2010 Detailed =
onby t LIFZAP

Enter the From/to date you wish to view between

Click to select an account if you only want to view one customer

Leave the account box blank to produce a report for all accounts

Click Print Lt =0 bring up the standard report in print preview

Click Detailed L_" =10 bring up the more detailed report in print preview

Standard Report Example Below:

Pre Invoice List

AIC No: ZIPZAP
Date Hame Place ConNo pallet Charge Vat
1712010 test LINCOLN 4755 1 0 0 0 45.00|T1
45.00

Detailed Report Example Below:

[ Detailed Pre Invoice Listing ] 17 November 2010
Account ZIPZAP
Date Job Customers ref Collect Name Delivery name Price Vat
Zipzap Computers Ltd test
17/11/2010 4755 LINCOLM LINCOLM 45.00|T1
45.00
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Print Invoice in Range

This option is for printing a range of Invoices

Ja Prntinvoices

v pos

Click to select to the From/to Invoice number you wish to print between

Click Print to finish

Unprinted Invoices

This option will print all Invoices that have not been printed yet.

& Print invoices not printed

printed

Print all invoices that have not yet been

Click Print to finish

Statements

Print Statements

This option will print statements for the selected account range.

& Print statements

o s

Click to select the From/to account you wish to print between

Click Print to finish
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Example Statement Below:

Statement 11iosi2010
Invoice Date | Invoice numbser Met Vat Gross Euro exchange
4/ 2372010 20,906 150,00 26.25 176.25 1.00
4 202010 20,036 780,00 136,50 o16.50 1.00
4 32010 20074 280,00 ER.S0 445,50 1.00
05192010 30,026 150,00 26.25 176.25 1.00
tems . 4 Page: 1/1
Totals : 1, 450000 255.50 1,715.50)
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Chapter 5 — Extras Menu

Calculator

This option will bring up a basic calculator

@ Calculator (=3

0
e e o]
) s o]
) 2] 3] e
T
Clock

This option will bring up a clock

sa Clock

B B 04:04:41 Pm

Cubing

This option is for working out a cube volume for bulk items.

i "

4 Consignment cubing (=5

Where an item is very light or bulky then it occupies a volume much
greater than normally expected. A formula caled 'cubing’ is then used to Enter the dimensions
calculate an equivalent weight.

Units .
Length [Ny o Inches Calculate SelectthebUmtyou want to
- : measure
width 0.00 () Centimetres y
e Click Calculate (eulate @ |

. . finish
Standard cubing calculated in Kgs as{0.00
International cubing in cublic metre 0.0:0 The cube will then be
Air tonnes 0.00 calculated according to the
Sea tonnes 0.00 various methods indicated.

Road tonnes 0.00
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Diary

Ja Calendar

November

Mon. Tue. Wed.

210 |

Thu. Fri.  5at.  Sun.

1 2
] 9
15 16
22 23
29 30

17

24

11 12 g 13 Q14

18 19 § 20 g21

25 26 ) 27 Q28

Taday is : Wednesday 10 November 2010

| Wiew QH Close £3

Select the Date you wish to view

Click and the Diary entry screen will appear.

s Diary
Date:

Urgent:

Before 0800
0800-0859
0900-0959
1000-1059
1100-1159
1200-1259
1300-1359
1400-1459
1500-1559
1600-1659
1700-1759
1800-13859
After 1900

Person on holiday:

Persen having time off

104112010 | |Wednesday ¥| Is haliday
Notes: Test
Mesting
Wehicles|ALEC test
Hec

Save

Close  E3

iy

Print =

Enter the information you wish to remember

Click Save to finish
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Internet Browser

This option allows you to use the internet within the program.

& Misc Products. ==

o o '9 URL  [wnw.zipzap.eu [=] @ @ b

WWwWWw.zipzap.eu

ZiPZAP Computers Limited

Unit C2 The Point
‘Weaver Road

Lincoln LN6 3QN

United Kingdom

Tel: 0044(0)1522-684705 Fax: 0044(0)1522-684627
Email: enquiries@zipzap.co.uk
Company registered in England no. 4576382
[MAIN SITE

DOWNLOADS
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Internet Mapping

& Internet Mapping
Postcode |LN& 3QN
Clear =m
Address
Cl
Place Lincaln, LN6 3QN ose 3
Country  |United Kingdom
Latitude |53.201031 Longitude |-0.610540
. < +
Skellingthorpe v % :
{'?ﬂ:_ ..;':'-::-' '%: Li
g ~ =
Jensalem /;':". '
S
Doddingtan /y!b
§  Birchwood
{% f Swanpoal =99
- Boultham A
4 |I ?&
| 3
'G%'%n ek Bracebridge
|
le M i |
Lol Whishy TI_'F;:"' Hykeham
i M@
'-.:-._ Marth
Thope On @ Hykeham
The Hil s
/J
o [
South
Hykeham
EERED EY Wadd
GO& g Map data ©2010 Tele Atlas

Enter the the Postcode (Requires a space, i.e LN6 3QN or FL 32830)

Click Find to display the map

Click to Zoom in

Click B to Zoom Out

Click Clear to start again
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Internet Routing

Enter the From and To postocde you want to find the route for.

s Internet Routefinder @

From postcode |LMG 35E
|
To postcode LM& 3TA

Click Find and a map plus the directions will be displayed in your default explorer (i.e
Internet Explorer)

See example below:

@) Bing Maps - Mozilla Firefox o[-0 ]

oing | B

Maps
€ Edit route x < D @ | & | ~London Street Map
w L B

Route: 0.3 miles, 1 min

F’) LNG 3SE, Lincs

Depart Sadler Road 0.1 mi
( Bear right onto Kingsley Road 0.2mi

Arrive at LNG 3TA, Lincs on the left
a Road

[F\’P' LNG 3TA, Lincs

Reverse Alzo availante : | f |

Send to: Email, Mobile

Sty
F
. 5
multimap - biNg A
&
Muttimap is now Bing Maps.
Find out more on the Bing Maps blog g
Take the Bing Maps tour here. %
B
% 250 fest 100 m
= ————
:El '_'_ © 2011 Microsoft Corporation @ 2010 Intermap @ AND @ 2010 NAVTEQ
- e
‘ﬁmmm Read ® 2011 Microsoft| Privacy | Legal | Advertise | Help | Feedback
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Notebook

This option allows you to use the text editor Notepad within the program

Ja Text Editor ==
File Edit
BEDEE B /
Phonebook

This option is for storing any telephone numbers you wish to remember

& Browse Telephone Numnbers

Telno @, Name
01522 684705 ZIPZAP COMPUTERS LTD

Click Insert to add a new record

Click Modify to alter the highlighted record
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Ja& Telephone NMumnbers @

o

Name Close 5%

Notes -

Enter the details

Click Save to finish

Scanner

Here you can scan images or documents

-

& Document scanner 2

Twain device EPSON Stylus Photo RX640/RX650 | Change &)

Use interface

[m |

‘ @ Yes
) No
Scan type
@ Scanner default
™ RGB
@) Greyscale
0) Black + white
Contrast [0
Contrast
Sharpness |0

lSharpness

———

Quality 0
Slider

S —

[ Clipboard [ TIF

- | Preview | &mp

]

]

« [ F ’Photocopyl JPG l
|

widlh mm| 215.90| Height mm EI.DO’ Clear l[ Zoom I Gl
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UK Postcode Verify

This option will tell you if the entered postcode is valid.

@ Check UK postcode @

Postcode |LMN63QN Check &

UK Postcode Look Up

This option is for checking to see if a postcode is valid or to see if you have the right

postcode to the right address.

& Postcode lookup (5]

Postcode |LN63QN

Enter the Postcode you wish to look up

Click Details to finish

Double click on correct address
L A FICNESS FIC, WEAVEr Roaa, LIncoin

Lincalnshire Visual Impairment Services, Unit C1, The Point Office Park, Weaver Road, L1nn:

Lackheed Martin Uk Integrated Systems &amp; Solutions Ltd, George Boole House, The Poir

Megacare Uk Ltd, Unit E1, The Point Office Park, Weaver Road, Lincoln

Micholson &amp; Co, Mewland House, The Point, Weaver Road, Lincoln

Pip Letting Ltd, Unit D3, The Point Office Park, Weaver Road, Lincoln

Upper Witham Internal Drainage Board, Unit J1, The Point Office Park, Weaver Road, L1n|:{ c

Zipzap Computers Ltd, Unit C2, The Point Office Park, Weaver Road, Lincoln ;

Unit B1, The Point Office Park, Weaver Road, Lincoln

Eagle House, The Point Office Park, Weaver Road, Lincoln -
4 1 3

Hame Zipzap Computers Ltd

Address 1 |Unit C2
Address 2 | The Point Office Park
Address 3 |Weaver Road

Address 4 |Lincaln

& Postcode lookup [E3m]

This box will show all the addresses which are assigned to the postcode which has

been entered
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Verify Credit Card

This procedure just checks the number configuration is correct enough to be valid.

s Verify credit card @

Enter the card number
22 (] Bo?
A0RAT425425412584
INVALID CARD NUMBER
Enter the card number

Click to finish
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Chapter 6 — Utilities Menu

'" Utlities | 4. Help

Set data directory

@ Data file utilities 3
R Corrections »
! Control panel

E}J Exports L4
a Impaorts 3

Transfer Jobs to archive
B Transfer Jobs from Archive

-f:_ Secure area options k

Set Data Directory

For a multi user environment you would select your shared data directory that
everyone has read/write access too.

NOTE: Make sure everyone is out of the system before doing this.

& Data Directory =

Current data directory [C:\ProgramData'\ZipZap Computers\Loadmaster l Maodify b] I I Close  £3 I

NOTE: If you have just performed a program update then the above line should refelect where your data is held and
may require alteration. If using Windows Vista or Windows 7 on a network drive then you should then go into LOCAL
PARAMETERS and check the settings at the bottom of that screen.

Wista & Win 7Current Data Drive C: Vista & Win 7 current drive letter URL
Choose new directory @ i .
Click Modify
ulsﬁoesmp Select the Shared Data Directory,
- & Debbie
- 1. Public )
48 Computer C|ICk OK

&, Local Disk (C3)

- 4 DVD RW Drive (D)

- e Removable Disk (E:) Click Close.

» L% node (\\apollo) (Q:)
- ¥ Network

NOTE: All workstations must point to the
same data path

Folder: ~ Computer

Make Mew Folder ] [ oK ] [ Cancel ]
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NOTE: If you are running Windows Vista or Windows 7, enter the drive letter URL
(Path address) in which the data is held on. To find out the Drive URL, go to Setup,

Local Parameters and click Get URL.

<& Data Directory

(=]

Current data directory [Q:\Loaddata\

[ Modify [l || Close 3|

NOTE: If you have just performed a program update then the above line should refelect where your data is held and
may require alteration. If using Windows Vista or Windows 7 on a network drive then you should then go into LOCAL
PARAMETERS and check the settings at the bottom of that screen.

Yista & Win 7Current Data Drive Q: Vista & Win 7 current drive letter URL |\WMERCURY\Public

Click for an example of a mapped drive.

Example of Mapped Drives (23]
Fi computer oy ] 54 Close £3
_/'_\ i\ = il ! 1k
L )ev L‘ + Computer ~ * & ISearch @
File Edit Wiew Tools Help

Organize v =5 Wiews v (B4 System properties (=1 Uninstall or change a program L Map network drive Open Control Panel @]
Favorits Links Marne: Ivl Type ~ |v| Tatal Size |v| Free Space |v|
Hard Disk Drives (2} =]
FE Docurments =
FE Pictures aLOCAL_C ()] Local Disk 116 GB 24.6 GE
i‘[} Wi —EXT_BACKUP (E:) Local Disk 931 GB 858 GB
Maore  »» Devices with Removable Storage (2} =]
Folders v DV R Drive (D1 D Drive
B Deskt e FEmovable Disk (i) Removable Disk
eskbop
[ﬂ narman Metwork Location (4) =
. Public
‘B Computer S Public (VMERCURYY (00 ekwork Drive 9028 GEB 519GE
E ;_74 LOCAL_C (C:) ¥ zipzap (Y Fitpe) (20 Metwark Drive 54,8 GE 149 MB
) — . My Web Sites an MSN Falder Shartcut
= DYORW Drive (D7) WD My Book World Editio... Falder Shorteut
o EXT_BACKLP (E) = 4
e PEmiovable Disk (Fi) Other (1) =]
8 Public (WWERCURY)
C# zipzap (1IFitpc) (2:) ESaFe Run Shared Folder System Folder
| My Web Sikes on M=
E_ Safe Run Shared Fo
. WD My Book World |
EF Hetwork
Control Panel
5] Recycle Bin
The URL for the mapped drive Q: is VWMERCURYPubtic
The URL for the mapped drive Z: is WWFitpc\zipzap
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Data File Utilities
Backup

The system will automatically select the data files to backup.

J4a Backup Data =]

[] send copy to ZiPZAP

Files to backup:

O:\Loaddata\AccountFreight Types.FIC HP
s\Loaddata\AccountFreightTypes.ndx
s\Loaddata\ACCOUNTS.FIC
s\Loaddata\ACCOUNTS.mmo
‘Loaddata\ACCOUNTS.ndx
s\Loaddata\Alternative addresses.FIC
s\Loaddata\Mternative_addresses.ndx
s\Loaddata\Archive.FIC
‘Loaddata\Archive.mmo
‘Loaddata\Archive.ndx
‘\Loaddata\BockedShipping. FIC
‘\Loaddata\BockedShipping.ndx
\Loaddata\CMR.FIC
‘Loaddata\CMR.mmo
s\Loaddata\CMR.ndx
s\Loaddata\Credit.FIC
s\Loaddata\Credit.mmo i

Bytes 459447257

OO0 RRRR0000

Click to select a location to save the backup file to.

To send a backup to ZiPZAP at the same time, check the tick box called Send copy
to ZIPZAP

Click Backup to create a Full Backup
Click Todays to create a Backup

Restore

& Restore Backup @

Select the backup file to restore.
Hote you MUST be the only user using

the system when restoring data.

Click Restore to locate the backup file (WDZ)

Note: when restoring a backup, only one user should be in the system,
everyone else must log out.
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Restore Backup

_ This process will remove the existing data and replace it with the
__I,_L backup data. Are you sure?

[ ves ][ Mo

Click Yes on the screen above

<& Select Backup to Restore ==
“am
@Uv|m » Debbie » Videos » - “1‘ ‘Seam’.' D'
‘ Organize = ws = BB Mew Folder
=

Favorite Links Name Date taken Tags »

EE' D . DirectoryListPrintEN
| |20100226.WDZ

15 Recent Places
Bl Desktop

More »

@) Sample Videos

Folders v
’EE Pictures
> Searches
= | Synfig

+ 1 Tracing

3 m Videos

> J. Public

’ - Computer
4 &, ROOTCAMP (C)

LavVR
File name ~ | Archive (- WDZ) -

Select the .WDZ file

Click Open to finish
Health Check

This option checks the health of the files on your computer, if there are any errors,

use the utility file fix to repair them.

& Health check data files ==
[] Accounts [[] Parameters
[ aternative [C] POD Transactions
D Archive D Phone numbers
D Booked Shipping |:| Runs
B on ] s ead
[ Credit Notes = Shippers
[C] peleted Jobs [Z] shipper Routes
D Diary |:| Status codes
|:| Diary View D Supporting Images
7] Emais [T surcharges
|:| Freight Types D Temporary transactions
|:| Filter Codes D Temporary accounts
7] cazetteer O] tractor
|:| Groupage D Trailors
[ Hotidays [C] users
[T 1nvaices [ vAT codes
[ Jobs [ vehicles
D Local parameters D Vehicle costs

Messages [[] vehicle events
This process checks the health of the data files on your computer.
If there is a problem then go into Utilities and repair the files concerned.

Click Check to start the process
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File Fix

If you encounter problems with data files it is usually possible to repair them using

this utility.

If you find yourself fixing files regularly you should look into the cause of the problem.

Note: when using this facility, only one user should be in the system,
everyone else must log out.

& Reindex/repair data files

|;| Archive

Booked Shipping
CMR Notes
Credit Motes
Deleted Jobs
Diary

Diary View
Emails

Filter Types

| Freight Types
|:| Gazetteer

|:| Groupage

[C] Holidays

|:| Invoices

D Jobs

|:| Local parameters
|:| Messages

|:| Parameters

AEEEEEE]

|:| POD Transactions
[] Phone numbers
|:| Runs
|:| Sales leads
|:| Shippers
(] Shipper Routes
[C] status
|:| Supporting Images
Surcharges
Tel
Temporary
Temporary accounts
|:| Tractors
|:| Trailors
|:| Users
|:| Vat codes
[C] vehicles
|:| Vehicle costs
|:| Vehicle events

Type
i) 1 Standard

i@ 2 Compact and remove deleted records

™) 3 5tandard and remove deleted records

Tick all <
Reindex 0

Close B3

1

Tick the section boxes you wish to repair

OR

Click Tick All to repair all sections
Click Reindex to start the process
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Resync Replication

This option is for checking the replication number is issued to all consignments.

& Resync Replication

This process checks that the

replication number is issued to al

Click Execute to start the process

Corrections

Reverse Invoices

If you have made a mistake when posting invoices you can reverse them here.

s

J4& Reverse invoices

Reverse back to andincludingm I Confirm 0“ Close EBI

[T] confirm
Reverse one single invoice 1]
|:| Confirm

Remove Locked Price tick box on every consignment concemed

Special Reverse of Invoice - use under instruction only

Reverse back to and including [30051
Date of these invoices 2170672010

Affecting consignments between (217062010 and |21/06/2010

7 contrm

Set consignments to invoiced state

Mark items prior to this date as invoiced|21/06/2009 | [ Confimn

Set consignments to non-invoiced state

Mark items after and including (21/06/2010 | to non invoiced state

[ Corfim

There are several options to choose from:
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First option is for reversing back to a certain invoice number (This will reverse all
the invoices after that invoice number as well)

Click to select an Invoice number to reverse back to and including

Click Confirm tick box

Click Confirm to finish

Second option is for reversing one single invoice

Click to select an Invoice number

Click Confirm tick box

Click Confirm to finish

Third Option is to be used under instruction only (Special Reverse of Invoice)

Click to select an Invoice number to reverse back to and including
Enter date of these Invoices
Enter the date range of consignments this may affect

Click Confirm tick box

Click Confirm to finish

Fourth Option is for marking consignments to invoiced state prior to a specific
date

Click Explain if you do not fully understand what this option does, a

window will appear with an explanation.

Reverse invoices @

f 0 \ The program considers Jobs that are NOT already invoiced and that are
' BEFORE the date you choose.
It simply sets the invoice number on these to -1 which prevents them

from being inveiced again.

Enter the date
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Click Confirm tick box

Click Confirm to finish

Fifth option is for marking consignments to non invoiced state after and including
a specific date

Enter the date

Click Confirm tick box

Click Confirm to finish

Reverse Payment on Invoice

This option reverses the status of the selected invoice from paid to unpaid.

o =

Ja& Reverse payment of invoice @

Click to select an Invoice

Click Reverse to finish
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Invoice Details

This option is for viewing the details of Invoices.

Ja Browse invoices
InvNo o Date o Account o Name Met Vat Gross

:30,051 21/05/2010 JRICHA Jack Richards & Son LI 550.00 96.25 646.25
30,050 19/05/2010 WOOD WOODALL GROUP TRAI 220.00 38.50 258.50
30,049 19/05/2010 WATER EDEN SPRINGS 985.00 172,38 | 1,157.38
30,048 19/05/2010 | THOMT Thomson Trees 30.00 5.25 35.25
30,047 19/05/2010 THOMS THOMPSOMN FREIGHT SE 245.00 42.88 287.88
30,046 19/05/2010 |STEWR STEWART ROSS 90.00 15.75 105.75
30,045 19/05/2010 |SCTRA SCOTRANS 45.00 7.88 52.88
30,044 19/05/2010 | RHMILLF R H MILLER LTDx 380.00 66.50 446.50
30,043 19/05/2010 REVO REVO TECHNOLOGIES 660.00 115.50 775.50
30,042 19/05/2010 |POLL Pollock Express Ltd 585.00 102.38 687.38
30,0441 19/05/2010 OPALIO OPALION PLASTICS LTI 1,455.00 254,63 | 1,709.63
30,040 19/05/2010 MURRA MURRAY FARMCARE 45.00 7.88 52.88
30,039 19/05/2010  MGFT MGF TRANSPORT LTD 106.00 18.55 124.55
30,038 19/05/2010 |GARD GARDIMERS OF SCOTLA 130.00 22.75 152.75
30,037 19/05/2010 FOUNT SLIMLITE DOUBLE GLA | 1,738.50 304.24 | 2,042.74
30,036 19/05/2010 FEDER EURDFRICTION LTD 1,877.00 328.48  2,205.48
30,035 19/05/2010 EUROG EURDGATE INTERMATIC 48.00 8.40 56.40
30,034 19/05/2010 DRYD DRYDEM AQUALTD 45.00 7.88 52.88

Select the Invoice you wish to view

Click Modify

& Invoice header details
Mumber 29,692
Invoice Date |31/03/2010 Close
Account BEHC
Name m
Address 1 Medwyn Park
Address 2 Edinburgh Road
Address 3
Address 4 Carnwath
Postcode ML11 8HS
Country
Met 250.00| inc fuel surcharge 0.00
Vat 43.75
Gross 293.75
Euro exchange rate 1. QOO0
[ Posted
Invoice printed
|:| Invoice paid
Amount paid 0.00
Date paid 30/03/2010

£
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You can edit the address of an invoice.

You can check the posted and Invoice printed tick boxes on and off.
The rest of the data is viewable only

Click Ok to finish

Update VAT Code

This option will add a VAT code to jobs which have no Vat code attached but will not
be invoiced.

Ja Update VAT Code (23]

This adds a VAT code to jobs that have no VAT code attached and Run o
are not invoiced.

Click to select a VAT Code

Click Run to finish

Set Customers to Default rates

This option will set all customers to the default rates which are set in the Parameters.

- =

& Set customer rates to defaults [E3m]

This sets AlLL customers to the default rates set in Parameters. Copy 0
[ ‘Confirm you wish to do thisi

Click Confirm you wish to do this

Click Copy to finish
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Bulk Change Fuel Surcharge

This option is for charging the Fuel Surcharge for everything all in one go.

P

4@ Bulk change fuel surcharge @

e [ I3

[C] confirm Close £3

Enter the Fuel Surcharge Rate

Click Confirm

Click Apply to finish

Print Customer Rates

Select this option to print rates for a specific account or all rates.

& Print rates [=5e]
Up to and including zone |99 ALL o=

Close E3

If required, click to select an account to restrict to.

Enter the amount of Zones you want to include

Click Print to finish

OR

Click ALL to print all accounts
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Reprise Charges to Customers

Select this option to recalculate customer charges for a specific account and date

range.

Ja Recalculate customer charges @

Restrict to account Calc
Collected between  |05/07/2010

and 08407 /2010

|:| Reprice if the price was locked if the current charge is zero
[ Reprice even ff the price was locked and the charge is not zen

Tick both to reprice al items.

-

If required, click to select an account to restrict to.

Enter the collection date range you wish to recalculates charges for

If required, tick the following tick boxes:

Reprice if the price was locked if the current charges is zero

Reprice even if the price was locked and the charge not zero

If both are ticked then all items will be reprised.

Click Calc to finish

Control Panel

This option is the same as on the user login window, where you setup the users.

4@ Control Panel

Please enter corresponding key to | 124522669840

Corresponding key 3

Check &3

Close B3

1

Obtain the corresponding key from ZiPZAP (01522 684705)

Click Check to enter the Users screen
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Exports
Accounts

Here you can export your accounts

& Export Accounts @
Ref o Accountname o  Address 1 Address 2 Address 3 Address 4 Postcode T
JABERD  DAVID ABERNETHY 12 LEADHILLS RO ABINGTON -
ADSL  |AFFORDABLE DIGITAL  TONG HALL TONG VILLAGE  BRADFORD BD4ORR |- 0D
AFIRM  |ALAN FIRMINLTD  MID KENT BUSINES SORTMILL ROAD SNODLAND MEGBUA || ]
AFTS N & T TRANSPORT LTD PO BOX 555 CROSSENS SOUTHPORT PREOAB |
AHHAUL |A & H HAULAGE 126 DRUMLANRIG | THORNHILL DUMFRIESSHIRE =
AHIN | ALAN HINDLE TRANSPC WATERSIDE BUSIN DARCY LEVER BOLTON LANCASHIRE BLIZPF | =
AJPRIN |A® JPRINTERSLTD 57 HIGH STREET | LANARK ML11 LN =
IALLWA  |ALLWAYS INTL FREIGH SUITE 6 SAXOM HC|UPMINSTER TRADINC WARLEY STREET  UPMINSTER RM143P1 |
ALTD  |ALT Distribution 25 Orford Green warrington WiA2 BPE
ANGL  |ANGLO OVERSEAS LTD 609 LONDON ROA WESTTHURROCK  ESSEX RM20 381
ANNAN | ANNANDALE TRANSPOR THE GARAGE BEATTOCK MOFFAT DUMFRIESSHIRE
ARMS WM ARMSTRONG (LONI TOWNFOOT LONGTOWN CARLISLE CABELY |
ARRC  |ARR Craib Transport Howe Moss Drive |Kirkhil Industrial Es Dyce Aperdeen AB2106L
ASHT  |ASHTONS (LANCASTER) UNIT 50, THETLS F|LUNE INDUSTRIAL E! LANCASTER LAT 5QP
ASSOCP  |Associated Parcels  Mansfield Gardens Hawick DS 8AN
IAXAIN  |AXA INSURANCE LTD  C/0 GILES INSURA 54 BUCCLEUCH STRE DUMFRIES DUMFRIESSHIRE  DG1 245
XIS |AXIS HAULAGE 6 MEADOWFOOT \WANLOCKHEAD  LANARKSHIRE ML12 65
AZTEK  |AZTEK LOGISTICS LTD TAYLORSROAD |STOTFORD HERTS 565 4AZ
BARGHS [5.J Bargh Ltd Hornby Road  Caton Lancaster LAZ 914
BARRON |Barron Wood Distribul The Logistics Cen 12 Church Road  Tarleton Preston PRAGUR |
BASSET |Bassett Group Holding Transpart House [Stone Road Tittensor Stoke-on-Trent  ST129HD
BATT  |BATTCABLESPLC  UNIT 1 LOCHEND |QUEEN ANNE DRIVE HEWBRIDGE EHZBBLH |
BECM  |BBC MACHINE TOOLS L MACHINE TOOL CEROADMEETINGS IND CARLUKE ML8 4PG
RACHIDD Rl | CHIBBINGTAN HA SANTHAIICF <BDIK VAL | F¥ DAAR INDIE €T 41 RANS uFoTe PRV
«
Click on the symbal to the top right of the frame and you wil get a menu

Click on the top of the scroll bar and you will get the following menu

c Here you can export the table of accounts to a excel,
) Copy row word or a XML file

LIl Copy An
B

2E Export table to Excel...

W Export table to Word...
&3] Export table to XML..
E— Print...

Gazetteer for Implant

This option is for exporting your gazetteer into a format suitable for the customer
implant system

& Export gazetteer

This exports the gazetteer in a format suitable
for customer implant systems.
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Click Export to select a file destination

Select a destination ==

J Data o
. Downloads
. HF Server
. images

J Intel

. Log Files

m

. Logs
» L MSOCache
. OpenCandy
- . Perflogs
- .. Program Files
. LoadMaster &

Folder: LoadMaster

[ Make New Folder ] [ OK ] [ Cancel

Click Ok to finish
Imports
Accounts

This option is for importing your accounts file. You have two import options to
choose from. New accounts will be created and existing accounts will update.

i

& Import Accounts file

This imports an external data file into the program. Mew accounts are l Import .ﬁ” Format D‘

created and existing accounts are updated.
llmpnrt?_ 0” Format D ‘

This file is in the standard Excel 97-2002 XL5 format.

The first record should have a value in the last field.

To find out the format of each Import option, click Format next to the
relevant import button.

Import Format One

Import Accounts file 3]

| Use a standard XL5 file containing
' account,name,addl,add2,add3,addd, postcode, contact, tel fax

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 191 of 225



Click Import for format option one

@ Select File =
( C &L « BoOTCAMP (C) » [ 4| scoret ol
Wy Organize + s+ B New Folder
Favorite Links Mame Date modified
SAVG 02/02/2000 16:11

[E| Documents

% Recent Places

04058006d57Fch6bll...  11/06/2010 09:27
Adjustment Program  24/04/2009 12:56

mn

B Desktop archive 07/04/2009 12:53
L0 & avg 28/03/2008 16:00
Folders v Backup 26/10/2009 12:08
P Desktop A Bpost 28/10/2009 18:04
B Debbic 7 caslink 18/03/2009 13:18
—— 1 Cheat Engine 22/12/2009 15:29
B Computer = CUSTORD 18/11/2009 12:40
Data 20/04/2010 09:33
% [5,3;) TR;?: P (C(g,] MM Downloads 13/05/2008 17:12
f Remuvahl:\;sk € PRy 15/10/200812:01

] Elements (F) ‘ Vimages | 06/04/2009 16:37 L

- 4 1 L3

nads Ntanallnl (0

File name: - Excel files -

Locate the account files and click Open

Import Format Two

Import Accounts file [E3m]

; 1 Use a standard XL5 file containing
account,name,addl,add2, add3, addd, county, postcode, country, tel fax o
oh,email, contact, Skype name, collector

Click Import 2 for format option two

@ Select File =
) ) [E <« BooTcamp () -4 -l
) e (<) 3 || Search

B New Folder
z
Favorite Links MName Date modified =
SAVG 02/02/2010 16:11

[E Documents

% Recent Places

049580e06d57fcb6b11...  11/06/2010 09:27
Adjustment Program 24/04/2009 12:56

m

W Desktop archive 07/04/200912:53
Mere » avg 28/03/2008 16:00
Folders v Backup 26/10/200912:08
B Deskto .| JiBpost 28/10/2009 18:04
m Debbi | L casiink 18/03/200913:18
. Cheat Engine 22/12/200915:29
B Computer (| 1l cusTorD 16/11/200812:40
&, BOOTCAMP (C) || dipate 20/04/2010 08:33
] : Downloads 13/05/2008 17:12
L3 DVD RW Drive (D)
Removable Disk (E:} HF Server 15/10/2008 12:01
7 Hements (71 images 060420001637 -
™ ; A [ F———| '

nade Nanallal (00

File name: « | Excelfiles -

Locate the account files and click Open
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Gazetteer

This option is for importing your Gazetteer. You have two import options to choose
from. Apart from initial setting up, it is not recommended that you import gazetteer

files.

4@ Import gazetteer

File to import

Apart from initial setting-up it is not recommended that

you import gazetteer files.

|:| Merge with existing gazetieer

[

Click to locate the file for import

@ Select File

‘ Organize

Favorite Links
[‘ Documents
5 Recent Places
Bl Desktop

More »

Folders

. SAVG

—~
o9 & « BOOTCAMP (C) »

v v [ MNew Folder

&, BOOTCAMP (C)

~

o~

. 049580e06d57fcb6b11 bETF4E5 |i|

< | 4y| ‘ Search

Narne

SAVG

Date maodified
02/02/2010 16:11

049580e06d57fcbbbll... 11/06/2010 09:27
Adjustment Program 24/04/2009 12:56

archive
avg
Backup
Bpost
caslink

Cheat Engine

07/04/2009 12:53
28/03/2008 16:00
26/10,/2009 12:08
28/10,/2009 18:04
18/03/2009 13:18
22/12/2009 15:29

m

CUSTORD 18/11/2009 12:40
Adjustment Program
Data 20/04,/2010 09:33
. archive
av Downloads 13/05/2008 17:12
{2% HF Server 15/10/2008 12:01
. Backup X
images 06/04/2009 16:37 -
Bpost
raslink 2] < 1 "

If required, tick the tick box merge with existing gazetteer.

Depending on your file format, you can either import via a test file or a excel file.

Click Text to import a text file
Click Excel to import a excel file
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POD Images from default directory

Here you can change the default pricing for your zones

ka

Description pallet

Base

Description

Base

Description

Base

Description

Base

Weight charge

Base

4 Change default pricing

Zone |1 7 Save o

0.0000| then charge

0.0000| then charge

0.0000| then charge

0.0000| then charge

0.0000| then charge

0.0000

0.0000

0.0000

0.0000

0.0000

per item up to

per item up to

per item up to

per item up to

per kilo up to

0| items then

0| items then

0| items then

0| items then

0| kilos then

=)

0.0000] per item

0.0000 per item

0.0000| per item

0.0000| Per item

0.0000| per kilo

%

Use the arrow buttons % to select the Zone you wish to alter

Enter the data

Click Save to finish

Shipping Routes

Here you can import the shipping routes.

Surcharge

& Import Shippers file

Import Shipper Routes

[] Skip first record

1Dy, Hame, From, To, Details, Time, Cost,

(5]

Close F3

If required, tick the Skip first record tick box

Click Import to locate the shippers file
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@ Select File ==

T (E
() [& « BooTcamp (¢ » ~ [ 43 |[ search 2|

Fa Name Date modified
SAVG 02/02/2010 16:11
[E Documents
- 049580e06d57fck6bl1..,  11/06/2010 08:27

il RecentPlaces Adjustment Program  24/04/200012:56

B Desitop archive 07/04/2009 1253
Mors » avg 28/03/2008 16:00
Folders v | iBackup 26/10/2009 1208
£, BOOTCAMP (C) Bpost 28/10/2000 18:04
" save i caslink 18/03/2009 1318
e Cheat Engine 22/12/200915:29
CUSTORD 18/11/2009 12:40
| Adjustment Program
archive Dats 20/04/2010 09:33
- Downloads 13/05/200817:12
Eazkup HF Server 15/10/200812:01
— images 06/04/20091637
rj <link ] K P — »
Fie name: + [Excelfies -

Select the excel file

Click Open to finish

Transfer jobs to archive

This option archives old jobs and puts them into the job archive history.

J4a Transfer jobs to archive

Archive items (paid) before |20/06/2007 | Transfer to the archive if they have been invoiced and paid m m
|:| Just archive jobs collected before this date that are invoiced. Ignore the requirment to be paid

|:| Archive jobs before the date and IGNORE the requirement to be invoiced or paid

Enter the date you wish to archive up to
If required, select the following tick boxes:

Just Archive jobs collected before this date that are invoiced. Ignore the
requirement to be paid.

Archive jobs before the date and ignore the requirement to be invoiced or paid.

Click Archive to finish

Transfer jobs from archive

This option recovers old jobs from the job archive history. This should only be
used when instructed.

Ja Recover from Archive @

This should only be used when instructed.

Click Recover to finish
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Secure Area Options
Delivery Charges Report

This option creates a report of delivery charges between a specific date range for all
deliverers or for one specific deliverer.

@ Delivery charge report

Start date  |25/05/2010

End date 2870642010 Close 57

Restrict to  |ALEC

Enter a Delivery Start and End date

If required, click to restrict the report to one Deliverer

Click Print to finish

Example Below:
Delivery costs between 25/05/2010 and 28/06/2010

ALEC

Docket Del date Delivery name Town pallet Type d Delivery charge

1454 | 25/05:2010 Bunzl Cleaning &amp; Hygiene 5 BIRMINGHAM 4 L Q o 0.00

1453 | 25/05:2010 Bunzl Cleaning &Hygeine WARRINGTON | ] | 0 | 0 | o ‘ D.I)I)l

Check Delivery Charges

This option is for checking your delivery costs for a specific deliverer between a date
range.

4@ Check delivery costs

Start date |28/06./ 2009

End date [28/06/2010

Click to select a Deliverer

Enter a Delivery Start and End date
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Click View to finish

The following table with appear with the data you wished to view.

H

Problen: B

Modify [
Delete ==

Print =

IIII O

Cloze £3

& Deliveries

Job Mo 3, Deldate @, Account 9, Custref @ Name Town/Place &, Area palet TypeZ Type3 Typed4 Cost

5?2 19/04,/2010 FEDER 92697 Eurofriction Lt KILMARNOCK KA1 50D 5 1] 0 0 0.00 |:| ]
611 21/04/2010 NUTRI nutriscott [t Dalcairney Farr AYR KAb 7PT 2 o 0 0 0.00 |:|
988 06/05/2010 COULT g33809 5t. Regis Paper SITTINGBOURNE ~ |ME10 2T 26 o ] ] .00 I:‘
1057 10/05/2010 | COULT Highland 5pring BLACKFORD PH3 1 il 1] 0 0 0.00 D
1091 11/05/2010 COULT g33953 5t. Regis Paper! SITTINGEOURNE ~ |ME10 2T 26 o i} i} 000 [0
1190 13/05/2010 WATER 023639 EDEN SPRINGS | BLANTYRE G72 0BP 34 1] 0 0 0.00 |:|
1276 18/05/2010 COULT 467858 3663 -Batterse LONDOM SW38 3HJ 26 o ] ] .00 |:|
1363 19/05/2010|BHC STATESIDE FOO BOLTON BL5 3 26 1] 0 0 0.00 I:‘
1445 24/05/2010 COULT K1 6003 5t Regis Paperk|SITTINGBOURNE | ME13 1 26 o a a 000 D
14594 25/05/2010 OPALIO 28748/9 Bunzl Cleaning i BIRMINGHAM B24 8TB 1} 1} 1} 000 [0
1493 25/05/2010|0PALIO 28740743 Bunzl Cleaning | WARRINGTON WA1 4RC o 0 0 .00 |:|

205 0 0 0 0.0

Reprice Delivery Charges

This option is for reprising delivery charges for a delivery date range for all deliverers

or one specific deliverer

' '

ES

& FReprice delivery charges

Delivery start date (29/03/2011 Process ﬁ

Detivery end date |29/03/2011
Deliverer (optional)

|:| Ignore if already invoiced

Enter a Delivery Start and End date

If required, click to select a Deliverer

If required, tick the Ignore if already invoiced tick box

Click Process to finish
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Global Change Learn Addresses

This option is for setting all accounts to have Learn Addresses On or Off.

[l a1

4 Change Learn Addresses  [s£3

fie’[ ggfcmunts | Change 'ﬁ|
" OFF | Close 3 |

Select On or Off

Click Change to finish

Remove Data for a Customer

This option is for removing a customer’s consignments on a specific collection date.

-

Collection date |UeEir:TpFdns | Process lﬁ|
Account |j:}| | Close £7 |

This process REMOVES all consignments for the customer
on the specified collection date.

Tick below to confirm that you wish to do this.
|:| | agree to delete the data

4 Remove data ==

Enter the Collection date

Click to select an account

Tick the | agree to delete the data box

Click Process to finish
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Reset Invoice on Consignment

This option is for tagging an individual job with an invoice number. This should only
be done when instructed.

o "

Ja Resetinvoice number on lob [5]

This process tags an individual job with an invaoice

number and should only be done when instructed.

Consignment number E Please check

Repeat the number |0 carefully

%et to invoice [1] Please check
Repeat the invoice |0 carefuly
Process ﬁ

Enter the consignment number in both of the top boxes.

Enter the Invoice number in both of the bottom boxes

Click Process to finish
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Chapter 7 — Help Menu

&« Help

|? About

&% System information
o Information of changes and updates

¥ Terms of Use

O Report a problem or give feedback

About

This option tells you all about the program you have installed, e.g. program version.

4@ About (]
Moduls Name: Loadmaster.exe
Module Version: 36.7
Copyright: Copyright © ZipZap
Company: ZipZap Computers
Description: Loadmaster Extreme
PAn: 2031 Mb

support@zipzap.eu

www.Zpzap.eu

Caution: this software is protected by international copyright.By
instaling and using this product, you have agreed to the terms of

licence agreement.

Click On License Button — This will show your licence details.

About 5]

‘-.I This program is subject of copyright - all rights are reserved ZiPZAP
¥ Computers Limited () 2011

Licence Mumber: ABC
Registered to: LICEMCED
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System Information

This option tells you what your computer details are.

J& Hardware/Operating System Details @
0/5 Details The current platform is NT
Windows Version is VISTA
Sub Version is 6.0
Compiliation is 6002
Screen resolution of 1680 by 1060
Total memory is 2123089088 bytes
MNetwork username is Debbie
Local IP address is 192.168.1.17
Drive Details | ¢ : s alocal hard disk and is available with 109986877440 bytes free

:is a CO ROM drive but has ne CD inserted
: is a floppy drive but has no disk inserted
: is a local hard disk and is available with 7929372672 bytes free

Mmoo

Information of changes and updates

This option tells you what changes have been made to the program version you
have.

4@ Changes in this version @
Details  |08/04/2010 .

Major rewark.

POD's available for every drop.

All Jobs Screen now fully alterable. i

Alternate invoice now includes drops. r

12/04/2010

TPH screen now includes depot costs

TPH screen defaults collector to local depot unless

overridden -
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Terms of Use

This option will bring up a screen with the details of terms of use.

Terms of Use

Loadmaster Extremes is supplied on an AS 15 basis and without guarantee. ZipZap shal have
no liability or responsibility to a customer or any other person or entity with respect to any
type of liability, loss or damage caused or aleged to be caused directly or indirectly by
Loadmaster Extreme, licenced by ZipZap, including but not limited to any interruption of
service, loss of business or anticipated profits or any conseguential damages resulbing from
the use or operation of Loadmaster Extreme.

Mote that all good data processing procedures dictate that the user thoroughly test
Loadmaster Extreme with sample set of data and run the system in parallel with the previous
system for a period of time to ensure that the results of operation of Loadmaster Extreme
are satisfactory.

You the Client of ZipZap own the licence to use Loadmaster Extreme. This licence is not
transferable to any other company, company name or business.

Report a problem or give feedback

This option is where you can send us an email about any technical problems you
have on the program.

i

Ja Report a problemn or give feedback on the program @

Use this to report technical problems or give feedback on the
program. This is reported back to the programming team for
future developments..

Problem -

:

-

Enter your message in the space provided

Click Email to send the message
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Appendix A — Multi-Installer

Setting up Network Installer on Common Directory

The multi-install works in a different way. The program installs a network installer for
all the computers. It does not install the actual program.

The way that this works is that you create a common directory on a shared drive

(===
@uv| | %« Loadmaster Extreme & - |¢f| |5&an:h o
File Edit View Tools Help
‘ Organize v =
Ernlhis Name Date modified Ty
E| Documents . Data 20/10/2010 10:15 Fili
. .. Program 20/10/2010 10:20 Fili
Vore »»
Folders v
5 node (Viapollo) (Q:) -
. Debbie
. Business Documents
. Debbie il
. DemoData =
.. DirectoryListPrintEM
. Documentation
. Documents
.. Images
. Loadmaster Extrerne
v [ 4 1 +
2 items Offline status: Online
] Offline availability: Not available

Example above — Q:\Debbie\Loadmaster Extreme\Program
Run the setup program, directing it to that directory.

Double-click LoadMaster.EXE

The first screen to appear is the program password screen, if you have purchased
this software then you will have been issued the password.

Entering the password

Enter the password to continue the setup:

ok || Cancel ]
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Loadmaster - Setup wizard

Welcome to the server setup wizard of Loadmaster

The setup files will be installed on the server.

‘We advise you to end all the current Windows applications before running the setup
program.

The setup program for the end users will be created in the following directory:

|C:\LoadMaster | E|

You are about to run the setup program for the server,
This setup program will configure the application on the server and generate the setup

procedure for the end users,

Choose a shared directory in order for the setup program to be accessible to clients,

1 The selected directory is not a shared directory. To use the automatic update
;_’B] feature, your application must be installed in a shared directary,

The “Advanced” buttons allows you to access the advanced options of the
automatic modification of the files.

<Err:'.-'icu5[ Mext = ” sl l

Powered by

WIN D Ev | Version: 31.0

e

Click g to select the Common Directory

1 Images -
|/ Loadmaster
4 || Loadmaster Extreme
. Data
. Program A
1 New Logo
|1 New Statements
I+ |y TPNIE Logos
| TPN UK Loges
I~ |/ Worldnet Enterprise
. depot20 -
< I 3

Folder;: ~ Program

[ MakeMewFolder | [ ok | [ cancel

Click OK
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Powered by

WINDEV

Loadmaster - Setup wizard

Welcome to the server setup wizard of Loadmaster

The setup files will be installed on the server.,

We advise you to end all the current Windows applications before running the setup
program.

|Q:\Debbie\Loadmaster Extreme'\Program'\LoadMaster | Iz|

You are about to run the setup program for the server,
This setup program will configure the application on the server and generate the setup
procedure for the end users.

Choose a shared directory in order for the setup program to be accessible to clients.

The "Advanced” buttons allows you to access the advanced options of the
automatic modification of the files.

| Version: 31.0 < Previous MNext » ] I Cancel ]

vy

Loadmasier - Setup wizard

‘Ch\LoadMaster directory not found.
Do you want to create it?

e JL |

Powered by

WINDEV

Loadmaster - Setup wizard

Referencing the application in User Control Center

The User Control Center is used to all the

netwaork.,

Reference the application in the User Control Center.

Location of the files of Control Centers:

|Q:\Debbie\Loadmaster | E|

e e
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Loadmaster - Setup wizard

Summary of setup

The setup will start now.
Selected Options:

The setup will be performed in the following directory: E‘
Ch\LoadMaster

Selected type of setup: network setup, reference application

Run the automatic data modification.

Kl [

Click 'Previous' to modify some options.
Click "Mext’ to continue.

Powered by

WINDEV | | <Previous | Next> ”—Gansal—)

Click Next

Loadmaster - Setup wizard

Setup completed

Setup completed.
Click 'Done’ to exit the setup program.

Powered by

WINDEV < Previous  |ge Done ] | Cancel

y

Click Done
The program will have installed various programs.

One of the installed programs will be INSTALL.EXE
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Setting up Network Installer on Workstations

From the various workstations you browse through the network and run

INSTALL.EXE and the program is then installed locally.

This will only need to be done once.

Thereafter once you install a new install set in the common directory then this will be

detected by the workstations and they will automatically update.

Open the common directory from each workstation and one by one go through the

set up.
(=]
@@v| .« Loadmaster Extreme » Program » LoadMaster » v|¢, ||Sggn:h p|
File Edit View Tools Help
Wy Organize ~ i
Eavorite Links MName Date modified Type Size
El Documents L INSTALL 20/10/201011:22 File Folder
I I INSTALL 05/02/2009 20:10 plication 1924
T & 4% | uninst 20/10/2010 11:22 Setup Information 3
Folders v | & WDUNINST 28/01/2009 19:11 Application 296 }
.. DirectorylistPrintEM £ | WDUninst 12/06/2007 10:48 Configuration Sett... 3t
. Documentation
. Documents
. Images
. Loadmaster
. Loadmaster Extreme
. Data
.. Program |
. LoadMaster [
. INSTALL
| 4) _WDINST
|1, _FRAMEWORK
|1, _MODAUTO
|1, _UPDATE
. Mew Logo
. Mew Staterments
., TPNIE Logos > [ [l | +
& , INSTALL  Date modified: 05/02/2009 20:10 Date created: 05/02/2009 20:10
"EJ Application Size: 192 KB Offline availability: Not available

Double-click INSTALL.EXE

The first screen to appear is the program password screen, if you have purchased

this software then you will have been issued the password.

Entering the password

Enter the password to continue the setup:

oK

[E==m)
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Welcome to the wizard for client setup of Loadmaster

This will install L

On your ¢

‘We recommend that you close all the curent icati before ing the setup prog

The application will be installed in directory:
|C:\Program Files\LoadMaster | El

End-user setup with automatic update.

The "Advanced” buttons allows you to access the advanced options of the
automatic modification of the files, -

Powered by
WINDEV Version: 31.0 < Previous [—L«lsd-\—] i—Ganﬁd—]

Click Next

LoadMaster - Setup Wizard

C\Program Files\LoadMaster, directory not found.
Do you want to create it?

Powered

WINDEV |

Click Yes to create the directory

Loadmaster - Setup wizard

Summary of setup

The setup will start now.
Selected Options:

The setup will be performed in the following directory: E‘
C:\Program Files\LoadMaster\,
Selected type of setup: network setup, icati d dent of the one installed in:

P \Drebbieil Extreme \F WDUPDATE,

ﬁ Run the automatic data modification.
o
r )

| ||I|

Click "Previous' to modify some options.
Click 'Next' to continue.

Powered sy
INDEV | [ <Previous | Nea> ][ Cancel |

Click Next
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Loadmaster - Setup wizard

Setup completed

Setup completed.
Click 'Done’ to exit the setup program.

[] start the program

Display an i
- ) |:| Display an icon in the Start menu

|:| Display an icon in the quick launch bar

Powered by
INDEV | | < Previous [—Qﬂu—” Cancel

Tick Display an icon on the desktop tick box

Click Done
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Automatic Update on Workstations

When you install a new version on the common directory, the next time a user opens
Loadmaster they will be alerted about the update.

Loadmaster - Automatic update

An application update is available.

Dretails of the new features in this update:
Current version of the application:
[210 |

Version of the update:
[212 |

| Updating the application (585) | | Use the version installed I Exit from the application

|:| Display the wizard to modify the setup options
Powered by |

WINDEV

Click Updating the application button to skip the countdown

Entar
E

g the p

The setup of Loadmaster is password-protected.

Enter the password to continue the setup:

| ok || Ccancel ]

Enter the password and the update will begin

Once complete the program will open automatically.

There is a parameter file stored in the workstation program directory called
WDUPDATE.NET which tells the program on every start to look for a new update in
the installer directory. If it finds such an update it will automatically start the update
process.

NOTE: To stop the process of checking, simply delete the file WDUPDATE.NET from
the program directory.
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Updating Loadmaster on a Network Drive

Double-cl

ick on the LoadMaster.EXE

Follow the same screens on pages 184 and 185 except

Powered by

wINDEV Version: 188 uEI'E-.-iCUEI Mext > H Cancel ]

Loadmaster - Setup wizard

Welcome to the setup wizard of Loadmaster

This program will install Loadmaster on your computer,

‘We recommend that you close all the curent applications befaore running the setup program.

| The application will be installed in directory:
|c2Program FilesiLoadmaster: | B

The "Advanced” buttons allows you to access the advanced options of the
automatic modification of the files.

Powered by

WINDEV

Advanced options for automatic data modification

Select the options that will be applied during the automatic modification of
the application data files:

[] Create a report file for the operations performed by the automatic data modification

This file is used to get information on operations performed by the automatic modification. If a problem oceurs,
this file can be sent to the application manager.

Location: C\Program Files\Loadmaste\LOGMODAUTO.TXT | EI

Ferform the automatic mod:ffi:atig__r]__gf data in interactive mode,
If this option is checked, the automatic modification of the HyperFileSQL data fi Jist of files
found before it is perfarmed. This gives you the ability to add additional files o directories.

Save the files before the automatic data modification (recommended).

This option is used to automatically save data files before modification, allowing you to return to a previous
version if necessary.

[[] Add the search directories for Hyper File 5.5 files

By default, the data files in Hyper File 5.5 format are sought in the setup directary of the application and in the
directories described in the REP.
Specify the additional directories that must be taken inte account:

Additional Data File Directories i

If you store your data on a network
drive then you should click the
Advanced button during
installation.

This simply asks you to choose the
directory that contains the data files
to be updated.

MAKE SURE EVERYONE IS OUT
OF THE SYSTEM BEFORE
DOING THIS.

Tick the Perform the automatic
~=modification of data in
interactive mode tick box.

Click OK

Follow the same screens on
pages 184 and 185

Powered by

WINDEV

Automatic modification of the HyperFileSQL data files ofLoadmaster.exe
The table below displays all the HyperFileSQL data files that were found by the automatic

data modification.
Uncheck the ones that must not be modified.

oMo

Logical name Q, URL -
V' ACCOUNTS file://C:\Py Data\ZipZap C \ACCOUNTS.FIC
V' GROUPAGE file://C: Dat; C ge.FIC
v JjoBs file://C:\Py Data\Zi C Jobs.FIC
V' PARAM file://C:\Pr Zi Computers\Loadmaster\Param. FIC
v LOCAL_PARAMETERS file://C:\P Data\Zi G ocal

The data files can also be searched on a HyperFileSQL C/S server:

Note: Double-click a file to access the password information

P
The password information can be modified for the selected file:
Search for data files corresponding to the application in a directory: m
Continue

Click the Directory button.

Select the folder you share on
your network drive.

Click OK

Click Continue
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Appendix B — Common Buttons

Currently Working On

Appendix C — Common Errors

Currently Working On

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 212 of 225



Appendix D — New Sage Import

FOR USERS USING SAGE ACCOUNTS 2010+

Import Customers

In Sage 50 Accounts 2010+ when you go to import the Customers file, you now have
to map the fields in the file to the fields in Sage.

Click File
|Ei|e|§dit View Modules Settings Tools Favourites Weblinks NewsFeeds Help
Mew » L
-] Open L
) Close Ctrl+F4

Welcome to Sage 50 Accounts

2« Maintenance...

ER  Import..
Office Integrati
Send »
Log Off .1—\._5 What should I do first?
Exit U Not sure where to start? Hawve a look through our sug

some ideas.

Select Import and the Data Import Wizard will emerge

Data Import Wizard

Sage 50 Accounts - Data Import (

Welcome Welcome to the Data Import wizard.

Using thiz wizard, vou can import data from Excel worksheets [# 813" 28] and filez G
Data type containing comma-separated values [ cav].
Data source

Field mappings

Finish

WARMIMNG: This operation is HOT reversible.

Wie strongly recommend pou take a backup of your data before
proceeding. =

[ Cancel l [ Help ] Meat

A

Click on Backup to make a backup of your data first.

Click Next once the backup is complete
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Select Customer Records from the list

-
Data Import Wizard

Sage 50 Accounts - Data Import
o Welcome Select the type of data you want to mport. 7
Lhoocht Tomdl ransactions
Duts typs :.:;u“m a::mds
Product reconds
Project reconds
Fata source Stock bansachons
Supphes recouds
Faeld mappings
Fnigh
[conca | [ e |

Click Next to continue

Select the Comma-separated (*.csv) option

Data Import Wizard

Sage 50 Accounts - Data Import

Salect the format of the data pou vill be ipporting:
@ m-mﬂdl‘.csv&

() Encel workshest [ s )
Data source Select the fla Lo mport
C:\customers.csv
Field magpings
First row contains headings 7
Feish
[
| [ Cancel | [ tHep | [ Back J[ Net

e

]

Ensure that No Tick is present in the First row contains headings option
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Click on Browse to select the Customers file that you wish to import
NOTE: Ensure the CSV filename is all in lowercase (Example - customers.csv)
Click Next to continue.

Sage 50 Accounts now wants you to set up the field mappings. Start at the top of
the list and select A then for the next line down select B and so on until you reach |
which should be Telephone Number.

Example Below

i_ilj customers = = x
A B C D E F G H I T
1 ZIP001 ZIPZAP  UNIT C2THWEAWVER FLINCOLN LINCOLMNS LNG3TD 01522 68470 L
2 ZIP001 ZIPZAP  UNIT C2THWEAVER FLINCOLN LINCOLMS LNG3TD 01522 68470
3 ZIP001 ZIPZAP  UNIT C2ZTHWEAVER FLINCOLN LINCOLMS LNG3TD 01522 68470¢
4 ZIP001 ZIPZAP  UNIT C2THWEAWVER FLINCOLN LINCOLMS LNG3TD 01522 68470
5 .I -
M 4 » M| customers %] IK m [l .

CSV format for the example above would be:

Column A = Account Reference
Column B = Account Name
Column C = Street 1

Column D = Street 2

Column E = Town

Column F = County

Column G = Postcode

Column H = Contact Name
Column | = Telephone Number

NOTE: For the customers file, you should only map fields Ato | (Telephone
number being the last field)

Select each column you require to the correct Sage field
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Data Import Wizard i A - - :
Sage 50 Accounts - Data Import fi
S
o Wekome Map the fiekds in your data to the fiskds in S age 50 Accounts.
Fequied | lmported Field Sage Field A
2 L © O Ao R -
.E Account Mame
o Caka source
C Sheat 1
") Field mappings D Slesl 2
E Towvm
Fnish F Courity
G Postcode
H Cortact Mame
{ | Telephone Mumbes - !
Map file in use; [none]

Once you are done, click on the Save Map button to make a copy of the map you
have just created.

Click Next to Continue

Data Import Wizard

Sage 50 Accounts - Data Import : (
o Weleome “You are now ready to import your data.
The fallowang is & summary of the opbions you have chosen | vou need o change any
o Dats type of them, clhick the Back button now.
Data type: -
o Dats source Customer records
Data zounce:
o Field mappings Customes.csv
Heades rowm:
Finish No

All fields have been mapped.

4

To begin importing your data, clhick Finish.

[ Conce | [ e |

{

If you are happy with the summary that you are presented with, click on Finish and
your file will be imported.

NOTE: Next time you use the routine it will remember the mappings that you
have used previously.
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Import Audit Trail Transactions

In Sage 50 Accounts 2010+ when you go to import the Audit Trail Transactions file,
you now have to map the fields in the file to the fields in Sage.

Click File

File | Edit View Modules Settings Tools Favourites Weblinks MewsFeeds Help

New bL
'..

(& Qpen
© Qo Coers Welcome to Sage 50 Accounts

Zv Maintenance...

Er  Import..
Office Integration
Send 3
Log Off I1‘b—: What should T do first?
Exit U Mot sure where to start? Have a look through our sug

some ideas.

Select Import and the Data Import Wizard will emerge

Data Import Wizard

Sage 50 Accounts - Data Import
—

Welcomea Welcome to the Data Import wizard.

Using thiz wizard, you can import data from Excel workshests [%.xls* #lzx] and files @
Datz type containing comma-separated values [*.oav).
Diatz source

Field mappings

Finish

Wt FMIMG: Thiz operation iz MOT reversible,

Wwie strongly recommend vou take a backup of your data befare

proceeding,

[ Cancel ] [ Help ] Mend

h

Click on Backup to make a backup of your data first.

Click Next once the backup is complete
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Select Audit Trail Transactions from the list

Data Import Wizard
Sage 50 Accounts - Data Import
]
o Welcome Select the type of data you want o mport: 7
[Auacht Toal Irarsachions ]
Cusstormes recoids
Data type Homwsal sccounts
Product reconds
Cakn source F‘rnﬂctremds_
Stock hansachons
Supphes recouds
Faeld mappings
Fnigh
[conce ][t ]
Click Next to continue
Select the Comma-separated (*.csv) option
Data Import Wizard
Sage 50 Accounts - Data Import g
ey ___,...-""
o Welcoms Select the format of the data you will be igyparting:
A () Comma-separated [*_csv]ﬁ
e D= type () Excel warksheet [* sls:* xlzx)
Data source Select the file to impart:
|E:'\trans.csv | [ Browse.. ]
Fizld mappings
[ First row containg headings 7
Finish
[ Cancel l [ Help l [ Back l [ Mend l

.

Ensure that No Tick is present in the First row contains headings option

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 218 of 225



Click on Browse to select the Audit Trail Transactions file that you wish to import

NOTE: Ensure the CSV filename is all in lowercase (Example - trans.csv)

Click Next to continue.

Sage 50 Accounts now wants you to set up the field mappings. Start at the top of
the list and select A then for the next line down select B and so on until you reach J
which should be Tax Amount. The last 5 Sage 50 Accounts Fields should have no

field or letter associated with it.

Example Below

E3] trans

A B C D E F G
18l ZIP0o1 4000 1102010 5062 Monthly Support
2 |si ZIP001 4000 1092010 5063 Monthly Support
3 |sI ZIP001 4000 1082010 5064 Monthly Support
a4
5
4 4 b M| trans <¥J 0|

CSV format for the example above would be:

Column A =Type

Column B = Account Reference
Column C = Nominal A/C Ref
Column D = Department Code
Column E = Date

Column F = Reference
Column G = Detalils

Column H = Net Amount
Column | = Tax Code

Column J = Tax Amount

NOTE: For Audit Trail Transactions map fields A to J (Tax Amount being the

last field)

Select each column you require to the correct Sage field
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Data Import Wizard A . -
Sage 50 Accounts - Data Import
o Welcoms M ap the fields in pour data to the fields in Sage BO Accounts.
Required | Impaorted Fisld Sage Field -
2 el © —
® B Account Reference
o Data source i =
[ Mominal &/C Ref
Field mappings b Department Code
E Date
Finish F Reference
G Dretails
H Met Amount
| Tax Code b’
Map file in uze: AuditTrailT ransactions.map
[ Clear Map l [ Load Map... ] [Save Map...
[ Cancel ] [ Help ] [ Back l [ MNexd l

Once you are done, click on the Save Map button to make a copy of the map you
have just created.

Click Next to Continue

P
Data Import Wizard -

A e -
Sage 50 Accounts - Data Import (
vz ]

o Welcoma “r'ou are now ready to import your data.

The following is a summary of the options you have chosen. If you need to change any
o Dats type of them, click the Back buttoh now.

Data type: i
o Dtz source Audit Trail tranzactions

Data source:
o Figld mappings trang.csv

Header row:

Finish Mo

Al fields have been mapped.

4 b

To begin importing vour data, click Finish,

(s ) ()

If you are happy with the summary that you are presented with, click on Finish and
your file will be imported.

NOTE: Next time you use the routine it will remember the mappings that you
have used previously.
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Errors When Importing

Be Aware:

If when importing data into Sage an error occurs or a warning emerges, this does not
always mean the data has not been imported. Before re-attempting an import, please
check the Sage records as duplicates could occur otherwise.

If errors do occur, they will need to be corrected in the CSV file before attempting an
import again.

Deleting data from Sage is difficult, so it always best to perform a backup before
running any import.

Exporting Customers from Sage 2008
Open Sage
Select Customers

A2, Customers

Select Customer List

Links

&S| Customner List
|| Quotations List

|| Invoice List

<§> Activity

il ~g=d Balance

{& Late Payment Charges
|E B atch Invoice

|E| Batch Credi

{c}} Cugtomer Defaultz

{c:ﬁ Imvoice Defaults

|| Reports

Select Reports

&

Reparts
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Collapse Customer Details Reports by clicking on the Plus sign

.
i " Customer Reports

-~ =E] =& N

.y

Description

[77 &sged Debtors Reports

(27 agents Commission Feports
B [ Credit Control Feports
B (Z Customer &activity Hepolts

3 Customer .-’-‘n.ddless Llst
[23 Custarner Bank Details
(23 Custorner List
[23 Customer Record C5Y
23 Customer Record C5Y [Extended]
. [23 Custamer WAT Fegistration List
[23 Customer Invoice Feports
(23 Daily Tranzaction Feparts
[£7 Day Book Reports
23 Departmental Feports
(23 EC Sales Reports

File: M ame ~

CSTADDL.report
CUDEBFK. report
CSTLIST.report
SI_Ledg.report
SI_Ledg2 report
CSTVATL. report

Generate Report Preview

MHew Edit Delete Expand ] [

Tidy

Close

Select Customer Record CSV

" Customer Reports

Deszcription

(27 Aged Debtars Feparts
(77 &gents Commission Fleports

(23 Credit Control Feparts

H (23 Customer Sctivity Fleports

E| I:I Customer Detailz Reports
(23 Customer Address List
(27 Customer Bank Details
(27 Custorner List

(Ea Customer Recard C5Y [Extended)
[23 Customer VAT Flegistration List
(23 Customer Inwoice Reports
[Z3 Daily Transaction Feports
(27 Day Book Reports
[£7 Departmental Feparts
[779 EC Sales Reparts

File: N arne: e

CSTADDL report
CUDEBK. report
CSTLIST. report

5|_Ledg.report
SI_Leda? repart
CSTYATL. report

[ Generate Repart ] File:

Prirter
Preview

[ MNew |[ Edi

Tidy

Cloze

Select File from the pull down by click this button H

Prepared by and Copyright of ZiPZAP Computers Limited © 2012

Page 222 of 225



Generate Report |

Click Generate Report

L AR R —————— 7
Sawve Report As u
L - —
I L% node (hapolle) () » Debbie » sage - J—,.| [ o

A N

‘ Organize « &go8 Views - B tew Folder

Favorite Links Mame Date modified Type Size
Documents | customers
More | Mominal
=5l Ledg
Folders ¥ | £l suppliers
" | Documentation =
. Documents
\u Ebook
| L Images
" . Loadmaster
| 1. Loadmaster E:ctremH
1 Mew Logo
' 1. New Statements
\ sage

-
ThRLTC L

| File name: | customers H
Save as type: | AML Files (*axml) g _

HML Files (*.xrnl) |
/ - Portable Document Files (*.pdf)
'+ Hide Fold ;
S PIEETOIEEE  LITML Files (*.htm, *.html)

E Rich Text Format Files (*.rtf) ﬂ
_ Microsoft Excel Files (*.xls)

lit Test Files (*.bd)

Tefaults QEM Text Files (*tut)

Fails |Comma Separated ValueFiles ("csv) . |

Delimited Files (*.czov)
Irnage Files (*.bmp)
Data Files (*.datareport)
Print Spoal Files (*.prn)

[

Enter a Name for the file

NOTE: Ensure the CSV filename is all in lowercase (Example - customers.csv)

Select Comma Separated Value File from the pull down by click this button u
Choose a Location to save the file too.

Click Save

Prepared by and Copyright of ZiPZAP Computers Limited © 2012 Page 223 of 225



Appendix E — File Menu

Appendix F —Window Menu
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Appendix G — Screen Logo &
Message

Quick Note: If you drop a file called logo.jpg into the program directory then it will
display on the screen and invoices. If you drop a file called info.txt into the same
directory then when you click the image on the screen, it displays the message
written in the text file.

Appendix H— Screen Icons

Turn on/off icons which display on the main screen toolbar

Tick to suppress in main window

; [] Phone Numbers
[ Quick modify Job [[] calcuiator

[ A1 Jobs [] Text Editor

[[] check previous Jobs [] scanner

[ Colections for Yesterday [7] piary

[ Collections for Today [ Filefix

[T Deliveries for Today [[] Messages

[7] Detiveries for Tomorrow [ Problems

[7] Diary view [ users

[[] Quick Label [C] Send to Mobile
[7] Quick Phone [[] Get form Mabile

Mote: Changed options will anly be active after logging in again
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