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1. System Overview

The “Fleet Management” system is designed to collect information on costs and
revenue attributed to a vehicle to ascertain if that vehicle is profitable or not. This
profitability can be reported by cost categories, such as tyres, brakes, fuel, etc., as
well as by vehicle, location and allocation of the vehicle in the company of the entire
fleet. The system provides comprehensive reporting on financial, insurance, service
scheduling and history details. Particular vehicles can be singled out as “lemons”,
supplier purchase history is easily available and vehicle costs can be summarized
between date ranges.

This system can be operated stand-alone or can be interfaced with the Norcom
Freightmate and Accountmate systems. If stand-alone, information can be entered
through an internal workshop system and by an area for other, non-workshop
expenses and income. A spare parts stock control system is also included to allow
for spare part usage and tracking of major components on vehicles, as well as
maintaining a stock level of parts for use in the workshop.
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1. Operator Prompts

Add Button

Add

The add button enables you to add new records into a file. To add a record, select
the add button, this will give you a clear data screen to enter your new information.
Use the TAB key to enter through the fields. Select the save button to save your
record.

Edit Button

Edit |

The edit button enables you to edit existing records. To edit an existing record,
select the record, make the necessary changes and select save. You cannot alter
any codes that have been set up, you can only alter the information relating to the
code.

Browse Button

Browse |

The browse button will allow you view all of the information entered into the current
option. The browse button will open the browse screen, you can then use the mouse
to scroll through the records that are displayed on entry of this option. To view an
entry, highlight it using the mouse and then click on display.

In most browse screens, you also have the ability to sort your information. To do this,
click on the headings of the grid, these are usually shown in blue. The heading will
change colour to red and the information will then be sorted by the selection you
have made, eg. Date, customer, invoice number.

Browse Popup Menu

Diizplay [
Delete
Fird

Print

Cancel

The above popup is accessed by right mouse clicking on the grid in the browse
options. These functions of these options are the same as selecting the buttons.



GoTo Button

Goto |

The goto button allows you to jump from record to record without using the browse
screen and is a quick way to display the record that you are looking for. To display a
record using the goto button, select the goto button, type in a code or description of
the record you wish to display and select the goto button. Your record will now show
on the screen.

Save

Save |

The save button will save the information you are entering. You can only save if all
of the required information has been entered. Some master files require mandatory
information to be entered before you can save the record.

Cancel

Cancel |

The cancel button enables you to terminate an entry you are adding or editing. If you
are adding a record the information will not be saved, and if you are editing a record
the original information will be saved.

Delete

Delete |

The delete button allows you to delete existing records that are not updated to
general ledger. For Master records this option will only allow you to delete if there
are no records attached to the file. For data entry records, you can only delete
entries that have not been updated to general ledger. To delete a record, select on
the record that you wish to delete and select the delete button. You can also delete a
record by using the "right mouse clicking" method.

Exit

Exit |

The exit button will close the option you are in.



?

Ll
This button will open online help.
Display

Display |

The Display button will open the data entry screen at the record that was highlighted
on selecting the display button. You can also display a record by using the “right
mouse clicking” option on the record to bring up a popup menu.

Print

Print |

The print button allows you to print reports from the options such as you master file
information reports. The print option will only print the selection criteria displayed on
the screen. For example, if you have used the find button to search for a particular
group of records and that information is still displayed on the screen at the time of
selecting the print button, only that information will print.

Update

Llpdate |

The update button will update the transactions entered to relevant parts of the
system. It will update invoices to customers and contractors, vehicle revenue to your
fleet cost reports and customer, creditor and cashbook transations to general ledger.

Find

Find

The find button enables you to search for records via a key word or characters in the
browse screens. To find a record, select the find button and type in a relevant key
word, select the search button. To view the search results select view. Highlight the
record you wish to view and select display.

Next Page Buttons

R

The next page button allows you to go to the next or previous page in multiple page
options. You can also go to the next page by selecting the tab at the top of the page.
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Select All

The select all button will select all of the information in the list box.

Multi Selecting

In some areas of the system it is possible to multi select records. There are three
ways of multi selecting.

Select blocks of data.

To select a block of data, use the mouse to select the first record in the block, hold
down the shift key and use the mouse to select the last record in the block that you
wish to select.

Select individual records to create a block of information.

To select individual records to create a block, hold down the shift key and use the
mouse to select the records.

Select all and deselect unwanted records

Choose select all option, then holding shift key down and with mouse click on entries
that you wish to delete from the list.



User Setup

Genaral | Fleethate | FreightMate | Accounthate |

User Marme |

Password |

Application | j

Browse I Add | Edit | Saye | alicEl | Delete | Exit | '?|

This option allows you to setup your employees as users and apply security access
to menu options. You must have a password provided by Norcom to access this
section of the system. Users must have a unique alpha/numeric user name for a
application. Users must be setup to access the program. You can use the same user
name for different applications. Eg. If you have a person using Fleetmate and
Freightmate you can have the same user name for both. Passwords are optional
and case sensitive users.

To add a new user, select add. Enter the user name, password if required and
application. Next select the tab at the top of the screen for the appropriate
application. You are now able to allocate access to menu options for the user by
placing a tick in the check box. If the check box is not ticked they will not be able to
access that option from the menu. Before editing and deleting an existing user,
ensure that they are not using the application that you are about to make changes to
in their user file. When finished select save.

Getting Started

To begin using the Transmate system you first select the application you wish to
enter. The log on screen will appear. You must log on with a User Name and
password. Then click OK.

Kigonm _ [&|
User Mame | j
FPasswaord |

Administration | ]2 it | ? |

After logging on you need to select your Company name.



Default Company

Select Default Company for Session | j

o | o]

After gaining access to the Transmate system and before commencing to use the
system you will need to set up your master files. Master files are shared throughout
the modules of the Transmate system. These include company records, chart of
accounts, departments, vehicle/trailer types, container types (if required), vehicles,
trailers, containers, depots, cost codes, spare parts, customers, suppliers,
contractors, employees and mechanics.




Utilities Menu

Company Records

Company Browse

' Company [_ O]
Company | Mame Trading As Address Address

s
L | r
Find | Display | Print | Cancel | ¥ |

The company browse option allows you to list multiple companies. The Company
record should not be altered when people are keying data into the system as
problems can occur with auto-generated numbering. This can cause problems
with the system causing accounts not to balance. Make sure that when entering
company records that all other users are out of the Transmate system. The
Company file browse window displays all of the information entered into the
Company master entry screen. You have the ability to find, display and print from
this window.

You have two ways of accessing and updating records in this screen.

1. The display button will open the company data entry screen at the record that
was highlighted on selecting the display button.

2. You can also display the record by ‘right mouse clicking’ on the record to bring
up a popup menu.

To find a record, select the find button and type in a combination you wish to search
for. Select the search button. To view the search results select view.
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General

Company Name |

General |Accounting | Accounting Cort. | Auto, Murmbering | Cther | ImvvicesStatement | Motes |

— Contacts
Default Cormpany | Phane 1 |
Trading As | Phaone 2 |
N Phone 3 |
ame
I Phone 4 |
Address | . |
ax
I Ernail |
| I
Average Cost per Kim IW
ACH |
Connote Route | j
5l
Hrayee | Gt | A | Edit | Save | Cancel | [Velete | Esit | ? |

There are 7 data screens for setting up your company details. The first is the general
information screen for recording trading name, address and telephone numbers. The
information printed on your company stationery is collected from this section of the
database. To move between these screens use either the next page arrows located
at the bottom right hand corner of the screen, or use your mouse to click on the page
tab at the top of the screen.

Accounting
5 Company
Company Name |
General  Accounting |Accouming Cart. | Auto. Numbeting | Other | Invoice/Statement | Motes |
Fiscal Year — Accounts

fear Beginning | i j Sales I vl
Debtars I vl
—Fiscal Month Eahiais Iﬁ

Debtors Manth I a
Contractars I vl

i i
Creditors Manth | Bank Iﬁ

u]
Payroll Month | Vages Iﬁ,
Caontractars Manth | a Graup Tax I -l
—Departments Payroll Clearing | 'l
Debtars Department I vI PPS I .l
Creditors Department I 'I Cantractar Earnings I vl
Contractors Departrnent I 'I Contractor Insurance I vi
Bank Department | vl PEL Appropriation | vl

Al
Hraw/se | [t | A | Edit: | Save | Cancel | [elEte | Exit | ? |

The second screen is for the setting up of your fiscal year, fiscal month, departments
and general ledger default codes. An entry must be made in each field of this
screen to ensure that all information flows to the general ledger correctly.
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Accounting Continued

Company Name |
General | Accourting  Accourting Cont. |Auto.Numbering | Other | Invoice/Statement | Mates |
—Accounts Continued GST
Wine Tax [ =] || ST Registersd ? |—;|
Luury Car Tax [ =] || ABMN Nurmber I—
Sales Tay | Ll GST Percentage % 0.0
PAYG With Holding Tax | =] || ©ST Default Account [ =
PAYG Tax Installment | Ll With Holding Tax % 0.0
FBT Tax | =
Deferred Comparny Tax | Ll
22

Hrowse | LG n) ) | A | Edt | Save | Cancel | [e(ete | ExIT | ? |

The third screen is for setting up of general ledger codes and tax information relevant
to reporting of the Business Activity Statement for the tax department. It is essential
that the fields relating to GST and withholding tax are completed correctly so that the
information can be collected for BAS reporting and also to ensure that all information
is properly updated to the general ledger.

Auto Numbering

Company Name INORCOM INFORMATICRN TECHMOLOGY
General | Accournting | Accourting Cont. AU, Numbeting | Other | Invoice/Statement | Motes |
Consignment Mumber | 0 IMPORTANT !!!
Invoice Mumber I 0 It ywou have cancelled an invoice from
5 Freightmste, PLEASE DO NOT after the
Repair Order Number I i} invoice starting number =0 you can use the
invoice numkber again. |f you do this,
PROEliErSE CeEs U ST I 0 problems will arize inthe system that you
Manifest Mumber I 0 will be unable to correct.
Export Receival Advice Mumhber I 0 This applies to all start numbers. [f you
_ have any gueries regarding this please call
Debtors Credit Numkber | 0 HEEE.
Dehtors Dehit Number | 0
Dehtors Invoice Mumber IA L" 0 Cancel Auto Mumbering Changes
Contractors Recipient Invaice I 0 Save Auto Mumbering Information Only
Repair Order Invoices |W | ]
A
BrowEE | LE} ] | A | Edit | e | 0 || | [elete | =) | 7. |

The fourth page is for setting up of your computer generated numbering system.

This page has separate editing access to the rest of the Company records. Once the
starting numbers have been set these should not be altered as problems can arise
in all areas of the system if the numbers are duplicated.
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Other

Company Name |

General | Accounting | Accourting Cort. | Auto. Mumbering  Cther |Inv0ice.l’5‘tatement | Motes |

Chep Account Mumber || PFPS Payee Mumber I .-

Bank | Super Guarantee % 000
Bank |.D |
BSB | B

Cur Account Mumber |
Group Tax Mumber |

Motional Tax Amount | 0.00
Tax Installiment Rate | 0.00
Base Installment Income | 0.00

K1l

=] =S | L3 (1] | A | it | Save | Cancel | WElBtE | =) |'?|

The fifth screen is for the recording of your company bank for the purpose of creating
EFT transactions, group tax, PPS tax, pallet account number and super guarantee %
for calculating of superannuation within the payroll system (if applicable).

Invoice/Statement
Company Name |
General | Accourting | Accounting Cont. | Auta. Mumbering | Cther  Inwoice/Statement |Nc|tes |
Invoice Motes
I [—
Staterment Motes
=
E
K1
Hruyss | L I | Add | Edit | Save | Cancel | Bz =i | =i | ? |

In the sixth screen you have the ability to make invoice and/or statement notes.
These will print out on all invoices and statements generated. You also have the
option in Accountmate to print invoice/statement notes for a particular customer.

13



Notes

& Company <]
Company Hame |
General | Accounting | Accounting Cort. | Auto. Mumbering | Cither | Invoice/Statement  Motes |
Motes
5
=
Al
BrowEE | LC ) ] | A | Edit | Save | Cancel | [melete | =) | ? |

The seventh and last screen can be used for the recording of any general
information.

Vehicle Types Browse

' ¥ehicle / Trailer Type Yiew

Wehicle ! Traier Types -~

L o

Find | Display Cancel | '?l

The Vehicle/Trailer Type Master file browse window displays all of the information

entered into the vehicle type master entry screen. You have the ability to display,

delete and find from this window. To enter a new vehicle type select display. This
will open up a new screen in the vehicle type master file.
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Vehicle Types Master File Entry

i ¥ehicle / Trailer Type

ehicle f Trailer Type  [TRay BODY

Browse | Add | EEve | Zancel | Delete | Exit | ?l

The Vehicle and Trailer Type master file entry screen is used to enter in the
information about your vehicle and trailer types. The information entered into this
option is used in the vehicle master entry screen and the trailer master entry screen.
It enables you to select the type of vehicle or trailer from this list, rather than having
to retype it for every vehicle or trailer. You have the ability to browse, goto, add,
save, cancel, delete and exit.

Customer Type

[ customer Type Wiew I

Tyvpe |Descrip‘tinn | =

L ]

Display | Print | Cancel | ? |

The Customer type browse window displays all of the information entered into the
Customer type entry screen. This option can be used for customer aged trial balance
reporting by customer type.

To open a fresh data entry screen, select the display button.

|iCu=hmer Type Entry [ %]
Custarmer Type | Description |

Browvese | Goto Add Edit | e | el | Delete | Exit |'?'|

Once the data entry screen is open you have the option to Browse, Goto, Add, Edit,
Save, Cancel or Delete a record. When finished, select Exit.
For more information on these options, refer to Operator Prompts on pages 5 to 8.
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Departments

' Departments E3
Departments | Description | Company [~

.
L | 3

Print Find Display Cancel | ? |

The department browse window lists all of the information entered into the
department master entry screen. This can be utilised for reporting on different
depots. You have the ability to display, find and print from this window.

For more information on these options, refer to Operator Prompts on pages 5 to 8.
To open a fresh data entry screen, select the display button.

‘i‘?"bepurfmeni:
Cepartment Code | Description |
Company | State | vI
Erowese | 1) i | Ao | Edit | Save | Cancel | Delete | =l |‘?|

Once the data entry screen is open you have the option to Browse, Goto, Add, Edit,
Save, Cancel or Delete a record. When finished, select Exit.

The department code master file entry screen is used to set up department codes.
You have the ability to set department codes by company and state.

16



Container Types
[ Containor Types =l

Container Type | =

" o

Display | Frint | Cancel | ? |

The Container Types Master file browse window displays all of the information
entered into the container type master entry screen. You have the ability to display
and print from this window. To enter a new container type select display. This will
open up a new screen in the container type master file. Select add to enter a new
container type.

|i Container Types E

Container Types ||

BriowEe | 5] 1] | A | Save | Cancel | [DelEte | Exit |?|

The Container Type master file entry screen is used to enter in all the information
about your container types. The information entered into this option is used in the
container master entry screen. It enables you to select the type of container from this
list, rather than having to retype it for every container. You have the ability to
browse, goto, add, save, cancel, delete and exit. For more information on these
options, refer to Operator Prompts on pages 5 to 8.
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Delete Fleet Number and History

This will remowve all information in FleetMate related to this Fleet
Number. Once you have deleted this information there is no way to
bring it back. Please do a backup of your data before you proceed.

Fleet Murmbet |

Pasgword |

**Please call Morcom for Password**

Purchaze order wyith this fleet number and stock movements with thiz fleet
numker swill not be deleted.

Morcom Information Technology Pty. Ltd. swil not ke held responsible for any
data lo=s that may occur if the wrong fleet number is entered when using
thiz option.

Cnntinuel Cancel |

This option is for removing vehicle information that is no longer relevant to your
business, for example if a vehicle is sold. When this option is used all information in
the vehicle master file and vehicle history file will be deleted and you will be no longer
able to recall Fleetmate information relating to that vehicle. Purchase order and
stock movement entries will remain in the system and you will be able to access
freight information in Freightmate. To access freight history on a deleted vehicle you
will only be able to do this if you specify “all” vehicles when you select a report.
Please ensure that you enter the correct vehicle number, as the information
cannot be restored once you have selected to continue. You will be asked to
reconfirm deletion.

Delete Trailer Number and History

| 5 Delete Trailler Humber & History

This will remowe all information in FleetMate related to this Trailer
Number. Once you have deleted this infformation there is no way to
bring it back. Please do a backup of your data before you proceed.

Trailer Murnber ||

Password |

**Plegze call Morcom for Password**

Purchaze orders with this trailer number and stock movements with this
fleet numbker will nat be deleted.

Morcan Information Technology Pry. Lo, will not be held responsible for sny
data loss that may occur if the wrong trailet number iz entered when using
thiz option.

Cnntinuel Cancel |

This option is for removing trailer information that is no longer relevant to your
business, for example if a trailer is sold. When this option is used all information in
the trailer master file and trailer history file will be deleted and you will be no longer
able to recall Fleetmate information relating to that trailer. Purchase order and stock
movement entries will remain in the system and you will be able to access freight
information in Freightmate. To access freight history on a deleted trailer you will only
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be able to do this if you specify “all” trailers when you select a report. Please
ensure that the correct trailer number is entered as the information cannot be
restored once you have selected to continue. You will be asked to reconfirm
deletion.
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File Menu

Vehicle Master File

'i Vehicles =] E3

Fleet Mumber [Vehicle 0. Make Moclel Type Description

4| | 3
Find | Display | Frint | Cancel | '?|

The Vehicle Master File browse window displays all of the information entered into
the vehicle master entry screen. You have the ability to display, delete, find and print
from this window. You also have the ability to sort the information by clicking on the
headings on the grid. You can sort by fleet number, vehicle ID, registration, make,
model and type. When you select the print button, the report will be sorted in the
order that is currently selected.

You have two ways of accessing and updating records in this screen.

1 The display button will open the vehicle data entry screen at the record that
was highlighted on selecting the display button, alternatively you can also
display the record by ‘right mouse clicking’ on the record to bring up a popup
menu. Then select display.

2 To find a record, select the find button and type in a combination you wish to
search for. Select the search button. To view the search results select view.

To open a fresh data entry screen, select the display button.

This option has 8 screens of information. These are general, specifications,
maintenance, registrations/insurance/finance, re-finance, services, permits and
notes. It is not mandatory to enter information in every field. You must enter a fleet
number which must be a unique alpha/numeric code. You have the ability to browse,
goto, add, edit, save, cancel, delete and exit. To move between screens, either click
on the heading tabs at the top of the screen, or use the next page arrows in the
bottom right hand corner. When finished, select Exit. For more information on these
options, refer to Operator Prompts on pages 5 to 8.
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Vehicle General Information

'i\."ehiclﬁ
Fleet Number I Registration I Make |
General | Specifications I Maintenance |RegisirationIInsuranceIFinance | Re-Financel Services | Permitz I Motes |

Fleet fa. l— Purchase Price l—

Yehiicle D, |— GTM (Kg) 4 GCM (He) |—

Jok Descrigtion | G (M) |—

Make I Tare (Kg) [

Idodel I Inspection Date l—
I—

Description I Chassis Mo.

“ehicle Type I ;I Mo. Axles

Colour I Rear &xles I
Praduction Date I Speed Limited I
Purchaze Date I Date Fittec I

Phone 1 I Manufacturer I

Phaone 2 I Average Speed I

Purchazed From I Fuel Tank I _'I_’I

Erowse | Gt | Add | Edit | Save | Cancel | [Delete | =) |L|

Information entered into the Vehicle Master File option is accessed for reporting
purposes throughout the Fleetmate module. All information relates back to the Fleet
number and is sorted according to the report that has been selected. For a list of
reports available please refer to the Reports Menu.

Vehicle Specifications

|i\|’e||i:lu
Fleet Number I Registration | Make |
General Specifications | Maintenance |RegistrationIlnsuranceIFinance I Re-FinanceI Services I Permits | Motes |

Payload Capacity I 2z Model I

Iz Length I 2z Call Sign I

kel Type I Market Walue I

Mo, Studs I Drate of Valustion I

Tyre Size I Engine Manuf. I
Tyre Type I Engine hModlel I
Turritable manut. I Engjire Ma. I
Turntzble Model I Engine Power(kuw] I Engine Torgue I

P.T.C I Blovwwer § Compressar I
Depot I - I Bl Comp Serial Mo. I
Ohener I - I Blowy. £ Comp. Engine I
2 Wy Manuf. I Blowy. f Comp. Engine ND.I

A

Erowse (E]1)s] | A | Edit | Save | Cancel | [Deete | =) |L|
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Vehicle Maintenance

|i\.'ehicle=
Fleet Humber | Registration | Make |
General | Specifications Maintenance |RegistrationJ’InsuranceIFinance | Re-Financel Services | Permitz | Motes |

Maximum Revs Gear Box Manuf.

Fuel Type Gear Box Model
Km [Litre Gear Box Speeds
Mo. Air Fitters Gear Box Oil Type

Air Filter Model Gear Box Oil Cap.

I—
I—
I—
I—
I—

Diff. Manufacturer I—
l—
I—
I—
I—
I—

Engine Oil Type

Oil Capacity Dift. hodel
Mo, il Fitters Diff. Ratio
il Fitter Madel Dift. Capacity (M)

Water Capacity Dift. Qil Capacity

_Tﬂwm

Suspension Type Bunper £ K-Pin

Ease | ot | L Edit Save Cancel | [ Ete

I
22
|~

Vehicle Registration/Insurance/Finance

|i ¥ehicles

Fleet Numher I Registratiunl Make |

General | Specifications | Mairtenance  Fegistration finsurance JFinance |Re—Finance| Services | Permits | Motes |

Registration Fee Finance Co. I

Registration Due Finance Contract Ma. I

Registration Paid I Amount Financed I Interest Rtel

Redistration Type Of Agreement I

Chegue Mo. l— Finance Agreement Mo. I
Acrcident Commis. l— Caomp. InsLrance Yalle I—
Third Party Insurance Co. I Commp. [nsurance prem. I—
Third Farty Policy Number | IFEpmIE Vi |
Third Party Insurance Expiry l— e I

First Payment Date |—
Morthly Paymert Date |—

Comprehensive Policy Mo. I Residual I—
Comp. Insurance Expiry "
I Firance Dug OFff I A

Cotnprehensive Insur. Co. I

Ehaee | Gt | A | =il | Save | Cancel | [E(Ete | = |L|

Information entered into the Registration/Insurance/Finance option is accessed for
reports such as Finance Due, Vehicle Registration Due, and Insurance Due.
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Vehicle Refinance Details
|iVehi:Ie=

Fleet Numhber l— Registration I— Make |
| Services | Permits | Motes |

Refinanced ¥ l—

Refinance Company |

Amount Financed I—

Interest Rate |—

Agreement ka. I

Agresment Type |

Payment Term I—

Payment § I—

Start Payiment Date I—

Residual I—

Finance Due Off I—

3]

s | Gty | Add | =i | Save | Cancel | DelEte | =] | Ll

If a vehicle has been re-financed the new finance information can be recorded and
will be reported separately on the Finance Due report.

Vehicle Services

[ Vehicles
Fleet Number I Registration I Make |
General I Specifications | Maintenance |RegistrationIlnsuranceIFinance I Re-Finance — Services | Permits I MNotes I
SERVICE SCHEDULES
Y¥/N HOURS KILOMETERS DAYS
wService [V || 00| | am| [ o
B Service [V || 00| | = [ o
O gervice [ || 00| | oo [ B
D'service  [v || 00| | aooooo | [ 12
Al
Ehoiwee | Einjin) | Add | Edit | Save | Cancel | [EEte | it | 7 |

The Service Schedule can be set up for reporting on operating hours or kilometres.
For vehicles operating on kilometres, you will need to enter the number of kilometres
for each service and also the number of days between services. For vehicles
recording operating hours you will need to enter the number of hours and also the
number of days between services.
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Vehicle Permits

Vehicle Notes
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Trailer Master File

li Trailers _ (O] x|
Fleet Mumber | Registration hake hodel Type Length =

-
| KN | 3
Find | Display | Print | Cancel | ? |

The Trailer Master File browse window displays all of the information entered into the
trailer master entry screen. You have the ability to display, delete, find and print from
this window. You also have the ability to sort the information by clicking on the
headings on the grid. You can sort by fleet number, registration, make, model, type,
length, colour, maximum weight and maximum volume. When you select the print
button, the report will be sorted in the order that is currently selected.

You have two ways of accessing and updating records in this screen.

1. The display button will open the trailer data entry screen at the record that was
highlighted on selecting the display button, alternatively you can also display the
record by ‘right mouse clicking’ on the record to bring up a popup menu. Then
select display.

2. Tofind a record, select the find button and type in a combination you wish to
search for. Select the search button. To view the search results select view.

To open a fresh data entry screen, select the display button.

Trailer Master File Entry

The Trailer master file entry screen is used to enter in all the information about your
trailers. This option has 6 screens of information. There are two pages for general
information about your trailers, registration/insurance/

finance, refinance, schedules and notes. It is not mandatory to enter information in
every field. The trailer number must be a unique alpha/numeric code and it must be
entered. You have the ability to browse, goto, add, edit, save, cancel, delete and
exit. To move between screens, either click on the heading tabs at the top of the
screen, or use the next page arrows in the bottom right hand corner. When finished,
select Exit. For more information on these options, refer to Operator Prompts on
pages 5 to 8.
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General Information

& Trailers
Fleet Number |TRLR o Registration | Make |

General |Genera| Cnnt.l Registration f Insurance / Finance |Re Financel Schedules | Motes |

Flest Mo, ITRLR o Floor Type

Trailer ID. I— Trailer Type :ﬁ
Make I— Wheel Type I—

ociel I Mo, Studs I—D

Description | Tyre Size I—
Serial Na | Tyre Type |
Colour I Market Value I—D
Production Date |”— Date of Waluation |”—

Purchase Date I il Bumper fK-Fin 0.00
Purchased From I Mdsecimum YWeight I 0.00
Purchase Price 0.00 Maimum Yolume I 0.00

Mo. Axles I Mo, Twistlocks 20 I 1]

Tare Weight (Kg) I Mao. Twistlocks 40 I u]

Length (m) I Exelude from Cost Summary and PEL Repart [~ ﬂﬂ
Sraae | L] ] | Al | [=dit | Save | Cancel | [DElEte | =t | ? |

Information entered into the Trailer Master File option is accessed for reporting
purposes throughout the Fleetmate module. All information relates back to the Fleet
No. and is sorted according to the report that has been selected. For a list of reports
available please refer to the Reports Menu.

General Information Continued

& Trailers
Fleet Number | Registration I Make |
General  General Cont. | Registration / Insurance f Finance | Re Financel Schedules | Mites |

Area of Operation

W Mumber I From I
Suspenzion Type I Ta I

Depot I - I
Blower [ Compressar I

Design Approval Mo. I BloswiComp Setial Mo. I
Design Approval Date I BlowwiComp Engine I
Design Pressure KPA I BlowwiComp Engine Mo, I

<

Ehowee Einjin) A =it Save Cancel [VElEte | =it | '?|
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Trailer Registration/Insurance/Finance

~ Trailers
Fleet Numher | Registration | Make |
General | General Gont.  Redistration fInsurance [ Finance | Re Finance | Schedules | Motes |

Registration l— Comprehensive Insur, o, I
Registration Fee l— Checue Ma, l— Comprehensive Policy Mo, I
Registration Due l— Insurance Expiry I—
Registration Paid l— Insurance Value I—
Inspection Date l— Insurance prem. I—

Inspection Mo, I Payment Term I
Finance Co. I Payment I
Agreement Type I First Payment Date

Maonthly Payment Date

Amount Financed I Residual I

Fimance &gree. Mo,

Irterest Rate I Finance Due Off

Third Party Insur. Co. I Permit Mo,
Thircd Party Palicy Ma. I Permit Expires

2o
Stayyse | Bota | Al | =it | Save | Cancel | [DelEte | =5t | ? |

Information entered into the Registration/Insurance/Finance option is accessed for
reports such as Finance Due, Trailer Registration Due and Insurance Due.

Trailer Re-finance

& Trailers

Fleet Numherl Registration | Make |

General |Genera|Cont.| Renistration f Insurance / Finance ReFinancel Schedules | Motes |

Refinance Company l— Payment Terms l—
Amount Financed l— Payment l—
Interest Rate |— Start Payment Date |—
Agreement Mumber l— Residual l—
Agreement Type l— Finance Due Off l—

K1)

Ehowee | Bt | el | Edit | Save | Cancel | [VE[Ete | =5t |i|

If a trailer has been re-financed the new finance information can be recorded and will
be reported separately on the Finance Due report.
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Trailer Service Schedules

& Trailers
FIeetNumberl Registration | Make |
General |Genera|00nt.| Reaistration § Insurance / Finance |Re Finance Schedulas | Maotes |
SERVICE SCHEDULES
YN HOURS KILOMETERS DAYS

A Service I_ I I I

B Service I_ I I I

2 Service l_ I I I

‘T Service l_ I I I

A

Efoee | Einjin) | A | Edit | Save | Cancel | [EEte | it | Ll

The Service Schedule can be set up for reporting on operating hours or kilometres.
For trailers operating on kilometres, you will need to enter the number of kilometres
for each service and also the number of days between services. For trailers
recording operating hours you will need to enter the number of hours and also the
number of days between services.

Trailer Notes

& Trailers
Fleet Numhber | Registration | Make |
General | General Cont. | Registration / Insurance J Finance | Re Finance | Schedules MNotes |
Motes
Print Motes | _4|_,|

Efoivee | (& tjin) | o Edit Save Cancel [VE(Ete | =it | ?l
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Container Master File

[E Containers _ (O] x|

Cortainer Mumber Description Cartainer Type C=C Date Size

Ll I 2
Find | Display | Print | Cancel | '?|

The Container Master File browse window displays all of the information entered into
the container master entry screen. You have the ability to display, delete, find and
print from this window. You also have the ability to sort the information by clicking
on the headings on the grid. You can sort by container number, description,
container type, CSC date and size. When you select the print button, the report will
be sorted in the order that is currently selected.

You have two ways of accessing and updating records in this screen.

3. The display button will open the container data entry screen at the record that
was highlighted on selecting the display button, alternatively you can also display
the record by ‘right mouse clicking’ on the record to bring up a popup menu.
Then select display.

4. To find a record, select the find button and type in a combination you wish to
search for. Select the search button. To view the search results select view.

To open a fresh data entry screen, select the display button and the following screen
will appear.
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Container Master File Entry

[ Containers E
Container Murmber |
Description |
Container Type | ;'
CSC Date [ Rating(kgs) | 0.000
Catainer Size | = Tare (Kos) | 0.000
Hrowse | (5iat | Add | Enlit | Sava | Cancel | [VE|ete | Exit |'?|

The Container master file entry screen is used to enter in all the information about
your containers. The container number must be a unique alpha/numeric code and it
must be entered. You have the ability to browse, goto, add, edit, save, cancel, delete
and exit. For more information on these options, refer to Operator Prompts on pages
5to 8.

Information entered into the Container Master File option is accessed for reporting
purposes throughout the Fleetmate module. All information relates back to the
container number and is sorted according to the report that has been selected. For a
list of reports available please refer to the Reports Menu.

Depots

Depot Code | Depot Description | -

L ;I_I
Find | Display | Print | Cancel ? |

The Depot Master file browse window displays all of the information entered into the
Depot master entry screen. This information can be used to link vehicles to a
particular depot for costing purposes. You have the ability to display, delete, find
and print from this window.

You have two ways of accessing and updating records in this screen.

1. The display button will open the depots data entry screen at the record that
was highlighted on selecting the display button, alternatively you can also
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display the record by ‘right mouse clicking’ on the record to bring up a popup
menu. Then select display.

2. To find a record, select the find button and type in a combination you wish to
search for. Select the search button. To view the results select view.

To open a fresh data screen, select the display button.

Depot Master File Entry

i Depot
Depot Codes | Motes | Depot Code |
DepotCode |
Descripion |
2]
Elrnwsel Gota | Add | Edit | Saie | Ganel | Delete ||T|| ?l

The Depots master file entry screen is used to enter in all the information about your
depots. This option has 2 screens of information. These are depot codes and notes.
The depot code must be a unique alpha/numeric code. It must be entered. You
have the ability to browse, goto, add, edit, save, cancel, delete and exit. For more
information on these options, refer to Operator Prompts on pages 5 to 8.

Costcodes
Cozt Code | Cozst Description | -
RaDI RADIOS
RECH RECHARGES
REGI REGISTRATION, T.A.C.
ROLD ROADWORTHINESS INSPR
SEAT SEAT RECOWERING
SERY SERYICES
STEE STEERING REPAIRS
SUPP WORKSHOP SUPPLIES |
SLUsP SUSPERSION REPAIRS
TARP TARPALILIN COSTS
TEST TESTIRNG DATA QMY _Ij
U 3
Find | Display | Print | Ll

Cost codes are used for vehicle costing reports and to separate vehicle expenses for
profitability reporting. By allocating expenses to cost codes you will be able to
identify where a vehicle is costing you money.

The Costcode Master file browse window displays all of the information entered into
the costcode master entry screen.

You have the ability to display, find and print from this window. The display button
will open the costcode data entry screen at the record that was highlighted on
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selecting the display button, alternatively you can also display the record by ‘right
mouse clicking’ on the record to bring up a popup menu. Then select display.

To find a record, select the find button and type in some letters of the costcode
description that you wish to search for. Select the search button. To view the search
results select view.

To open a fresh data entry screen, select the display button.

Costcodes Master File Entry

%* Cost Codes

Cost Codes | Motes | CostCode  [ACCE

Cost Code IACCE

Description  |lscCESSORES

I Fuel Categary ? ™ Labour ? £ Erodietivel e £ R o stive: (kT

Hroyss | L5 I | Add | Edit | Save | Cancel | e ate | L |?|

The costcode master file entry screen is used to enter in all the information about
your costcodes. This option has 2 screens of information. These are costcodes and
notes. The costcode must be a unique alpha/numeric code. You are also able to
identify whether the cost code is a fuel category, this will be accessed for the fuel
usage analysis report. You also have the option to indicate whether labour costs are
productive or unproductive.

Spare Parts

[E Pants =]
Part Mumkber Descrigtion odel Weight “olume |«
TYRES 0.0000 0.0000
=
L | b
Find Cizplay Frint Cancel | K |
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The Spare Parts Master file browse window displays all of the information entered
into the Spare Parts master entry screen. This option is used for tracking spare parts
in your workshop. When a part has been created in the spare parts master file you
have the advantage of creating purchase orders and creditor invoices without having
to enter all the details of the part number. This information will automatically be
gathered from the spare parts master file when the part number is entered into the
purchase order and creditor invoice entry screens.

You have the ability to find, display, and print from this window. The display button
will open the spare parts data entry screen at the record that was selected on
selecting the display button. You can also display the record by ‘right mouse clicking
on the record to bring up a popup menu.

To open a fresh data entry screen, select the display button.

General Information

+ Parts
General | Suppliers | MNotes | Part humber |
Part Murber | Description |
Cost Code | vI Model |
Warehouse | Unit of Measure |
Group | Wireight | 0.0000
Location | Yalume | 0.000
GST Exempt? [
* Please Mate - If you alter an exizting Part Mumber or Warehouse code it will reflect thraugh the wwhole system = _{I_}I
Hroee | GoTo | fatule] | Silj | Save | Cancel | Welete | E=xit | ? |

The Spare Parts master file entry screen is used to enter in all the information about
your spare parts. This option has 3 screens of information. These are general,
suppliers, and notes. The part number must be a unique alpha/numeric code. The
part number, description, costcode and warehouse are mandatory. You cannot alter
the part number or warehouse when you are editing an existing record.
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Supplier Information

i Parts
General  Suppliers |Nutes | Part Number |
Supplier Mumhber Suppliers Reference Supplier Mumber Suppliers Reference
I | | =l
| =l | =l
! = | |

Standard Cost I 0.0000 Maximuim Cluantity I i}
Current Cost | 0.0000 Stock on Hand | ]
Minimum Cuantity | i} Stock Counted | i}

Reaorder Description | Tax Exempt [
Al
Hrayise | GaTo | S | Edit | Save | Cancel | elEte | it | * |

The supplier information screen allows you to link spare parts to a particular supplier
or a number of suppliers, displays cost of parts and records minimum and maximum
guantities and stock on hand.

Notes
i Parts
General | Suppliers  Motes | Part Mumber |
MNotes
[—
| -
ErifitHates: | _‘I_}I
Hrowse | GaTa | A | Edif | Save | Cancel | Uelete | =) | 7 |

The third screen is for recording of general information.
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Service Checklist
y Services !IEE

Service Type | Wehicle Mumber Trailer Mumkber Cost Code Part Number Description

| Kl | 3|
Find | Display | Print | Cancel | ?l

The Service Checklist Master file browse window displays all of the information
entered into the service checklist master entry screen. You have the ability to
display, delete, find and print from this window. The display button will open the
service checklist data entry screen at the record that was selected on selecting the
display button. You can also display the record by ‘right mouse clicking’ on the
record to bring up a popup menu. You have the ability to sort the information in this
screen by clicking on the headings at the top of the grid box. You can sort by service
type, vehicle number, trailer number, cost code and part number. When you select
the print button, the report will be sorted in the order that is currently selected.

General Information

i Services
Genaral | . | Yehicle | Trailer |
Part Mumhber | vI
Service Type I :I' Description |
Wehicle Mumber | 'I Warehouse I
Trailer lumber I "I Quantiw 000
Cost Coda Iﬁ' Unit Cost 000
Amaunt 0.00
Ji i3
Hrowee | Add | Eit | Save | Cancel | weleta | Sl b | ¥t | 7 |

This option has 2 screens of information. In the first screen you are able to set up
service types, eg. A, B, C, etc. You are then able to apply parts required for each
service. When a Services Checklist is produced for a particular vehicle, all parts
requiring checking will be listed.
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You have the ability to link services between different vehicles. For example if the
same part is required on more than 1 vehicle, rather than keying in for each vehicle,
you have the ability to link the parts to avoid repetitious data entries.

Link

If the link button is selected, the following screen will appear. You will be required to
select if the link is between vehicles or trailers.

' Select Link Type |
= Vehicles
" Trailers

: ................. Dk .................. CanEEI | 1:, |

Once link type has been selected the following screen will appear. You will be then
able to select which vehicles you wish to link.

i Service Link |

Fleet Mumbers

Cancel | ? |

Notes
i Services
General Motes | Wehicle I— Trailer I—
Motes
! E
| /|
ErntHotes | ﬂﬂ

El iy | A | =ilji | Sawve | Cancel | el Ete | 8] | E=3l | '?|

The second screen is for recording of general notes.
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Roadworthiness Items

Dezcription -

TYRES

WIKDSCREEN WIPERS

1 B
Display Cancel | 7 |

The Roadworthiness Items master file browse displays all of the information entered
into the Roadworthiness Items master entry screen. This option is used for the
purpose of creating roadworthiness checklists. These can also be used as a daily
pre-trip checklist.

To open a fresh data entry screen select display.

: ¥ehicle Daily Checklist

Description ILIGHTS

Browse | Goto | Add | Edit | Saye | Carce] | Delete |

To enter a roadworthiness item select Add, then type in the item you wish to include
in the roadworthiness checklist.

Roadworthiness Check

z*Vehicle Checklist =]
Diate Wehicle Trailer Check By Speedo lechanic ake ol

L | Il
Display Cancel | '?l
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The Roadworthiness Checklist master file browse window displays all of the
information entered into the roadworthiness checklist master entry screen. The
display button will open the roadworthiness checklist data entry screen at the record
that was highlighted on selecting the display button. You can also display the record
by ‘right mouse clicking’ on the record to bring up a popup menu. You have the
ability to sort the information in this screen by clicking on the headings at the top of
the grid box. You can sort by date, vehicle, trailer, checked by and mechanic.

\ Wehicle Daily Checklist
Checklist Murnber |DDDUDDU1 Checklist Date Immzp_um
Vehicle IPM2 j Make IPM2
Trailer | ;l Wodel |
Mechanic | Odorneter | 0
Checked By |
Description | Complete |‘
LIGHTS r
WINDSCREEN WAPERS -
FLIEL PLIMP r
TYRES r G
Browse Edit | EavE | Lahcel | Delete | Frint | Exit |

To produce a new roadworthiness checklist, select Add. Enter vehicle or trailer code,
mechanic and date. The checklist number is system generated. The make, model
and odometer reading will automatically be generated from the vehicle history file.

All items from the roadworthiness items master file will be listed.

To complete the roadworthiness checklist, select Edit. Place a tick in the tick box
beside the items that have been checked. When finished select Save.
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Customer Master File

'i Customers [ (O] <]
Customer Code Cuztomer Type [Jame: Address -

| KN | 3
Find | Dizplay | Print | Cancel | 7 |

The Customer Master file browse window displays all of the information entered into
the Customer master entry screen. You have the ability to display, find and print
from this window. You have two ways of accessing and updating records in this
screen.

1. The display button will open the customer data entry screen at the record that
was highlighted on selecting the display button, alternatively you can also
display the record by ‘right mouse clicking’ on the record to bring up a popup
menu. Then select display.

2. Tofind a record, select the find button and type in a combination you wish to
search for. Select the search button. To view the search results select view.

You also have the ability to sort the information. You can sort by customer code,
customer type, name and post code. When you select the print button, the report will
be sorted in the order that is currently selected.

To open a fresh data entry screen, select the display button.
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General Information

EB Customer

General |Accounting1 | Accounting 2 | Accounting 3 I Invoice [ Statement Notes | Motes | I

Custamer Code | Parent Account |

Marme Delivery Address

Address

E-ttail Address

Phone Number 1

| Phorne Murmber 3 |
Phate Number 2 | Phate Number 4 |

Facsimile Mumber

Account Open Date | P Account Close Date I,r,r jj

Hrowse | L) (1} | Add | Edit | Save | Cancel | [velete | L |'«‘|

The Customer master file entry screen is used to enter in all the information about
your Customer and set up their database. This option has 6 screens of information.
These are general, 3 for accounting, invoice/statement notes and general notes. The
customer code must be a unique alpha/numeric code and cannot be edited or
deleted on existing records. It is mandatory that a code be entered.

The field for delivery address is automatically linked to the sender/receiver file when
you save the data. You can also enter sender/receiver information directly into the
sender/receiver master file. You have the ability to browse goto, add, edit, save,
cancel, delete and exit. When finished, select Exit. For more information on these
options, refer to Operator Prompts on pages 5 to 8.

To move between screens, either click on the heading tabs at the top of the screen,
or use the next page arrows in the bottom right hand corner.

Accounting 1

EE Customer
General Accounting 1 |Accounting2 | Accounting 3 | Invoice / Statement Motes I Motes | I
Accounts Contact | Insurance % | 0.00
Recharge Percentage | 0.00 Insurance Department | Ll
Account Status | Insurance GiL Code | LI
Customer Type | Ll Cubic Conversion | 0.000
Trading Terms | 0
Default GIL Account | j
Bank |
Branch |
Al

HrEe | (G | A Edit Save Cancel [UelEte | L | ? |
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The second screen of the customer data base is for recording of account contact,
customer type, general ledger code, bank details and insurance details.

Accounting 2

EEB Customer B
General I Accounting 1 Accounting 2 |Accounting3 | Invoice § Statement Motes | hotes | I
ustomer Accounts - Calculste Accournt Fees
Discount % | |ooo
[~ Accounting Fee 7
Discount Department | =] I Interest ?
Discount G JL Code | LI
Days From Invoice Date | i}
Minimum Charge Per Docket | o.on
Minirmurm Charge Department | Ll
Minirum Charge GiL Code | ;l
Maximum Walue per Invoice | 000
A2
Brawse | L | A | Edit | Save | Cancel | [Uelete | = | ? |

The third screen is for recording of discount rates and minimum charges for your
customers.

Accounting 3

General I Accounting 1 I Accounting 2 Accounting 3 |Invoice | Statement Motes | hlotes | I
Fuel Surcharge % | 000 Credit Limit § | 0.00
Fuel Surcharge Dept. | =] Credit Limit Status |ACTIVE =]
Fuel Surcharge GIL Code | =] Stop Trade ? -
Fuel Surcharge Expiry | I Salesman | Ll
GST Information Salesman Commission % | 000

ABN Murmber | Salesman Start Date | I

[~ GET Registered ™ GET Exempt Salesman End Date | [

™ Recipient Invoice Applies 7
Al
B e | L) ] | Al | it | Save | Cancel | [melBte | 5D | ? |

The fourth screen is for setting up of fuel surcharge levy percentage, credit limits, and
GST information and ABN numbers.
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Invoice/Statement Notes

EE Customer
General |Accounting1 |Accounting2 | Accounting 5 Invoice £ Statement Motes | hotes | I
Invoice Notes
I =
H
Statement Notes
** Please note that these notes will only appear for the selected Custamer =
A2
HrrEe | LT ] | Add | Edit | Save | Cancel | Welete | = | ? |

On the fifth screen you have the ability to enter notes for invoices or statements.
These notes will only print out on the individual customer invoices and statements. If
you wish to enter notes for all customers, this can be done by using the
invoice/statement notes option in your company records.

Notes
EE Customer
General I Accounting 1 I Accounting 2 I Accounting 3 I Invoice [ Statement Motes Motes | I
Motes
=
B aEE | _4|_;|
Bratiee | (Bt | Aol | =il Cancel | [elete | Exib | ? |

The sixth screen is for recording of general information about your customer
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Creditors Master File

=* Creditors / Suppliers |_ (O] x|
Supplier Mame Address Adddress =
=]

L | ||
Find | Display | Print | Cancel | ? |

The Creditor Master file browse window displays all of the information entered into
the Creditor master entry screen. You have the ability to display, find and print from
this window.

You have two ways of accessing and updating records in this screen.

1. The display button will open the creditor data entry screen at the record that was
highlighted on selecting the display button, alternatively you can also display the
record by ‘right mouse clicking’ on the record to bring up a popup menu. Then
select display.

2. Tofind a record, select the find button and type in a combination you wish to
search for. Select the search button. To view the search results select view

You also have the ability to sort the information. You can sort by creditor, name,
address, post code and contact. When you select the print button, the report will be
sorted in the order that is currently selected.

To open a fresh data entry screen, select the display button.
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General

i Creditors / Suppliers

General | Bank | Motes | Mame |

Supplier Code | Phane 1 |
Marne | Phane 2 |
Address | Phane 3 |
| Phane 4 |
| | Fax Mo, |

Contact | ABM Mumber |

Default Account | vl [~ 5T Registered [~ GST Exempt
5

Ehavwee | & tjin) | Add | Edit | Save | Cancel | [VElEte | =it | 7 |

The creditor master file entry screen is used to set up all the information about your
creditors. This option has 3 screens of information. These are general, bank and
notes. You have the ability to browse, goto, add, edit, save, cancel and delete.

When finished, select Exit. For more information on these options, refer to Operator
Prompts on pages 5 to 8. To move between these screens use either the next page
arrows located at the bottom right hand corner of the screen, or using your mouse to
click on the page tab at the top of the screen.

The creditor code is mandatory, must be unique and can be a unique alpha/numeric
code. The ABN number must be entered if GST is to be calculated. If the ABN is not
entered GST will not be calculated when the invoice is entered and with holding tax
will be deducted when pament is made to the creditor.

Bank
i Creditors / Suppliers
General Mame |
j=f==] | - Trading Terms |
Account Mumber | Account Type |
Account Marne | AN MO |
RIN!
Ehavwee | & tjin) | Add | Edit | Save | Cancel | [VElEte | =it | 7 |

The second screen of the creditor master file is for recording your creditor bank
details, trading terms, account type and ACN number. Only creditors with full bank
details will be available for paying via the EFT option.
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Notes

i Creditors / Suppliers
General | Bank Marne I
Motes
Briftiates |
12
Erowise | Bt | A | Edit | Save | Cancel | [Delete | Exit | ? |

In the third screen you are able to record notes about your creditors.

Contractor Master File

i Contractor Yiew | _ (3] x|
Contractor Code | Mame Address Address -
=
L | o
Find | Display | Print | Cancel | ? |

The Contractor Master file browse window displays all of the information entered into
the contractor master entry screen. You have the ability to display, delete, find and

print from this window.
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You have two ways of accessing and updating records in this screen.

1. The display button will open the contractor data entry screen at the record that
was highlighted on selecting the display button, alternatively you can also display
the record by ‘right mouse clicking’ on the record to bring up a popup menu.
Then select display.

2. Tofind a record, select the find button and type in a combination you wish to
search for. Select the search button. To view the search results select view.

You also have the ability to sort the information. You can sort by contractor code,
name, address, post code and contact. When you select the print button, the report
will be sorted in the order that is currently selected.

To open a fresh data entry screen, select display.

General Information

i Contractor Entry

General |ElankITax | Motes | Contractor Name |

Contractor Code ||

Phone 1

Phone 2

Marne |

Phone 3

Address |

Fax Mumber

Trading Terms

AC.N. Number |
ABM Mumber | Tare

|
|
|
Phone 4 |
|
|
|

[T GST Registered [~ GSTExermpt [~ Recipient Invoice Applies ?

-

| ]

The contractor master file entry screen is used to enter in all the information about
your contractors. This option has 3 screens of information. These are general, bank
and notes. You have the ability to browse, goto, add, edit, save, cancel and delete.
When finished, select Exit. For more information on these option refer to the
Operator Prompts at the front of the manual. To move between these screens, use
either the next page arrows located at the bottom right hand corner of the screen, or
use you mouse to click on the page tabs at the top of the screen.

Hroyyse | L3 (] | Add | Edit | Save | Cancel | (e Ete | =i

The contractor code is mandatory, must be unique and can be an alpha/numeric
code. The ABN number must be entered is GST is to be calculated. It the ABN is
not entered GST will not be calculated when the invoice is entered and with holding
tax will be deducted when payment is made to the contractor.
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Bank/Tax

e | N | ContractorMame |

BSH || B Tax File Mo |
Account Mumber | Exemption Mo. |
Account Name | General Ledger | LI
Wariation Mo |

Fuel Surcharge % | 0.00
PPS Deduction % | 0.00 Fuel G JL Code | ;|
Insurance % | 0,00 Fuel Department | LI
Revenue % | 0,00 Fuel Expiry | I

Al
Hrowse | (B | A | Edit | Sawve | Cancel | elete | L | ? |

The second screen is for recording contractor bank details, PPS details, tax file
number and fuel surcharge details. Only contractors with full bank details will be
available for paying via the EFT option.

Notes
General |ElankITax Motes | Contractor Name |
Motes
H
Eritit i otes | Al
Hrowse | (B | A Edit Sawve Cancel elete | L | ?l
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Employee Records

+ Employees
Company Employes Code | Name

Address

Adidress -

[_ 0] %]

L |

o

Find

Display |

Print

Cancel | ‘?l

The employee browse option allows you to list all employees entered into the
employee master entry screen. You have the ability to find, display and print from
this window. You have two ways of accessing and updating records in this screen.

3. The display button will open the employee data entry screen at the record that
was highlighted on selecting the display button.

4. You can also display the record by ‘right mouse clicking’ on the record to bring

up a popup menu.

General
‘ﬁ" Employee Entry
| Licence f Super. | Motes | Payrall I Incidents | Training I Entitlements | Namel
Employes Code 001 Date started I i
Company Code IA Date finished I i
Mamme I Contact I
Address I Phone Ma. I
I I Position I
Diate of hirth | ] Stete |—;[
Status IActive vI
Baze Rate I
™ Sales Person ?
I Driver ?
Area Code I vl
Ei
] i | Bt | Audd | it | Save | Cancel | [DelEte | [Exit | ? |

There are 7 data screens for setting up your employee details. The first is the
general information screen for recording employee name, address, date of birth,
status (active, permanent, casual, etc), start and finish dates, contact name and
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telephone numbers. You must enter an employee code, company code, tax scale,
payment method, RDO accrual, general ledger code and department code. You will
not be able to save an incomplete record. To move between these screens use
either the next page arrows located at the bottom right hand corner of the screen, or
using your mouse to click on the page tab at the top of the screen.

Superannuation will only calculate on employees with a status of “active” or
“‘permanent”. If the status of an employee is “inactive” then the employee will not
appear in the “enter pays” option.

Licence/Super

#_ Employee Entry

General  Licence [ Super. | Maotes | Paryrall | Inciderts | Training | Entitlemerts | Namel

Licence Number I Supetannustion Fund Mame I

Drivers Licence Renewal Date I I Superannuation Accourt Mo I

Istaiete Cietess I Superannustion Company I

Dangerous Goods Licence MNa. I Superannuation Amaournt I 000
Ciangerous Goods Renevval Date I i (If not & percentage)

Dangerous Goods Class I
Truck Safe Medical

Forklift Licence Mumber I Dangerous Goods Medical I I
Forklift Date Obtained I i
Farklift Clazs I

1

Erawee | & ir} | Al | =it | Save | Cancel | [E(Ete | =) |L|

The second screen is for recording of licences (drivers, dangerous goods, forklift),
superannuation fund details and medical records.

The field for superannuation amount is used when an employee is on a set weekly
super amount (eg. Interstate drivers). If no amount is entered into this field, then
superannuation is calculated from the % entered in the Company records on normal
times hours, sick leave, RDO, Workcare, public holiday, annual leave, long service
leave, back pay and trips. Time and half, double time and other overtime is not
included for this calculation.
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Notes

#. Employee Entry
General | Licence / Super,  Motes |Payrol| | Inciderts | Training | Entitlements | Narne]
hlotes
Bt [Hotes | sl
[Eroivse | Bt | Audi | =it | Save | Cancel | [DelEte | =it | ? |

The third screen is for the recording of general notes. You have the ability to print

the notes if you wish.

Payroll

‘ﬁ" Employee Entry

General | Licence f Super. | Motes | Incidents | Training I Entitlements | Namel

Tax File Mumber BSE Mumber I -

|
Tax Rebate I 0,00 Account Mame I
Hourly Rate I 0.0000 Account Mumber I
Owvettime Rate I 0.0000 General Ledger |4?D
Pay Frequency IWBBH‘)" ;I Departmert IUU
Payment Method I Cash ;I

Lef Lol

Tax Scale Desc. ITax free threshold IS claimed in employment declaration. Scale 2

2

Efaiee | &) if) | A | it |

Save | Cancel | [EEte |

Bit | Ll

The fourth screen is for the recording of employee tax file number, tax rebate, hourly
rate, other overtime rate, pay frequency (weekly, fortnightly or monthly), payment
method (bank, cash, cheque), employee bank account details, general ledger

account, department code and tax scale.

The field for “overtime rate” is to be used when the overtime rate is different from the

normal rate x 1.5.

In the tax rebate field the annual rebate should be entered. When a pay is entered,
tax will automatically be reduced by the correct amount, eg: $900/year rebate =

$17.30/week reduction in tax payable.
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Incidents

[ Employee Entry
| Training | Ertitlements | Namel
Incicent Date |Incident Mumber Incident Type |Reason -
-
** Right Mouse Click on the grid to scd, edit and delete Incident details ** _‘I_’I
Erowse | Bt | A | =il i | Save | Cancel | e (Ete | =t | ? |

The employee incident report browse screen allows for the recording and viewing of
all employee incidents. To enter an incident right mouse click on the grid and the
following screen will appear. You can select to add, edit or delete incident detalils.

ﬁ" Employee Incidents [ <]
Date of Incident | | mcidentia. |
This I 'I was raised hecause of | L"
Descripe the issye lo be reported e, What happened What action would yvou recomimend for the shor ferm 7
Wi, What, Whare, Whah ahd How.
< ]
What was the singie most important reason why this What actions wouid yvou recommend for the long ferm 7
occlned 7
What steps have you taken fo checl that yaur Oa amy changes need o be mads o procedures
recormmendation Is working 7 and A orforms 7
[— B
Save | Cancel | ‘? |

The employee incident report detail entry provides you with the ability to record
incidents and improvements in employee performance. These incidents can be
raised in a number of ways (internal audit, supplier failure, customer complaint,
improvement idea, external audit, preventative action, accident). The areas for
entering the details of the incident are free-form fields allowing for as much detail as
necessary in each area. When all details have been recorded, select save.
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Training

[ Employee Entry

Marme |

General | Licence ¥ Super. | Motes | Payrol | Inciderts |Entit|ements |

—Recommended Training Courses

Training Courze Recommended |Date Recommended | =

—Completed Training Courses

Training Course Complated Date Completed A

¥

* Right Mouse Click on the grids to add, edit and delete Training details ** _‘l_’l

B | Gt | A | Edit | Save | Cancel | [VE(Ete | =5t |L|

The sixth entry screen is for the recording of any recommended or completed training
courses. To enter training records right mouse click on the grid box for
recommended or completed courses and the following screen will appear. You can
select to add, edit or delete details.

[ Employee Training Recommended
Date Recommended | j
Course Recommended |
Aciciitional Notes
Save Cancel | ? |
Entitlements
[ Employee Entry

General | Licence § Super. | Motes | Payroll | Incidents | Training | Namel

RDO Accrued * I vI Leave Loading I S

Sick Leave Accrual Hours I— Lump & I—
Annusl Leave &ccrual Hours l— Lump B I—
Rostered Day Accrual Hours I— Lump C I—
LEL Accrual Hours l— Lump D I—
Union Mumber I— Lirian Mame I—

<1 4

Etoise Boto Al Edit Save Cancel belete | = | ‘?l
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The employee entitlements screen is for recording of RDQO’s, accruals for sick leave,
annual leave, leave loading, rostered days, and long service leave. All accrual
calculations are to be entered as an hourly calculation. This hourly rate is then
multiplied by the number of normal hours worked for a pay period and is accrued in
the year to date entitlements report. Union number and name can also be recorded
in this screen.

Employee Reports
The following reports can be generated from the employee records.
Drivers Licence Expiry

The Drivers Licence Expiry report lists company code, employee code, employee
name, telephone number, licence number, licence class and due date.

Dangerous Goods Licence Expiry

The Dangerous Goods Licence Expiry report lists company code, employee code,
employee name, telephone number, licence number, licence class and due date.

Forklift Licence Expiry

The Forklift Licence Expiry report lists company code, employee code, employee
name, telephone number, licence number, licence class and due date.

Trucksafe Medical Licence Expiry

The Trucksafe Medical Licence Expiry report lists company code, employee code,
employee name, telephone number and due date.

Dangerous Goods Medical Expiry

The Dangerous Goods Medical Expiry report lists company code, employee code,
employee name, telephone number and due date.

Employee Incident Reports

The Employee Incident report lists company code, employee code, employee name,
state, date of incident, incident number, incident type, reason and description. You
can select to view this report by company, employee, state, incident number, and
incident type, who raised the incident report and date range.

Employee Training Reports

The Employee Training report lists company code, employee code, employee name,
date, course type and description. You can select to view this report by company,
employee, state and date range.
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Mechanics
Mechanic Code |—

Mechanic Mame |

Mechanic Rate 0.00

Mechanic Type | -I

Motes =
H

Browese | ) i1 | Add | Edit | Save | Cancel | elete | Exit |‘?|

When the Mechanic option is selected a browse screen will appear. You have two
ways of accessing and updating records in this screen. The display button will open
the mechanic data entry screen at the record that was highlighted on selecting the
display button. You can also display the record by ‘right mouse clicking’ on the
record to bring up a popup menu.

To add a new mechanic, enter the mechanic code, name, rate and type, eg. internal
or external. The mechanic is used in the repair order and “enter fleet cost” data entry
areas to indicate who did the work on the vehicle. It could be an employee or an
external supplier. Either way, they need to be on the mechanic master file. Labour
utilization reporting can then be generated for each mechanic to see what he or she
is doing and if the work is productive or not.
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Chart Of Accounts

i Chart of Accounts
General | Marme IGROSS INCOME FROM CARTAGE
Account No. |195 Name |pRoss INCOME FROM CARTAGE
—Account Type
% Profit & Loss —{ -Balance Sheet
P%L Category Code I vI
" Revenue " Current Assets
Biank Account " Costof Sales " Non-Current Assets
BAS Account " (Over Heads " Fixed Assets
 Indirect Income " Intangible Assets
BAS Category Code 1 IGm 'I ™ Current Liabilities
BAS Category Code 2 Iﬁ ¢ Mon-Current Liabilities
" Gharehalders
¥
Brioee | B | Add | Edif | Save | Cancel | DelEte | = | 7 |

When the Chart of Accounts option is selected a browse screen will appear. You
have two ways of accessing and updating records in this screen. The display button
will open the chart of accounts data entry screen at the record that was highlighted
on selecting the display button. You can also display the record by ‘right mouse
clicking’ on the record to bring up a popup menu.

The chart of accounts master file entry screen is used to enter in all the information
about your accounts for the control of the general ledger and profit and loss reports.
The account code must be a unique alpha/numeric code. You will also need to set up
the BAS category codes for each entry. Please make yourself familiar with these
codes and their application. Norcom Information Technology is not qualified to
advise on the application of these codes to your individual needs, so please contact
your accountant for assistance. In some cases you will be required to apply two
different codes for the system to be able to collect the relevant information for
reporting. You will need to apply the primary G-code as 1. For example export sales
are to be reported separately and also included in total sales.

You have the ability to browse, goto, add, edit, save, cancel, and delete. When

finished, select Exit. For more information on these options, refer to Operator
Prompts on pages 5 to 8.
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Enter Fleet Costs

The Fleet Costs entry screen is used to enter in all miscellaneous costs relating to
your vehicles. The costs are only entered in here if they are not going to be
entered into the creditor section. This option has 2 screens of information. These
are general and notes. To move between these screens use either the next page
arrows located at the bottom right hand corner of the screen, or use your mouse to
click on the page tab at the top of the screen. You must enter a cost code. For
information on these options, refer to Operator Prompts on pages 5 to 8.

i Miscellaneous Costs E

General | Motes |

Date I B j Odometer I 0

Fleet Mumber I LI Haours I 00

Trailer I LI Reference Mo, I

YehicleTrailer Make I Mechanicrsupplier I - l

Cortsiner I LI | I

Warehouse I j Unit Ciost I 0.0000

Product Code I j Quantity I 0.0

Cost Code I j Amount I 0.0

Service Type | =l {Revenue to he Entered Megative)

Description I

i

Whdzte Brawse | Add | Edit | Save | Cancel | [elete | Exif | ? |

Once costs have been entered and updated you will be able to produce fleet history
analysis, profit and loss by vehicle and fuel usage analysis reports. To update the
information entered in here you will need to select the update button, this will update
all entered information to the vehicle history file. Once the transactions have been
update they will no longer appear in this screen and cannot be altered.

' Miscellaneous Costs
General Motes |
Extra Motes
K13
Updzte | Hrovyse | Al | Edit | Save | Cancel | DElEte | Ejiit | ? |

The second screen is for recording notes relating to the fleet cost entry.

56



Workshop Menu

Repair Orders

Order Mumber IDDDSSSBB ehicle |88 =l
Opening Date [1a/02:2001 Trailer | I~
Closing Date |1gm2,r7_un1 Make IMACI-{

Registration |
Customer |2 =l

Speedo | 777
|swDnEY DEPOT

Hours | 0.0
I Semice Type | =l
| Order status [compiete =l
I Order Amaount | 35.00
Recharge % o000 Charge Amount | 3500

Description Quaritity | Total | Status | -
CQIL FILTER: 1.00 35.00 I
GoTo | “igwy Details | Madity Details | Frint |

[ browse Add | Edit | Baye | Cafice] | Delate | Exit |

When the Repair Order option is selected a browse screen will appear. You have
two ways of accessing and updating records in this screen. The display button will
open the repair order data entry screen at the record that was highlighted on
selecting the display button. You can also display the record by ‘right mouse clicking’
on the record to bring up a popup menu.

The repair orders option allows you to enter all repairs to your vehicles. You are able
to add services set up in the Service Checklist master file to the repair order.
Information entered into the speedo and hours fields will automatically be updated to
the Vehicle Usage option. The repair order has 2 statuses. In-complete and
complete.

The repair order consists of a header and details area. To create a repair order,
select Add. The following screen will appear.

& Repair Order
OrderNumber| Yehicle | =l
Opening Date | P Trailer | LI
Closing Date | P Make |

Registration |
Customer | =]
Speedo | 0
: Hours | 0.00
| Service Type | LI
| Order status |||'|.C|:|mp|ete j
Order Amount | 0.00
Recharge % | 0.00 Charge Amount | 0.00
Brawwse | ] | Edlf | Save Cancel | [elete | L |
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Enter date customer, vehicle or trailer and service type, then select save. To add
details to the repair order, select the modify details button. You can enter as many
details as needed. To add a detail, select the add button on the details page. This
will bring up the next screen.

To add new details to the repair order select Add to bring up the detail entry screen.
To edit a detail, select the detail that you wish to edit on the grid and select edit.

Stock on hand will automatically be updated from the details information. When you
have entered all of the details for the repair order, select exit on the details screen.
You now have the ability to print current repair orders. You can also print invoices,
and print invoice history.

i Bepair Order Details [ ]
YWarehouse |
Part | LI Z | Semice Type| vl
Description |
Cost Code | = Quantity | 000
MechaniciSupplier | ;' Rate I 0.0000

General Ledger

Amount I—D,DD

Additional Motes a
_I Print Motes Far
_| This Detail Qnly

G L Code Part Cost Code Quantity Unit [ Totsl | Status [ =

[

Edit | =z | Eancel | Delete | Exit |‘P|

Brint A1l Notes

Details on the repair order can be ticked as items are completed, then when all items
have been checked, you will need to select ‘complete’ in the order status field on the
front screen. Once you have completed the repair order it cannot be modified.

! Repair Order Details
Warehouse |
Part | j | Semice Type| vl
Description |
Cost Code | =l Guantity | 000
MechaniciSupplier | =l Rate | 0.0000

General Ledger

Amount | 0.00
Additional Motes -
_I Print Motes For
J This Detail Znly

PrirrtAIINotesl Al | Eif Save Cancel | WElETE | =i |
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Service History Inquiry - Vehicles

i Service History Analysis - Yehicles

Yehicle | j
Service Type | x| I AlTypes
Date Range i
I [~ All Dates
| 14
[ Save Az Prirnt | Frevigm Cancel | 7 |

The service history analysis for vehicles is a report in which you can view the
information relevant to the history of your services. You are prompted for the fleet
number, service type and starting and ending date. Items listed on this report are
fleet number, registration, make, service type, depot, total kim, date, reference
number, mechanic, goods or services, costcode and cost. You are able to print,
preview to screen or save the information in this report to an excel file.

Service History Inquiry - Trailers

v Service History Analpsis - Trailers

Trailer | LI
Service Type | LI ™ &l Types
Date Eanoe | i
[~ All Dates
| 14
I~ Save As... Frint | Preview Cancel | 2

The service history inquiry for trailers is a report in which you can view the
information relevant to the history of your services. You are prompted for the trailer
number, service type and starting and ending date. Items listed on this report are
fleet number, registration, make, service type, depot, total kim, date, reference
number, mechanic, goods or services, costcode and cost. You are able to print,
preview to screen or save the information in this report to an excel file.
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Service Due

! Services due |

Mo Data Entry Reguired

P reviesw | Cancel | ?l

The services due report allows you to view all the information relevant to when your
vehicles are due to be serviced. To set up servicing schedules refer to the vehicle
and trailer master files. This report will calculate when next service is due from the
information set up in these master files and also from the last service date entered.
The information listed on this report includes service type, fleet number, current
speedo, hours and date, service due speedo, hours and date. You are able to print,
preview or save the information in this report to an excel file.

Vehicle Usage

i+ Wehicle/Trailer Uzage [ ]
Data | I j Trailer Mumber | LI
YWehicla Mumbear | LI Current Hours | 0.0
Currant Speedo | 0 Mewe Hours | 0.0
Mew Speedo | 0 Distance | a017
Motes ;'
=

Erowee | Add | E=dit | Y | Cancel | [Delete | = |7|

When the Vehicle Usage option is selected a browse screen will appear. You have
two ways of accessing and updating records in this screen. The display button will
open the vehicle/trailer usage data entry screen at the record that was highlighted on
selecting the display button. You can also display the record by ‘right mouse clicking’
on the record to bring up a popup menu.

To open a fresh data entry screen select display. Enter the date, vehicle number or
trailer number, the current speedo or current hours will appear automatically, enter
the new speedo or hours, the distance will then calculate. This information will then
be sent to the vehicle history file for reporting on vehicle profit and loss, fuel usage
analysis and vehicle history analysis.

You do not have the ability to alter records added. If you make an error on entry and
have saved, you will need to add another entry to correct the error.
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Labour Utilisation

&% Labour Costs E2
Depot | ;| [ Al Depots
Mechanic | ;| [ Al Mechanics
Date Range i

I [~ Al Dates
K
[~ Save As.... Frint Preview Cancel | 7 |

The labour utilisation due report allows you to view all the information regarding
labour costs on your vehicles. The information listed on this report includes date,
depot, mechanic, cost code, labour type, hours, amount and % of total labour hours.
The report subtotals by labour type, eg productive and non-productive and also by
mechanic. You have the ability to print, preview to screen or save the report to an
excel file.
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SPARE PARTS MENU

Receipts & Adjustments

€+ Receipts & Adjustments

Tranzaction Date IH— Stock on Hand I—DDD “ehicle Mumber
Warsholiss I— Quartity I—ggg Trailsr Mumker
Part Mumker I—;, Unit Cost Iw Ogometer
Reterence humber I— Extended Cost I—DDD Hours

Tranzaction Type |(-.. : ~ . | ** Erter a negative guantity for an CostCode
O RIEECNTT WACIUSTNEAL | o i o il 2

Jil

CreatePanl HrovEe | Add | =i | Save | Cancel | [ElETE | = |'?|

When the Receipt and Adjustment option is selected a browse screen will appear.
You have two ways of accessing and updating records in this screen. The display
button will open the receipt and adjustment data entry screen at the record that was
highlighted on selecting the display button. You can also display the record by ‘right
mouse clicking’ on the record to bring up a popup menu.

The receipts and adjustment entry screen allows you to enter all of your stock
movements in and out of the workshop. To add a transaction select the add button.
Enter the details and select the save button to save the information. You can only
edit transactions entered if they have not been updated. You cannot alter the stock
on hand.

To update transactions, select browse to display the browse screen. Select the
update button. A message will appear asking if you wish to print an update report. It
is recommended that you select “yes”. The transactions will be updated and a report
will be printed listing transaction date, warehouse, part number, reference number
and cost. If you select “No”, all transactions will be updated but no report will be
produced.

Spare parts can also be updated to the stock list through the creditors invoice entry
option in Accountmate. If parts are entered through the creditor option do not enter
them in receipts and adjustments. Parts are also adjusted out of stock when a repair
order is raised.
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Create Spare Part

If a spare part is not listed in the spare parts master file, you have the ability to create
a new entry from the receipt and adjustment screen. To do this select create part on
the receipt and adjustment data entry screen and the following screen will appear.

Part Mumber | Description |
Cost Code |—;| Madel [
YWarehouse |— Unit of Measure |—
Group | Yizight IW
Location | volume |—g_ggn
GST Exempt? [T
Create Mew Spare Part | Cancel |7|

Enter in the relevant details and select create new spare part. This information will
then be written back to the spare parts master file.

Stock Take
W Stock Take |

Warehouse

Part Mumber

Current Stack on Hand

|
|
Description |
|
|

Stock Counted

To edit stock counted vou must edit them from :
the Spare Parts entry in the File menu. Save Enit

This option allows you to enter the quantity counted in a stocktake. Once you have
physically counted the stock, you are able to then enter the stock counted for each
part. This is than reported on the stock takes variance report. To adjust the stock on
hand to the stock counted you will need to do a stock adjustment in the “Receipts
and Adjustments” entry option.
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Stock Take Variances

&% Stock Take Variances |
Warehouse | Ll &l
Laocation | j Al
By | =] I al
Fraduct | ll Al
[T Save As. . Print | Presvigs | Cancel | 7 |

The stock take variance report displays warehouse, costcode, location, part number,
description, stock on hand, counted stock, standard cost, variance and variance cost.
You can select stock variances by warehouse, location, group and product. You

have the option to preview to screen, print and to save the selected information to an
excel file.

Stock Re-Order List

% Stock Re-Order Report |
Warehouse | LI I Al
Laocation | LI Il
i) | = Tl
Product | Ll Il
[T Save As... Print | Prenien | Cancel | 7 |

The stock re-order list checks spare parts minimum quantity against stock on hand
and produces a list of parts requiring re-ordering. The report lists part number,
costcode, description, location, supplier, minimum stock amount and stock on hand.
You are able to select stock re-order report by warehouse, location, group and

product. You have the option to preview to screen, print and to save the selected
information to an excel file.
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Price List

F’ Price List |
Warehouse | j &l
Location | j Al
Chaly | =] T
Product | j Al
[ Save As... Print | Preview | Cancel | 7 |

The price list report lists costcode, part number, description, average cost and price.
You can select by warehouse, location, group, product or you can select all. You

have the option to preview to screen, print and to save the selected information to an
excel file.

Stock Listing — by Code, Description & Location

tf Stock Lizting by Code |
Yiarehouse | = A
Location | = A
Group | = A
Product | = A
Model | = A
Code to Start |
™ Save As. . Frint | P renie | Cancel | ¥ |

Code, description and location can be selected for stock listing reports. All reports
display part number, model, description, location, supplier and stock on hand. You
have the ability to select by warehouse, location, group, product, model and code to

start search. You have the ability to preview to screen, print and save to an excel
file.
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Full Stock Status

v Full Stock Status |
Warehouse | LI Al
Az At Date | il = Al
: : .
™ Save is... Print | Prewview | Cancel :

Warehouse or date can be selected for full stock status report. The report displays
warehouse, product, description, stock on hand, average cost and value. You have
the ability to preview to screen, print and save to an excel file.

Stock Last Transaction

&% Spare Parts Last Transactions

Warehouse | Ll Al
Location | Ll 7 Al
EGeIT | =
Product | Ll Al

[~ Save Az Print | Preview | Cancel | ? |

Warehouse, location, group, product or all can be selected for the stock last
transaction lists. The report lists warehouse, product number, and date of last
transaction, reference, type, quantity, unit cost and amount. You have the ability to
preview to screen, print and save to an excel file.

Stock Transactions

&% Stock Tranzactions
Warehouse | ;' [ Al
Product | j [ All Products
Date Range I
I [~ Al Dates
| 1i
) : =
™ Save As... Frint | P revieuy | Cancel | ] |

Warehouse, product, date range or all can be selected for the stock transaction
report. The report lists part number, transaction type, date, reference number,
vehicle, trailer, quantity, cost and extended cost. You have the ability to preview to
screen, print and save to an excel file.
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Parts Usage Summary

&% Partz Usage Summary |
Fart Mumber | x| T AllParts
YWarehouse | =] Al

" Zave As... Print | Presie | Cancel 7

Part number, warehouse or all can be selected for the parts usage summary report.
The report displays date of transaction, order number, kilometer, vehicle, description,
part number, costcode, quantity and cost. You have the ability to preview the
selected information to screen, print and save to an excel file.
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PURCHASE ORDER MENU

Enter Purchase Order

This option allows you to raise purchase orders that can be printed and issued to
your suppliers. To add a new purchase order, select the Add button. The following
screen will appear.

€ Purchase Order B
Carnpany [l = Deliver Ta - Braywee
Purchase Order | |

i [
Crder Date | o | —
Delivery Date | [ | L
Reference Mo | | Save
Tax Exemption
I Raised By I Cancel
Iroice Mo, | e
Authorised By | [e(ete
Invoice Diate | I
Motes B
Supplier | LI ;| -
iejife
I ;I =
I Furchase Order Status INOT COMPLETE it
I I Purchase Grder, Total 0.a0 Firohiase) Urder

Enter in the relevant details and select save. The purchase order number will be
automatically generated and a detail screen will appear.

¥+ Purchase Order Details

Warehouse lﬁ Part Murnber lﬁ RepairOrderND.'ﬁ
Description |
Yehicle lﬁ Costeode lﬁ General Ledger ﬁ
Trailer |—;, Quantity |— Departrrient |—;,
Odometer [ UnitCest [ Amount [

Recharge to Contractar Recharge fo Emplayes
Contractor | ;' % | Ermploves | Ll % |
GIL Code | vI GiL Code | vI
{Optianal)
Departrment | vI Departrment | vI
Amaunt | Amaunt |
Save & New | Save | Cancel | ? |

In the purchase order detail screen you have the ability to allocate to spare parts
stock control, allocate the purchase directly to a vehicle or trailer, allocate to a
particular cost category, recharge to contractors and also recharge to employees if
you wish.

To do this, enter in the fleet number or trailer number and costcode. If you do not
wish to allocate information to a vehicle, leave these fields blank. You cannot save
the record if you have not entered a general ledger code and a department. If you
have more than one item to be entered on the purchase order, select the ‘save &
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new’ option. This will refresh the detail entry screen. . Once the correct information
is entered, select the save button.

@+ Purchase Order 1]
Comparey | LI Dreliver To - B
Purchase Order | |

Add
Order Date | |
Delivery Date | | Edit
Reference bo. | | | SEvE
Tax Exemption
I Raised By I =
Irtvoice Mo, | —
Authorised By | Delete
Imvoice Date |
Maotes Print
Supplier | LI ;l -
oTo
I LI Exit
I Purchase Order Status | Dozt
I I Purchase Order Total | FPurchase Order
Description “Yehicle | Trailer Contractor Diriver | Quantity | Rate | Armourt -
w

The details will now appear in the grid box on this page, to add more details or edit
existing details, right mouse click on the grid box. A popup menu will appear, select
the option you wish to use, and when finished, select save. You have the ability to
print or preview the purchase order to screen.

When the purchase order is ready to be completed you will need to select the order
from the browse screen. You are able to filter out unwanted details by selecting the
relevant criteria from the following screen.

#m Purchaze Order Browse Criteria |
Company | ~| i Companies
Supplier | ;| v All Suppliers
Status | | M AlStatuses
Raized By | 2 v Al
Date Range i

! ™ All Dates
|
Wi Cancel | ? |
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=* Purchase Order Browse H=] E3
Company |Order Mumber  [Order Date Celivery Date Supplier Reference Invoice Mao. I[ &

4 | 3|
Di=play | Print All | Cancel | ?l

The browse screen that will appear lists company, order number, order date, delivery
date, supplier, reference, invoice number, invoice date, raised by and authorised by.
You are able to sort by all of these fields by clicking on the heading of the grid box
above the items you wish to sort. When you have identified the order you wish to
complete, highlight it, then click display. The selected purchase order will be
displayed. Select the ‘complete purchase order’ button. You will not be able to edit
or alter a purchase order once it has been completed. If used in conjunction with the
creditor accounts in the Accountmate module, all details of the purchase order will be
transferred to the invoice when entered in the creditors.

Purchase Order Report

&% Purchase Orders
Carmpany |A x| T Al Companies
Furchase Order | ;| I~ &l Purchase Qrders
Supplier | x| I Al Suppliers
Raised By | =] A
Status | x| T AllStatuses
Cost Code | x| I AllCost Codes
Department | j ™ All Departments
Date Range I T

I~ &l Dates
| 14
GroupBy - | g
& General Ledger Code [ Consolidate Report
™ Department, Gostcode
[~ Save As. Print | Frevigw | Cancel | ? |

This option allows you to report on purchase orders. All purchase orders that have
been entered remain in the system for reporting. On selecting this option you will be
asked to select a combination of company, purchase order number, supplier, raised
by, status, cost code, department and date range for the purchase order report. This
report can be grouped by general ledger code or department/cost code. You can
also select a consolidated or detailed report.

The report lists company, order number, order date, supplier, reference, invoice
number, invoice date, part number, department, costcode, general ledger code and
amount. It subtotals by general ledger code. You have the ability to print preview to
screen or save the information to an excel file.
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REPORTING MENU

Vehicle Permits

Mo Data Entry Reguired

Print Cancel | ? |

[ Save As....

The “Vehicle Permits” report allows you to view all the information relevant to your
permits. This report allows you to view the fleet number, make, model, registration
number and the permit expiry. You can print, preview to screen or save the
information to an excel file.

Finance Due — Vehicles & Trailers
%% Finance Due Dff E

Mo Data Entry Required

[ Save As.... Print | Preview | Cancel | 7 |

The “Finance Due” reports allow you to view all the information relevant to your
finances. These reports allows you to view the fleet number, the finance company,
term, payment, payment date, residual, purchase price and the due off date. You can
print, preview to screen or save the information to an excel file.

Vehicle Registration Due

i Wehicle Regiztration Renewals Due ]
Sart By & vehicle Mumber
" Due Date
™ Save As... Print Cancel 7

The “Vehicle Registration Renewals Due” report allows you to view the fleet number,
make, type, registration, expiry date, fee and location of when your permit expires.
You are able to sort the information by fleet number or by due date. You can print,
preview to screen or save the information to an excel file.
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Trailer Registration Due

i Trailer Registration Renewalz Due |

Sort By & Trailer Mumber

" Due Date

e Print . Preview | Cancel | 7 |

The “Trailer Registration Renewals Due” report allows you to view the fleet number,
make, type, registration, expiry date, fee and location of when your permit expires.
You are able to sort the information by trailer number or by due date. You can print,
preview to screen or save the information to an excel file.

Insurance Due

i Insurance Henewals Due | ]
hanth 1 W &l Year
Fomeas. Pt | Preview | cancel | |

The “Insurance Renewals Due” report allows you to view the fleet number, insurance
company, premium, insured value and the expiry date of your insurance. You are
prompted for a month or all months. You can print, preview to screen or save the
information to an excel file.

Vehicle Inspection Date

Mo Data Entry Required

Frint Cancel | ? |

[ Save As...

The “Vehicle Inspection Date” report allows you to view the fleet number, make,
vehicle type, registration number and inspection date. You can print, preview to
screen or save the information to an excel file.
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Container CSC Expiry

1"? Container C5C Expiry

Mo Data Entry Reduired

e Print . Preview | Cancel | 7 |

The “Container CSC Expiry” report allows you to view the container number,
description, container type, size and CSC date. You can print, preview to screen or
save the information to an excel file.

Repair History by Repairer

+ Repair History By Repairer

Mechanic || j
Date Range )
! [~ &Il Dates
[ 71
[~ Save As. . Frint Freview Cancel 7

The “Repair History by Repairer” report allows you to view all the history on your
trucks. The report gives you the total cost, total labour and total parts. You are
prompted for the mechanic or supplier, date range or all dates. You are able to print,
preview to screen or save the information to an excel file.

Cost Category Analysis

&% Cost Category Analysis B
Costoode | ~| T Al Costeodes
Wehicle | x| I airvenicles
Trailer [ x| T AllTrailers
Date Range I

I [ Al Dates
K
[~ Save As. Print | P remiewy | Cancel | ? |

The "Cost Category Analysis” report allows you to view relevant information about
your cost codes. You will be prompted for a costcode, vehicle or trailer number and
the start and ending date that you wish to view. This report shows the date, fleet
number, registration, mechanic, goods and services, odometer and the cost. The
report subtotals by quantity and cost. You can print, preview to screen or save the
information to an excel file.
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Depot / Cost Code Analysis

i Depot Costcode Analysis |
Depot | x| I Al Depots
Costcode | ;' [~ All Costeodes
Date Range i

I [ &l Dates
I
[~ Save As.. Print | Preview Cancel | P |

The “Depot/Costcode Analysis” report allows you to view relevant information
regarding your cost codes and depots. You will be prompted for a costcode, depot
and date range. This report shows the date, fleet number, trailer number, cost code,
description of goods and the cost. The report subtotals by vehicle. You can print,
preview to screen or save the information to an excel file.

Fleet History Analysis

1" Fleet Hiztory Analysis |
Yehicle || =]
Date Range I
I [~ All Dates
[ 11
[ Save A5 Print | Preview Cancel | ? |

The “Fleet History Analysis” report allows you to view all you fleets history. You are
prompted for the fleet number, starting date to list and the ending date. This report
lists fleet number, vehicle ID, registration, make, type, depot, total kilometres, date,
reference number, speedo reading, part number, description, cost code, cost and
subtotals by cost code. You are able to print, preview to screen or save the
information to an excel file.

Trailer History Analysis

#'" Trailer History Analysis

Trailer | Ll
Date Range 5t
I [~ All Dates
| ri
e Print | P review Cancel | ? |

The “Trailer History Analysis” report allows you to view all you trailer history. You are
prompted for the trailer number, starting date to list and the ending date. This report
lists trailer number, trailer ID, registration, make, type, depot, total kilometres, date,
reference number, speedo reading, mechanic, description, cost code, cost and
subtotals by cost code. You are able to print, preview to screen or save the
information to an excel file.
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Container History Analysis

f' Container History Analysis

Container | Ll |
Date Range | ]
[~ All Dates
| ri
I~ Save As.... Print | Preview Cancel 7

The “Container History Analysis” report allows you to view all you container history.
You are prompted for the container number, starting date to list and the ending date.
This report lists container number, container description, date, reference number,
mechanic, product code, cost code, cost and subtotals by cost code. You are able to
print, preview to screen or save the information to an excel file.

To search for a particular container number, click on the question mark box beside
the container number field. The following screen will appear.

Cost Summary — Vehicle/Trailer/Container

1" Cost Summary - ¥ehicles
Wehicle | x| I Anvehicles
Costcode | ;| [ &l Costeodes
Depot | ;| [ Al Depots
Wehicle Type | ;| [ &llvehicle Types
Service Type || ;| [ &l Service Types
Date Range | I

[ &l Dates
[ 14
[~ Save As... Frint Preview Cancel | ? |

There are three separate options for the cost summary report. These are by vehicle,
trailer and container. The cost summary report allows you to view the costs of each
type of vehicle.

Cost Summary — Vehicles

You can select this report by vehicle, costcode, depot, vehicle type, service type and
date range. This report lists by vehicle, make, registration, cost type and value of
each cost type for the reporting period. It also subtotals all the costs of your vehicles.
You are able to print, preview to screen or save the information to an excel file.

Cost Summary — Trailers

You can select this report by trailer, costcode, depot, trailer type, service type and
date range. This report lists by trailer, make, registration, cost type and value of each
cost type for the reporting period. It also subtotals all the costs of your trailers. You
are able to print, preview to screen or save the information to an excel file.
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Cost Summary — Containers

You can select this report by container, costcode, depot, service type and date
range. This report lists by container, container type, container number, cost type and
value of each cost type for the reporting period. It also subtotals all the costs of your
containers. You are able to print, preview to screen or save the information to an
excel file.

Fuel Usage Analysis

Fuel Type | j
pate Range | 1/ ™ Al Dates
| 14
[ Save Az Print | Presview | Cancel | ?

The “Fuel Usage Analysis” report allows you to view all the information about the fuel
usage. The report shows the fleet number, make, type, registration, kilometres, litres,
cost, litres per 100kim and cost per 100kim. You are prompted for the fuel type,
starting date and the ending date. Cost codes can be identified as fuel types by
placing a tick in the appropriate box on the ‘cost code master file’ data entry screen.
If this box is not ticked you will not be able to select as a fuel type. You can print,
preview to screen or save the information to an excel file.

Vehicle Revenue

There are two separate options for the vehicle revenue report. These are by vehicle
and trailer. The vehicle revenue report allows you to view the revenue earned by
each vehicle.

&% Vehicle Revenue B
Wahicle | Ll [ &l Yehicles
Depot || =] Al
Date Range ]

I [~ All Dates
| 14
I~ Save As.... Print | Presiewy Cancel 7

The vehicle revenue report allows you to view all the information regarding your
trucks revenue. You are prompted to select by vehicle, depot and date range.
Information in this report comes from the manifest generated in the Freightmate
module or from “enter fleet costs” option in the Fleetmate module. This report shows
how far the truck has travelled and how much money has been earned for that
amount of time. It lists fleet number, make, registration number, kilometres, litres,
cost, litres/100 kilometres and cost/100 kilometres. You can print, preview to screen
or save the information to an excel file.
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Trailer Revenue

i Trailer Revenue [ ]
Trailer || Ll [ A&l
Depot | =l ™ Al
Date Range | i
[~ All Dates
| 14
[~ Save fs... Print | Fresiew | Cancel | ? |

The trailer revenue report allows you to view all the information regarding your trailer
revenue. You are prompted to select by trailer, depot and date range. Information in
this report comes from the “enter fleet costs” option. The report lists trailer number,
make and revenue amount. It subtotals by trailer number. You can print, preview to
screen or save the information to an excel file.

Vehicle Profit & Loss

: ¥ehicle Profit and Loss
Wehicle || j [ Allvehicles
Date Range | i
[~ &l Dates
| 17
[~ Save As... Print P revigy Cancel i

The “Vehicle Profit and Loss” report shows the revenue and costs associated with a
vehicle to give you the profitability of that vehicle. This report shows information
entered into the miscellaneous costs and workshop menu and also interfaces with
the Freightmate and Accountmate modules for collecting relevant information on your
vehicles. You are prompted for a vehicle and date range. The report lists vehicle
number, make, registration, kilometres, cost, hours, $value, cents per kilometre,
cents/hour and subtotals by vehicle. You can print, preview to screen or save the
information to an excel file.

77



Trailer Profit & Loss

v Trailer Profit and Loss ]
Trailer | j ™ &l Trailers
Date Range I

I [ All Dates
[ 14
[~ Save As... Print | P resyigmy Cancel | 7 |

The “Trailer Profit and Loss” report shows the revenue and costs associated with a
trailer to give you the profitability of that trailer. This report shows information entered
into the miscellaneous costs and workshop menu and also interfaces with the
Freightmate and Accountmate modules for collecting relevant information on your
trailers. You are prompted for a trailer and date range. The report lists trailer
number, make, registration, kilometres, cost, hours, $value, cents per kilometre,
cents/hour and subtotals by trailer. You can print, preview to screen or save the
information to an excel file.

Vehicle Checklist Analysis

+ ¥ehicle Checklist Analysis |
Wehicle | -l T Alvehicles
Date Range I, -

“ hd [ Al Dates
| 14
[~ Save As.. Frint | Fresie | Cancel | 7 |

The Vehicle Checklist Analysis report allows you to view all the information regarding
you vehicle checklists. You are prompted to select by vehicle and date range.
Information in the report comes from the roadworthiness checklist option. The report
lists date, checklist number, vehicle, mechanic, checked by and odometer. You have
the ability to print, preview to screen or save the information to an excel file.
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Trailer Checklist Analysis

\ Trailer Checklist Analysiz |
Trailer | =] T ANTrailers
Date Range | if
[™ All Dates
| 14
[T Sawe As. . Frint | P renienn Zancel | ? |

The Trailer Checklist Analysis report allows you to view all the information regarding
you trailer checklists. You are prompted to select by trailer and date range.
Information in the report comes from the roadworthiness checklist option. The report
lists date, checklist number, trailer, mechanic, checked by and odometer. You have
the ability to print, preview to screen or save the information to an excel file.
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