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OVERVIEW

Freightmate is a fully integrated freight management system allowing for the set-up of trucks, trailer,
drivers, contractors, customers, routes, and products/services and pricing schedules. This base
information is then processed as follows:

- Consignments are entered for each freight movement. Information relevant to customer,
route, sender, receiver, pickup/delivery date and goods being shipped are entered. These
can be automatically priced, pallet information can be entered against the consignment and
the consignment can be manifested at this point if required or can be dragged onto a
manifest later. A consignment can be printed if required.

- The pricing matrix is built from a combination of customer, product/service, and route (lane)
and charge unit. For example, “CSR MEL-ADE CHIPS TN” This information is entered at
consignment level and looks at the pricing file for a match. If found it than determines the
rate from a sliding scale of rates, plus basic and minimum charges. Insurance percentages
are held on the customer file and can be applied if required. The nature of the pricing matrix
enables you to apply charges to any number of items on each consignment. Towns, areas,
zones, states are categorized with our “Route” file, which allows for a 3-digit origin and
destination code to be used for the key field. For example, “ADE” stands for Adelaide and
“MEL” stands for Melbourne. The combination “ADE-MEL” defines the lane as Adelaide to
Melbourne. This is used in lane analysis as well as a key field for automatic pricing so that a
different rate can be applied to a customer for varying lanes. If a price is not found, it
remains in clear view or you can enter the price onto the consignment.

- Once the consignment is completed, it is ready for invoicing. The invoice module is part of
“Freightmate” and is designed to print all cleared consignments for a customer. This can be
printed more than once (if required) and can be reprinted or viewed at any time. Once
printed, the invoice is sent off to the debtors system. However, the invoice, along with all of
its consignments is still available within “Freightmate” for inquiry and further analysis. Once
in the debtors system, you are able to enter your receipts, debit and credit adjustments
against each invoice. The nature of the system is open item. However, you are able to print
open item or balance forward statements. Statements can be printed at any time and you
can select individual customers to print. You can select the cycle by entering a date range of
transactions to show on the statement.

- Manifests are entered indicating the truck, trailer(s), driver, route (lane), contractor/tow
operator (including payment details), date of departure and arrival. Consignments are
attached to the manifest and a manifest can be printed so that it can go with the vehicle.
Once the manifest is “signed off”

- Contractor gross earnings are added to the contractor payment system or if a company
owned truck and/or trailer, the revenue from the consignments attached to the manifest are
updated to the vehicles. Any deductions to be made from the contractor’s payment relating
to the manifest are entered into the contractor’s payment.

- Consignment and manifest analysis is extensive. All information is held historically so that
you can analyze your freight movements selectively by a date range, allowing your reporting
to be for any required period. Generically, we have provided analysis by date range,
customer, route (lane), sender/receiver locations, truck, driver, trailer, contractor, invoice,
and product/service. We can produce further reporting requirements or you are able to
export data to a spreadsheet for customizing your own reporting and getting “what if”
analysis.

- Pallet management starts at the consignment. Adjustments can be made to the pallets to
indicate returns, transfer, damages etc via a pallet control function. From this you are able to
show in summary and detailed form any outstanding pallets in the system.



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

Dizplay r

Delete
Find
Print

Caricel

Right mouse clicking on the grid in the browse options accesses the above popup. 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.

?

]

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

Prirnt |

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

Update |

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 transactions 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

2]
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.

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 the mouse click on entries
that you wish to delete from the list.
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USER SETUP
[iusersetup X

General | Fleethate | Freighthtate | Accounthiate |

User Marme |User

Fassword |password

Application |Freigh-trv1ate =

[~ This User will not have access to add, alter or delete information in the master files for the above application.
™ This User will not have access to add, edit or delete information inthe Debtors Maintain Accounts option.
[ This User will not have access to add, edit or delete information in the Creditors Maintain Accounts aption.

[ Thig User will not have sccess to add, edit or delete information in the Contractors Maintain Accounts option.

Browse | Add | Edit | Save | Cancel | Delete | Exit | '?|

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

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.

11



GETTING STARTED

2
User Mame | LI

Passwiord ||

Admministration | (0]34 GIuit | ?l

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.

After logging on you need to select your Company name.

Default Company
Select Default Comparny for Session ||~go|_|R COMPANY MAaE ;[

Ok |j

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.

MASTER FILE ORDER OF ENTRY

The most important master file in the Transmate system is the Chart of Accounts. A standard chart
of accounts has been included in the program, and we suggest that you carefully check that the
chart of accounts is suitable for your business. You are able to add, delete or alter the list provided,
or if preferred you can replace the standard chart of accounts with your own, but this must be done
prior to entering of any other data into the Transmate software.

The second most important master file is the Company record; when a new system is installed,
minimal information is entered. You will need to check that the company record has the correct
company name, address, telephone numbers, etc as this information is used for generating all
stationery. You will also need to ensure that all the default general ledger code fields have been
filled in, making sure that the numbers in these fields relate to the chart of accounts you have set up,
as this information is used when generating transactions.

It is preferable to have the options in the Utilities Menu set up prior to entering any other master files,
as these ‘types’ and ‘categories’ can then be used in the master files to sub-categorise the records
in the master files.

From Utilities Menu

Vehicle/Trailer types (used in vehicle and trailer master file)
Departments (used in most master files)
Charge Codes (used for consignment entry)
Company (the first master file to set up)
Locations (used in manifesting)
Customer Types (used in the customer record)
Pallet types (used for consignment entry)
States (used in most master files)
12



Post codes

Sales Areas

Driver Incident Reasons (used in employee records)

Service Categories (used in Customer Service)

Response Times (used in Customer Service)

Industry Codes (used in the customer record)

Expiry Types (used in many master files)

Vehicle/Trailer Category Types (used in vehicle & trailer master file)
Training Categories (used in employee records)

Customers categories (used in customer records)

Manifest Pre-Trip Checks (set up for creating manifest pre-trip checklist)

Once these ‘utilities’ have been set up, you can then proceed to create the remaining master files
found in the File Menu.

13



FILE MENU
VEHICLES

Vehicle Master File Entry
[ venicles Mi=] B3

Fleet Mumber |vehicle IC. Make Model Type Description

J

=
o | 3

GoTo Vehiclel Find Display Print Cancel | ? |

The Vehicle Master File browse window displays some of the information entered into the vehicle
master entry screen. You have the ability to display, delete, find and print from this window. For
more information on these options, refer to Operator Prompts at the front of this manual. 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.

This option has 14 screens of information. These are general, specifications, maintenance,
registrations/insurance/finance, re-finance, services, permits and two notes sections, costs, faults
expiries, parts and other. 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 open a new data entry screen, select the add button. 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.

14



General

Fleet Number | Registrationl Make |

General |Specif. | hdaint. | Regins/Fin | Re-Fin. | Sery. | Barimite: | Motes | Motes 2 | Costs | Faufts | Expitics | Barte: | Cther

Fleet ha. " Purchase Price 0.00 Farkiitt [~

“ehicle ID. |— T (K 4 GCM (K |—g

Job Description I GWM (Kg) I—g

Make — Tare () [ o

Model I Inspection Date I,r,r—

Description I Chaszis No. I—
|
|

Category LI Mo. &xles I Rear Axles I
LI Speed Limited I

Colour I Date Fitted I i

Production Date I i Manufacturer I

Purchaze Date I i Average Speed I o
Phone 1 I Fuel Tank I

Phone 2 I B Double Rated ) -

Purchased From I Exclude from Cost Summary and P&L Repart [~

Location — “ehicle Status = Ml
Serial o, —

Brawvse | Ereviousl [ext | Gt | Aol | Edlit | Save | Cancel | [DElete | Exit |

“ehicle Type

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

[ Vehicles
Fleet Number I Registration | Make |

Genersl  Specif |Maint. | ReginsFin | Re-Fin. | Sery. | RErE: | Motes | Maotes 2 | Costs | Fate: | Exeiries: | Pt | Cther

Payload Capaciy I—IU 2 Wiay Call Sign l—
e, Length .00 Market Yalue l—n
whesl Type I— Date of Yalustion l”—
Ma. Studs I_U Engine Manuf l—
Tyre Size I— Engine Macel l—
Tyre Type I— Engine Mo. |
Turntable manut. I— Engine Power(Kw) l_g Engine Torgue
Turritable Model I— Blower f Compressaor I
PTO |— Blow. / Comp Serial No. |
Depot Iﬁ Blowy. f Comp. Engine |
Cwner Iﬁ Blowe. f Comp. Engine Mo l—

2Way Manuf I— WM Mumber l—

Detault GIL Account |—;[ Budgeted Weekly Kims l—g

Detault Department Iﬁ Budgeted Veekly Hours I—UU

2WWay Model I— Hubometer Serisl No. l— —‘I—’I

Eranvse | P_reviousl [ext | (e i) | el | Edit: | Save | Cancel | [DEfEte | Exit |

Vehicle specification page is used for recording additional vehicle information.
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Vehicle Maintenance

Fleet Number | Registrationl Make |

General | Specif.  Maint. |Reg.ﬂns.l'Fin | Re-Fin. | Serv. | Permits: | Motes | Motes 2 | Costs | Fats: | Expairizs: | Parts | Cither

Engine Oil Type Diff. Capacity (Hg)

I o
Qil Capacity I 0o Ditf. Qil Capacity I o
Mo, Qil Fiters I o Bumper § K-Pin I 0.00

Qil Fitter hocel I Wigight - Coal (Tanne) 0.00
Water Capacity l—g Wieight - Permmian (BCM) 0.00
Suspension Type I vyeight - Tertiary (BCM) I—ggg
Gear Box Manuf. I—

Gear Box Madel I—

Gear Box Speeds l—g

Maximum Revs I Gear Box Oil Type I
Fuel Type I Gear Box il Cap. I
Km f Litre 0.00 Diff. Manufacturer I
Mo, Air Fitters I o Diff. Maodel I
Air Fitter hodel I Diff. Ratio I

K1)

Brawvse | Ereviousl [ext | Gt | Aol | Edlit | Save | Cancel | [DElete | Exit |

Vehicle maintenance page is used for recording additional vehicle information related to servicing
your vehicles.

Vehicle Registration/Insurance/Finance

| Vehicles
Fleet Number I Registration | Make |

Genersl | Specit. | Maint. {ReginsFin

: | Re-Fin. | Seryv. | PEHEE: | Motes | Motes 2 | Costs | Falite: | Expiiiies | Rarts: | Other

Comprehensive Insur. Co. I

Registration Fee 0.00 Comprehensive Policy Mo I
Registration Dug I Comp. Insurance Expiry IH—

Registration Paid I Finance Co. I
Registration Finance Contract Mo I
Chegue flo. 0 Amourt Financed I pon | Interest RtEI 000

Accident Commis o.oa

Type Of Agreement I

Additional Registrations Due Date and Amournts Finance Agreemert MNo. I

Period 1 I i 000 Comp. Insurance Yalus 0.00
Period 2 I I o0 Comp. Insurance prem. I 000

Period 3 I I, I oo Payment Term I 0

Perioci4 [ 1 1 | Payment 0.00
First Payment Date I i

Third Party Insurance Co. I Morthly Payment Date I—U

Third Party Policy Mumber I Fesicual oo

000

. T[]
Third Party Insurance Expiry I il Finance Dug Off I”—
Erawvse | Brevious | et | Zot | e o] | Edit | Save | Cancel | [DEfEte | Exit |

Information entered into the Registration /Insurance/Finance option is accessed for reports such as
Finance Due, Vehicle Registration Due, & Insurances Due.

16



Vehicle Refinance Details

Fleet Numhber | Registrationl Make |

General | Specif. | airit. | Reginz/Fin

Serv. | Permits: | Motes | Motes 2 | Costs | Fats: | Expairizs: | Ptz | Cither

Refinanced 7 I

Refinance Company I

Amount Financed o.0o0n

Interest Rate 0.00

Agreement Mo.

|
Agreement Type I

Paymert Term I o

Payment § .00
Start Payment Date I I
Residual 0.00

Finance Dug Off I I

22

Brawvse | Ereviousl [ext | Gt | Al | Edlit | Save | Cancel | [DElete | Exit |

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 E
Fleet Numhber | Registration | Make |
General | Specif. | airit. | Reginz/Fin | Re-Fin.  Serv. |Perm'rts | Motes | Motes 2 | Costs | Fats: | Expairizs: | Parts | Cither
SERVICE SCHEDULES
N HOURS KILOMETERS DAYS
weerice || 0o | b [ o
BService | | 0o | b [ o
©Service | | 0o | b [ o
O Service | | 0o | b [ o
Changeover Hour Meter I 0.0
Changeover Odometer I o
2]
Brawvse | Erevious | [ext | Gt | e e] | Edlit | Save | Cancel | [DElete | Exit |

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.

17



Vehicle Permits

Fleet Number | Registrationl Make |

General | Specif. | airit. | Reginz/Fin | Re-Fin. | Serv.

Motes | Motes 2 | Costs | Faults | Expiries | Parts | Cither

Permit Recuired |Perm'rt Drate |Perm'rt Expiry Date |Perm'rt Description | -

4

** Right Mouse Click on the grid to add, edit and delete Permit details **

2

Browyse | Ereviousl et | Goto | Acd | Eclit | = | Canze] | Delete | Exit |

Vehicle permits can be listed in this screen. Reports on these permits can be accessed through the
Fleetmate module in the reports menu.

5_Vehicle Permits
Pertnit Date [ |
Reguired [15) hd

Fermit Expiry Date | I

Permit Description [

Adcitiona! Mobes

|
[ |

Save | Cancel |’r‘|

To enter details regarding vehicle permits, right mouse click on the white grid area, and the following
screen will appear. You will then be able to add, edit or delete the permit details as required.

18



Vehicle Notes & Notes 2

Fleet Number | Registrationl Make |

General | Specif. | airit. | Reginz/Fin | Re-Fin. | Serv. | Permnitz | Motes |Notes2 | Costs | Fats: | Expairizs: | Parts | Cither
Motes

I El

[

ErirtMutes | LI _’I

Brawvse | Ereviousl [ext | Gt | Aol | Edlit | Save | Cancel | [DElete | Exit |

The notes sections are for recording any miscellaneous information about your vehicle.

Costs

Fleet Number | Registrationl Make |

General | Specif. | airit. | Reginz/Fin | Re-Fin. | Serv. | Permits: | Motes | Motes 2 Costs |Fau|ts | Expairizs: | Parts | Cither

Fleet Cost of Sales Revenue

Fuel Department lﬁ Fuel Department lﬁ
Fuel GIL Account lﬁ Fuel GIL Account lﬁ
Registration Department lﬁ Registration Department lﬁ
Registration Gi Code |—;[ Registration G Code |—;[
Accidert Department lﬁ Accident Department lﬁ
Accident GIL Code |—;[ Accident GIL Code |—;[
Driver Abuze Department lﬁ Driver Abuse Department lﬁ
Driver Abuse GIL Account lﬁ Driver Abuse GIL Account lﬁ

Transport Cost of Sales

Fuel Department lﬁ Accident Depattment lﬁ
Fuel GIL Account |—;[ Accident GIL Code |—;[
Registration Department lﬁ Driver Abuze Department lﬁ
Registration G/L Code lﬁ Driver Abuze GiL Account lﬁ LI_’I

Brawvse | Ereviousl [ext | Gt | Aol | Edlit | Save | Cancel | [DElete | Exit |

Fleet cost of sales, revenue and transport cost of sales can be set up in this screen. They are used
for your own information only and do not reflect back into the system.
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Faults

Fleet Numhber | Registrationl Make |

Expiries | Part= | Cither

General | Specif. | airit. | Reginz/Fin | Re-Fin. | Serv. | Permits | Motes | Motes 2 | Costs

F it |Date Logged |Logged By |Apply 7 |Mechanic |Repair Ma. |8tatus | -

** Right Mowse Click on the grid to sdd, edit and delete Fault details **

Browyse | Ereviousl et | Goto | Auded | Eclit | SavE | Canze] | Delete | Exit |

Faults can be allocated against a vehicle. To enter in the fault information, right click on the white
area and select add. You can also edit faults and delete them from here.

Fault Allocation Entry
& Vehicle Faults
Date L -
Logged By |
Mechanic | L"
Status | INCOMPLETE - I
Fault ;|
Repair Reguest Book Mo, |
Interception Repart Boak Ma. |
MNHVAS Label Mumber |
Date Joined MNHWAS | I
E-Tag Mumhber |
mMonthly Briefrase Checklist Date | i [ First Aid
Maonthly Briefcase Checklist Motes ;l
[~ Show on Compliance Register Repaort
Save Cancel | ? |
1 1 1 1 1 1 1 1 1

The fault allocation details screen allows you to enter details of the fault. Once this information is
entered, you can allocate it to a repair order via the Fault Allocation area in Fleetmate and you can
also print the details from the fault reporting section in FleetMate.
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Expiries

Fleet Number | Registrationl Make |

General | Specif. | Mairt. | RegAns/Fin | Re-Fin. | Sery. | Permits | Motes | Motes 2 | Costs | Fautt= ~ Expiries |Par13 | Cther

[Diate |Expiry Drate |Descripti0n |Referenc:e |Type |Am0unt | -~

** Right Mouse Click on the grid to add, edit and delete Expiry details **

Browyse | Ereviousl et | Goto | Acd | Eclit | = | Canze] | Delete | Exit |

By setting up expiry types and the allocating those types against a vehicle can create expiries
specific to a vehicle. You will then be able to run expiry reports.

Vehicle Expiry Entry

& ¥ehicle Expiries

Date | [ j

Expiry Date

Reference

|
|
Expiry Type | ;|
|
|

Description

Armount 0.00

Save Cancel | ? |

To allocate an expiry type against a vehicle, right-mouse click on the white grid area and then select
‘add’. You must enter your Expiry Types into the Expiry Types master file in the Utilities menu before
you can enter in the Expiry Type.
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Parts

Fleet Number | Registrationl Make |

General | Specif. | airit. | Reginz/Fin | Re-Fin. | Serv. | Permits | Motes | Motes 2 | Costs | Faults | Expities  Parts |O‘ther

WWarehouse |Par1 Murmkber |Desc:ripti0n |Notes | -~

** Right Mouse Click on the grid to add, edit and delete Part details **

Browyse | Ereviousl et | Goto | Acd | Eclit | = | Canze] | Delete | Exit |

Parts specific to a particular vehicle can be recorded on the vehicle master file.

Parts Allocation

_&_vehicle Parts <]

Warehouse

|
Part Murnber |
|

[ El
&l

Description
Motes =]
-]

Save | Cancel |'?|

To allocate a part to a vehicle, right-mouse click on the white grid area and then select ‘add’.
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Other

Fleet Number | Registrationl Make |

General | Specif. | airit. | Reginz/Fin | Re-Fin. | Serv. | Permits: | Motes | Motes 2 | Costs | Fats: | Expairizs: | Partz  Sther
Related Driver Iﬁ Maximum Load Length in Metres IW
Related Trailer 1 Iﬁ Maximum Payload in Tonnes IW
Related Trailer 2 Iﬁ Crane Cloze Lift Capacity in Tonnes IW
Related Trailer 3 Iﬁ Crane Reach Lift Capacity in Tonnes IW
Crane Reach in Meters IW
Fuel Rebate
[ Fuel Rebate Applies
% Eligible 0.00
Credit Rate Per Litre m
Brawvse | Brevious | [ext | Gt | Aol | Edlit | Save | Cancel | [DElete | Exit |

Additional information can be recorded on this screen relating to driver/vehicle combination, details
relating to vehicle mass and fuel rebate. If you have selected that the fuel rebate applies to the
vehicle then any fuel entered for the vehicle will appear on the Fuel Rebate report in Fleetmate. You
will also be able to update your fuel rebate information to the general ledger in Accountmate to
appear on your BAS.

The length and tonnes information is for your own records.
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TRAILERS

|i Trailers H= E
Fleet Mumber [Trailer 0. Make Model Type Length |«

]
< | _>|ﬂ

GuToTraiIer| Find Display Print Cancel | ?l

The Trailer Master File browse window displays some of the information entered into the trailer
master entry screen. You have the ability to display, delete, find and print from this window. For
more information on these options, refer to Operator Prompts at the front of this manual. 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.

Trailer Master File Entry

The Trailer master file entry screen is used to enter in all the information about your trailers. This
option has 11 screens of information. To open a new data entry screen, select the ‘display’ button,
and then select the ‘add’ button.

Trailer General Information

Fleet Number I— Registration I— Make |
General |Gen.C0nt. | Req. fIns. f Finance | Re Finance | Schedules | Motes | Motes 2 | Perimits: | Faults | Expities | Parts |
Fleet M. ||— Floor Type [
Trailer ID. |— Trailer Type [ =]
Make |— Categary Type [ =]
Model |— heel Type l—
Description I M. Studs I—g
Serial o I— Tyre Size |—
Colour I Tyre Type I
Production Date l”— harket Yalue I—g
Purchasze Date l,r,r— Date of Yaluation l”—
Purchazed From l— Bumper ! K-Pin l—ggg
Purchasze Price 0.00 daxitnum Weight I—DDD
Mo, Axles I_ Maximum Yolume I—UUU
TereWieight (k) | 0 Mo Twistocks20 [ 0
Length (m) 0.00 Mo Twistocks4d [ 0
Trailer Status [ =l B Double Rated MO -
LEEsiEm l— Exclucle from Cost Summary and PEL Report [~ _‘I_’I
Erawse | ot | Add | it | Save | Cancel | Delete | it | ? |
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There are two pages for general information about your ftrailers, 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.

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

Fleet Number |

Registration |

|

Make |

General  Gen. Cant. |Reg. !n=. ! Finance | Re Finance | Schedules | Motes | Motes 2 | Petmits: | Faultz | Expities | Partz |

Ares of Operation

I Mumber I From I
Sugpengion Type I Ta |
Depot I vl

Blowver § Compressar I
Design Approval Mo, I Blovww/Comp Serial Mo, I
Design Approval Date I I Blowy/Camp Engine: I
Design Pressure KP4, I BlowyiComp Engine Mo. I
Department I vl G Koz I 0
Capacity | 0.000 Compartments | [u}
Related Yehicle I vl Owynier I vl
Budgeted Weekly Kims I 1] Budgeted Weekly Hours I oo
Fuel Rebate Applies r % Eligible 000 Credit Rate Per Litre I 0.00000

Ao
Brovise | Ereyious | Tt | Gt | A | Edit | Save | Cancel | [Delete | Eit | ? |

Additional trailer maintenance information related to servicing your trailers and fuel rebate
information relating to your trailers can be recorded on this page.

Trailer Registration/Insurance/Finance

~& Trailers
Fleet Number l— Registration | Make
General | Gen. Cort. iRes. /Ins. [Finance | | Re Finance | Schedules | Hotes | Nates 2 | Fermts | Faultts | Expiiies | Partz |
Reqistration l— Comprehensive Insur. Co. l—
Redistration Fee | 000 Chegue Mo I Comprehensive Policy MNo. l—
Renistration Dus l”— Insurance Expiry l“—
Fegistration Paid lu— Insurance Yalue 000
Inspection Date l”— Insurance prem 0.00
Inzpection Mo. l— Payment Term I—U
Finance Co l— Payment .00
Agresment Type l— First Payment Dste l“—
Finance Agree. Mo l— Morthly Payment Date l—n
Amaurt Financed I—UUU Resicual 0.00
Interest Rete l—ggg Finance Dug Off l”—
Third Party Insur. Co. l— Parinit Mo. l—
Third Party Policy o l— Permit Expires lu—
[
Brawse | Gato | A | Edit | Save | Cancel | Delete | Eit | ? |

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

Fleet Numherl Registration | Make |

General | Gen. Cont. | Regq. fns. f Finance Schedules | Motes | Motes 2 | Permits: | Faults I Expities: | Parts |

Refinance Company I Payment Terms I o

Amourt Financed I .00 Payment 000
Interest Rate I 000 Start Payment Drate I i
Agreement Mumber I Residual 0.00

Agreement Type I Finance Due Off I i

Ei

Browse | Gota | Add | Edit | Save | Cancel | Delete | Exit |'?|

If a trailer has been re-financed the new finance information can be recorded and will be reported

separately on the Finance Due report.

Service Schedules

X
FIeetNumherl Registration | Make |

|Notes | Motes 2 | Permits: | Faults | Expities: | Partz |

General | Gen. Cont. | Reg. !Ins. f Finance | Re Finance

SERVICE SCHEDULES
Y/N HOURS KILOMETERS DAYS
weerice | | oo | o 0
Bervice | | oo | v [ o
Cgervice | | o v 0
DService | | oo | o 0

Changeover Hub-ometer I o
Changeover Hub-Hours I 0o

Hub-ometer Serial Mo. |

=1

BrowselEreviousl Tt | Gt | A | Edit | Save |Cancel| Deletel Eznit |9|

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.
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Trailer Notes & Secondary Notes

Fleet Number I Registration I Make |
General | Gen. Cont. | Reg. fIns. {Finance | Re Finance | Schedules  Motes |N01332 | Permits | Faults | Expities | Parts: |
Mates
I =l
-
Frint Hotes J
4| |
Browse | e ) | A | Edit | Save | Cancel | Defete | Eit | ? |

The notes sections are for recording any miscellaneous information about your trailer.

Permits

FIeetNumherI Registration I Make |

General | Gen. Cont. | Reg. !Ins. f Finance | Re Finance | Schedules | Motes | Motes 2 Faults | Expiries | Parts |

Permit Reguired |Perm'rt Date |Perm'rt Expiry Date |Perm'rt Description | -

** Right Mowse Click on the grid to add, edit and delete Permit details **

Browse | Goto | Add | Edit | Save | Cancel | Delete | Exit |'?|

Trailer permits can be listed in this screen. Reports on these permits can be accessed through the
Fleetmate module in the reports menu.

To enter details regarding trailer permits, right mouse click on the white grid area, and the following
screen will appear. You will then be able to add, edit or delete the permit details as required.
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Permit Entry

M Trailer Permits

Permit Date I i j

Reguired MO i

Permit Expiry Date | I

Permit Description |

Addiitional Notes

-
-

Save | Cancel |'?|

To enter details regarding trailer permits, right mouse click on the white grid area, and the following
screen will appear. You will then be able to add, edit or delete the permit details as required.
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Faults

FIeetNumherI Registration I Make |

General | Gen. Cont. | Req. fIns. f Finance | Re Finance | Schedules | Motes | Motes 2 | Permits

|Expiries | Partz |

Fauit |Date Loggedd |Logged By |Apply 7 |Mechanic |Repair Mo. |Statu3 | &

** Right Mowse Click on the grid to sdd, edit and delete Fault details **

2

Browse | Goto | Add | Edit | Save | Cancel | Delete | Exit |'?|

Faults can be allocated against a trailer. To enter in the fault information, right click on the white area
and select add. You can also edit faults and delete them from here.

Fault Allocation
& Vehicle Faults
Date [ b
Logged By |
Mechanic | L"
Status I IMCOMPLETE hd I
Fault ;l
Repair Reguest Book Mo, |
Interception Report Book Mo, |
MHWAS Label Murnber |
Date Joined MNHYAS | i
E-Tag Mumhber |
Maonthly Briefrase Checklist Date | i [~ First Aid
Monthly Briefcase Checklist Motes ;|
[” Show on Compliance Register Report
Save Cancel | 7 |
1 I 1 I 1 1 I 1 I

The fault allocation details screen allows you to enter details of the fault. Once this information is
entered, you can allocate it to a repair order via the Fault Allocation area in Fleetmate and you can
also print the details from the fault reporting section in FleetMate.
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Expiries

& Trailers

Fleet Number I Registration I Make |

General | Gen. Cont. | Req. /Ins. { Finance | Re Finance | Schedules | Motes | Motes 2 | Permits | Faults iries |

Crate |Expiry Date: |Desc:ripti0n |Referenc:e |Type |Am0unt | -

* Right Mouze Click on the grid to add, edit and delete Expiry details **

Browse | Goto | Add | Edit | Save | Cancel | Delete | Exit |'«‘|

By setting up expiry types and the allocating those types against a trailer can create expiries specific
to a trailer. You will then be able to run expiry reports.

Expiry Allocation

& Trailer Expiries

Date | [ j

Expiry Date

Reference

|
|
Expiry Type | ;'
|
|

Diescription

Amount

Save Cancel | ? |

To allocate an expiry type against a trailer, right-mouse click on the white grid area and then select
‘add’. You must enter your Expiry Types into the Expiry Types master file in the Utilities menu before
you can enter in the Expiry Type.
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Parts

w& Trailers [ <]

FIeetNumherI Registration I Make |

General | Gen. Cont. | Req. fInzs. f Finance | Re Finance | Schedules | Motes | Maotes 2 | Permits | Faults | Expiries

VWarehouse |Par1 Murmber |Descripti0n |Notes

** Right Mouse Click on the grid to add, edit and delete Part details **

Browse | Gota | Add | Edit | Sane | Cancel | Delete | Euxit |9|

Parts specific to a particular trailer can be recorded on the trailer master file.

Parts Allocation
e |

Warehouse || 3|

Part Murnber | 3|

Description |

Motes B

E
Save | Cancel | 7 |

To allocate parts against a trailer, right-mouse click on the white grid area and then select ‘add’.
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CONTAINERS

General
x|

General |Faurl3 | Expities |

Container Mumber I Description I

Container Type I LI Status I LI

Branch |—;| CSC Date |”—
Subtype l— Cotainet Size lﬁ
Cubic I—DUD Date on Register l”—
hax Gross Weight I—Uggg Date off Register I”—
Internal Height I—D Fuel Capacity I—D
External Height I—D Pallet Capacity I—D
Decking Beams ¢ [pyo - Manutacturer I—
2 Pallet wide 7 ) - Rating(Kos) |—
Freezer 7 MO - Tare (Kgs) I—DDDD
Asset I Tare Rate I—DUD

Dizposal ﬂ WerEion I
=
Notes ;I
I
K10
Browse |Erevi0us| Tl et | Goto | Add | Edit | Save | Cancel | Delete | Exit |'?|

This screen is used for recording type and dimensional information relating to you containers.

Faults
[ Containers x|
General  Faults |Expiries |
Fait |Date Logged (Logged By |App|y v |Mechanic Repair Mo,  [Status -
-
* Right Mouse Click on the grid to add, edit and delete Faul details ** _‘I_'I
Browse | Previous | Hext | Gota | Add | Edit | Save | Cancel | Delete | Exit | 7 |

Faults can be allocated against a container. To enter in the fault information, right click on the white
area and select add. You can also edit faults and delete them from here
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Faults Entry

=
Date [ -
Logged By
Wechanic | ;"
Status INCOMPLETE -
Fault [—
H
Gave | Cancel | ? |

To allocate faults against a container, right-mouse click on the white grid area and then select ‘add’.
Once this information is entered, you can allocate it to a repair order via the Fault Allocation area in
Fleetmate and you can also print the details from the fault reporting section in FleetMate.

Expiries
[ Containers x|
General | Faults
[Ciate |Expiry Date |Desc:ripti0n Reference Type Aot &
e
* Right Mouse Click on the grid to add, edit and delete Expiry details ** ﬂ_’l
Browse | Brevious | Mext | Goto | Add | Edit | Sayve | Cancel | Delete | Exit | ? |

By setting up expiry types and the allocating those types against a container can create expiries
specific to a container. You will then be able to run expiry reports.

Expiries Entry

‘% Container Expiries |

Date | 71 j

Expiry Date | I

Reference |

Expiry Type | LI
Description |
Armaunt 0.na

Save | Cancel |‘?|

To allocate expiries against a container, right-mouse click on the white grid area and then select
‘add’.
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CUSTOMER

Ii Customers [_ (O]
Customer Code Customer Type Mame Address -

-

1 | 3
Find Display | Print | Cancel | ? |

The Customer Master file browse window displays some of the information entered into the
Customer master entry screen. You have the ability to display, find and print from this window. For
more information on these options, refer to Operator Prompts at the front of this manual.

General Information
5
General |Accounting1 | Accourting 2 | Accourting 3 | Invoice ! Statement Motes | Motes | Cther | Other Cont.
Customer Code || Farent Account |
Name Delivery Address
Address |

E-Mail Address |

Phone Mumber 1 I— Phone Number 3 l—
Phone Contact I— Phone Contact 3 l—
Phone Number 2 I— Phona Number 4 l—
Phone Contact 2 I— Phone Contact 4 l—
Facsimile Mumber I—

Account Open Date | [ AccountClose Date [

i

CreateSenderl Bravse | Erewousl et | Goto | Aol | Eciit | Save | Cancel | Delete | Exit 7

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 8 screens of information. These are general, 3 for
accounting, invoice/statement notes, general notes and other. 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.

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.

34



To Add a New or Update Sender/Receiver Details

i Mew or Updated Sender’,Receiver Details |

Code

Marme

|
|
Address |
|
|
Cantact |

FPhone Mumber |

Facsirmile Numbet |

Save Zancel

The field for delivery address is automatically linked to the sender/receiver file when you save the
data. By selecting the ‘create sender’ button a record can be automatically generated or updated
with new delivery details in the sender/receiver master file. You have the ability to browse goto, add,
edit, save, cancel, delete and exit. When finished, select Exit.

Accounting 1
x|

General Accounting 1 |Accnunting? | Accourting 3 | Invoice § Statement Motes | Motes: | Cther | Other Cornt |

Recharge Percentage 0.00 Insurance % 0.00

Insurance Department | vl
i) Insurance GIL Code | vl
Cubic Conversion 0.000

Account Status

Custamer Type

Trading Terms

Default GiL Account

Customer Rating

Bank

Branch Mame

BSB
Account No.
RIN
CreateSenderl Browvse | Ereviousl et | Goto | Al | Etlit | Save | Cancel | Delete | Exit |‘?|

The second screen of the customer database is for recording of account contact, customer type,
general ledger code, bank details and insurance details.
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Accounting 2

EE Customer x|

General | Accourting 1 Accounting 2 |Ac:c:0untin93 | Invoice / Statemert Motes | Motes | Cther | Other Cont.

ustomer Accounts - Calculate Account Fees

Discount % | |ooo

[ Accounting Fee ?
Discount Departrment | - [ Interest 7
Digcount G iL Code | -
Days From Invoice Date | 0
Minimum Charge Per Docket 000
Minimum Charge Department | -
Minimum Charge GIL Code | -

Maximum Yalue per lnvoice ooo

EIE|

Creste Sender | Browse Erevious Cancel Delete Exit

et | Goto

Add | Edit: | Save

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

Accounting 3
5
General | Accounting 1 | Accounting 2 Accournting 3 |Invuice.l’Staiemerrt hotes | hotes | Cther | Other Cort. |
Adji Fees
Fuel Surcharge % .00 Credit Limit § 0.00

Fuel Surcharge Dept. | vl Credit Limit Status |\N-ACTIVE vl
Fuel Surcharge GiL Code I vl

Fuel Surcharge Expiry I i

GST Information

ABMN Mumber |

[V ST Registered [~ GST Exernpt
™ Recipient Invoice Applies 7 | ExportSales

Create Sender:

Brawyse Brevious Cancel Delete Exit

et | Gt

Ald | Edit | Save

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

=
General | Acocounting 1 | Accounting 2 | Accounting 3 INvoice f Statement Motes | hMates | Cther | Other Cort. |
Invaice Motes
E
Staternent Motes
E
** Please note that these notes will anly appear for the selected Custamer *
K1)
Creste Senderl Browyse | Brevious | [t | Goto | Acddd | Edit | Save | Cancel | [Delete | Ezit | 7 |

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
|

General | Accourting 1 | Accourting 2 | Accounting 3 | Imvoice § Statement Motes MNotes |O‘lher | Other Cont. |

Motes

I El

=
Print Motes | _‘I _’I

7

CreateSenderl Brovyse | Erewousl et | Goto | A | Edlit | Save | Cancel | Delete | Exit

The sixth screen is for recording of general information about your customer.
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Other
|

General | Accounting 1 | Accounting 2 | Accounting 3 | Invaice § Statement Notes | Motes Cther |O‘ther Cort. |

Contact Mame #1 | Export Data To FreeCargo r
Contact Phone # 1 |

Industry Code | vl
Contact Name # 2 |

Customer Status IACTIVE -l
Contact Phone # 2 |

Storemate
Accounts Contact | ' Handling Charges to Calculste from Additional Charges
Phaone I i Handling Charges to Calculate from Storage Pricing
Anticipated Dollar Yalue | 0.00
GQuote Date | 1
State | =l
Trustee |

K|
Creste Senter | Browvse | Brevious | [t | Goto | Add | Ediit | Save | Cancel | [Delete | Exit | ? |

The seventh screen is for recording additional contact names and phone numbers. There is also a
facility for customer status. |If status of inactive is selected, the customer code will not be listed in
any customer drop down boxes in the data entry screens.

The Storemate handling charges options is only relevant if you have purchased the Storemate

software Application.  If you would like more information on Storemate, please contact Paul
Bannister at our office.
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Other Cont.

5
General | Accounting 1 | Accounting 2 | Accounting 3 | Invoice §f Statement Motes | Mates | Cther
Category Code | =l Customer Logo  (Must ke in BMP format)
Transmate Online Access [~ —I
Password |
Creste Sender | Browyse | Brevious | [t | Goto | Acddd | Edit | Save | Cancel | [Delete | Ezit | 7 |

The Other Continued page is used for setting up Transmate Online information. Transmate Online is
a Web based consignment entry program that will enable your customers to key consignments in
and then download them directly into your system. They will also be able to see a list of all their
current consignments that are in your system. We also have options that will allow you to upload
stock summary reports out of Storemate for your customers to view their own stock balances and
movements. If you would like more information on Transmate Online, please contact Paul Bannister
at our office.

You can also attach a customer’s logo to their master file. This must be a bitmap format. This is only

for your own information. To attach the logo, select the button beside the customer logo box and
locate your image. Once you have selected the image, select ok.
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CONTRACTORS

From the contractor accounts menu you have the ability to control all aspects of contractor accounts
maintenance, from entry of contractor database, through to entering of manual invoices, payments
and general ledger updates. Manifests can also be updated from the Freightmate module for
integration into the contractor accounts for payment and updating to general ledger.

Contractor Master File

i Contractor Yiew M=
Contractor Code | Name Address Address -
-

Ll | |
Find Display Print Cancel | 0 |

The Contractor Master file browse window displays some of the information entered into the
contractor master entry screen. You have the ability to display, delete, find and print from this
window. For more information on these options, refer to Operator Prompts at the front of this
manual.

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

General Information
| Contractor Entry x|
Genersl |E|ank.l’Tax | Notes | Cther | Other Gont. | Contractor Name |
Contractor Code || Phaone 1 |
Phaone 2 |
Marme |
Phane 3 |
Address |
Phone 4 |
: Fax Number |
Trading Terms | il
ACN. Number |
Tare | 0.0000
ABN Mumber |
Yehicle |d | vl
[V GST Registered [~ GST Exempt
Contractor Status IACTIVE vl
[” Recipient Invaice Applies ?
Export Code |
Type |
% Cortractor ¢ Toww Operstor  © Cther [ Prime Carrier DEMP
i
Browyse | Bresious | [t | Goto | Al | Elit | Save | Cancel | [elete | Exit | 7 |
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The contractor master file entry screen is used to enter in all the information about your contractors.
This option has 5 screens of information. These are general, bank, notes and other details. You
have the ability to browse, goto, add, edit, save, cancel and delete. When finished, select Exit. For
more information on this option, refer to the Operator Prompts at the front of the manual. To move
between these screens, either use the next page arrows located at the bottom right hand corner of
the screen, or use your mouse to click on the page tabs at the top of the screen.

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 withholding tax will be deducted when payment is made
to the contractor.

Bank/Tax
| Contractor Entry x|
General  Bank J Tax |Notes | Other | Dither, Cont. | Contractar Name |
BSB | B Tax File Mo |
Account Number | Exemption Mo, |
Account Name | General Ledger | LI
Yariation Mo | Department | j
Fuel Surcharge % | 0.00
FPPS Deduction % | 0.00
Fuel G /L Code | =l
Insurance % | 0.00
Fuel Department | j
Revenue % | 0.00
Fuel Expiry | P
2]
Browyse Brevious [est | Gota | Aol | Edit | Save | Cancel [Delete Exit ?

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
zl

Contractor Name |

General | Bank i Tax  Motes |Other | ittt Cont: |

Motes

[

Brint Motes | ﬂ ﬂ

Browvse | Ereviousl [t | Gt | Al | Ediit: | Save | Cancel | [elete | Exit |‘?|

The third screen is for recording general information.
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Other
x|

Contractor Marne |

General | Barlk § Tax | Motes  Other |Other Caont. I

Workers Compenzation Cerificate of Currency || Expiry l”—
Heavwy Yehicle Insurance Certificate of Currency I Expiry I”—
Maring Transt Insurance Cedificate of Currency I Expiry I”—
Public: Lishilty Insurance Cedificate of Currency I Expiry I”—
Sub-cortractor Statement filed in - Expity l”—

A

Brawyse | Ereviousl [z | Gato | Aol | Edit | Save | Cancel | [elete | Exit |?|

This screen is for recording contractor’s certificates of currency.

Other Cont.
x|

Contractor Marne |

General | Bark / Tax | Motes | Other ~ Other Cont. |

[Date |Repair Reguest Book Mo, |Interception Report Book No. |E-Tag Mumker -~

HPF

Brovwze | Ereviousl et | Gito | Addd | Edlit | Saye | Cance | Delete | Exit |‘?|

To enter additional information relating to your contractors, using your mouse, right click in the
screen, then select add.
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Contractor Additional Information

%_Contractors Additional Details |

', -]

Date

Driver Mame

Repair Request Boak Mo,

|

|

|
Interception Report Book No. |
WHYAS Label Number |
|

|

|

MHWAS Registerad
Date Joined NHVAS

i

E-Tag Mumber

Manthly Briefcase Checklist Date | I ™ First Ajd 7

Monthly Briefcase Checklist Motes

H I

[~ Show on Compliance Register Report

Save | Cancel |?|

Enter information as required and when complete, select save.

CONTRACTOR REPORTS

Workers Compensation Expiry

if Contractors Workers Compensation EXpiry El

AsatDate [ 1 ¢ ~| T ailDates

Frint | Preview | Cancel |9|

A report can be generated to list expiry dates of Workers Compensation Certificates as at a specific
date. The report lists contractor code, contractor name, telephone number, certificate of currency
number and expiry date.

Heavy Vehicle Insurance Expiry

ﬁ"-’ Contractors Heavy ¥ehicle Insurance Expiry ﬂ

AsatDate [ 1 7 ~| I AlDates

Print | Preview | Cancel |'?|

A report can be generated to list expiry dates of Heavy Vehicle Insurance Certificates as at a
specific date. The report lists contractor code, contractor name, telephone number, certificate of
currency number and expiry date.
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Marine Transit Insurance Expiry

i’ Contractors Marine Transit Insurance EXpiry ﬂ

A5 at Date i j [~ Al Dates

Print | Preview | Cancel |'?|

A report can be generated to list expiry dates of Marine Transit Insurance Certificates as at a
specific date. The report lists contractor code, contractor name, telephone number, certificate of
currency number and expiry date.

Public Liability Insurance Expiry

&% Contractors Public Liability Insurance EXpiry |

As at Date i | I AlDates

Print | P revie | Cancel |?|

A report can be generated to list expiry dates of Public Liability Insurance Certificates as at a specific
date. The report lists contractor code, contractor name, telephone number, certificate of currency
number and expiry date.

Sub-contractor Statement Expiry

G’ Contractors Statement EXpiry 5[

asatDate [ 1 s >| I alDates

Print | Prewvie | Cancel |?|

A report can be generated to list expiry dates of Sub-contractor Statements as at a specific date.
The report lists contractor code, contractor name, telephone number and expiry date.

Accreditation Expiries

?‘" Contractors Accreditations Expiries 1[
Contractor | ;| [ &l Contractars
As at Date [+ [ Al Dates

W Show Accreditation Motes;

Frint | Freview | Cancel |7'|

A report can be generated to list expiry dates of Accreditation expiry dates as at a specific date. The
report lists contractor code, contractor name, accreditation type, certificate number and expiry date
and also has the option to display notes on the report.
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Accreditation Details

5
Contractar | =] [ &l Contractors
Accreditation | x| Al
Certificate No. | = Al
Date Range I

! [ &l Dates
[ 11
% Entered Date Expiry Date |
¥ iShow Accreditation Maotes!
[ CaveAs.. Print | P review | Cancel | ? |

A report can be generated to list Accreditation details for your contractors. The report lists
contractor code, contractor name, accreditation type, certificate number and expiry date and also
has the option to display notes on the report.

CONTRACTOR RATES
[ contractor Rates ] 54
Contractor Contractor Mame Route Code Chg Code | Contractor Rate | Tow Operstor Rate | -

-

bl
Display Print Cancel | '?|

The Contractors Rates Master file browse window displays all of the information entered into the
contractors rates master entry screen. You have the ability to display, delete and print from this
window. The display button will open the ‘contractor 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. The delete button will allow you to delete records from here.
To delete a record, select on the record that you wish to delete and select the delete button. You
can also delete the record by using the ‘right mouse clicking’ method. To print the information,
select your print button. You have the ability to print and preview the information. This option will
only print what is currently displayed in the grid. You also have the ability to sort the information.
You can sort by route code and charge code. When you select the print button, the report will be
sorted in the order that is currently selected.
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Contractor Rate Entry

ﬂ
Cantractar -
[(Cptional) II _I I
Route Code | R ;' Contractor Rate | 0.0000
Charge Code | LI Tow Operator Rate | 0.0000
Browse | Erevious | et | Fdd | Edit | Save | Cancel | Delete | Exit |

The contractor rate master file entry screen is used to enter in all the information about your
contractors. The contractor code is optional but you must enter a route code and charge code. You
will also need to enter in the contractor and \ or tow operator rate. When you enter a manifest with a
contractor on it, the system will locate the contractor rates setup for the contractor and will default
this into the contractor’s rate field. If no contractor pricing is found for the contractor entered then the
system will see if there are any rates entered in for the route and charge code and if there is then the
contractors rate will default from that rate file. If a trailer is entered onto the manifest the tow
operator rate will be used otherwise the contractor rate will be used.

You have the ability to browse, add, edit, save, cancel, delete and exit. The browse button will open
the browse screen that is displayed on entry of this option. To add a record, select the add button.
Use the TAB key to enter through the fields. Select the save button to save your record. To edit an
existing record, find the record using the browse screen. To edit the record, select edit, make the
changes and select save. The cancel button will stop the adding or altering of a record without
saving the information. To delete an existing record, select the record you wish to delete and select
the delete button. You will need to reconfirm the deletion of the record. To close the screen, select
exit.

SENDER / RECEIVER

’i Sender / Receiver M= &

Location Code MName Address Address -

=
4 | »

Find | Display | Print | Cancel | ‘?l

The Sender / Receiver Master file browse window displays some of the information entered into the
Sender / Receiver master entry screen. You have the ability to display, delete, find and print from
this window. The display button will open the sender / receiver 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. The delete button will allow you to delete records
from here. To delete a record, select on the record that you wish to delete and select the delete
button. You can also delete the record by using the ‘right mouse clicking’ method. To find a record,
select the find button and type in a combination. Select the search button. To view the search
results select view. To print the information, select your print button. You have the ability to print
and preview the information. This option will only print what is currently displayed in the grid. For
example, if you have used the find button to search part a particular group of records and that
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information is still displayed on the screen at the time of selecting the print button, only that
information will print. You also have the ability to sort the information. You can sort by location,
name and postcode. When you select the print button, the report will be sorted in the order that is
currently selected.

Sender / Receiver Master File Entry

£

Location Mame I

General | Motes |Other|

Code II— Fhone {Cther) I

Fhone Description |
MName

SendenReceiver Type | vl
EEES Location l—

Contact

Phaone Mumber |

Facsimile Murnber |

Email |

Browse |Erevi0us| Talext | Goto | Add | Edit | Save |Cance|| Deletel Exit |'?|

The Sender / Receiver master file entry screen is used to enter in all the information about your
Sender / Receiver. This option has 2 screens of information. These are general and notes. The
location code must be a unique alpha/numeric code. It must be entered. To add a record, select the
add button. Use the TAB key to enter through the fields. Select the save button to save your
record. To edit an existing record, find the record using either the goto button or the browse screen.
To edit the record, select edit, make the changes and select save. You cannot alter the location
when you are editing an existing record. The cancel button will stop the adding or altering of a
record without saving the information. To delete an existing record, select the record you wish to
delete and select the delete button. You will need to reconfirm the deletion of the record. To close
the screen, select exit. You can automatically update your sender / receivers from the customers
master file. There is also a notes section for recording of additional information, which can be
printed, if required.

Sender/Receiver Notes

£

Location Mame I

General Notes | Dttier |

MNotes

|

Erint lotes | _‘l_'l

EIrowselEreviousl Talext | Goto | Add | Edit | Save |Cance|| Deletel Exit |'?|

The notes section on the sender/receiver file is for the recording of general information relating to
the sender and/or receiver.
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Other

X
Location Mame
General | Motes Otherl I
Relating Custamers
Code Mame -
]
Browse |Erevi0us| Mext | Goto | Add | Edit | Save | Cancel | Delete | Exit |'?|

In this screen, you have the ability to record existing customers related to the sender and receiver.
This is used in conjunction with Transmate Online.

RouTe CODES
|i HRoutes Hi=lE
Foute Code Description Distance | «

-
1| | »
Find | Display Print Cancel | ? |

The Route Master file browse window displays all of the information entered into the Route master
entry screen. You have the ability to display, find and print from this window. For more information
on these options, refer to Operator Prompts at the front of this manual.

To open a fresh data entry screen, select the display button, then select add. The following screen
will appear.
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Route Code Master File Entry

[ tRoute x
Route Coce || _ Description I
Trip Time 000 Distance (KIm} I 0
Default GIL Code I vl Default Department I LI State LI
#ve Kim per Hour 0.00 " Route Code is Inactive

Digtance Travelled for Fuel Rebate | 0
Rest Hours I noo - Driving Hours I o000 Losding Time I 000 Un-Loading Time 0.00

Braowse | Ereviousl [t | Goto | Al | Exlit | Save | Cancel | Delete | Exit |

The Route code master file entry screen is used to enter in all the information about your routes.
Route codes allow driver trip rates to be set up in Paymate and are used in consignment note entry
and reporting purposes in the Freightmate module. Distances travelled will also flow through to the
vehicle files in the Fleetmate module for fleet costing purposes when invoices have been generated
in the Freightmate module. Rest hours; driving hours, loading and unloading time will be used for
trip planning in the manifest section of Freightmate. The route code must be a unique alpha/numeric
code and cannot be left blank. You have the ability to browse, goto, add, edit, save, cancel, delete
and exit.

ProODUCTS
|i Products [_ (O]
Product Code Description Model Weighit Solume | -

1] | |
Find Display Print Cancel | ‘?l

The Products master file browse window displays all of the information entered into the Products
master entry screen. These products are used to link products, charge codes and pricing to be set
up as standard rates when entering consignments for invoicing to customers. You have the ability to
print and preview the information. This option will only print what is currently displayed in the grid.
For example, if you have used the find button to search part 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. You also have the ability to sort the information by part number, description,
model and warehouse. When you select the print button, the report will be sorted in the order that is
currently selected.
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Products Master File Entry

| iProducts x|
P— | — | S O] | Product Code | Product |
Product Code | Description |
Model | Standard Cost 0.00 Default Chy Code
Weight | 0.0000 Current Cost | 0.00 | ;'

Volume | 0.000 Minimum Quantity | o
Supplier | vl Stock on Hand | o

Warehouse | GST Exempt o

Caonversion Factar | 0.000 [ Product Code is Inactive

[~ Fuel Surcharge does Mot Apply to this Product

Lenath | 0.000 Width | 0000 Height | 0.000

i

Browvse | Breviaus | [ext | Gota | Aol | Eclit | Save | Cancel | [Delete | Exit |‘?|

The Products master file entry screen is used to enter in all the information about your products.
This option has 3 screens of information. These are general, notes and stock on hand. The product
number must be a unique alpha/numeric code. You have the ability to browse, add, edit, save,
cancel, delete and exit. For more information on these options, refer to Operator Prompts at the
front of this manual. To close the screen, select exit.

Notes
| iproducts x|
General Notes |StockOnHand| ProductCode| PTEELIE I
Motes
=l
El
Erirt Mote s | LI _’I
Browvse | Brevious | [ext | Gota | Aol | Eclit | Save | Cancel | [Delete | Exit |‘?|

The third screen is for recording general information.

50



Stock on Hand

[ Products x|
General | Motes Product Code Product |
Local Stock On Hand o
Export Stock On Hand o
Other Stock On Hand o
K13
Broyvse | Ereviousl [ext: | ot | Aol | Ediit | Save | Cancel | [Delete | Exit |‘?|

The stock on hand section allows you to enter in the stock on hand figures. This is for your own
information only and is not updated through any option in the program.

EMPLOYEES

Employee Records

+ Employees [_10]

Company Employes Code | Mame Address Address

4| | 3|
Find | Display | Print Canceal | Ll
The employee browse option lists all employees entered into the employee master entry screen.

You have the ability to find, display and print from this window. For more information on these
options, refer to Operator Prompts at the front of this manual.
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General
X

Motes # 2

General |Lic:enc:e.fSuper. | Motes # 1 | Payrall | Ertitlements | Authotizations: | Imzicdents: | Training | Extra Details | Cthier

Employes Code || Date started I I
Company Code I Permanent Start Date I I
Mame Drate finished I I

I jl Contact I

|

Address I Phone Mo. l—
|
|

First Mame Contact Phone I
SUFnAE I Pasition I
* You MUST enter first name and surname for PAYG State lﬁ
Payment Summary **
Base Pay 0.00
Date of birth | T | !

[T sdmiristrator [~ Driver 7 [ Sales Person 7

Status | Active - [

Default Yehicle I - I
Area Code I - l

Default Rego I
Rate Per Kim I 0.0000

Default Trailer I vl
Company I

Wehicle D I l
Department I LI hd

Gender I - l

[~ MNCR: Supervisar

Current Status vl

i

Browvse | Ereviousl [ext | Gota | Aol | Eclit | Save | Cancel | [Delete | Exit |‘?|

There are nine data screens for setting up of your employee details. The first screen is the general
information screen for recording employee name, address, date of birth, status (active, permanent,
casual, etc), and start and finish dates, contact name and telephone numbers. You must enter an
employee code, company code, tax scale, payment method, RDO accrual, general ledger code and
department code. You must also enter first name and surname for the PAYG summary to print
correctly. 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.
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Licence/Super

‘ﬁ" Employee Entry

Motes # 2

Genersl  Licence f Super. |Notes#1 | Payrol | Ertitlemerts: | Authotizations: | Incidents | Traiming | Extra Detailz | Cthet

Licence Mumber

Drivers Licence Renewal Date I
Licence Clazs

Dangerous Goods Licence Mo
Dangerous Goods Renewal Date | 7/

—
[
—

Dangerous Goods Class

Forklift Licence Mumber
Forklift Date: Obtained

Forklift Class

Dite Joined Fund |”—
Superannustion Fund Mame
Superannustion Account Mo,
Superannuation Company

Superannuation Phone

Superannuation Amourt
(If not & percentace)

Il Manually Calculate Super Amourt

T
EEE——

Truck Safe Medical

Dangerous Goods Medical

Awvard \ Agreement

————
——
]

Clazsification Under Asward

Marmal YWeekly Hours

5

Browyse |Erevi0us| [ext: | ot | Al | Ediit: | Save | Cancel | [Delete | Exit |‘?|

The second screen is for recording of licences (drivers, dangerous goods, and forklift licence),
superannuation fund details and medical records. The field for entering a superannuation amount is
only used when an employee is on a set weekly super amount (e.g. Interstate drivers). If no amount
is entered into this field, then superannuation will be 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.

Notes
‘ﬁ" Employee Entry =
Motes # 2 |
General | Licence f Super.  Motes #1 |Payroll | Ertitlemerts: | Authotizations: | Incidents | Traiming | Extra Detailz | Cthet
hotes
Frint Fotes _|
4| <]
Browyse | Breyious: | [ext: | ot | Al | Ediit: | Save | Cancel | [Delete | Exit | ? |

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

#_Employee Entry x|
Motes # 2 |
General | Licence f Super. I Motes # 1 ntitlements: | Authorisations | Incidents | Training | Extra Details | Cther
Taix File Mumber I Bank Mame [main Acct) |
Tax Rebate I BSB I R
Hourly Rate: I Account Mame (Main Acct) I
Crvertime Rate I Account Mumber (Main Acct) I
Casual Hours per Week I General Ledger | LI
Pary Frequency I Weekly vl
Payment Methacl ICash vl [ Use Hecs Tax Scale
Taix Scale Desc. I LI
** Bank Accourt Splits **
Accourt Mame |Elank BEE Account Ma. Aot | -
e
** Gross Pay General Ledger Splits **
Percentage To Split General Ledger Department &
e
A2
Brovyae | Breyvious | [ext | Gato | Add | Edlit | Save | Cancel | [elete | Exit | 7 |

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 code, department code and tax scale.

The field for “overtime rate” is to be used when the overtime rate is different from the normal time a
half rate.

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.

Note: The fields for the bank account splits and gross pay general ledger splits will only become

accessible after the employee record has initially been saved, after which time you are able to edit
the record and access the splits.
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Entitlements
X

Motes # 2 |

General I Licence § Super. | Motes # 1 | Payrall Authori zations: | Incidents: | Taining | Extra Details | Cher

* sccrusl By Hours " Accrual By Weeks |

‘ Hours Per Week 0.00 ‘

RDO Accrued ? I vl Leave Loading oo0 %

Perzonal Leave Accrual First Year I 0.0000 Lump & I 000
Perzonal Leave Accrual After First Year I 0.0000 Lump B I 0.00

Annual Lesve Accrusl I 0.0000 Lurmp D I 0.00
Rostered Day Accrual I 0.0000 Lump E I 0.00

LSL Accrual First 10 Years I 0.0000 Union Mame I
LSL Accrual After First 10 Years I 0.0000
Union Mumber I

=1

Brovyse | Brevious | [ext | Goto | Aol | Eddit | Save | Cancel | [elete | Exit |‘?|

The employee entitlements screen is for recording of RDQO’s, accruals for sick leave, annual leave,
leave loading, rostered days, and long service leave. You have the ability to accrue employee
entitlements by an hourly method or a weekly method. If you choose to calculate by hourly accrual,
the figure entered on this screen will be multiplied by the number of hours entered in the 'normal’ *1
field on the 'enter pay' screen. If you choose to accrue by a weekly rate, the rate will be multiplied
by the number of week entered on the 'enter pay' screen. These calculations will be adjusted in the
year to date entitlements report when a pay is entered. Union number and name can also be
recorded in this screen.
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Authorisations

#_Employee Entry |
Motes # 2 |

General | Lizence f Super. I Motes # 1 | Payrall | Entitlemerts  Authorizations |Incidents | Training | Extra Detailz | Cther

Type Of Authorisation |Date Authorized  |Expiry Date |Cost |Category | -~

-

** Right Mouse Click on the grids to add, edit and delete details ** _‘ILI

Browwsze |Erevi0us| et | Gato | Al | Edit | Save | Camee| | Delete | Exit |‘?|

In this screen, you have the ability to record any special authorisations that your employees may
require. For example if they require specific authorisation to enter a particular site for the purpose of
loading and unloading, or for the operation of specific machinery. To enter the authorisation, right

mouse click on the grid box and the following screen will appear. You can select to browse, goto,
add, edit or delete authorisation details.

Employee Authorisations

ﬂ Employee Authorisations

x|

Date Authorised | I Expiry Date | IR
Authorised Type | -
Licence Authorised |
Adichitional Notes =]

=l
Training Category | ;l Cost 0.00

Save | Cancel | ¥ |

To add details, select the add button. Enter the date of the authorisation and description. You can
also enter any additional notes that you may require.
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Incidents

#_Employee Entry |
Motes # 2
General | Licence [ Super. I Motes # 1 | Payroll | Ertitlements: | Authorizations | Training | Extra Detailz | Cther
Incicent Date |Incident Mutmber |Incident Type Reazon | &
e
* Right Mouze Click on the grid to add, edit and delete Incident details ** _‘ILI
Browwsze | Previous | et | Gato | Al | Edit | Save | Camee| | Delete | Exit | ? |

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 details.

=
Date of Incident ||/ ¢ -| Incident Mo. |
This | 'l wias raised hecause of | =l
Describe the lssue to be repored e, What happened, What action wouwld vou recarnmend for the short ferm ¢
Who, What Where, When and How.
= =
=l =l
What was the single rmost important reason wi this What actions wowid ol recormimend for the fong term 7
occlted ¥
= =
What stens hawve yow taken to check that vour Do any changes need o be made o procedures
recormendiation is working © aFnd S or farms ¢
= =
=l =l
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
x|

Motes # 2 |

General | Licence ! Super. I Motes # 1 | Payrall | Ertitlements: | Authorizations | Incidents ~ Training |Extra Details | Cther

—Recommended Training Courses

Training Course Recommended |Date Recommended [Training Category | -
CEFENSIVE DRIVING 230452005

1

—Completed Training Courses

Training Courze Completed Diate Completed Training Category -
DEFEMSIVE DRIVING 270402005

1

** Right Mouse Click on the grids to add, edit and delete Training details **

2

Browwsze |Erevi0us| et | Gato | Al | Edit | Save | Camee| | Delete | Exit |‘?|

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.

Training Recommended/Completed Employee

‘ﬁL Employee Training Recommended %]
Date Recommended 23i04/2008 Training Categony | |
Course Recommended |DEFENSNE DRIVING
Adiiional Notes

=
Save | Cancel | ? |

To add details, select the add button. Enter the date of the training and description. You can also
enter any additional notes that you may require.
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Extra Details
X

Motes # 2 |

General | Licence f Super. I Motes # 1 | Payroll | Entitlements | Authorisations | Incidents | Training

Home Phone Mo. I— Company Mobile Phone 7 Iﬁ
Mokile Phone 7 Iﬁ Company Maobile Phone Ma. l—
Mahile Phone Mo l— Makile Phane Kit ? |—;[
Perform. Review Date I”— Company Uniform ? Iﬁ
Company Car 7 Mo - Alarm Cocle 7 Iﬁ
Company Car Rego I— Personalised E-Mail 7 lﬁ
Car Allovwance 7 ez - E-Mail Adcress |

Car Allowance Amt .00 Keys to Premizes I—g
Fuel Card 7 Ves - Traineeship 7 Iﬁ
Car Key Sets l—g Toll Pazses l—g
Dizciplinary Warnings I—g

Cther Details # 1 I vl Description I
COther Detailzs # 2 I vl Description I

2

Brovyse |Erevi0us| [ext: | Gato | A | Edit: | Save | Cancel | [elete | Ezxit |’r‘|

The extra details screen is for recording additional employee information.

Other Details
|

Motes # 2

General | Licence f Super. I Motes # 1 | Payroll | Entitlements | Authorisations | Incidents | Training | Extra Details ~ Other

—Drriver Loghook Detail

Loghook Start Mumber |Logb00k Endd Mumber |Issued Date |Issued By -

Employee Personal Checklist Details

(Checklist Details Diate Completed Due Date -

Browwse |Erevi0us| [emt | Gota | Al | Edit | Save | Cancel | [Delete | Exit |‘?|

To record details relating to a driver log book and driver personal details, right-mouse click in the
grid box and select ‘add details’.
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Log Book Details

5
Date Izsued I -
Issued By |
Logbook Start Mumber | Logbook End Mumber
Additional Details ;'
Save | Cancel | ? |

You have the ability to enter your driver logbook details in. Once these are entered, you can report
on them via the driver logbook report.

Personal Checklist
#_Employee Checklist Details |
Checklist Details ||
Anplicable ? r
Date Completed | I Due Date I
Additional Details ;'
Save | Cancel | 7 |

You have the ability to enter in employee checklist details. Once these are entered, you can report
on them via the employee checklist report.

DRIVERS LICENCE EXPIRY

x|
Company | ~| Al Companies,
Employee | ~| M Al Employees
Department | Ll ¥ &l Departments
Az at Date [ 1 [ Al Dates

% Sort By Date " Sort By Surname, Firstname |

[V Exclude Inactive Etnployees

Print Preview | Cancel |'F'|

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

=
Campany | | Al Companies;
Employee | | ¥ AllEmployees
Cepartment | ;' [+ All Departments
AsatDate | 5 [~ Al Dates

% Sopt By Date " Sort By Surname, Firstname |

¥ Exclude Inactive Emplovess

Print Preview | Cancel | ? |

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

FORKLIFT LICENCE EXPIRY

i'*' Employee Forklift Licence Issue Repork 5[
Company | | il companies;
Employee | ;' [+ All Employees
Department | :| v &ll Departments
As at Date | I [~ Al Dates

' Sort By Izsue Date " Sort By Surnatne, Firstname |

[V Exclude Inactive Employees

Print Preview | Cancel |'?|

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

TRUCKSAFE MEDICAL LICENCE EXPIRY
x|

Company | | Al Companies;
Department | j ¥ Al Departments

AsatDate [ r ¢ [~ Al Dates

¥ Exclude Inactive Etnployess

Print | Preview | Cancel |'F'|

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

G‘-' Employee Dangerous Goods Medical Expiry il
Company | | FAlCompanies
Department | Ll W &1l Departments

AsatDate [ 4 4 [ All Dates

W Exciude Inactive Employees

Frint | Freview | Cancel |‘?|

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

EMPLOYEE INCIDENT REPORTS

2
Company | Ll ¥ &1l Companies
Emplayes | | I &l Employees
Gtate | x| I Al States
Department | =| I Al Departrents
Incident Mo, | = Ml
Type | | W Al Tyes
Raised Because | =] I AllReasons
Date Range [+ [ All Dates

[/ _|

[V Exclude Inactive Employees

' Sort By Employes, Date  Zort By Surname, Firstname |

Print | Freview | Cancel |'?|

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, incident type, who raised the incident report and
date range.

EMPLOYEE TRAINING REPORTS

5
Company | Ll v &ll Companies
Employee | j ¥ &l Emplayees
State | | W Al States
Training Category | j ¥ Al Categaries
Department | Ll v &l Departments
Date Range [y [~ Al Dates

[/ _
i Sort By Emplovee, Date " Sort By Surname, Firstname |
W E:xclude Inactive Employvess

Print | Preview | Cancel |7|

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, and state and date
range.

62



EMPLOYEE AUTHORISATION REPORT
X

Compary |—;[ ¥ All Companies
Employee |—;[ ¥ All Emplovees
State [ =] K aisttes
Training Category Iﬁ ¥ &l Categories
Department I—;I ¥ &l Departments
Authorisation Type I—;I ¥ &l Types

& puthorisstion Dste ¢ Expiry Date |

Date Range | I
[~ All Dates
| i I

¥ Exclude Inactive Employees

Frint | Freview | Cancel |'?|

The Employee Authorisation report lists company code, employee code and name, date of
authorisation, expiry date, type of authorisation and cost.

EMPLOYEE EXTRA DETAILS

5
Campany |A LI ™ Al Companies
Employee | LI [~ &l Employees
State [ x| I Al States
Performane [7 =] T #lDates
Review Date

Range I H
Print | Preview | Cancel | ? |

The Employee Extra Details Report allows you to report on the information entered into the extra
details section of the employee master file. This report will show you all the details that were entered
on the page.

EmMPLOYEE LOGBOOK DETAILS

&% Employee Logbook Report |
Company ;' ¥ All Companies

I
Employee | | ¥ AllEmployees
|ssued By | = A
I

Department Ll v Al Departments
lssued By i
Date Range [ All Dates

[/ _

[V Exclude Inactive Employess

Print | Freview | Cancel | ? |

The Employee Logbook Report allows you to report on the information entered into the Driver
Logbook details section of the employee master file. This report will show you the company code,
employee code, employee name, issue date, logbook start number, logbook end number and who it
was issued by.
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EmMPLOYEE CHECKLIST DETAILS

G‘-' Employee Checklist Report il
cCompany |A Ll I~ &l Companies
Emplovee | Ll [~ Al Employees
Department || Ll I~ Al Departments

& Print in Checklist format [ane page per employes)
 Print in normal report formst

[V Exciude Inactive Employees

Print | Preview | Cancel |7|

The Employee Checklist details report will allow you to print the checklist details entered into the
employee master file. You can select to show each employee on a separate page or show them all
together. The report will show you the checklist description, date completed, due date and
applicable.
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CHART OF ACCOUNTS

+ Chart of Accounts Yiew M=l E
Account Cost Center Matmne Accourt Type -
195 GROSS INCOME FROM CARTAGE P

1] | i
Find Display Print Cancel | ?|

The Chart of Accounts Master file window displays all of the information entered into the chart of
accounts master entry screen.

Chart of Accounts Entry
x|
General | Name |
socountNo, I Name |

—Account Type

Categary Code | vl ¥ Profit & Loss

" -Balance Sheet

Bank Account ™ ' Revenue  Current Assets
BAS Account " Costof Sales " Mon-Currant Assets
" Over Heads ” Fixed Assets
BASCategoryCode1| ﬁ, " Indirect Incame € Intangible Azsets
BASCategoryCodeZl—Ll " Other Expenses  Current Liahilities
 Mon-Current Liabilities

¢ Shareholders

M-

Browse |Erevi0us| ol et | Goto | Aol | Edit | Sawe |Cance| | Deletel Exit |

The chart of accounts master file screen is used to set up the chart of accounts for profit & loss and
balance sheet items relevant to your individual company’s requirements.

General Rules for Setting up General Ledger Accounts

» The account code must be a unique alpha/numeric code.

» Once transactions have been recorded against an item in the chart of accounts, it must not
be changed between a profit & loss account type and a balance sheet type.

» Category Codes are not mandatory; they are used as a tool for sub-dividing areas of the
profit & loss report or the balances.

= General ledger codes that relate to a bank account must have the bank account tick box
checked.

= The BAS category codes specified are used to total the sum of the transactions in the month
specified into the relevant BAS category grouping on the BAS report.

= Each general ledger code in the Chart of Accounts has provision for 2 BAS categories
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» [If anincome account includes GST, BAS category#1 is GO1

» [f an income (revenue) account excludes GST, BAS category#1 is GO3 and BAS category#2
is GO1

» [If an acquisition (expense) includes GST, BAS Category#1 is G10 (for capital purchases) or
G11 (for other purchases)

» [If an acquisition (expense) excludes GST, BAS Category#1 is G14 and BAS category#2 is
G10 or G11

» |f atransaction includes GST, it must be coded to the GL code which includes GST

» |f atransaction is GST free then it must be coded to a GL code, which doesn't include GST

Definitions

For income, for the BAS to balance you must have the GST free transactions go to a different GL
code with the BAS categories of GO3 and G01 then the transactions including GST which should go
to a GL code with only BAS category GO1.

Similarly, if the GL account is an Acquisition (expense) it must have a BAS category#1 of G10 or
G11. If it is GST free, it must have a BAS category#1 of G14 and BAS category #2 is either G10 or
G11.

Remember that the BAS category is simply used to total the amounts in the general ledger for that
BAS category for the purpose of producing the BAS work sheet.

The system does not look at the GL account and automatically determine which part of a transaction
is GST free and which includes GST and separate them into the GO1 and G03 amounts shown on
the BAS report for income.

If the GL account on the transaction is income (supply) then it must have a BAS category of G0O1 in
the Chart of Accounts entry.

If the GL account on the transaction is income (supply) and GST free it must have BAS categories
G03 and GO01 in the Chart of Accounts entry. This must be a separate GL code to income including
GST. (i.e. 195 (includes GST), 195A (excludes GST)
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MAINTAIN CUSTOMER PRICING

By setting up a pricing matrix that consists of customer code, route code, product code and charge
code you are able to automate pricing on consignment entry.

General
General | Pricing | Motes |
customer Cage | =]
Route Code | - |
Product Code | =] _I |

Charge Code | -
Depanmentcade| - General Ledger Account | - |

Subcontract Cost 000 Subcontract Basic Charge 0.0
Sales Person I—;l Effective Date I”—
Date Last Reviewed l”—
H»]
[Eirk | BEroise | A | Edit | Save | Cancel | [Fe(Ete | =) | ? |

The Customer Pricing master file entry screen is used to enter in all the information about your
customer pricing. You must enter in a customer code, route code, product code, charge code,
department code and general ledger code. The customer code, route code, product code and
charge code combination must be unique. You have the ability to browse, add, edit, save, cancel,
delete and exit. To add a record, select the add button. Use the TAB key to enter through the fields.
Select the save button to save your record.

The link button on the customer pricing entry screen allows you to link a particular pricing matrix to
another customer that has the same rate/combination.

Pricing Entry
Gengral  Pricing | Motes |
=) =l
Quantity Range Rate 0| F-J r..J e
Ipaligi Rt S
#1 ooom | | ooooo | 000000 =
#2 e il =
[ onoot | o000 | | 000000 [ (=14 lJJ )
#3 | ooom | 00000 | 000000 - -
#4 ooom | 00000 | 000000
#5 | oooo1 | o000 | | 000000
#6 oooot | 00000 | | 0.00000 i ;
Minimum CQuantity 0.00
#7 ooom | 00000 | 000000 -
Minimum Charge [~ ooo|
#5 | oooo | 00000 | 000000 :
Basic Charge 000
#4 oooot | 00000 | | 0.00000
#10 | oooo | 9333999999 | 000000
I I
LLifi | Browse | il | Edit | Save | Cancel | WEEte | Eiit | ? |

You have the ability to set up separate pricing for different quantity ranges, minimum quantity,
minimum charge and basic charges for each delivery. There is also a note section for recording of
additional information, which can be printed if required.
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MAINTAIN STANDARD PRICING

i Pricing =1
Route Route Description Product Code Product Description -

b
1 | 3
Find Display Print Cancel | 9 |

The Standard Pricing browse window displays all of the information entered into the standard pricing
entry screen. You have the ability to display, delete, find and print from this window. The display
button will open the standard pricing 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.

Maintain Standard Pricing Entry

General | Pricing |

Route Cade [- ll_l |
Product Code | :I_I |
Charge Code I—LI Subcontract Cost 0.00
Department Code I—Ll Subcontract Basic Charge 0.00
General Ledger Account Iﬁ_l
MNotes =1

J |

I3
Hrayyae | A | Edit Cancel | ElEte | Exit |ﬂ

The Standard Pricing master file entry screen is used to enter in all the information about your
standard pricing. Standard pricing will be used if no customer pricing is found. You must enter in a
route code, product code, charge code, department code and general ledger code. The route code,
product code and charge code combination must be unique. You have the ability to browse, add,
edit, save, cancel, delete and exit. To add a record, select the add button. Use the TAB key to enter
through the fields. Select the save button to save your record.
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Pricing Entry

i Pricing Entry [ <]
General Pricing |
T =
Quantity Range Rate / "J r J C
[ L LS
#1 R 10.0000) 10.00000 —
I =
#2 | 100001 | 150000 | 5.00000 B & | JJ
PR _— =1 —
#3 | 150001 | 9333.0000 | 2.00000
#4 | 99990001 | 00000 | 0.00000
#5 | 00001 | 00000 | 0.00000
#6 | 00001 | 00000 | 0.00000 _
Minimum Guantity ong
#7 | ooo01 | 00000 | 0.00000 .
Minimum Charge 0o
#0 | o001 | o000 || 1 Annnn
Basic Charge 000
#4 o001 | o000 || 0000
#10 | o001 | 9393999999 | 0.00000
Al
BrowEe | i ls] | =it | Save | Cancel | OEete | Exi | 7 |

You have the ability to set up separate pricing for different quantity ranges, minimum quantity,
minimum charge and basic charges for each delivery. There is also a note section for recording of
additional information, which can be printed if required.
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DELIVERIES MENU

ENTER DELIVERIES

To enter a consignment, go into the Deliveries Menu in Freightmate, select the option Enter
Deliveries, and then select Add. The following screen will display.

Consignment Note
5
Corpany [k =] Custorner | =] _| Broyes
Job Number | | Al
Consignment | I ot
Pickup Date | T I —
Delivery Date | T | | —
Route | _ ;|Km| 0 Container Mo. |
Delste
Sender | | _I Receiver | =] _I _—
I I Galo
| | Quote Motes
| | | | Exi
Pallets In [ o | TrieTime oov TimeSiot [J7 o am | Prev | e
Type I—L, Pallet Spacesl—g Manifest I—
| status Im Amaunt § 000 Creste an Auto
Fallets out [ o | instructions =] Hazardous [~ ﬁﬁ:ﬁ:::g
Type lﬁ ﬂ Class l— Manifest

In this screen, you will record the customer to charge, the pickup and delivery date and the pick up

and delivery location. T

here are also fields for recording the information relating to pallets, trip time

and an area to record any special instructions there may be relating to this consignment.

Company:

Job Number:

Consignment:

Pickup Date:

Delivery Date:

Route:

KM:

Customer:

Container No:

This will default from the main company record - eg. Company A = your
Company name

No data entry required. This field is system generated.

This can be manually entered, for example if you have docket books pre-
printed, these numbers can be used, or if this field is left blank the system
will automatically generate a number.

Enter the pickup date of the consignment.

This will default to the next day after the pickup date, but can be overwritten
if required.

Delivery route as set up in the route code files in the File menu. A valid
route code must be entered in this field.

The distance between origin and destination on the route code file. This will
default from the route code file if it has been entered there or it can be
entered manually.

Customer code as set up in the File Menu. This is the company to be
invoiced. When the customer code is entered, the name and address will
show in the fields directly under the customer code.

Enter container number or if not required, leave blank.
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Sender:

Receiver:

Pallets In:

Type:

Pallets Out:

Type:

Trip Time:

Time Slot:

Pallet Spaces:

Manifest:

Status:

Amount:

Instructions:

Uses sender/receiver codes as set up in the Sender Receiver File in the File
Menu. These codes are for frequent pickup and/or delivery addresses. If a
code has not been set up, the name and address can be manually entered
in the fields directly below the code box.

Uses sender/receiver codes as set up in the Sender Receiver File in the File
Menu. These codes are for frequent pickup and/or delivery addresses. |If a
code has not been set up, the name and address can be manually entered
in the fields directly below the code box.

This is for recording the number of pallets on the consignment when it is
picked up. It is not mandatory to make an entry in this field.

This is for pallet type as set up in the Pallet Type option in the Ultilities
Menu. It is not mandatory to make an entry in this field.

This is for recording the number of pallets on the consignment when it is
delivered. It is not mandatory to make an entry in this field.

This is for pallet type as set up in the Pallet Type option in the Ultilities
Menu. It is not mandatory to make an entry in this field.

The trip time is the estimated time of travel between origin and destination
on the route code file. This will default from the route code file if it has been
entered there.

If there is a pre-determined time slot for delivery of the consignment, this
can recorded on the consignment note entry.

The pallet spaces field is to record the number of spaces taken up on the
vehicle by the freight. This may vary from the number of pallets entered
earlier, due to either stacking of pallets or oversized pallets.

The manifest number will be inserted on the consignment entry screen after
the manifest has been generated.

The status refers to the status of the consignment note, and these are:

a. ‘Quote’ indicates that a quote has been given to a customer, but the
customer has not yet accepted the quote for the charge. If the status of
quote has been selected, the quote can be printed and submitted to the
customer, when accepted, the status should be edited to not complete
and the quote is then converted to a consignment without any further
data entry required.

b. 'Not complete' indicates that the consignment has been entered but is
not yet ready for invoicing. At this point the consignment can be edited
or deleted if necessary.

c. 'Complete' indicates that the consignment is ready for invoicing and
the GST has been calculated. At this point the consignment cannot be
edited or deleted.

d. 'Invoiced' indicates that the invoice has been printed. If, after printing
the invoice an alteration is required, the invoice needs to be cancelled
and the consignment un-completed for the alterations to be able to be
made.

The amount will calculate and display on the consignment entry screen
when the consignment is saved.

The instruction field is for recording any special notes relating to the
consignment.
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Hazardous:

Class:

A tick can be placed in this field to indicate hazardous freight.

The class of hazardous material can be recorded.

When all relevant fields have been completed on the consignment entry screen, select the 'create an
auto generated manifest' option. The following screen will appear for recording which company
vehicle or contractor vehicle moved the freight.

Create an Auto Generated Manifest

5
** Pleaze Mote that the Auto Generated Manifest Mumber will not be created until the 'OK' button is selected **
Company I,.r_\._ Contractor I j
hanifest Mumber I Contractor Mame I
Trip Mumber || Cortractors Driver I
Route Code I R LI Contractors Ref. I
Wehicle I LI Description I
Driver I LI Charge by I j
Phone Mumber I Quznitity I 0.000
Guantity | ooo | Rste | 0.0000
Rate | ooo | Payment | 0.00
Paymert I 000 Department Igg j
Driver Hours I 000 General Leduer |455 j
Trailer 1 I LI Due Dste I I
Trailer 2 I LI Tax Inwaice Mo. I
Trailer 3 I ll Cortract Hours I 0.00
Container I Contractor Rego. I
Distance I 0 Origin I j
Hours | 0.0 | Destination | =]
ESEEnES ETD. [ ooooooem

2| era | # i  ooooodam
[~ <
Trig Planz
I”" Prime Carrier DFMP Sightec! Ok | Exit | ] |

The left-hand side of the manifest screen is for recording information relating to a company vehicle
and the right-hand side of the screen is for recording subcontractor information.

The manifest can be created at point of consignment entry or can be created separately and the
consignments attached later. For more information on the latter option, refer to the Manifest section

of this manual.

Company:

Manifest Number:

Trip Number:

This will default to the main company record - eg. Company A = Your
Company Name

The manifest number can be manually entered, if required, or if the field is
left blank, the system will automatically generate a number. The manifest
number must be unique.

The trip number can be manually entered, if required. This is not a
mandatory field so it can be left blank.
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Route Code:

Vehicle:

Driver:

Phone Number:

Quantity:
Rate:

Payment:

Driver's Hours:

Trailer 1:
Trailer 2:
Trailer 3:

Instructions:

Contractor:

Name:

Contractor's Driver:

Contractor's
Reference:

Description:

Charge by:

Quantity:

Rate:

The route code will default from the consignment entry screen. This is the
delivery route as set up in the route code files in the File menu. A valid
route code must be entered in this field.

This is the vehicle as set up in the vehicle master file in the File Menu. By
entering the vehicle code here, it enables reports relating to the freight
transported by that vehicle to be generated. Once the manifest is updated
to Fleetmate, reports on vehicle profitability and fuel usage can be
generated.

The driver codes are set up in the File Menu under the Employee records
and this relates to company drivers. By entering the driver code here, it
enables reports relating to the freight transported by that driver to be
generated.

The phone number defaults from the employee record file or it can be
entered manually.

The unit by which the payment is calculated.
The rate by which the payment is calculated.
The quantity multiplied by the rate.

The quantity, rate and payment fields are for recording of information only
and are not mandatory.

The driver's hours field is for recording the number of hours the driver took
to complete the trip.

The trailer is entered here to record a vehicle/trailer combination.
A second trailer can be added to the vehicle/trailer combination if required.
A third trailer can be added to the vehicle/trailer combination if required.

The instruction field is for recording any special notes relating to the
manifest.

This is the contractor as set up in the Contractor file in the File Menu.
Entering a contractor code here enables the manifest to be priced and
updated into the contractor accounts ready for paying the subcontractor.

The name will be brought across from the contractor file when the
contractor code is selected.

The contractor's driver name can be recorded here.

If the contractor requires a reference number to be quoted, this can be
recorded in the contractor’s reference number field.

The description defaults from the description on the route code file.

This is the unit by which the contractor will be paid, eg. kilometres, tonne,
etc.

This is the number of units the contractor will be paid.
This is the rate by which the contractor will be paid. Contractor rates can be

set up in the Contractor Rates file in the File Menu. Rates set up here use a
combination of route code, charge code and rate.
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Payment:

Department:

General Ledger:

Due Date:

Tax Invoice Number:

Contract Hours:

Contractor Rego:

The system will first check if there is a route/charge code/rate combination
set up in the contractors rate file. If no combination is found, the payment is
calculated by multiplying the quantity by the rate to get the amount.

This is the general ledger department that relates to the subcontractor cost.

This is the general ledger account that the subcontractor cost is allocated

to.

This is the due date for payment to be made to the contractor.

field.

The contractors’ hours’ field is for recording the number of hours the

contractor took to complete the trip.

This is for recording the contractor vehicle registration number.

The supplied tax invoice received from a contractor can be recorded in this

Origin: The origin is the pickup point of the consignment.
Destination: The destination is the delivery point for the consignment.
E.T.D. Estimated time of departure.
E.T.A. Estimated time of arrival.
company  [a =l | customer [accont =_| Browse
Job Number | [accEss salES PTYLTD .
Cansignment | [r.o.Box 5m
Pickup Date |1?r11rzuu4 IBEENLEIGH aLn
Delivery Date |13r|1,rzuu4 I |420?
Route |MEL-5vD fosdoetmtet,. . W e S Cancel
Sender | Delete
\?(J Do wou wish o add details to this Consignment now ? ] _I
I Frirt
|
| Mo I — GoTo
| | I I Esit
Pallets In | o | Trip Tirne 0.00 Tirne Slot | P oAM 7
we [ = Pallet Spaces| o Manifest | -
- | Status INOT COMPLETE Amount § 0,00 Create an Auto
Generated
Fallets Out I 0 | Instructions =] Hazardous [* NErnnzrer:d
Tipe I vl LI Class I— anifest

When all relevant fields have been completed, select the "OK" button. You will be asked if you wish

to enter pricing details to the consignment.

Select 'YES' and the following screen will appear.
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€+ Consignment Note
Compary Ja =l | custamer [accon =z | B
Job Mumber |100034D IACCESS S&LES PTY LTD Add
Consignment [1000340 [P0 BOw 931
Pickup Date  [17s11/2004 [RrERI FImH Al ; .
Deli ©# Consignment Details I
Fouy FReference ||
Product | vl B
Sen
I— Setial No. I Weight Yaolume —
r Charge Code | =] unt | o000 | i | L
[ Mftems [ ooo Total | o000 | 0.000
I_ Rate | 0.00000 Charge Armount 000
Description | B
Pall 7
Department o0 - General Ledger Account |195 vI |—
Type
— Lita
Pall Save & New | Save | Cancel | i | (e}
Type I | I | Class I Manifest
Reference | tems | Wisight | “olume | Chg | Procuct | Dezcription | Amourt [
-

You are now able to enter the price (ex GST) to charge your customer.

Pricing can be entered

manually or can be set up in either the Customer Pricing file or the Standard Pricing file. When
entering a customer, route code, product and charge code combination the system will search for a

match in the Customer pricing file, if no match found it will search the Standard pricing file.

If no

match found a popup message appears in the upper right hand corner of the screen advising "no

pricing found".

If no pricing has been found you are able to manually enter the rate for the

consignment to calculate the charge amount.

Reference:

Product:

Serial No.:

Charge Code:

Items:

Weight Total:

Volume Total:

The reference number field can be used to record a number, other than the
consignment number, that is of importance to the consignment. A report
can be generated by reference number if required.

The Product code is set up in the File Menu and is one of the criteria used
in setting up customer or standard pricing.

The serial number field can be used to record a number, other than the
consignment number, that is of importance to the consignment. A report
can be generated by serial number if required.

The Charge Code is set up in the Utilities Menu and is one of the criteria
used in setting up customer or standard pricing. The charge code can be
set to calculate by items, weight or volume.

The number of items to be charged. If the charge code has been selected
to charge by item, the system will search for a product/charge code
combination in the pricing files and will pick up the rate from that file and
insert it in the 'Rate’ field.

The total weight to be charged. If the charge code has been selected to
charge by weight, the system will search for a product/charge code
combination in the pricing files and will pick up the rate from that file and
insert it in the 'Rate’ field.

The total volume to be charged. If the charge code has been selected to
charge by volume, the system will search for a product/charge code
combination in the pricing files and will pick up the rate from that file and
insert it in the 'Rate’ field.
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Rate:

Charge Amount:

Description:

Department:
General Ledger Code:

Save & New:

Save:

Cancel:

The rate to be charged to the customer (ex gst). This rate can come from
the pricing files set up in the File Menu or it can be manually entered.

The charge amount will be calculated from the items, weight or volume that
has been entered and multiplied by the rate.

The product description. This will pick up from the Product file in the File
Menu. This description can be manually over-written if required.

This is the general ledger department that relates to the revenue earned.
This is the general ledger account that the revenue is allocated to.

If more than one product or detail is to be included on the consignment
note, select the 'save & new' option. This will bring up a fresh consignment
details screen. Repeat this option until all details have been entered on the
consignment and then select 'save'.

Select 'save’ to close the data entry for the current consignment.

If the 'cancel' option is used the consignment will close without saving any
data that has been entered for the current entry.

Browsing Consignments
#m Conzignment Mote Browse E

Company |A LI [ All Companies
Customer | j [T All Customers
Wehicle | j [ Allvehicles
Status | =] [ Al Statuses
Route | =] [ &l Routes
Manifest | = [ Al Manifasts
Caontainer Mo, | [ All Containers
Date Range [

! [~ Al Dates

[ 7

Wie Cancel | Ll

To browse consignments, select the browse button. Select search criteria to view and select view.

This will now bring up a

Consignment Browse
o]
[Job Mumber [Consignment Mo Pickup Date Titne: Slat Delivery Date | Custamer |Se —

browse window with the information found for the criteria you selected.

n

Find | Display | Print Al | Cancel | ?

To view details of a selected consignment, highlight it and select display.
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GENERATE ACCOUNTING FEES

“% Calculate Accounting Fees |

Carnpany |A Ll
Amount § | 0.00
Process Date | P

Department ||;||3 Ll
General Ledger |195 ;|

Mumber of days for the invoice to be outstanding
hefare calculating the fee.

0

Create Feesi|  Cancel ?

Accounting fees can be generated on outstanding accounts for those customers with the ‘accounting
fee’ tick box marked in the customer master file. To generate accounting fees, enter the appropriate
details and select ‘create fees’.

To CoOMPLETE CONSIGNMENTS

x|
Campany IA 'I Date Range | it
v Al
Route [~ B [
Custamer | vl v Al
Delivery Address | vl v Al i |
Company | Consignment I Dt I Customer Manifest Anourt I
Total Amount % I Print | Select All | ik | Exit |'?|

Consignments must be completed before they can be invoiced. When you open the option ‘to
complete consignments’ a list of uncomplete consignments will display. To complete a
consignment, select the consignment or block of consignments and select ok. You have the ability
to select all of the consignments or individually or multi select them. You have the ability to filter the
consignments by the route code, customer, delivery address and date range. If consignments have
been filtered, and the ‘select all’ button is selected, only the consignments in the browse window will
be completed. Consignments can also be completed via the manifesting option when completing
the manifest.
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To UN-COMPLETE CONSIGNMENTS

x
company n = Date Range I
I —I I 2l
Customer | = A |4
Route [- =] Man
Cansignment | I Al Yiew |
Company |C0nsignmem Diate | Customer I Manifest I Amaunt |
Total Amount $ | Print | Select Al | Ok | Exit | 7 |

If a consignment has bee completed and you need to alter it, or if you do not want it to be invoiced
yet, they can be uncompleted ready for editing. To uncomplete the consignment, select the
consignment or block of consignments and select ok. You have the ability to filter the consignments
by route code, customer, delivery address and date range. If consignments have been filtered, and
the ‘select all’ button is selected, only the consignments in the browse window will be uncompleted.

SPLIT CONSIGNMENTS

&, 5plit Consignments [=]
Company — [a | [nORCOM DEMO S¥STEM View |

i
Consignment Splits
Manifest “ehicle Drriver Subhy Trailer 1 Trailer 2 | Trailer 3 tems weight Solume Revenue |Spl'rl NU.I I
-
E
ltems Weight “olume Revenue
T SR RS | oooo| | oooo | | 0000 | 0.00
Create Split | Edit St | i Salit | [melete Salit | EritestEplit | Cione | ? |

Only consignments that have not been manifested can be split. For the purpose of allocating vehicle
revenue to more than one vehicle you have the option to split the consignment and attach a manifest

to each split.

The split consignment screen lists all un-manifested consignments. To split a consignment, highlight
the consignment and select ‘create split’. The following screen will appear.
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‘W Add Consignment Split [ ]
Campany |A Cansignment Igguggm This Split Number | 4 Total Splits | 0
Split Amounts
Reference | Description | tems | Wigight | Wolume | Amourt | tems | ieight | Wolume: | Amount | -
35659 CHILL GOODS 3.00 0.0000 0.000 £0.00 3.00 0.0000 0.000 30.00
GST GST 0.00 0.0000 0.000 5.00 0.0000 0.000 3.00
=l
ltems ‘Weight Volume Amount
Tatal Of This Split 3.000 0.000 0.000 33.00
ltems Weight Yalume Amaunt
L Create Split
Original Totals | EI | o000 | o000 | 66.00 p
Total Remaining | Do | D000 | oo | 3300 cancel

On the right hand side of the screen you will need to allocate items, weight, volume and amount as
required, then select split. Repeat this procedure as required until all items and charges have been
allocated. Total remaining to split is show at the bottom of the screen.

Manifest Split

To manifest the splits, highlight the split and select the ‘manifest split’ option on the split
consignment screen. This will bring up a manifest entry screen. Enter in the relevant information
and select ‘auto generate manifest number and then select ‘ok’. For more information on
manifesting, refer to the Manifest section of this manual.

Repeat this procedure until all splits have been manifested.

DELIVERIES HISTORY

5
Company — [a~ custamer [accoot ! Browse
Job Number |1 ao0se1 |access saLespTv LTD Frint
Consignment Joqqa | BoxX @31
Pickup Date  [15i1/2008 [BEENLEIGH QLD =
Delivery Date |1 5101 /2008 I 07 Eciit Notes
Raoute |ADL-MEL Km 700 Caontainer Mo, | Save
Sender IACCDD1 Receiver I Canzel
|access saLEs PTY LTD |Farm Exit
|r.0. BOX 5ot |

|BEENLEIGH aLD |
| 4207 |

This lookup will
I Thly Show
dockets that have

Fallets In I o | Trin Time I 000 Time Slot I b A beeh updated to
X the debtors. To
Type l— PalletSpaces| o Manifest |g1_1g_g1 view the datails of

Status 1P OICED INTRBILAE ) 1100.00 petin e
z moyse click on
Pallats Out | Y| instructions

2| Hazardous i @) i
Type |

] select ‘Display’

Ll Goods
Reference | tems | Weight | “olume Chg Product | Dezcription | Amaouirt | &
12 200.00 0.0000 0.000 E& CATT HEAD OF CATTLE 1000.00
[ale) 3.00 0.0000 0.000 Dol CLAIM 000
GST 0.00 0.0000 0.000 GET ST ST 100.00 -

For referencing purposes, the ‘Deliveries History’ option lists all consignments that have been
invoiced and updated to Accountmate. To select a consignment from the history for you can use the
‘browse’ or ‘goto’ options.

You will not be able to alter a consignment that is in the history file. By Selecting the ‘Edit Notes’
button, you are able to key information into the ‘Instructions’ field if required.
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Browse Option

.'!:?‘Consignment Mote Browse E
Comparny |A LI [~ Al Companies
Customer | Ll [~ Al Customers
Wehicle | =l [~ All'vehicles
Raute | =] [~ Al Routes
Container Mo. | [~ All Containers

I hd
Date Range | J [~ Al Dates
I
Wiewy | Cancel | ? |

Enter in the relevant information for your search criteria, and then select view. This will display all

consignments matching those criteria. Highlight the consignment you wish to view, then select
‘display’.

Goto Option
Company ||a\

Consignment Murmber |

Goto | Cancel

Enter in the number for the consignment you wish to search for, then select ‘goto’. This will display
the consignment.

LookurP CONSIGNMENT

1’ Lookup Consignment ll
Comparny I,a, LI

Consignrment ||

Irenice Number |

Report Options

{* Consignment Details © Invoice Reprint € [nvaoice Detailz ‘

I | Showy GET Detail Lines

Primt P remieny Cancel | ? |

In the ‘lookup consignment’ option you can search for any consignments entered into Freightmate,
regardless of the status of the consignment. To view a consignment, enter the consignment
number. You have the option to print or preview to screen and can select the report to display
consignment details, invoice reprint or invoice details.
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LookupP MULTIPLE CONSIGNMENTS
=]

Company |,a\ ;'

Consighment |

NewGrnupl Aftach | Remaove |

Consignment Date |Cu3tomer | -
1000425 0107/2003 ACCO0M
1000427 0407/2003 AaCC00m
-1
L ol
Print || Preview i|  Done |

In the ‘lookup multiple consignment’ option you can build a report for any consignments entered into
Freightmate, regardless of the status of the consignment. To build a consignment report, enter the
consignment number and select ‘attach’, repeat as many times as required. When you have
selected all the consignments you require on your report you can select to print or preview to screen.
To build a new report, select ‘new group’, this will clear the screen ready for creating a new report.

POD ENTRY
5
Company |,.-:., ;'
Consionment |
Joh Murmber |
Custormer |
Receivers Date | i
FOD Date | il
Comments ;'
=
Save & e Save | Cancel

The POD Entry option allows you to enter a Receivers date and POD date onto the consignment
note file. This information will be displayed on the consignment note lookup option. You can also
obtain information on POD'’s in the Reports Section. Look under the Deliveries option, With POD
and Without POD.
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POD IMAGE RETRIEVAL

X . POD Image Retrieval

IIA - | i
[ &)l Dates
¥ i Congignments I il
I +| M &l Customers
I ~| W allinvoices View
I ] ¥ 2l Manifests ** PLEASE NHOTE - Your POD image files must have the same
file name as the Consignment Humber **

Company Dste Range
Consignmert Mumber
Customer

Invoice Mumber

hanifest Mumber

(Co. |Job Mumber |Cunswgnmerrt |Daie ‘Cus‘tumer Sender Receiver

4] |

'n

Showy POD Image | Done

Selected Consignment Mumkber |

The POD image retrieval option gives you the ability to show a scanned POD that has been saved to
a PDF file. To use this option you will need to setup the location of the POD images on your
computer in the company record in the utilities menu. When you scan your consignments onto your
computer, the file name of the PDF file must be the consignment number that is in Freightmate. It
must be exactly the same. If its not then the system wont be able to view the image. Once you have
your PDF file scanned, you can select the consignment number that you want to show the image for
and then select the Show POD image button. This will open your POD image. You can filter the
consignment by consignment number, company, customer, invoice number, manifest number and

date range.

82



MANIFEST MENU

ENTER MANIFEST

¥ Manifest |
Company IA - l Contractor I - I I Browwse

hanifest Mumber l— Cortractors Mame: I
Trip Mumber I— Contractors Driver I
Raoute Cods lﬁ_l Cortractars Ref. |
Wehicle lﬁ_l Description I
Driver Iﬁ_l Charge by I
Phone Mumber l— Quartity |
Quantity [ oo | Res | 0.0000
|
|
|
|
|
|
|

Aclel

Edlit

Save

;I Cancel

[elete

Brirt kiamifest
Rate I 0.00 Payment 0.0
e I—D.DD Department LI Brint Bre-Trip
Driver Hours I 0.00 General Ledger LI Prirt Checklist
Trailer 1 I vI | Due Date: I -
Trailer 2 I vI | Tan Invoice Mo,
Trailer 3 I I | Caortractor Hours -
railer - 0.0a
Container I Cortractors Rego. Ianitest
X Consignments
Distance
I o Origin I - I I
Hours I 0.0 _—
Destination I - I _I LUn-Manitest
X Consigrments
Instructions ETD. |1 200572008 04:57:56 P
:I ET.A |1 2005/2005 04:57:56 Pr

[ Show Revenue =
:I [ Prime Carrier DFMP Sighted Trip Plans

The left-hand side of the manifest screen is for recording information relating to a company vehicle
and the right-hand side of the screen is for recording subcontractor information.

The manifest can be created at point of consignment entry or can be created separately and the
consignments attached later.

The ‘enter manifest’ option gives you to ability to manifest your consignments and create trip plans,
pre-trip checklists. To enter a manifest, select the add button. If you do not enter a manifest
number, a number will be automatically generated. Enter the information on the manifest and select
save. You have the ability to edit and delete an existing manifest as long as it has not been
completed.

Company: This will default to the main company record - e.g. Company A = Your
Company Name

Manifest Number: The manifest number can be manually entered, if required, or if the field is
left blank, the system will automatically generate a number. The manifest
number must be unique.

Trip Number: The trip number can be manually entered, if required. This is not a
mandatory field so it can be left blank.

Route Code: This is the delivery route as set up in the route code files in the File menu.
A valid route code must be entered in this field.

Vehicle: This is the vehicle as set up in the vehicle master file in the File Menu. By
entering the vehicle code here, it enables reports relating to the freight
transported by that vehicle to be generated. Once the manifest is updated
to Fleetmate, reports on vehicle profitability and fuel usage can be
generated.
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Driver:

Phone Number:

Quantity:
Rate:

Payment:

Driver's Hours:

Trailer 1:
Trailer 2:
Trailer 3:

Instructions:

Contractor:

Name:

Contractor's Driver:

Contractor's
Reference:

Description:

Charge by:

Quantity:

Rate:

Payment:

Department:

General Ledger:

Due Date:

The driver codes are set up in the File Menu under the Employee records
and this relates to company drivers. By entering the driver code here, it
enables reports relating to the freight transported by that driver to be
generated.

The phone number defaults from the employee record file or it can be
entered manually.

The unit by which the payment is calculated.
The rate by which the payment is calculated.
The quantity multiplied by the rate.

The quantity, rate and payment fields are for recording of information only
and are not mandatory.

The driver's hour field is for recording the number of hours the driver took to
complete the trip.

The trailer is entered here to record a vehicle/trailer combination.
A second trailer can be added to the vehicle/trailer combination if required.
A third trailer can be added to the vehicle/trailer combination if required.

The instruction field is for recording any special notes relating to the
manifest.

This is the contractor as set up in the Contractor file in the File Menu.
Entering a contractor code here enables the manifest to be priced and
updated into the contractor accounts ready for paying the subcontractor.

The name will be brought across from the contractor file when the
contractor code is selected.

The contractor's driver name can be recorded here.

If the contractor requires a reference number to be quoted, this can be
recorded in the contractors’ reference number field.

The description defaults from the description on the route code file.

This is the unit by which the contractor will be paid, eg. kilometres, tonne,
etc.

This is the number of units the contractor will be paid.

This is the rate by which the contractor will be paid. Contractor rates can be
set up in the Contractor Rates file in the File Menu. Rates set up here use a
combination of route code, charge code and rate.

The system will first check if there is a route/charge code/rate combination
set up in the contractors rate file. If no combination is found, the payment is
calculated by multiplying the quantity by the rate to get the amount.

This is the general ledger department that relates to the subcontractor cost.

This is the general ledger account that the subcontractor cost is allocated
to.

This is the due date for payment to be made to the contractor.
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Tax Invoice Number:

Contract Hours:

Contractor Rego:

The supplied tax invoice received from a contractor can be recorded in this
field.

The contractors’ hours field is for recording the number of hours the
contractor took to complete the trip.

This is for recording the contractor vehicle registration number.

Origin: The origin is the pickup point of the consignment.
Destination: The destination is the delivery point for the consignment.
E.T.D. Estimated time of departure.
E.T.A. Estimated time of arrival.
Trip Plans
]
Browwae
“ehicle Configuration || “ehicle Registration I —_—
Ao
Type I GEMERAL hal I —
Edlit
Plan Actual
Save
Him's I 0 I 0
Hlm's Per Hour I 0.00 I 0.00 Cancel
Required Driving Time I 0.00 I 0.00 Delste
(LoadMnloadPre Trig) Hr | 0.00 | 0.0 Print Manifest
Estimate of Trip Ti
e et tine I 000 I 0.0 Brint Fre-Ttif
Required Rest Time | 0.00 | 0.00 -
Departure DateiTime |07/n4/2008 02:30:28 PM [ri o2 am w
Artival DateiTime I i AM | P AM Gata
E:xit
Comments ;I
Iianifest
Consignments
LI Un-rdanitest
Consignmerts
Was a corrective action report required far this trip? I vI
e | reotona |
Manifest Details Pre-Check Details

When a manifest is entered, you have the ability to setup a trip plan. When you enter the manifest,
you can enter in the plan details and when the trip is completed you can enter in the actuals. You
can print this information by selecting on the Print Pre-Trip button. This information can also be
printed on the fatigue management report in the manifest reports menu.
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Pre-Trip Checklist

5
Type |Desc:ripti0n |C0mpliant |Checked |C0mment - Browse
WEHICLE D CHECK YES r s

Edit
Save
Canee|
Delete
Prirt Manifest
Print Pre-Trip
Prirt Checklist
Goto
Exit
Manifest
Conzsignments
Un-tanifest
Consignments
=l
« | ol

The pre-trip checklist allows you to enter in all of the checks that you have to perform on the vehicle
\ trailer \ driver \ contractor or equipment before the manifest is given to the driver. You can setup a
list of standard checks via the Manifest Pre-Trip Check option in the Utilities menu. Once these are
setup they will be imported onto the manifest when it is created. You can add \ edit \ delete the
information as required by right clicking on the grid area. This information can be printed by selecting
the Print Checklist button.

Browse Manifests

x|
Coigany | ~| WAl companies;
Vehicle | =] W Alvehicles
Status | x| W AllStatuses
Route | ~| ¥ AlRoutes
Trip Mumber | v Al Trips
Contractor | ﬂ V¥ all Contractars
Date Range by ETD |D4.r05.r2008
[~ &ll Dates
|04insr2005
W ey Cancel | v |

To browse manifests, select the browse button. Select criteria to view and select view. This will
now bring up a browse window with the information found for the search criteria you selected.
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To display the manifest, highlight the manifest you wish to view and select display.

=k
Manifest Humber ETD E1a Origin | pestination -
1 00 64 07 MDehi2008 105515 ANDE42008 12:00:00 &
& 100185 07 42008 012: 30 25 P07 042008 02:30:25 P
=
a| | »

Find Dizplay Print All Cancel | ? |

Print Manifest

On selection of the ‘print manifest’ button, the manifest will print showing the consignments attached
to the manifest.

Print - Pre-trip

On selection of the ‘print pre-trip’ button, the report will list the Safe Driving Plan and the driver’s
declaration.

Print Checklist

On selection of the ‘print checklist’ button, the report will list the Line haul Pre-Trip.

Manifest Consignments

t Manifest Attach |
g hanifest Route Code -
Current Manifest Number - 100185 —————
Ln-Manifested Caonsignments from your current Consignment List
ok Mo, |D0c:ket Mo, |Aﬁach |Date |R0ute Receiver [tems Wyeicht |Spaces | -
1000552 1000552 [l 260352008 CF - 0.000 0.000 o
1000554 1000554 [ 0204/20058 ADL-MEL  ALPHA CONFECTIONE
1000595 1000595 r 0210472005 ADL-MEL  ALPHA CONMFECTIONE 0.000 0.000
-
Lin-Manifested Consignments from History
ok Mo, Cocket Ma. |Aﬁach |Date Foute Receiver [tems Wyeicht |Spaces | -
1000500 1000500 [l 050272008 CF - ALPHA COMFECTIONE 0.000 0.000
1000501 1000501 [l 130202008 CF - ACCESS SALES PTY 0.000 0.000 o
-
Total Pallet Spaces Total ltems Toatal Weight Total Wolume Total Revenue
ooo | 7.00 0.00 ooo | 360.00
Attach To Manifest | Cancel |

The ‘manifest attach’ option lists all consignments that have not been manifested from history and
from the current list. To attach consignments to the manifest place a tick in the ‘attach’ box of the
relevant consignments. The total pallet spaces, items, weight, volume and revenue will be calculated
as consignments are attached to the manifest. Select ‘attach to manifest’ when finished.
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Un-manifest Consignments

+ Manifest Un-Attach =]
g Manifest Route Code - ADL-MEL
Current Manifest Number - 100184 ——————
hanifested Consignments from your current Consignment List
Job Mo, |Docket Ma. |Un-Atlach |Date |Route |Receiver [tems Wieight Spaces|
1000555 PETESTA v 050372005 ADL-MEL ACCESS SALES PTY 1.000 0.000
-
Manifested Cansignments fram History
ok Mo, Cocket Mo, Lin-Attach [Date Route Receiver [tems Wyieight |Spaces| -
-
Total Pallet Spaces Total ltems Total Wyeight Total Yolume Total Revenue
0.00 0.00 .00 0.00 I 0.00
Un-Attach From Manifest | Cancel |

The ‘un-manifest consignments’ option lists all consignments attached to the manifest. To un-attach
consignments, place a tick in the ‘un-attach’ box of the relevant consignments. The total pallet
spaces, items, weight, volume and revenue will be calculated, as consignments are un-attached
from the manifest. Select ‘un-attach from manifest’ when finished.

QUICK MANIFEST ATTACH

x
Cormpany |A LI
Manifest | LI

Consignment |

Add To Manifest | Remove From Manifest | Mesn: Manifest |

Manifest Details

Caormpany |
Manifast |
Destination |
Mo, of Consignments | 0
Total ltems | 0o
Total Weight | 0000
Total ¥olume | 0000
Total Revenue | 000
Print Manifest | Preview Manifest | Dane

You have the ability to attach consignments to a manifest by selecting the manifest number and then
typing in the consignments to attach. To attach the consignments to a manifest, select the manifest
number. Once the manifest number is entered type in the consignment number and then select the
add to manifest button. This will attach the consignment to the manifest. You can remove a
consignment from the manifest by typing in the consignment number and then selecting the remove
from manifest button. You can print or preview the manifest when you have attached all of the
consignments.
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To CoOMPLETE MANIFESTS

‘B Un-Complete Manifests

|
Route B - v Al Date Range  [o104/2008 =
Carnpany IA v[ 07/04/2003
e
Co | Manifest | Origin | Destination | ETD | “ehicle | Revenue | Contractor | Contractor Amt.l
& 100154 070452008 10:53:15 200.000 .00 =
£ 100185 07i04/2008 02:30:28 360.000 0.00
E
Frint | Select Al | Ok | Exit | ? |

To complete a manifest, select the manifest or block of manifest and select ok. You have the ability
to select all of the manifests. You have the ability to filter the manifests by the route code and date
range.

‘S Un-Complete Manifests

=
Route B - v Al Date Range  [o104/2008
I~ Al
Company |A vl

070472005
e

Co | Manifest

Destination Contractor

x|

P | There is one or more Consignments for Manifest 100184 that are not completed.
\f/ Complete all Consignments For this Manifest #

Contractor Amt.

prypee Mot Complete

Yes Mo | Cancel |

Frint | Select Al |

If there are consignments that have not been completed prior to the manifesting being completed, a

message will appear to alter the user that there are consignments not complete. If you select ‘yes’,
all consignments attached to the manifest will be completed.
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To UN-COMPLETE MANIFESTS

‘B Complete Manifests x|
Route | - vI [+ &l Complete Manifests By Route Wiew |
company IA vI

Co | Manifest I Crigin I Destination I ETD Wehicle Revenue I Contractor I Contractor Amt.l
£ 01-10-01 Ao DEPCT 15012005 09:45:02 01 1000.000 0.00 =
£ 1000587 ALPOO1 ALPOOY 190272008 11:26:00 01 0.000 0.00

Print | Select All | Ok | Exit | ? |

Manifests can be uncompleted if you have completed them and you need to alter it. To uncomplete
the manifest, select the manifest or block of manifest and select ok. You have the ability to view the
manifest by route code.

Lookup MANIFEST

x
Company |I4 Ll
Manifest | ;'
¥ Show Revenue v Show Contractor Rate & Amount
[~ Save As.. Frint | Preview | Cancel | ? |

To look up a manifest, enter the manifest number and select the print or preview option. You can
select to show revenue and contractor rate and amount if you wish. The manifest will list manifest
details, consignment details and manifest instructions.

MANIFEST EXPENSE CODES
X

Expense Code |Descrip1i0n |Ra‘te | -
FILEL FLUEL COSTS 1.00
TYRE |TYRE COSTS 2.00
R&h REPAIRS / MAIMTEMANCE 4.00

-
4 F

Display Print Cancel | ? |

The manifest expense code browse will allow you to view all of the expense codes setup. To add \
edit \ delete an expense code select the display button. You can print these by selecting the print
button.
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Manifest Expense Code Entry
=
Expense Code IFUEL—

Description |FUEL COSTS

Rate 1.00

Browse | Goto | Add | Edjt | Save | Cancel | Delete | Exit |7|

The expense code entry allows you to enter expense codes and rates for your manifests. They will
only be linked to a manifest if you enter a manifest with a distance and vehicle. The rate will be
multiplied by the distance on your manifest to give the cost.

MAINTAIN MANIFEST COSTS

5
Company |A ;' Route | R LI
Data | I YWehicle | LI
Manifest | ;' Expense Code | Ll
Description |
Distance | 0
Rate | 000 Cost | 0.00
Hrowese | Add | Edit Sawe Cancel | Delete | Exit

The manifest cost entry will allow you to enter your costs against your manifest. If you have setup,
your expense codes they will be automatically created when you enter the manifest but only if the
manifest has a vehicle and distance on it. You can also alter or delete any of the costs via this
option. Once this information is entered, you can generate reports on the data via the manifest costs
and manifest cost summary reports in the reports menu.
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INVOICING MENU
GENERATE FUEL SURCHARGE FEES

Setting Up To Use This Option

The Freightmate Generate Fuel Surcharge fees allow you to create a consignment note
automatically for a percentage amount of what is about to be invoiced. To begin using this option
you will need to setup the percentage rate, general ledger and department codes for the customer
who you want to generate a surcharge for. You can do this in the Maintain Customers screen in
either Freightmate, Fleetmate or Accountmate. You can only generate fees for those customers that
you print invoices for. You will also need to setup a new route code called 'FEE' and a product
called 'FUEL FEE'. This will enable you to report on all of the fuel surcharge information.

Before You Create The Fees

As the fee is only created on the total amount of the consignments that have been COMPLETED for
that customer, you will need to make sure that you have completed all of the consignments that you
need to for that invoice run. Once this is done you can create the fees.

Creating The Fuel Surcharge Fees

Before you continue, please make sure that no one is completing or un-completing consignments
when you do this. If they are, the fees that are being created may not be correct. You will need to
enter a process date and a company code. You can only process one Company, eg. Co A, B, etc.,
at a time. Once this is done, select on the 'CREATE FEE' button. A message will appear when the
fees have been generated. You have the ability to print a report of the fees that have been
generated. If you would like a copy of the report (always a good idea), you must print it before you
exit the screen. If you forget you can always get the data from a different report in the system
(deliveries by freight, deliveries by date range).

@ Calculate Fuel surcharge Fees |

This will create a Fuel Surcharge fee for the
customers with a fuel % on their master file. The fee
is calculated on the % ofthe total completed
consignment amaount for that custormer.

FIRST TIME LISERS - Flease select the 7 button for
further information on this option.

Company B =l
Process Date |n?m4mnua

Cancel | ¢

Fuel surcharge fees will only be generated for those customers who have been selected in the
customer master file to have fees generated. The fuel surcharge percentage is picked up from the
customer master file and calculated on the total invoice amount. A separate fuel surcharge
consignment will be generated and attached to the invoice prior to printing. After the fees have been
generated, you are able to print a report listing the fees calculated.
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Mistakes

As the fees are just consignment notes, you have the ability to go and alter them or delete them if
they are incorrect. They are just treated like any other consignment note that has been entered into
the system.

Cancel Invoice

As this fuel surcharge consignment note is calculated on the total completed consignments for a
customer, this consignment note will need to be deleted if an invoice is cancelled. After editing the
deliveries for the cancelled invoice, the fuel surcharge fee will need to be re-created before the
invoice is printed. This will generate a new fuel surcharge consignment note.

INVOICE DELIVERIES

x4
Company Code | = | |worcomM pEMD SYSTEY
Select Customers | Reprint | Invoice Date [osm42008
Company I Customer I Mame
n LBC 2BC TRANSPORT FTY LTD -
=
Select All |
[ Printf Show GST Detail Lines On the Invaice
€ Taxlnwoices ¢ RCTI Provided &% Al
Print Invoices Exit

Once the consignments have been completed and the fuel surcharge has been calculated (if
applicable) the consignments are ready for invoicing. The invoice deliveries option is where this is
done. To print invoices, select the customer, or all customers, and then select print invoices. The
invoices that have been printed will no longer appear in this section, but if invoices need to be re-
printed, they will appear in the reprint section of this page. As an option, the ‘print/show GST detalil
lines on invoice’ checkbox can be selected if required.
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Reprint Invoices

Company Code |4 | |noRCOM DEMO SYSTEY

Select Customers Reprintl

Invoice Date [naunsrins

Company | Invoice I Customer I Amaount §
& Q0000164 ABC TRAMSPORT PTY LTD 220.00 =
El
Find Invoice | Export To A5CI Format | Export To Excel iewy |

[~ Printi Show GST Detail Lines On the Imvoice

 Taxlnwoices ¢ RCTIProvided & All

Print Invoices

Exit

There are 2 different ways to reprint an invoice. An invoice can be reprinted from the second tab on
the invoice deliveries option or can be re-printed from the ‘Reprint Invoices’ option on the Invoicing

Menu.

To re-print multiple invoices you can ‘multi-select the invoices in the re-print browse screen, you also

have the ability to export to an ASCII file or to Excel.

RE-PRINT INVOICES

i*" Re-Print Invoices 5'
Company |,r_\~ ;'
Inwoice MNumber |DDDDD1B4 Ll
Print | Previaw | Cancel | ? |

An invoice can be re-printed from the ‘Reprint Invoices’ option by entering the invoice number you
wish to print, or can be re-printed from the second tab on the invoice deliveries option.
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CANCEL INVOICES

zl
Company |4 x| |vorRCOM DEMD SYSTEM Wiy |
Company Ilnvoice I Diate I Customer I Amount
B 00000 64 09/042005 ABC TRAMSPORT PTY LTD 22000 -
Jid
0k Ezxit | ? |

The cancel invoices section allows you to cancel invoices that have been printed but not updated to
the debtors’ section of Accountmate. You cannot cancel invoices once they have been updated to
debtors. To cancel invoices, select the invoice or invoices to cancel and select ok. The
consignments attached to that invoice will now appear in the uncomplete consignment option for
alteration or re-invoicing.

CANCEL INVOICE LiST

&% Cancelled Invoices |
Campany II.-_\ ;' [ All Companies

Date Range | i
[ [ Al Dates

Print | P reviewy Cancel | '?l

The ‘cancelled invoice list’ will list all cancelled invoices for the date range selected. You can print
the report or preview to screen.
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UPDATE MENU

UPDATE INVOICES TO DEBTORS

83, update Invoices to Debtors x|
Company |W - || WORCOM DEMO SYSTEM Wigw |
Company I Inwaice Ma. I Date I Custamer I Amount I
) 000001 64 090472005 ABC TRANSPORT PTY LTD 220,00 =
Print Select All Update Exit | ? |

The update to debtor’s option allows you to update invoices to debtors. You can select the company
to update the invoices to, and you have the ability to print the invoice list prior to updating. To
update invoices, select the invoice or invoices to update, enter the company to update to and select
the update button. Once the transactions have been updated, they will no longer appear in this list,
and are ready for viewing in debtor’s accounts in Accountmate. Once invoices have been updated
to debtors, they cannot be brought back.

UPDATE MANIFESTS TO CONTRACTORS

+ Update Manifests to Contractors =]

Carnpany  [a ~||worcom DEMD SYSTEM

Select a date to appear on the Caontractars Invaice & Manifest ETD Date

I i
" Other Date
Co | Manifest | contractor ETD. | oty | Rete | amoum |
L 100180 CANMOM 010472005 12:00:00 &k 20.000 40,0000 800.00 S
[~
i * Fuel Surcharge additions will only be adided to the .
Felect All Frint Manifest when they are updated to Contractors ** Update Exit ?

When manifests relating to contractors have been completed, they will need to be updated to
contractors ready for drawing payments to your contractors.

You can select the company to update the manifests to, and you have the ability to print the manifest
list prior to updating. To update manifests, select the manifest or manifests to update, enter the
company to update to and select the update button. You can select individual manifests or all
manifests. Once the transactions have been updated, they will no longer appear in this list, an are
ready for viewing in contractor’s accounts in Accountmate. Once manifests have been updated to
contractors, they cannot be brought back.
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UPDATE VEHICLE REVENUE

‘W Update ¥Yehicle Revenue x|
Company IA vl Vehicle I vl v All e |
** Please note that revenue will only he updated for consignments that have been updated to Debtars =+
Job Mo I Consignimert | Dste I Customer I “ehicle I Manifest Reverue I I
1000331 1000331 07ma,2008 ABC TRANSPORT PTY LTD o1 100165 100.00 :I
Total Revenue § I 15628.00 Select Al | Ok | Exit | 9 |

When manifests relating to company vehicles, have been completed they will need to be updated to
vehicle history for reporting revenue on company vehicles. This can then be used for calculating

profitability on each vehicle.

You can select the company to update the vehicle revenue to. To update manifests to vehicle
revenue, select the manifest or manifests to update, enter the company to update to and select the
update button. Vehicle revenue will be updated to the vehicle costing reports in the Fleetmate
module. You can select individual manifests or all manifests. Once the transactions have been
updated, they will no longer appear in this list, and are ready for viewing in Fleet History reports in
Fleetmate. Once manifests have been updated to Fleetmate, they cannot be brought back.
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REPORTS MENU
DELIVERIES REPORTS

Deliveries — Date Range

x|
Company |A Ll [ &l Companies
Status [ =l ¥ All Status
Date Range I
I [~ Al Dates
|11
[ Include GST
[ Only Show Consignments With 3 Zero Balance
[ Save As. Print | Preview | Cancel | ? |

The deliveries by date range report allow you to list all of the consignments entered between a date
range with or without GST details. You can print, preview to screen or save the information to an
excel file.

Deliveries — Location

&% Deliveries - Location x|
Company ||1\ j [ Al Companies

Location | vl | ™ All Locations
Customer | vl | [ Al Customers

Date Range | i

" All Dates

|14

[~ Include GST

[~ Save bz Print | Preview | Cancel |‘?|

The deliveries by location report allows you to list deliveries by selected locations. The deliveries by
location report allow you to list all of the consignments entered between a date range with or without
GST details. You can print, preview to screen or save the information to an excel file.

Deliveries — Route

|
Company |A Ll [ All Companies
Origin | =l - al
Destinatian | =]
Customer | vI I ™ All Customers
Date Range I
I I~ All Dates
| rs
™ Summarize Report
[ Include GST
[~ Save As.. Print | Preview | Cancel | ? |

The deliveries by route report allows you to list your deliveries by specific origins and destinations.
The deliveries by route report allow you to list all of the consignments entered for a particular
customer and by a date range with or without GST details. You can print, preview to screen or save
the information to an excel file.

98



Deliveries — Vehicle

&% Deliveries - Yehicle x|
Company |A ;' [~ All Companies

vehicle [ v[_| [ All Vehicles

Date Range | P

[~ All Dates

| re

i* Consignment Date Range ™ Invoice Date Range |

[~ Include GST [~ Show Split Consignments

[~ Save As... Print | Freview | Cancel |‘?|

The deliveries by vehicle report allows you to list all your deliveries by vehicle. You can print or
preview this information.

Deliveries — Trailer

5
Ccampany ||4 x| T alCompanies

Trailer | - v[ | [~ Al Trailers

Date Range | i

[~ &l Dates

| rs
[ Include GET

% Trailer 1 Trailler 2 Trailer 3 € &1 (No Sub-Tatals) ‘

[~ Save As.... Print Preview Cancel | ‘? |

The delivery by trailer report allows you to list all your deliveries by trailer. You can print or preview
this information.

Deliveries — Driver

x
Campany |A Ll [~ &l Companies
Diriver | vl | [ All Drivers
Status [ | W Al Statuses
Date Range I

! " All Dates
| ra
I~ Include GET
[~ Save As.. Frint | Freview | Cancel | ? |

The deliveries by driver report allow you to list all of the consignments entered between a date range
with or without GST details. You can print, preview to screen or save the information to an excel file.
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Deliveries — Contractor

x
company ||4 Ll [~ Al Companies
Contractar | vI I ™ Al Contractors
Manifast | = [~ All Manifests

Diate Range i
I I~ Al Dates

|14

* Consignment Date Range  Invoice Date Range |

[~ Summarize Report

™ Include GST

[~ Save fs. . Print | Preview | Cancel |?|

The deliveries by contractor report allows you to list all your deliveries by contractor entered
between a date range with or without GST details. You can print or preview this information.

Deliveries — Customer

x|

Company ||4 ﬂ [ Al Companies
Customer | vl | [ Al Customers
Status [ ~| ™ AlStatuses
Date Range [l

I [~ All Dates

| ri

Date Range Options

& Consignment Date  © Invoice Date|

Order Report By

o Cugtomer, Consignment © Entry Order & Customer, Date |

[ Include GST I Summarize Report

I~ Save As. . Print | P rewie | Cancel |'?|

The deliveries by customer report allows you to list all your deliveries by customer entered between
a date range with or without GST details. You can print or preview this information.

Deliveries — Manifests

&% Deliveries - Manifest =
company |A x| T Al Gompanies
Manifest | x| Al Manifests

Date Range | I
[~ Al Dates

K

[~ Include G=T [ Exclude Fuel Surcharge Fee Consignments
[~ Show Consignment Details | = Consignment Fate

Date Range Type
' Delivery Date " Manifest E.T.D. Date

[~ Save As. . Print | Preview | Cancel |‘?|

The deliveries by manifest report allows you to list all your deliveries by manifest entered between a
date range with or without GST details. You can print or preview this information.
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Deliveries — Invoices

x
Company |A LI [~ All Companies
Inyoice | =] I ailinvoices
Date Range | L)

R ™ Al Dates
[ Include GET
Date Range Options
" Docket Date & Invoice Date
[ Savehs. . Print Previes Cancel | ? |

The deliveries by invoice report allows you to list all your deliveries by invoice number entered
between a date range with or without GST details. You can print or preview this information.

Deliveries — Freight

E
Campany |A Ll [~ &l Companies

Freight | -[ | [~ All Freight

Yehicle | vl ? I v Al Wehicles
Cantractar | v[ ?l ¥ All Contractors

Date Range | i

[~ Al Dates

™ Include GET [~ Show Detailed Repart

1 Sub-Tiotal By Comsignment = Sub-Tiotal By Praduct |

[~ Save As.. Print | Freview | Cancel |‘?|

The deliveries by freight report allows you to list all your deliveries by freight, vehicle or contractor
entered between a date range with or without GST details. You can print or preview this information.

Deliveries — Departments

x
Company |A ﬂ [ Al Campanies
Departments | >| I Al Departments
Date Range i

I [~ Al Dates
e
I Summarize Repart
[ Include GST
I~ Save bs. Print | Freview | Cancel | ? |

The deliveries by department report allows you to list all your deliveries by departments entered
between a date range with or without GST details. You can print or preview this information.
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Deliveries — Container

|
Campany |A x| " AllCompanies
Container Mo. | Ll [ &l Containers
PeteRange 17/ I All Dates
|14
I Include GST
[ Save Az Print | Preview | Cancel | ? |

The deliveries by container report allows you to list all your deliveries by container number entered
between a date range with or without GST details. You can print or preview this information.

Deliveries — Sender

x
Comparry Ja x| " Al Companies
Sender [ x| " AlSenders
Route [ - x| " AlRoutes
Date Range iy

I [~ Al Dates
| 14
[~ Include GET
[~ Save bs... Print Freview Cancel | ? |

The deliveries by sender report allows you to list all your deliveries by sender and route code
entered between a date range with or without GST details. You can print or preview this information.

Deliveries — Serial Number

&% Deliveries - Serial Number x|
Company ||1\ ;' [~ All Companies
Customer | x| I Al Customers
Serial Mumber | B el
Date Range il

I ™ Al Dates
|14
[ linclude GET
[~ Save As... Print | Freview | Cancel | ? |

The deliveries by serial number report allows you to list all your deliveries by serial number and
customer entered between a date range with or without GST details. You can print or preview this
information.
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Deliveries — Reference Number

&% Deliveries - Reference Number |
Campany ||4 ;| [ All Campanias
Reference Number| LI [~ All Mumbers
Customer [ >| Al customers
Date Range 1N

I [~ Al Dates
| i¢
™ Include GET
[~ Save As.. Print | Preview Cancel | 7 |

The deliveries by reference number report allows you to list all your deliveries by reference number
and customer entered between a date range with or without GST details. You can print or preview
this information.

Deliveries — Sender/Receivers

&% Deliveries - Sender / Receiver |
Company |,a, ;l [~ All Companies
Sender | =] I AllSenders
Receiver | x| [ AlReceivers
Product [ x| I ANlProducts
Diate Range I

! I Al Dates
| a4
I~ Include GET
I~ Save As.... Print | Previewy | Cancel | ? |

The deliveries by sender/receiver report allows you to list all your deliveries by sender/receiver and
product entered between a date range with or without GST details. You can print or preview this
information.

Deliveries — Charge Codes

&% Deliveries - Charge Codes |
Company ||4 x| Al Companies
Charge Code | x| I alcharge Codes
Customer [ x| AN Customers
Date Range i

! I~ Al Dates

I~ Only Show Charge Code Totals

[ Include GET

I~ Save As. Print Preview | Cancel | @ |

The deliveries by charge code report allows you to list all your deliveries by charge code and
customer entered between a date range with or without GST details. You can print or preview this
information.
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Deliveries — Sender/Route/Product Analysis

ﬁ'*' Sender/Route/Product Analysis il
Company [l x| I Al Companies
Sender | x| I Al senders
Product | x| I AN Products
Date Range I

I ™ All Dates
|14
I~ Include GST
[~ Save Az Print | Preview | Cancel | ? |

This report allows you to list all your deliveries by sender, roude and product entered between a date
range with or without GST details. You can print or preview this information.

Deliveries — Route/Product Analysis

&% Product / Route Analysis |
Company |A j [ All Companies
Route [ - x| I AlRoutes
Product [ x| [ AlProducts
Date Range i

! I Al Dates
| 14
[~ Include GST [ Show Product Totals
[~ Save As.. Print Preview | Cancel | ? |

The deliveries by reference number report allows you to list all your deliveries by reference number
and customer entered between a date range with or without GST details. You can print or preview
this information.

Deliveries — Route/Customer/Product Analysis

&% Route / Customer / Product Analysis ]

Company ||a\ j [~ All Companies
Origin | =| I Al Origing
Destinatian | =] I Al Destinations
Customer | x| AN Custorners
Product | x| I Al Products

Diate Range I
I [~ Al Dates

I~ include GST
I Include Zero &mount Consignmerts

™ Do Mat Prirt The Revenue Column

™ Save As. . Print | Preview | Cancel |'?|

This report allows you to list all your deliveries by route code, customer and product entered
between a date range with or without GST details. You can print or preview this information.
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Deliveries — Un-Manifested

&% Deliveries - Un-Manifested x|
Company ||1\ j ™ Al Companies
Status | =] AN status
Date Range P

I [~ All Dates
|14
I Include GET
[~ Save s . Print Preview | Cancel | ? |

This report allows you to list all deliveries that have not been manifested. You have the ability to
select by status and date range with or without GST details. You can print or preview this
information.

Deliveries — With POD

x|

Company ||4 ;l [ Al Companies
Status | =l ¥ 2l Status
Custormer | ;l [ &l Customers
Route [ - x| [~ Al Routes
hianifest [ =] [~ All Manifests
Inyoice | | [~ Al Invoices
Date Range i

I [~ Al Dates

|11

[ Include GET [ Show POD Comments
Date Range Options
{% Docket Date " Receivers Date " POD Date |
% Order by Consignment Mumber " Order By Driverwontractor Mame |
[~ Save As.. Print | Preview | Cancel | ? |

This report allows you to list deliveries that have had POD details recorded. You have the ability to
select by status, customer, route, manifest, invoice number and date range with or without GST
details. You can print or preview this information.
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Deliveries — Without POD

%" Deliveries Without POD x|
Company ||4 ;| [ All Companies
Status [ =l [V Al Status
Customer | Ll [ All Customers
Route [ | [ Al Routes
Manifest | =l [ Al Manifests
Invoice | | [~ All Invoices
Date Range i

I [~ Al Dates
| re
[~ Include GET
' Order by Consignment Mumber " Order By DriverCortractor Mame |
I Save As.. Print | Preview | Cancel | ? |

This report allows you to list deliveries that have not had POD details recorded. You have the ability
to select by status, customer, route, manifest, invoice number and date range with or without GST
details. You can print or preview this information.

Deliveries — Manifest Range

&% Deliveries - Manifest Range |
Company |,a\ ;| [ All Companies
Manifest Range -

! = [ Al Manifests
| =l
OR'
Date Range it
I v All Dates
[ r4
[ Include GST [ Exclude Fuel Surcharge Fee Consignments

Date Range Type
* Delivery Date ™ Manifest E-T.D. Date

[ Save As.. Frint Freview Cancel | ? |

This report allows you to list deliveries by manifest range. This could be a manifest number range or
date range and you have the ability to exclude fuel surcharge fee consignments and order the report
by delivery date from the consignment or manifest ETD date from the manifest. The report can also
be filtered with or without GST details. You can print or preview this information.
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Deliveries — User

|

Company ||4 ﬂ [~ All Companies
User [ =] W allusers
Caonsignment | ¥ &l Consignments
Entered In | = Mal
Date Range i

I [~ Al Dates

| re

[~ Include GST [~ Group By User

& Cansignment Date ¢ Entered Date |
[~ Save As. Print | Preview | Cancel | ? |

This report allows you to list deliveries entered by a specific user identity. The report also gives you
the option to view by consignment date or the date the consignment was entered. The report can
also be filtered with or without GST details. You can print or preview this information.

Deliveries — Completed Date Range

X

Company ||4 ﬂ [ Al Companies
Status [ = [V Al Status
Customer | ;| [V &l Customers
Completed i
Date Range I [~ All Dates
[ Include GET
[ Save As.. Print | Preview | Cancel | ? |

This report allows you to list deliveries completed within a specific date range. The report can also

be filtered by status and customer, with or
information.

Deliveries — Industry

without GST details. You can print or preview this

x|

Company |A ;l [ All Companies
Status [ | I Al Status
Industry Code | ;l [ All Industry Codes
Date Range i

I [~ All Dates

| i

[ Include GET [ Consolidate Report
[ Save As.. Print | Preview | Cancel | ? |

This report allows you to list deliveries by industry code within a specific date range. The industry

code is allocated on the customer master file.

The report can also be filtered by status and industry

code, with or without GST details. You can print or preview this information.
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Deliveries — Route/Industry

&% Deliveries - Route / Industry |

Company |I4 LI [T Al Companies
Status | | B Al Status

Foute | R ~| " AlRoutes
Industry Code | LI [ All Industry Codes
Date Range | i

[~ Al Dates

| rs

™ Include GST I Consolidate Report

[~ Save As... Frint | Preview | Cancel |'?|

This report allows you to list deliveries by industry code and route code within a specific date range.
The report can also be filtered by status, route code and industry code, with or without GST details.
You can print or preview this information.

Deliveries — Customer/Route/Location

1'>' Deliveries - Customer ', Route % Location 5'
Company Ila' =] [~ &l Companies
Status [ =l v All Status
Custormer | ;l [ &l Customers
Route [ - | [ All Routes
Sender [ =l I” &l genders
Receiver | =] [” Al Receivers
Date Range i

I [” Al Dates
|14
[~ Include GST
[~ Save As. Print | Preview | Cancel | ? |

This report allows you to list deliveries by customer \ route \ location within a specific date range.
The report can also be filtered by status, route code, customer code, sender code and receiver
code, with or without GST details. You can print or preview this information.

Deliveries — Product/Department Analysis

&% Product/Department Analysis |
Campany ||4 LI [ Al Companies
Department | ;' [ All Departments
Product | x| I Al Products
Date Range i

I [~ All Dates
|14
I” Include GST [ Show Detailed Repaort

[~ Save bz Print Freview Cancel | ? |

This report allows you to list deliveries by department and product by a date range. You can select
to show the report as a summary or detailed report. If you select to show the detailed report it will
print all of the consignments related to the department \ product \ date range selected and it will
group the information by department code and product code. If you show the report as a summary
you will get a list of all of the products used in the department \ product \ date range selected and it
will sub-total each product within the department. You can print or preview this information.
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Deliveries — Customer/Route/Product Details

__ Customer /Route/Product Details 5'
Company ||4 j [ &l Companies
Customer | =| [T Al Custorners
Route [- x| [ AlRoutes
Product | x| I AilProducts
Date Range i

I ™ Al Dates
|14
I~ Include GET [~ Summarize Report
[ Save As. Frint | Preview | Cancel | ? |

This report allows you to list deliveries by customer, route and product by a date range. You can
select to show the report as a summary or detailed report. If you select to show the detailed report it
will print all of the consignments related to the customer, route, product and date range selected and
it will group the information by customer. It will show you the product total for each product on the
consignment. If you show the report as a summary you will get the totals for the quantity, weight,
volume and amount summarised by customer, route and product code. You can print or preview this
information.

Deliveries — Customer Categories

x|

Caompany Ila' LI [ &l Companies
Status [ =l [v All Status
Customer | Ll [ Al Customers
Category | x| [~ All Categories
Date Range i

I [~ Al Dates

|1

[ Include GET

[~ Save As.. Print | Preview | Cancel | ? |

This report allows you to list deliveries by a customer category. You can set the customer category
up in the customer master file. This report will only show consignments where the customer on the
consignment has a category code allocated to it. You can select the information by status, customer
and category within a date range. It can be shown with or without GST details. You can print or
preview this information.

Deliveries — Description

1! Deliveries - Description 1'
Company IA hd I~ Al companies
Customer | - [~ Al Custorers
Status I - [¥ Al Status

Description Contains | v Al Descriptions

Date Range | il
I i

[~ Al Dates

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

This report allows you to list deliveries by description entered onto the consignment details within a
specific date range. The report can also be filtered by status and customer code. It can be printed
with or without GST details. You can print or preview this information.
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MANIFEST REPORTS

Manifests — Date Range

x|
Company |A LI [~ Al Companies
Departure Date Range | i I~ Al Dates

| rs

W Shiovee Manifest Amount snd Cost W Show Contractar Fuel Surcharge

I~ Save As... Print | Preview | Cancel |9|

The manifests by date range report allow you to list all of the manifests entered between a date

range with or without manifest amount and cost details. You can print, preview to screen or save the
information to an excel file.

Manifests — Location

x
Campany lﬁ [~ &l Companies
Location [ =1 | r anLacations
Location Paint  From  To  Both

Departure Date Range | L
|”— [~ All Dates

¥ Sk Manifest Amourt snd Cost W Shiwe Contractar Fuel Surcharge

[~ Save As... Print | Preview | Cancel |'?|

The manifest by location report allows you to list all of your manifests by location. You can print or
preview this information.

Manifests — Route

x|
Company ||4 vl [ Al Companies
Qrigin | vl
A All
Destination I_ ,l u
Ceparture Date Range | i [~ All Dates
I i
[V Showy Manifest Amourt and Cost [V Show Contractor Fuel Surcharoe
- Group Report by Route Code

[~ Save Az, Print | Preview | Cancel |7|

The manifest by route report allows you to list all of your manifests by route. You can print or
preview this information.
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Manifests — Vehicle

&% Manifests - ¥ehicle x|
Company ||4 vI [ Al Companies
vehicle | -] | [~ All Vehicles
Departure Date Range | I

| it [~ Al Dates
Crder Report By & Manitest, ETD ¢ ETD, ETa |
¥ Showe Manifest Amount and Cost W Show Cortractar Fusl Surcharge
[~ Save As... Print | Preview | Cancel | ? |

The manifest by vehicle report allows you to list all of your manifests by vehicle. You can print or
preview this information.

Manifests — Trailer
]

Company ||A vl [ Al Companies

Trailer | vI | [~ &l Trailers
Departure Date Range | I
| il

* Trailer1 € Trailer 2 € Trailer3 € All {No Sub-Totals)

[~ Al Dates

[V Showy Manifest Amount and Cost W Show Cortractor Fuel Surcharge

™ Save s Print | Praview | Cancel |'?|

The manifest by trailer report allows you to list all of your manifests by trailer.

You can print or
preview this information.

Manifests — Driver

zl
Company IIL\ vI [~ Al Companies
Driver | vl | [~ Al Drivers
Departure Date Range | i
# ? [~ All Dates
I i
¥ Show Manifest Amourt and Cost
[~ Save Az, Print | Preview | Cancel | ? |

The manifest by driver report allows you to list all of your manifests by driver.

You can print or
preview this information.
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Manifests — Contractor

%% Manifests - Contractor Department x|
Comparny ||4 vl [ All Companies
Department | vl [ All Departments
Departure Date Range | i [~ All Dates

I i
|7 Showy Manifest Amount and Cost |7 Showy Contractor Fuel Surcharge
[ Savets . Print | Preview | Cancel | ? |

The manifest by contractor report allows you to list all of your manifests by contractor. You can print
or preview this information.

Manifests — User

x
Campany Ila_ x| I Al Companies
User | =| M aAnusers
hanifest | ¥ All Manifests

Date Range | I Al Dat
ates

¥ Show Manifest Amaunt [~ Group By User

{* Manifest Date " Entered Date |

™ Save As.... Print | Preview | Cancel |'?|

The manifest by users report allows you to list all of your manifests by the employee who entered
the manifest. You can print or preview this information.

Manifest — Costs

%% Manifest Costs x|
Company |A LI [~ Al Companies
hanifest [ x| [~ All Manifests
Route [ - =] [~ Al Routes
Yehicle | LI [ AllvVehicles
Expense Code | =] [~ &l Codes
Date Range i

I [~ Al Dates
|1
[~ Save As. Print | Preview | Cancel | ? |

The manifest costs report will show you all of the costs allocated to your manifests. You can print or
preview this information.
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Manifests — Cost Summary
x|

Company e =l I~ A&l Companies
Manifest | I~ All Manifests
Route [ =l I~ Al Routes
Vehicle [ =l I~ Allvehicles

Date Range | I
| [

[~ All Dates

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

The manifest cost summary report will show you all of the costs allocated to your vehicles by the
manifest. This report will show a total for each expense code for each vehicle and it will sub-total the
costs for each vehicle. You can print or preview this information.

Manifests — Trips

x
Company ||.e\ Ll [ All Companies
Trip Number | LI I~ Al Trips
Departure Date Range [/ [ &ll Dates

|1

¥ Show Manifest 2mourt and Cost W Show Contractor Fugl Surcharge

I~ Save As.... Print | Preview | Cancel |'?|

The manifest by Trip report allows you to list all of your manifests by Trip Number. You can print or
preview this information.

Manifests — Container

%% Manifests - Container =
Company |A vl [~ All Companies
Container | vl [~ &l Containers
Route | B vl [~ &l Routes
Departure Date Range | I

[~ All Dates
I i
Order Repart By % Wanifest, ETD (" ETD, ETA |
[V Showy Manifest Amourt snd Cost [V Showe Cortractor Fuel Surcharge
) ) "
[eaee Frint | Preview | Cancel | ? |

The manifest by container report allows you to list all of your manifests by container. You can print
or preview this information.
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Manifests — Fatigue Management

x
company ||4 x| T Al Companies
Route [ x| I AlRoutes
Dirivar [ x| I Al Drivers
Vehicle | LI I Al Wehicles
Diate Range [14 [ Al Dates

| ra
[~ Save As.. Frint | Freview | Cancel | ? |

The fatigue management report allows you to report by route, driver, vehicle and date range on the
information from the trip plans section on the manifest entry. You can print, preview to screen or
save this information to an excel file.

FuLL VEHICLE STATUS

&% Full Yehicle Status x|

Date 240472008 =

I~ Save As.... Print | Preview | Cancel |7|

The full vehicle status report allows you to view the status of your vehicles and lists vehicle number,
time of departure, and time of arrival and destination. You can print, preview to screen or save this
information to an excel file.

INVOICE REGISTER

B
company |A ;| [ Al Campanies
Invoice Mo, | =] W Allinvoices
Customer | LI v All Customers
Date Range i

I [ Al Dates
[ 11
[~ Save As. . Print Freview Cancel | ‘? |

The invoice register report allows you to list all of the invoices for a specific invoice, customer and
date range. The report will show you the invoice number, customer, total invoice amount ex gst, gst
and total including gst. You can print, preview to screen or save this information to an excel file.
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CUSTOMER FUEL SURCHARGE EXPIRY

x
Date Range i -
I = [~ All Dates
|14
[ Save As... Frint | Preview | Cancel | ? |

The customer fuel surcharge expiry report will give you a list of all customers where their fuel
surcharge will expire within a date range You can print, preview to screen or save this information to
an excel file.

CONTRACTOR FUEL SURCHARGE EXPIRY

&% Contractor Fuel Surcharge Expiry x|
Date Range | i -
I = [~ Al Dates
|14
[~ Save As Print | Preniew | Cancel | ? |

The contractor fuel surcharge expiry report will give you a list of all contractors where their fuel
surcharge will expire within a date range. You can print, preview to screen or save this information
to an excel file.

SPLIT CONSIGNMENT LisT
x|
Campany Ila\ x| I Al companies
Status I ~| ¥ Al Status
Cohsighment | ¥ All Consignments
Route | _ ~| [ AllRoutes
Date Range r
I [~ &l Dates
| re
[~ Include GST
™ Show Split Details
I- Save As. Print Preview Cancel | ? |

The split consignment report allows you to list all of the consignment that you have allocated splits
to. This information can be selected by status, consignment number, route and date range. You
have the ability to show the split details. If you select to show the split details the report will show
you the original consignment and the splits allocated to the consignment. You can print, preview to
screen or save this information to an excel file.
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INVOICES

x|
Campany |!4 x| I Aicompanies
Custormer | | W Al customers
Imyoice | | ¥ Allinvoices
Invoice Date Range | i
™ &l Dates
| ri
* Summary " Detailled |
I~ lInclude G5T Detail Line
[ Save As... Print Preview | Cancel | ? |

The invoices report allows you to select by customer, invoice and date range the invoices to show.
You can view this as a summary or detailed report. The summary report will show you each invoice
and its total and the detailed report will show you the details of the invoice. You can print, preview to
screen or save this information to an excel file.

EXCEPTION REPORTS

Customers with no Cubic Conversion

%% Customers With No Cubic Conversions x|

Mo Data Entry Required

Frint Preview Cancel | @ |

The customers with no cubic conversion report allows you to run a report that will show you all of
your customers that you have not setup cubic conversions for in the customer master file.

Customers with no Pricing

?" Customers With No Pricing ﬂ

Mo Data Entry Required

Frint Preview Cancel | ? |

[ Save As

The customers with no pricing report allows you to run a report that will show you all of your
customers that you have not setup customer pricing for in the customer pricing master file.

Customers with no Pricing on Routes Being Used

G*" Customers With Mo Pricing on Routes Being Used 1[

Mo Data Entry Reguired

Print P review Cancel | ? |

[~ Save As....

The customers with no pricing on routes report allows you to run a report that will show you all of
your customers that you have not setup customer pricing for where they have consignments entered
into the system for routes other than what is in your customer pricing master file.
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Customers with Pricing on Routes not Being Used

#’ Customers with Pricing on Routes Nok Being Us 5'
Date Range i -
I o I™ All Dates
[ a1
) ) .
™ Save As... Print | Preview: | Cancel | _ |

The customers with pricing on routes not been used report allows you to run a report that will show
you all of your customers that you have setup customer pricing for that have consignments entered
into the system for routes that are not been used. You can select the date range of consignments to
check to see if the route has been used or not.

CUSTOMER SALES
x|
Caompany ||4 =] [ All Companies
Status | =l Al Status
Customer | ;l [ All Customers
Route | =] [T Al Routes
Date Ranoe 1
I [~ All Dates
| ri
[~ Include GST
[~ Save As... Print | Preview | Cancel | ? |

The customer sales report will show you a total consignment amount for each of your customers.
You can filter this information by status, customer, route and date range. You can print, preview to
screen or save this information to an excel file.

WEEKLY CUSTOMER SALES
=]

Campary |A

=
=l

Customer |

Date Fange | P

Month 1 [ = rear 2008
Month 2 [ = Year 2008
Month 3 ﬁ Year 2003
Manth 4 [ =l Year 2008
Month 5 [ = Year 2008
Month B [ = rear 2008
Month 7 I—;[ Year 008

RRRRRR

[~ Save As Frint | Freview | Cancel |

The weekly customer sales report allows you to report on customers’ sales for up to 7 months. The
report will show you the customer details, consignments grouped by route code and the total of
consignments, items, weight, volume, net revenue, average weight and average weight per KG for
the route code. It will also show you the last 7 weeks figures as well as the monthly figures you have
selected. You can print, preview to screen or save this information to an excel file.
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MissING CONSIGNMENT REPORT

x
Company |I4 ;l
Starting Mo. | 0
Last Mo. | 0

Howy Many Leading Zeros does the Consignment Mumber have?

I ;I v hone

Frint | Freview | Cancel |'?|

The missing consignment report will allow you to search for any consignments that are not in the
system for a specific starting number and last number. If your consignment numbers contain leading

zeros (e.g. 0000101) you can select the number of leading zeros to include in the search. You can
print of preview this information.
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CUSTOMER SERVICE MENU

CUSTOMER SERVICE ENTRY

Browse Screen
|i Customer Service Yiew = |EI|5|
Ciate Service Mo Status (Consignment Ertered By |Cu510rner -
0S/09/2006 00000005 COMPLETE 1000454 WORCOM ACCESS SALE

-

ol
Find Display Print Cancel | ‘?l

Open the customer service entry screen and enter the company code and consignment number and
date relating to the customer service query. Enter the name of the person entering the customer
service entry.

Data Entry Screen
x
Compary |,a, x| GBS |ACCDD1 = _I Browse
Service Mo, [oonoooos |ACCESS SaLES PTY LTD T
consignment [1000s54 [P0, Box 351 -
|
Date [psimarz008 |BEENLEIGH QLD
Entered By [NORCOM | 4207
Phone |07 3333 0000 Cancel
Sender [accon =l | I —_—
Cantact  |FRED GREEN GoTo
|accEss sALES PTYLTD L=
|p.0. BOX 991 Cantractor | =] | Delete
|BEENLEIGH LD Driver |2222 =] | Exit
| 4207 Marne [JOHN SMITH

Phone | Seniee Categony [oF <]
Receiver [aLpoot =1 || responseTime | -]
[ALPHA CONFECTIONERY Despateh Date  [ormezooe
|17 vaLLiam ST lterms IW Received 0.00

|BaLacLava vIC Container f
| 3183
Phone |

Description |
Status | COMPLETE - I

Query Fred Green called. 2 pallets were damaged intransit. He will be sending in an inwoice for the damages.

ALion | questioned driver about the damage. He said forklitt driver at pickup damaged them.
Called Fred back, he will investinste futher, Mo further sction taken,

= f

When the consignment number is entered, the system will search for the consignment details and
import the customer, sender, receiver, and despatch date, number of items and description of freight
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into the customer service entry screen. It will also pick up the contractor or driver information from
the manifest.

Next, enter the service category. These will need to be set up in the utilities menu first. This is not a
mandatory field, but is a useful tool when running the customer service report. Two examples would
be - DF (damaged freight), DC (debt collection).

Next, enter the response time. These will need to be set up in the utilities menu first.  You might
want to set these up as intervals between initial query and completion of action. For example, by
number of hours taken to resolve the query.

Enter the query relating to the consignment, leaving the status of the query as not complete.

When the query has been resolved, enter the action taken to resolve the query and change the
service entry status to complete and save the record.

CUSTOMER SERVICE REPORT

1'*' Customer Service Repork El

Cansigniment [ All Consignments

Customer || ~| [ AlCustomers
Sender | x| I AllSenders
Recaivear | x| " AlReceivers
Contractor | ~| " Al Contractors
Diriver | x| [ AllDrivers
Entered By | B
Service Mo | ~| [ Al Serice No's
| =
| i
i
i

Status [ All Status
Service Categnw| [ Al Categories
Response Time | [~ Al Times
Container Mo, | [~ All Containers
Date Range i

I [~ Al Dates

| 17

[ Group Report By Customer

™ Save As... Print Presiewy Cancel 7

The customer service report can be ordered by any combination of the fields on the above screen
and can also be grouped by customer. The report will list in service entry number order; therefore, if
you request the report for a particular consignment, all service entries for that consignment will list
chronologically on the report.

You have the option to print direct to a printer, preview to screen and then print to a printer or to
save the report to an Excel file.
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PALLET CONTROL MENU

To allow accurate reporting of pallet movements, you will need to set up pallet types.
through the pallet type option in the Utilities menu of the Freightmate module.

This is done

The information gathered for the pallet control reports comes from two areas. The first is from the
delivery docket entry screen, and the second is from the pallet adjustment option.

PALLET ADJUSTMENT ENTRY

Docket Entry Screen
=
Company I x| | customer [ =] _I Broivse
Job Murmber | | aeld
Consignment | I =
Pickup Date  |24/0412008 |
. Save
Delivery Date |25m4r2003 | |
Cancel
Route | N L'Km| 0 Container o |
[Delete
Sender | =] _I Receiver | =] _I o
I I LEu][u]
I I CQuote MNotes
| I | I Exi
Fallats In I—D Trip Tirme 000 Time Slot I o aM Fresw. | Mext
Type lﬁ PalletSpaces| i} Manifest |
- | Gtatus |No'|' COMPLETE vl Amount § 0.00 Create an Auto
Generated
Pallets Qut I 0 | Instructions 2| Hazardous [ I —
Tipe I vl ﬂ Class I— Manifest

The pallet file is updated when the docket is saved and can then be seen in the pallet adjustment
browse and reports. These cannot be edited in the pallet adjustment option, however if the docket is
not complete the pallet details on the docket can be edited.

Pallet Adjustment Browse

i Pallet Adjustment Browse o ] 4|
Type Dt Docket Custamer |G‘euanﬁty |F‘El||8t Type | -
ouT 24/05/2005 1000538 ALPHA COMFECTIOMERY 2 CHEP

=1
4 F I
Display Cancel | ? |
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The pallet adjustment browse window displays all of the information entered into the system
regarding pallets. The display button will open the pallet 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. To open a fresh data entry screen, select the
display button and the following screen will appear.

Pallet Adjustment Entry
& Pallet Adjustments Entry x|
Custamer | .I Brovyse
I Add
Location | -] Edit
I Save
Fallet Type I vI Cancel
Transaction Type | -I Delete
Docket Number | Exit
Date [24mar2008 =
Quantity | o _—
Motes =1
-]

To allocate pallet dockets, which have not been entered through the delivery docket entry screen
these can be entered through the pallet adjustment entry screen. You will need to select customer,
enter a location, select pallet type, transaction type, docket number, date of adjustment and quantity.
You also have the ability to enter notes if you wish. You have the ability to browse, add, edit save,
cancel and delete these entries.

PALLET STOCK SUMMARY
i

Custorner |
Pallet Typa |

¥ Al Pallet Type

I7|
I7|

Date Range I
I I~ &l Dates

R

Print | P rewiew | Cancel | '?|

Information in the pallet stock summary report can be ordered by specific customer, pallet type, date
range or all and displays pallet type, customer, location, movements in and out and pallet balance
for each customer. It also totals movements in and movements out and total balance.

PALLET MOVEMENT REPORT

5
Customer | LI ¥ Al Customers
SenderfReceiver' Ll | I~ Al
Date Range I

I [~ Al Dates
|14
Print | Preview Cancel | ? |

Information in the pallet movement report can be ordered by specific customer, sender/receiver,
date range or all and displays pallet type, pallet movement type, customer, docket, description,
movements in, movements out and balance. The report prints one line per docket and also shows
total movements in, movements out, and total balance.
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UTILITIES MENU
VEHICLE / TRAILER TYPES
x|

Yehicle ! Trailer Types -

SPREADER
TAUTLIMER
UTE

-
w
|

d

The vehicle / trailer types is a master file for the vehicles and trailers master file. The information
entered here can be used to apply against your vehicles/trailers for the reporting purposes.

Find Display | Cancel

i ¥ehicle / Trailer Type 1'

Wehicle i Trailer Type  [PRIME MOVER

[ Exclude &l Yehicle & Trailers with the ahove vehicle type from
the Cost Summaty. and Vehicle & Trailer Prafit & Loss Reparts in Flectiiate.

I™ Exclude from Usane Exception Report

Browse |Erevi0us| Mext | Goto Edit | Save |Cancel | Deletel Exit |

DEPARTMENTS
|

Departments | Description | Company |«
DEFAULT A

ali] DEFAULT B

-
4| | »

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 departments.

=
Department Code Inu Description |DEFAULT
company IA State |3 vl
Browwse |Erevi0us| =k | Goto | Add | Edit | Save | Cancel | [Leleta | Exit |

If you have more than one company, the department codes must be set up in each company.
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CHARGE CODES

Charge Codes | -
PL
T

-
q 2
Print | Find | Display | Cancel | 7 |

The charge codes master file is used to enter your charge codes. The charge code is used to link
the product, customer and route code for setting up of standard and customer pricing when entering
your consignment notes.

% Charge Codes x|
Charge Codes KG r ™ volume v \Wiaight
[~ Charge Code is Inactive Select Only One
Browvse Erevious et | Goto | A | Ecit: | Save Cancel Delete: Exit: |

To open a fresh data entry screen, select the display button. Enter the charge code and then tick
the appropriate box. For example, if you enter kilograms or tonnes, select the weight option, if
pallets are entered, selects the items option and if the charge is by cubic, then you would select the
volume option. The charge code is used to assist with the calculation of the pricing of you
consignments.
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ComMPANY RECORDS

In the company records option you have the ability to store all relevant company data for producing
system generated invoices, purchase orders, repair orders, with company details, address,
telephone numbers, ABN number. This option also records important data such as bank account
details, superannuation guarantee %, and default general ledger accounts in one central area for
accessing to produce documents and financial reports.

Company Browse
+ Company [_ (O] x|
Company | Mame Trading A=z Address Address |~
MORCOM DEMO SYSTEM PO BCH 1485 GEELOMG

1] 3
Find Display Print Cancel | ‘?|

The Company file browse window displays some of the information entered into the Company
master entry screen. You have the ability to find, display and print from this window. For more
information on these options, refer to Operator Prompts at the front of this manual.

General

& Company |

Company Name |NORCOM DEMO 5¥STEM

Accounting | Account Cont. | Ao, Mumb | Cther | Footer Maotes | Motes | Prirter | Cther Cort. | Online Setup

— Contacts
Default Campary |A Phane 1 |03 52573385
Trading As | Fhaore 2 |
MName INORCOM DEMO S STEM FIEE I
Address |P.o.BOX 1435 Fhone & |
[oerone Fax |03 52573391
|VICTORIA o Ermnail |norcom@lransmate.com.au
ACN Nurmber —
Other Address |
| Connote Route | B vl
| Average CostperKIm| 1.0000
Standard Hourly Costl 0.00

i

Broveze | Ereviousl Mext | Gota | Al | Eclit | Save | Cance| | Delete | Exit |

There are multiple 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
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these screens either use 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

& Company X

Company Name [noRCOM DEMO SSTEM

General Account Cont. | Auto. Mumk | Cther | Footer Motes | Motes | Prirter | Cther Cont. | Cnling Setup
[ Fiscal Year [ Accounts
‘fear Beginning |D1.rDmDDS ] Sales 195 -
Debtors 662 x

. nth
—Fiscal Month Creditors 883 e

Diebtors Month I 4 T 553 -
Creditors Month I g Bank 680 i
Payroll Month I & Wages 470 ~
Contractors Manth I 7 Group Tax 471 -

—Departments Payrall Clearing I‘W1 A jv

Debtors Department i} -

PPS 473 v
Creditors Depariment |00 i Contractor Eamings 455 v
Contractors Department |DD 'l Contractor Insurance 474 -
Bank Department oo ki P&L Appropriation 601 v

Storage Department uli] o Storage |1955 vl
Payroll Departrment 13 A Income fram YWarkshop | | Al

Browwze | Ereviousl et | Goto | Add | Edlit | SavE | Cance| | Delete | 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.

Accounting Continued
|

Company Name [ORCOM DEMO S¥STEM

General | Accounting | Auto. Numb | Cther | Foater Motes | Motes I Printer | Cther Cont. | Online Setup

—GST Accounts C

GST Registered 7 YES - Wine Tax T -

ABN |1 2 345 678 910 Luxury Car Tax 589 -
Branch Murnber l— Sales Tax 539 =
GST Percentage % l—mgg PAYG With Holding Tax  [aa4 -
GST Default Account ra - PAYG Tax Installment g94 -
With Holding Tax % [ = FBIT Tax o2 =
GST Inclusive % I—g_gg Deferred Company Tax  [z93 =
Superannuation Control I—LI
Superannuation Expense I—;I

Works I vl
Fuel Rebate Revenue | vl orreare

Fuel Rehate Control | Ll

Fuel Rehate Department -
parment | B KD

Browese | Ereviousl et | Goto | Aol | Eclit | Save | Canee| | Delete | 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.

126



Auto Numbering
=

Company Name [NORCOM DEMO SYSTEM

General | Accounting | Account Cont. Cther | Foater Motes | Motes | Printer | Cther Cont. | Online Setup
Caonsignment Number [ 100008 IMPORTANT !!!
X If wou have cancelled an invoice from Freightrmate,
Ireoice Mumber | 164 PLEASE DO MNOT atter the invoice starting number
. =0 you can use the invoice number again. f you
IRAGFEN? Oy (ITIEE I 18 do thiz, problems will arize in the system that you
Purchase Order Mumber I =9 will be unable to correct.
Manifest Mumber | 100186 This appligs to all start numbers. If you have any
. X gueries regarding thiz please call Morcom.
Export Receival Advice Number| 0
Debtors Credit Mumber | e
. Edlit Auto Mumbering Infarmation Cnly
Debtars Debit Murmber | 18
. Save Auta Mumbering Information Snl
Debtors Invoice Mumber o = 22 - .
Contractors Recipient Invoice | 24 ¥ Doinot hayve leading Zeros on manitest number.
Repair Order Invaices I W I 11 W Doinot heve leading Zeros on consignment numker.
Customer Service Mo, I 5 I~ Do ot hieve: lesding Zeros on Staremste Mavement
Rernrmitance Murnber | 47 Llﬂ

Browse | Ereviousl [et | Goto | Al | Edit | Save | Cance| | Celete: | Exit |

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.

Other
X

Company Name |NORCOM DEMO S¥STEM

General | Accounting I Account Cont. | Auto. Mumk | Foater Motes | Motes | Printer | Crther Cont. Online Setup

Barik ICBA FreeCargo D I
Bank 1.0 |1 11111 Send FreeCargo Email Ta
e |0s2-508 I

My Email that the Freecargo Data will come Ta
Our &ccount Mumber |123455739 I

Group Tax Mumber I . ) )
This is the main Company of all my Companies [

Chep Accourt Mumber I

) ) FPS Payee Number | _
Storemate - Allowe for multiple Products per Location @

o Charge by Broduct « Charge By Praduct Type Super Guarantee % I Q.00
Motional Tax Amourt I 000 Termination Tax % I 0.00
Ta¢ Inztallment Rate I 000
Base Instalment Income | 0.0

POD Logation | _| s

Brovwese Previous

et | Goto | Ao | Eclit | Save | Canze| | Celete: Exit |

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).
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Footer Notes

& Company |
Company Name [NORCOM DEMO SSTEM
Genetal | Accounting I Account Cont. | Auta. Mumk | Cther  Footer Notes | IMotes | Prirter | Crther Cort. | Online Setup
Invoice Motes Statement Notes
o =
= ]
Manifest Motes Payroll Payslip Motes
= =l
= =
POD Return Instructions Office Use Only
= =l
= =
K1
Browyse Brevious [ext | Goto | Aol | Eclit | Save | Cancel | Celete Exit |

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 the customer master file to
print invoice and statement notes for a particular customer.

Notes
& Company X
Company Name [noRCOM DEMO SSTEM
General | Accounting I Account Cont. | Auto. Mumk | Cther | Footer Motes ~ Motes |Printer | Cther Cont. | Cnling Setup
Motes
I =l
]
2]
Browyae | Brevious | [t | Gota | Ao | Ediit | Save | Cancel | [Delete | Exit |

The seventh screen can be used for the recording of any general information.
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Printer
=

Company Name [NORCOM DEMO SYSTEM

General | Accounting | Account Cont. | Auto. Mumb | Cther | Footer Motes | Maotes Cther Cort. | Online Setup

Frinter Type

& Febra 4 PerPage on &4 " Lahel Printer Using PrinterDriver|

Frintto Port COM Port Settings

& LPT1 Bits Par Second Igsuu vl
CILPT2 Data Bits [6 -1
T LPT 2 .

oM Farity INone 'l
 COoM 2 Stop Bits |1 'I
oM 3 Flow Control ID:ND Handshake vl

|

Browyse | Ereviousl [t | Goto | Aol | Edit | Save | Cancel | Delete | Exit |

The printer setup option is used for some of our clients that use label printers. This information does
not need to be entered unless we tell you to.

Other Continued
X

Company Name |NORCOM DEMO S¥STEM

General | Accounting I Account Cont. | Auto. Mumk | Cther | Foater Motes | Motes | Printer Online Setup

PayMate Pay Slips - Entitlements
™ Show &nnual Lesve | Show RDO's

™ Show Personal Leave

2

Browyse Brevious [ext | Goto | Aol | Eclit | Save | Cancel | Celete Exit |

The other continued page allows you to select what payroll entitlements to print on your Payslips in
Paymate.
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Online Set-up
|

Company Name [ORCOM DEMO S¥STEM

General | Accounting | Account Cont. | Auto. Numb | Cther | Foater Motes | Motes I Printer | Cther Cont.

Transmate Online

Your Weh Code |N0Rcom1

Email Details
Email Address that the Transmate Online Files will come to -
|norcom@lransmate.com.au

Bcc-Email Address that the Transmate Online Files wvill come to -

& Wicrosoft Outlook Express
" Microsoft Qutiook

Browyse | Ereviousl [emt | Gota | Aol | Eclit | Save | Cancel | [Delete | Exit |

The online setup page is used with our web entry system. This is called Transmate Online. It allows
your customers to enter in consignments onto the web site and download them directy into your
system. Transmate Online also allows your customers to view consignment details, stock summary
and stock movement reports if you use Storemate and also allows you to upload POD’s onto the
web for your customer to view. If you use Transmate online you will need to enter in your web code
(this will be supplied by Norcom) and an email address that the information keyed into the web will
be emailed to. If you purchase Transmate Online you will receive full details on how to get it setup.

LOCATIONS
]

Location Description [=
STATION 1

L o’

Print Display Cancel | ? |

The locations master file allows you to setup locations. You can enter a location code and
description. This is for your own records only.

x4
Location || Description |

Browse | Ereviousl et | Add | Edit | Save | Cancell Lelete | Exit |
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CUSTOMER TYPES

[ Customer Type Yiew |

Type Drescription | -
CASH O DELIVERY

B 7 DANS ACCOUNTS
C S0 DAY ACCOUNTS
| INTEREST

-~
Ll 3

Display | Print | Cancel | ? |

The customer types master file is used so that you can separate your customers into groups. Once

these are setup you can allocate a customer type to each of your customers and print some reports
by the customer type.

5
Custamer Type |A Description ICASHONDELIVERY
Browse | Previous | Mext | Goto Edit | Save | Cancel | Celete | Exit |

PALLET TYPES
i
Pallet Description —
CHEF PALLETS
LOSCAM LOSCAM
PLAIM PLAIMN

-
a| | »
Display | Print | Cancel | ? |

The pallet types master file allows you to enter in the types of pallets you use. This information is
then linked to various sections of Freightmate and Storemate.

[ Pallet Types =]
Fallet Type Code IcHEp
Description |cHER PaLLETS:
EIrowselEreviousl et | Goto Edit | Save | Cancell Deletel Exit |
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STATES

5

State Code | Description |L
R FEW SOUTH WALES
T T

=t

TAZMANA

WICTORS

WWESTERM AUSTRALLS

=

«| | al
Dizplay | Print | Cancel | ?l

The state code master file allows you to enter in the state codes that you use.

’i States Enkry

x|
State Code WIC
Description IVICTORIA
Browse | Previous Jill Goto | Add | Edit | Save | cancel | Delete | Exit |
Post CoDES
X
[post Coge [zone Jorea [Btate_ [pirect Port [=
MEL MELBOLRNE WIC MELBOURME DEPOT
3223 STL ST. LEONARDS WIC GEE
< o
Find | Display | Print | Cancel | ? |
The Postcodes master file allows you to enter in your postcodes.
x
Post Code [3o00 Araa |MELBOURNE
Zone IMEL State I\.-'|c
Direct Fort IMELEIOURNE DEPOT

[~ @nforward

Erevinusl Dlext | Goto | Add | Edit | Saye |Cance|| Deletel Exit |
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SALES AREAS

,i Sales Areas |
Sale Ares Description | -
WICTORIS METRO
WIC2 WICTORIS REGIONAL
=]
4 3 |
Display | Print | Cancel | ? |

The sales area master file allows you to setup the sales areas that your sales people are related to.

Once these are setup you can enter the sales area into the employee master file against your sales
people.

[ Sales Areas

=
Area Code IV'C1

Desctiption IVICTORIA METRO

:Ereviousl Hext | Gata | Add | Edit | Save |Cance|| Deletel Exit |

DRIVER INCIDENT REASONS

li Driver Incident Reasons ﬂ

Incidert Reazon

SPEEDING

-
A 2

Display | Print | Cancel |‘?|

The driver incidents master file allows you to setup your incident types for your employees. Once
this information is setup, you can enter in incident details against the employee via the employee
master file.

li Driver Incident Reasons

X

Incident Reasan |,u_cc|DENT

BrowselEreviousl et | Gata

Save | Cancel | Deleta | E:xit |
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SERVICE CATEGORIES

,i Service Categories 5'
Service Code Description | o
ACCOUNTS

LATE LATE DELIVERY

SALES SALES INGQUIRY
=

4 2 |
Display | Print | Cancel | ? |

The service categories master file allows you to setup service categories that are used in the
customer service options. Once these service categories are setup, you can enter in your customer
service details and report by the service category.

|i Service Categories ﬂ

Service Code ACC

Desctiption IACCOUNTS

'Ereviousl Mext | Goto | Add | Edit | Save |Cance|| Deletel Exit |

RESPONSE TIMES

x

Feszponse Code | Description | =
1 DAY

THOUR 1 HOUR
ZHOUR 2HOURZ
3-8 3-8 HOURS
30 bl 30 MINUTES

=
« o
|

Display Print Cancel |

The response time master file allows you to enter in the response tomes that you can then allocate

against your customer service options. This will give you indications on how long it takes to complete
your customer service inquiries.

EResponse Times 5[
Response Code |1DAY
Description |1 Dy

Ereviousl Mext | Goto | Add | Edit | Saye |Cance|| Deletel Exit |
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INDUSTRY CODES

li Industry Codes x|
Incdustry Code | Description | B
FREIGHT
=1 STORAGE
=l
: ol
Display | Frint | Cancel | ? |

The industry code master file allows you to setup your industry codes for your customers. Once you
have setup your industry codes, you can allocate them to your customers and run a deliveries by
industry code report.

|i Industry Code Entry x|
Industry Code |FR

Description IFREIGHT

| Hext | Goto | Add | Edit | Save |Cance|| Deletel Exit |
EXPIRY TYPES
xl

Expity Types &

FY
-
i

d

The expiry types master file allows you to setup expiry types that you can then allocate against your
vehicles via the expiry page in the vehicle and trailer master file entries.

i Expiry Types il

Print Display | Cancel

Expiry Type  [PERMITS

Browse |Ereviaus| Mext | Gota Saye | Cancell Delete | Exit |
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VEHICLE / TRAILER CATEGORY TYPES
|

Category Type -

PRIME MOYER
ROAD TRAIM

-
4 2

Print Display | Cancel |‘F'|

The vehicle \ trailer category types master file allows you to setup category types for your vehicles

and trailers. Once this information is entered, you can then allocate the category type to the vehicle
and trailers.

+ ¥ehicle / Trailer Category Type ﬂ

Category Type IEI DOLBLE

Elmwse Ere\riousl Mext | Gotn | Add | Save |Cancel| Delete | Exit |

TRAINING CATEGORIES

[E Training Categories x|

Training Categary —

ADY ANCED YWAREHOUSING
BASIC YWAREHOUSING
DATA ENTRY

-
4 F

Display | Print | Cancel |'?|

The training category master file allows you to setup training categories for our employees. Once
this information is entered you can then setup employee recommended training courses and
completed training courses in the employee master file.

|i Training Categories 1[

Category Code |Accoums PAYABLE

Browse |Erevious| Mesxt | Gota

Edit | Saye |Cance|| Deletel Ezxit |
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CuUSTOMER CATEGORIES
X

Customer Category =

FLATIMLIR
SILVER
STAMNDARD

-
4 k

Display | Frint | Cancel |'?|

The customer categories master file allows you to setup customer categories that you can allocate
against your customer. The customer category can be entered onto the other continued page of the
customer master file.

|i Customer Categories ll

Customer Category |oo|_|:)

ElrowselEreviousl ext | Goto Edit | Save |Cance|| Deletel Exit |'?|

MANIFEST PRE-TRIP CHECKS

-lo/x

Type Description Compliant | -

DRIVER Converzation Coherent and not apparently tired

“WEHICLE D fLong Yehicle § Crversize Signs Signs Available

TRAILER DG ¥ Long Yehicle ¥ Oversize Signs Signs Availakble

DRIVER Drivers Licence Sighted and Current

“WEHICLE Emergency Triangles Sighted

DRIYER Eyes Displaying effects of Fatigue

“EHICLE Fire Extinguisher/s Installed & Current

DRIVER Hasz any part of the last 72 hours been worked between 12 Tick if Yes

DRINVER Has= the driver had a minimum & hours continuos sleep in the Tick if Yes

CRIVER High *izibility “est or Shirt WWarn

“EHICLE Lights Al Operational

TRAILER: Lights Al Operational

TRAILER: Load Restraints Load restraint equipmert available & suitabh —

WEHICLE fdirrars Fitted & In Good Condition

“EHICLE Mudguards & Mudflaps Good Condition

“EHICLE Mumber Plates Good Condition

TRAILER Mumber Plates: Good Condition

YEHICLE PPE Bag or D0 Bag Sighted

TRAILER Rear “ehicle Marker Signs Good Condition & Legible =
: on

Display Print Cancel | ﬂ

The manifest pre-trip check list entry allows you to setup all of your pre-check that you would do on
a vehicle \ trailer \ driver etc. before you send out the vehicle. When you enter in a manifest, this
information is automatically allocated to your manifest. When you have entered in your manifest you
can select to print the checklist and then you can mark the detail off for the manifest.
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[ Manifest Pre-Trip Checks x|
Type |+EricLE =l
Description IReg\S{rat\nn Sticker
Compliant |Currem
Comments =]
[]
Brovwese | Previous | Pt | Thdd Eciit | Save | Cance| | Delete | Exit 7

To add items to the pre-trip checklist, select the add button, enter the information you want displayed
on the pre-trip checklist, then select save.

CONTRACTOR TYPES
5
(Cortractor Type | -
CiWhER DRIVER
4 |
Display | Print | Cancel | ? |

The contractor types master file allows you to setup contractor types that you can allocate against

your contractors. The contractor type can be entered onto the general page of the contractor master
file.

4

Contractor Type  [CARER DRIVER

Browese Previous

Goto | Acdd | Eclit | Save | Cancel

Delete

Excit |’r‘|
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CUSTOMER FUEL SURCHARGE ALLOCATION
£

Customer Code | vl
Customer Type I vl v A&l

Fuel Percentage 000
Fuel GIL Code | vl
Fuel Department Code | vl

- Keep Existing Customer Fuel Department Codes

Il Keep Existing Customer Fuel General Ledger Codes

This will add the Fuel Surcharge information to your customer
master file that is needed for allocating Fuel Surcharge to therm.

Add Information | Cancel |7|

The customer fuel surcharge allocation option will allow you to go and alter all the customers’ fuel
percentages without having to go into each individual customer record. You can select to only
change it for a selected customer code and \ or customer type. You also have the option to keep the
existing fuel surcharge department code and general ledger code.

CONTRACTOR FUEL SURCHARGE ALLOCATION
i

Contractor Code | vl
Contractor Type | vl a1

Fuel Percentage 000
Fuel GiL Code | vl
Fuel Department Code | vl

This will add the Fuel Surcharge infarmation to your Contractor
rmasterfile that is needed for allocating Fuel Surcharge to therm.

Add Information | Cancel |'?|

The contractor fuel surcharge allocation option will allow you to go and alter all the contractors’ fuel
percentages without having to go into each individual contractors record. You can select to only
change it for a selected contractor code and \ or contractor type.
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DELETED DELIVERIES REPORT

&® Deleted Deliveries =

Company IA vl I All Companies
SO I o

I

[~ Save As.. Print | Preview | Cancel |'?|

The deleted deliveries report will show you any deliveries that have been deleted by a user. You can
select this information by date range.

REMOVE MANIFESTS FROM COMPLETE SCREEN
x|

Route _ | W Al Routes Wigw |
Company |A vl

** Manifests that have been updated to Contractors will not sppear here **

Co | Manifest | Origin Destination ETD “ehicle Revenue
& 230 2400212006 01:19:51 0.000 =
& 233 i DA 0.000
& 234 i DA oa04 0.000 I
& 235 i DA 0.000
& 235 i DA Pht1 0.000
& 240 17032006 12:00:00 0.000
& 24 17032006 12:00:00 0.000
& 242 17032006 12:00:00 0.000
& 243 17032006 12:00:00 0.000
& 244 210032006 12:00:00 0.000
& 245 240352006 12:00:00 P 0.000
& 246 240352006 12:00:00 P 0.000
& 247 260352006 12:00:00 504 0.000 LI

** PLEASE MOTE : Once you have removed manifests you will no longer be able to alter them **

Select All | Remove Manifests from Complete Screen | Exit | 9 |

The remove manifest from complete screen option allows you to remove old manifests that have not
had a contractor allocated to them and updated to Accountmate. Once these manifest are removed
they cannot be brought back. They will still be left in the system so they can be reported on. You can
use this screen if maintain the amount of information that shows in your Un-Complete Manifest
option in the Manifest menu.
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FREQUENTLY ASKED QUESTIONS

What happens if | need to change a user profile?

Each login and application work independently, so you can have some applications pass worded
and others not, and you can have different users in each application.

To enter/edit passwords onto existing user accounts, go into Freightmate, select the ‘administration’
button and enter the password. You can then edit/add a password and access for the individual
user. Each page represents a menu and each item on the page is a menu item that can be ticked
for the user to be able to access or not ticked and the item will be greyed out on the menu and they
will not be able to access that option.

If you wanted to change the name on a user profile, it is better to delete the original profile and re-
enter with the new user name and password and select the options the user is to have access to.
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