TPN INVOICING
SYSTEM

This system allows depots using the TPN depot system to raise client invoices by reading
data already held.

Updated 11 July 2014
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Chapter One - Installation

Downloading TPN Invoicing
Open up Internet Explorer

Go to http://www.zipzap.co.uk/ (you can click on this link)

Click on Downloads

Click on [TPN Invoicing] (you can click on this link)

NOTE: You will be given an option to RUN or SAVE.

CLICK SAVE INSTEAD OF RUN, SELECT ALOCATION YOU WILL BEABLE TO

FIND LATER (EXAMPLE — DESKTOP).
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http://www.zipzap.co.uk/
http://www.zipzap.co.uk/invoice/setup.exe

Installing TPN Invoicing

Double-click setup.exe

The setup file will first look to see if the Invoicing System has been installed before.

]

Locating Previous Installation!

First Time Installers — follow these screens:
The first screen to appear is shown below:

Welcome E =] @

Welcome to the TPN Invoicing
Setup Wizard.

The wizard will install TPM Invaicing on your computer.

it is strongly recommended that you exit all Windows programs
before munning this Setup program.

Click Cancelto quit Setup and then clase any programs you have
running. Click Meat to continue with the Setup program.

WARMING: This program is protected by copyright law and
intemational treaties.

[ Mead = ] | Cancel

Click Next to continue
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Please enter the Answer to the below question. =] @ [
Please enter the Answer to the below question.
This package has been password protected.

The question to quote is TIS1472828

To get the required answer, please contact Jpzap on 01522 684705,
Answer:

| <Back | Net> || Cancel

The next screen shows you a question to quote. To obtain the answer contact
ZiIPZAP Computers on 01158 882830.

Enter the Answer and Click Next

Select Destination Folder
Destination Folder
Click Next to install to this folder, or click Change to install into a different folder.

Flease enter the location where you would like to install the program. You may type a new
folder name or click the Change button to find a new location.

Install TPN Invoicing to:

C:\Program Files\TPNINVIG

<Back | MNet> |[ Cancel

NOTE: If using Windows 7 and above install on the Local C Drive. Any previous
windows install in the Program_Files directory
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Ready to Install

Ready to Install the Program
The wizard is ready to begin installation.

If you want to review or change any of your installation settings, click Baclk. Click Cancel to exit
the wizard.

Cument Settings:

Destination Folder
C:%Program Files\ TPNINVG

Digk Space Reguirements
£2.803K

< Back |[ M = l | Cancel

Click Next

Setup Wizard Complete

The Setup Wizard has successfully installed TPM Invoicing. Click
Finish to exit the wizard.

Finish = = | &2

Click Finish and the program is ready to open
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If TPN Invoicing has been installed before:

IMPORTANT INSTRUCTIONS PLEASE READ

THE TPN INVOICING SYSTEM AND DEPOT SYSTEM RUN IN CONJUNCTION
WITH ONE ANOTHER. PLEASE MAKE SURE THE DEPOT SYSTEM HAS BEEN
UPDATED AS WELL.

MAKE SURE EVERYONE IS OUT OF THE INVOICING SYSTEM AND DEPOT
SYSTEM WHEN UPDATING

BACKUP THE SYSTEM BEFORE UPDATING

Very Important ==

If you are loading this TPM Inveoicing update on for the first time, firstly
l % BACKUP the TPM Invaoicing system MOW, before you install this update.

Then make sure everyone is out of the TPN Invoicing system until the

readme instructions have been followed to the letter before installing
on other computers,

This first screen to appear will be the above warning screen. Click on the okay
button to continue

Follow the same screens as above. Except the Question screen is replaced with the
following screen below:

Readme Information
Readme Information

Please read the following readme information carefully.

INSTRUCTIONS FOR LOADING -~
THIS UPDATE

IMPORTANT INSTRUCTIONS

PLEASE MAKE SURE EVERYBODY IS5 OUT
OF THE INVOICING SYSTEM, BACKUP

THE SYSTEM, EACH USER CAN GO BACK
IN AFTER THIS UPDATE HAS EEEN 2

| Pit || <Back | MNet> |[ cCancel |
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Please read the instructions on this screen before pressing Next to continue.
EACH USER CAN GO BACK IN AFTER THIS UPDATE HAS BEEN LOADED ON
THEIR COMPUTER AND YOU PERFORM THESE INSTRUCTIONS WITH ONLY
YOU SIGNED INTO THE SYSTEM.

From the SETUP menu, choose SERVICES and then press the CLOSE button after
a file structure update has finished.

IF MICROSOFT VISTA, WINDOWS 7 IS YOUR OPERATING SYSTEM, RUN THE
PROGRAM UPDATE WHEN YOU FIRST RUN IT WITH ADMINISTRATOR RIGHTS.

Loading TPN Invoicing

Double-click TPNInvoicing icon on the desktop.

TPMInveoicing
To log in for the first time, use the following details:

Username — Manager
Password — Borg

The User screen will appear so you can enter all the users you wish to gain access.

Networking TPN Invoicing

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

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

To select the data path, click Utilities and then Data Path

@& Change Data Directory o= =] ER

Directory | C:Mbprdata’ I_l 0k

Click ™ to select the data directory

oK.
Click the Ok button to confirm
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Chapter Two — Setup Menu

Setup | Operations Repo

Regions

Regions
Services
Types
Dynamic
Gazetteer » The Setup
Menu
Rates *
T Each option will be explained
within this chapter.
Parameters »

The Regions option is where you setup the codes and descriptions for the pricing
regions that you use. Usually you would charge rates for different areas, so these

will require their own region.

& Browse Regions

Begions

== s

02 ZOME TWw0

03 ZOME THREE
04 ZOME FOUR

05 ZOME FIVE

06 ZOME 51

a7 ZOME SEVEM
@R I5LE OF ARR&M

T ASTRIA

EF REST OF MORTHERM IRELAMD
BT BELFAST

a2 v <[]

Code Description -

Inzert Hﬂ Ehange}

: Delete

Insert a new Region.

Change the highlighted Region.

Delete the highlighted Region.

Close the window.
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Services

The Services option allows you to view the codes and descriptions of the Services
that the TPN Depot system uses. As well as add services specific to the TPN
Invoicing program. (This window has to be displayed in order for the current

TPN Depot system services to be allowed for use.)

& Browse Services

Services |

(=] & =]

Code Dezcrption
Ak Deliven

AbATL akd T ail Lift
BrIM  Book in by deliveny depot
BEIT  book in taillift
BKSL Booked Slat - Pre defined
BSTL booked slot tail lift
DOAM Dedicated Day Abd
DOAT Dedicated Day Ak T/L
DDaAY Dedicated Day
DOBS Dedicated Day Booked Slat
DOBT Dedicated Day Booked Slat TAL

44| 4 2| »  pr| 0l < [

Inzert Ha LChange = Dielete

Insert a new Service.

Change the highlighted Service.

Delete the highlighted Service.

Close the window.

NOTE: Every time you enter this window, the services that the TPN depot
system uses will all be added to this file if you have removed any.
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Types

The Types option is where you setup the codes and descriptions of the types of
freight you invoice.

& Browse Freight Types =] & [

Code Description

B 44 4| 2] 60 0 F . P
C ol Inzert

Insert a new Freight Type.
Change the Freight Type.

= Delete .
==~ | Delete the Freight Type.

'E Cloze .
| == | Close the window.
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Dynamic

Dynamic Assignments are specific importation rules that you perform on the data
from the TPN Depot system when you import the data.
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Gazetteer

A postcode district gazetteer is installed by the system. The needs pricing regions
allocating to it, individual and bulk changes are supplied.

Gazetteer - Individual

The Individual option allows you to set-up the postcodes within the gazetteer
individually with the pricing region each one belongs to.

The bulk change should be used for the initial setting up as this is just for very small
changes.

You can allocate up-to nine different regions per gazetteer entry and each account is
linked to one of nine regions.

& Browse Gazetteer Records El' [=] '@

Gazetteer
Locate :

Postcode A1 A2 A3 R4 AR5 RE R7 Ra A3 -
BR10 07
BB a7
mB12 a7
ABE13 07
A4 07 K|
AR5 07 N
BR16 07
a2 07
BB 21 a7
mB 22 a7
IR N Y 1 [ P

A close

-
Click to synchronize the gazetteer against the gazetteer held in the TPN Depot
system, so the Invoicing system contains all the TPN postcodes plus any that you
have manually added.

a Delete

Inzert ||a Change

Insert a new postcode with a pricing region for one or more of the nine
regions available.

Ch
Change one or more of the pricing regions for the postcode.
"

Delete the highlighted postcode.
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-
Close the window.

NOTE: You can jump to a specific postcode in the file, by typing it into the Locate
box and pressing the TAB key.

Gazetteer - Bulk

The Bulk option allows you to quickly assign a range of postcodes to one or more
pricing regions.

& Bulk Change Gazetteer EII =l I@

Critena |

Postal :

Start Reg: e
EndReqg: 0l
[7] Change R17
[7] Change R 27
[7] Change R37
[ Change R47?
[ Change RE?
[] Change RE?
[7] Change R77?
[7] Change RE7
[7] Change R97

Enter the postcode in the Postal box
Enter the Start Number of the Range or click the Up and Down arrow buttons
Enter the End Number of the Range or click the Up and Down arrow buttons

You can say whether you are changing any of the nine regions by ticking it's associated list
boxes.

e For example if you wanted to change all the LN postcodes to pricing region
A for Region 1, you would:

Type LN into the Postal field.

Type 99 into the End Reg field.

Tick the Change R17? tick-box.

Select A from the drop-list field next to the Change R1? tick-box and then press the
OK button.
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e Another example is HU1, HU2 HU3, HU4, HU5 and HUG6 are now in
pricing region B for Region 2, to do this you would:

Type HU into the Postal field.

Type 1 into the Start Reg field.

Type 6 into the End Reg field.

Tick the Change R27? tick-box.

Select B from the drop-list field next to the Change R2? tick-box and then press the
OK button.

Rates

This is where you setup the rates that are used to price the consignments that have
been entered on the TPN Depot system either by Account, Tariff or Card rates.

Rates - Account

The accounts option is where you setup specifics rates for the accounts that are held
within the TPN Depot system.

(& Browse Accounts IEI =1 @
Accounts
Locate : ||
Account  Mame Poztcode Tel Fax Pricing Period Fuel % Iy Disc -
HOES 4 Dt NM1E BHD 01536 416426 s a 3.00%
w14001  AT4 PAPER & BOARD Lid NMN188UW 01536514939 01536-514123 [ | M . 10.00%
WEMOOT  AE MOULDINGS LTD MG BML 01536 5210683 01536 521077 a8 o 16.00% 5.00%
BASO0T  AASMLTD NNTT 4 0545 521 2240 %} o 15.00%
WBLODT  ABL PERPACK MM1E BFZ 01536 412744 01536 412752 a8 M 15.00%
WCTOOT  Actreg UK Lid NN1E BFZ 01535 412525 01536 521616 a2 o 15.00%
WwOADDT  Adapt UK Ltd MN12 825 01327 855832 08452 802831 [ | M 15.00%
SO0 ADVEMT PLASTICS Ltd NS 4L 01933-224716 01933-272050 a8 o 15.00%
WFO01 AMGLIA FORWARDING P11 3GE 01394 674353 [ | M 15.00% |
WwHLOO  AME HYGIEME LTD NN17 BDZ 01536 206880 a8 o 16.00%
IR0 AIRCARE COMPRESSORS NN171TS 01536-403808 01536-403860 [ | M 15.00%
WRGEO0T ARG TRaDING (UK)LTD N4 TED 01604 762043 01604 7OBE2T a8 o 16.00%
wEO00T  AKD UK Ld NN11 BPG 01327 312747 [ | M 15.00%
WwLADDT  Alagra Products Lid 016 94T 01295 220488 a8 W 16.00% 5.00%
wLLO0T  ALLEM GLENOLD LTD LE1E SEE 01858 467 783 01858 432932 %} o 15.00%
ka0 AMAZING BUNTING Co. NNZ2 BEDQ 01604 675556 a8 M 15.00%
H 42 v mm <« [ (I
Account uses a Card Rate.
@ Account uses Specifiic Rates.
a Account uzes Full Tariff Rates.

l Ihzert “ﬂ LChange

l ﬂ Delete

NOTE: By entering a value in the Locate field and pressing the TAB key, you will be
automatically placed on that account in the list.

Insert a new account
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LChange

Change the highlight account - you will be able to setup specific rates
for the account.

elete

=

Delete the highlighted account.

/s

ive

I—

Transfer account to the Live system (Only use if you are on the Live
system)

B8 Clo:e )
Close the window.

Ch
By clicking the button you will be able to setup any specific rates for the

highlighted account

& Record will be Added (New) (=] = |-

Main |§0nt |ﬁates |E Overmides |E Owerides |gssignments Invd Asgignments

Account | PALCEXP
Mame :

Address

Postoode : 'w™ 38R
Tel:

Fau:

E Mail : 4 ¥ Aects Email o
~ [l

Contact :

Sagedcct: [PALCO [7] Cost Additions Ireecice Order : ﬂ Femd

Tems : 30| days credi from date of Invoice,  Analysis © Card: D

[ &pply Dizcount

Fuel Surch : 1350) [CIMolnvaice  Inw Discount : 0.00% [T Individual lrwvoices [C] NonWatable Gazetteer Region: | 1}
[ Discount Before Fuel

| [ Qb T Half [ Half To Ful [T Half To G [T Full To Half

[ Ao Additional Charge

Record will be Added

On the Main tab, the only details you may change are the Sage Acct, Terms,
Analysis, Card, Apply Discount, Fuel Surch , Half to Full, No Invoice , Inv
Discount, Individual Invoices, Qtr To Half, Non Vatable and Gazetteer Region
fields, these fields are only held in this system and the TPN Depot system is not
aware of them.
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Sage Acct — enter the sage account code here if it differs from the account field.

Terms — enter the number of days after the invoice date that the account has to
pay by.

Analysis -You could for instance place some clients on a certain analysis code
and they have different details printed on the invoice compared to others, as the
layout designer is that powerful.

Card - If you use Rate Cards, then place the rate card code in this field or use
the L button to look-up the card code.

Apply Discount - If you enter a tick in this box, you can then enter a number of
pallets, that’s if the number is the same or greater than this value then a
percentage increase/or decrease of the total charge will be applied. Also a new
tab will be displayed called Discount where you can override the default
discount given per pricing region.

................................... Fram Pallats To Pallets Discount %

Fuel Surch - If the account has a fuel surcharge automatically added to their
invoices, then type the % rate in here.

Half to Full - Tick this box, if you wish to upgrade all half pallets they send out to
full pallets, this is performed at the Importation stage.

No Invoice - Tick this box if you do not wish any invoices to be produced during
the invoice run for this account.

Inv Discount - Enter a positive percentage which comes off the net invoice
amount for the customer on their invoices after the Fuel Surch has been
applied.

Individual Invoices - If you wish to produce individual invoices per consignment
for this account then tick this box.

Qtr to Half - Tick this box, if you wish to upgrade all Quarter Pallets they send
out to Half Pallets, this is performed at Importation stage.

Non Vatable - Tick this box if this account is not charged VAT on their invoices.
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e Gazetteer Region - Which Region do you wish to use that is in the Gazetteer for
pricing for this customer 1 to 9.

On the CONT tab, the following fields can be entered:

& Record will be Added (New) =] =@ |-

HMain | Cont | Bates | P Overnides | B Overides | Assighments | Invd Assignments

S alutation :
ﬂ Cancel
Acc Contact :

Period

i

Daily

@ Weekly
Two weekly
Manthly

Email lrvoices Email Pods

Record will be Added

e Head Office - Do the invoices go to the head office, tick this box if they do. You
will then be prompted to enter the details

e Period - What invoice period does this account belong to.
e Salutation - The salutation for the account, i.e. Dear Chris, or Chris.
e Acc Contact - The formal name of the contact for the account.

e Email Invoices? - Do you wish to email the PDF invoice that is produced
automatically for this customer to this account. Also if ticked, another tick-box

can be ticked or left un-ticked. ' NeFintedInvoice  This means if you email the
invoice to this client, the system does not print off one for them, but a PDF
invoice will still be created.

e Email Pods? - You can also email all pod images that relate to the invoice that
gets emailed, these will be sent as PNG images all in a ZIP file.
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The Rates tab is where you would setup the specific rates for the current account
see below, and the Overrides tab, is where you can setup pricing overrides to postal
regions for the account.

i@ Account will be Changed (ACTECH) o] & |
tain |§ont| Rates |E Owerrides |E Owerides |Qiscount |gssignment$ Irvd Agsignments
Regiot Service [ Tag ]
Show &l
o
A4 4 7k [ br bl < [ 3
A ercn wib il ha Chanasd

Initially the tab would look like this, as no rates would have been setup, two buttons
are enabled for use these are, Import or Insert.

. = . .
By pressing the Import " | button and selecting from Account, the following
window will appear:

& Select Account o] & (=)
Accounts
Locate: ||
Acc Mo M ame Postcode Tel -
47400 414 PAPER & BOARD Ltd MM18 8w 1536514399
WEMODT  AE MOULDIMGS LTD MM15 EML 01536 521063
@was00 AASMLTD NM17 485 0245 521 2240
@eLOm ABL PERPACK. NM1E 8FZ 536 412744
BweTom Actreg UK, Lid MM1E 8FZ 536 412525
@wh0AN0T  Adapt UK Ltd MM12 85 01327 855832
w00l ADVEMNT PLASTICS Lid NME 4HL 01933224716
@Fo ANGLIA FORWARDING P11 3GE 01394 E74352
@HLOO AMB HYGIEME LTD MNM17 802 01536 206880
@R 00 AIRCARE COMPRESSORS MNM171TS 01536-403808
BEGODT  AKG TRADING [UK]ILTD NM4 7BD 01604 762049
(RN CRE - 2 « [ (| &

0 it

What you are being asked to do now, is select an account in order for the rates for
that account to be copied into the previous account you were working on. If you tick
the Overwrite checkbox, then any rates that exist for the client on the screen before
will be overwritten by rates for the selected client.
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. = [l . .
By pressing the Import || button and selecting from tariff.

+ W= .
This button, allows you to create a new rate for the account, and a new

window will open up as below:

@ Rate will be Added (New) (=N = x|
Iain | Bands
Region: [=]
Service : [=] V| Specific
Guarter Pallets Half Pallets Half 05 Pallets Full Pallets Full 05 Pallets
Band: FRate Bands Rate Band: Rate Band: Rate Band: Rate
0 0.og Fixed ] 0.00 Fixed 0 0.00 Fived 0 0.00 Fixed 0 0.00 Fixed
1] 000 Fixed 0 0.0 Fined 0 0.0o Fined 0 0.0o Fixed 0 0.0o Fixed
1] 000 Fied 0 0.0 Fined 0 0.0o Fined 0 0.0o Fixed 0 0.0o Fied
1] 0.00 Fied 0 0.00 Fixed 1] 0.00 Fived 1] 0.00 Fived 1] 0.00 Fied
1] 000 Fied 0 0.0 Fined 0 0.0o Fined 0 0.0o Fixed 0 0.0o Fied
0 0.00] [ Fised g B00) 7] Fised 0 000 [ Fived 0 0.00] [ Fied 0 000 [T Fived
1] 0.00 Fixed 0 0.00 Fixed a 0.0o Fixed a 0.0o Fixed 0 0.oo Fixed
1] 000 Fied 0 0.0 Fined 0 0.0o Fined 0 0.0o Fixed 0 0.0o Fied
0 0.og Fixed ] 0.00 Fixed 0 0.00 Fived 0 0.00 Fixed 0 0.00 Fixed
a 0.00 Fixed 0 0.00 Fixed 1] 0.00 Fixed 1] 0.00 Fixed 1] 0.00 Fixed
Surcharge : 0.00 948 Surcharge : 0.00) 10AM Surcharge : 0.00 Ak Surcharge : 0.00
Rate will be Added l 0K l | ﬂ Cancel

e Bands - Un-tick this box and you will be able to enter non-band type pricing.

e Region - Choose from the drop down list the pricing region.

e Service - Choose from the drop down list the service level.

e Specific - Do you charge this client different amounts per pallet type or different
amounts per pallet? If you remove the tick from the Specific checkbox all the
fields relating to Half Pallets, Half OS Pallets, Full Pallets and Full OS Pallets
will be hidden from entry and the Quarter Pallets heading will be automatically
renamed to All Pallets.

Some examples of Band pricing are shown below.
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Al Pallets

Band: Rate

1 B0.00| []Fixed
g 40,00 [7] Fived

10 350.00| [

11 35.00 |:|"|.:|:-:eu:|
N 0.00/ []Fied
0 0.000 [] Fixed
] 0.000 []Fixed
1] 0.000 []Fixed
I 0.00/ []Fized
1 0.00 []Fixed

This example would charge;

1 to 4 pallets, all pallets are charged at £50 each.

5 to 9 pallets, all pallets are charged at £40 each.

10 pallets are charged at a fixed rate of £350 for the whole consignment (as this
band has been ticked as Fixed)

11 pallets or more, all pallets are charged at £35 each.

If you wish to charge band pricing per pallet type simply make sure a tick is entered
in the Specific checkbox, below is an example of specific band pricing.

(uarter Pallets Half Pallats Half O5 Pallats Full Pallets Full 05 Pallets
Band: Rate Band: Rate Band: Rate Band: Fate Band: Rate

1 50.00) [] Fixed 1 20.00) ] Fixed 1 12.00) [] Fixed 1 16.00) [] Fixed 1 24.00

10 45,00/ [] Fixed ] 18.00) []Fixed 2 11.00) [] Fixed 5 16.00) [] Fixed ] 30.00

30 42,00 [ Fived 1] 0.00 [ Fived a 0.00] ] Fixed a 0.00f [ Fived 1] 0.0

i 0.00] []Fised 0 0.00] ] Fixed 0 0.00| [7] Fixed 0 0.00) 7] Fixed 0 0.00

i 0.00] []Fised 0 0.00] ] Fixed 0 0.00| [7] Fixed 0 0.00) 7] Fixed 0 0.00

I 0.00] []Fixed 0 0.00) []Fixed a 0.00 ] Fied ] 0.00) [ Fived a0 000

1] 0.00] []Fixed il 0.00) []Fixed 1] 0.00| ] Fised ] 0.00) [ Fived 1] 000

i 0.00] []Fised 0 0.00) ] Fixed 0 0.00| [] Fixed 0 0.00) 7] Fixed 0 0.00

i 0.00] []Fised 0 0.00) ] Fixed 0 0.00| [] Fixed 0 0.00) 7] Fixed 0 0.00

0 0.00) []Fixed 0 0.00) ] Fized 0 0.00] 7] Fixed 0 0.00 7] Fixed 0 0.00

Quarter Pallets are charged at £50 per pallet for 9 or less Quarter Pallets, 10 to 29
pallets then all Quarter Pallets are charged at £45 per pallet, and 30 pallets or more
all Quarter Pallets are charged at £42 per pallet.

Half Pallets are charged at £20 per pallet if up-to 4 Half Pallets are despatched, if 5
or more Half Pallets are despatched then all Half Pallets are charged at £18 per
pallet.

Half OS Pallets are charged at £12 per pallet if up-to 1 Half OS Pallets are

despatched, if 2 or more Half OS Pallets are despatched then all Half OS Pallets are
charged at £11 per pallet.
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Full Pallets are charged at £16 per pallet if up-to 4 Full Pallets are despatched, if 5
or more Full Pallets are despatched then all Full Pallets are charged at £15 per
pallet.

Full OS Pallets are charged at £24 per pallet if up-to 4 Full OS Pallets are
despatched, if 5 or more Full Pallets are despatched then all Full Pallets are charged
at a fixed rate of £30 for the all the Full OS Pallets (as this band has been ticked as
Fixed)

e Surcharge - If the rate requires a surcharge amount to be added to the charge
once, not once per pallet then it can be added here. Atimed delivery is a good
example of this.

e 9AM Surcharge - If the service rate e.g. TIME which can be delivered at
different times, you can apply a surcharge if the time to deliver falls within the
9AM time slot.

e 10AM Surcharge - If the service rate e.g. TIME which can be delivered at
different times, you can apply a surcharge if the time to deliver falls within the
10AM time slot.

e AM Surcharge - If the service rate e.g. TIME which can be delivered at different
times, you can apply a surcharge if the time to deliver falls within the AM time
slot.

Depending on whether you are inputting band pricing or not you will be able to enter

new pricing details, the fields below for enter are for entry if you are not utilizing band
pricing.
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& Rate will be Added (Mew) =] & [
Bandz
Main | Bands
Region: =l
Service |Z|
Quarter : | 0o
Half : 0.00
Half 05 : 0.00
Full - 0.00
Full 05 : 0.00
Surcharge : 0.00
980 Surc: 0.00
1040 Suic: 0.00
Ak Surz: 0.00
Rate wil be Added [ oK Hﬂ Cancel
e Quarter The rate per quarter pallet.
e Half The rate per half pallet.
e Half OS The rate per half oversize pallet.
e Full The rate per full pallet.
e Full OS The rate per full oversize pallet.

e Surcharge

If the rate requires a surcharge amount to be added to

the charge once, not once per pallet then it can be added here. A timed
delivery is a good example of this.

e 9AM Surcharge

If the service rate e.g. TIME which can be delivered at

different times, you can apply a surcharge if the time to deliver falls within the

9AM time slot.

e 10AM Surcharge

If the service rate e.g. TIME which can be delivered at

different times, you can apply a surcharge if the time to deliver falls within the

10AM time slot.
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e AM Surcharge If the service rate e.g. TIME which can be delivered at
different times, you can apply a surcharge if the time to deliver falls within the
AM time slot.

Once you have entered a rate and saved it by pressing the OK button you will be
returned back to the previous window and it will now look something like the
following one:

. Ch Delet )
You will see now the button and the a - button enabled, their

actions speak for themselves a new button will be enabled as below, also the buttons
to the right of the list now work, you can use these buttons to mark specific rates (to

copy).

N C
This button allows you to copy any marked rates to other pricing

region(s), by pressing this button a window will open up like the following one to tag
other regions:

Here you are asked to tag the regions that you wish to copy the rate too, simply
highlight the region and press the tag button and a tick will appear next to the region,

. . . . 8y C

you may tick as many regions as you require. By pressing the button
the system will return to the previous window and copy the rate to all of the regions
that you tagged.

cl . . . oy :

A button is also displayed if you tagged/marked rates, it displays a list of
all the other accounts, from which you may tag/mark required ones, once this is done
the rates that you tagged will be copied to the accounts that you tagged.

You may also set-up postal region overrides on the P Overrides tab, for instance,
you may want the account for a next-day service going to LN postcodes, to be
charged a different rate, you can even just say just full pallets are a different charge.

Rates - Tariff

Most of the Reports are displayed in a print preview screen first. All buttons on the
preview screen are explained below:

Rates - Cards

Most of the Reports are displayed in a print preview screen first. All buttons on the
preview screen are explained below:

Charges

Most of the Reports are displayed in a print preview screen first. All buttons on the
preview screen are explained below:
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Parameters

Parameters Menu

Parameters » Inveoice Mo
Quote Mo
Credit No
Docket Mo
Company
Printers

Images

Parameters - Invoice No

Most of the Reports are displayed in a print preview screen first.

preview screen are explained below:

Parameters - Quote No

Most of the Reports are displayed in a print preview screen first.

preview screen are explained below:

Parameters - Credit No

Most of the Reports are displayed in a print preview screen first.

preview screen are explained below:

Parameters - Docket No

Most of the Reports are displayed in a print preview screen first.

preview screen are explained below:

Parameters - Company

Most of the Reports are displayed in a print preview screen first.

preview screen are explained below:

Parameters - Printers

Most of the Reports are displayed in a print preview screen first.

preview screen are explained below:

Parameters - Images

Most of the Reports are displayed in a print preview screen first.

preview screen are explained below:
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Chapter Three — Operations Menu

Reports/Enquir

Clear

Import b The Operations
Maintain Menu
Account

Each option will be explained

Credit Notes within this chapter.

Quotes

Clear — Purge Consignments

This system stores consignments for invoicing in its own files separate from the TPN
Depot System. If information is no longer required then you may clear the data
between the specified dates.

Only consignments that have been invoiced will be cleared, unless you Tick the
Purge All tick-box.

& Purge Consignments = | & [
Fram Date : |
ToDate: | 14/08/2012
[ Purge 21

‘ ok ‘ ‘a LCancel
Click the Ok button to confirm
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Import — TPN Depot

This option imports the consignments from the TPN Depot system that are for your
depot codes (Set-up in parameters — company) into the consignment file for this
system to be invoiced.

@& Import TPN Consignments =] &[]

Start Date : |
End Date :

Check Returned Papenwork,

‘ Ok ‘ ‘m Cancel

Enter the Date Range of consignments you wish to import from the TPN Depot
System.

NOTE: Tick Check Returned Paperwork tick box, only if you invoice jobs where the
paperwork has been returned.

gk,
Click the Ok button to confirm

Any consignments that fall between the specified dates and where the requesting
depot is equal to a depot help in the company file. They will be priced and imported
into the consignment file used by this system.
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Import — TPN Live

When you are linked to TPNLive, this option can be run to import the consignments
that are for your depot codes (Set-up in parameters — company) into the
consignment file for this system to be invoiced.

& Import TPN Soap Consignments | — | = | [s£5]

[7] Check Retumed Papenwark,

‘ )4 ‘ ‘ﬁ Cancel

NOTE: Tick No Cons tick box, only if you
NOTE: Tick No Pods tick box, only if you

NOTE: Tick Check Returned Paperwork tick box, only if you invoice jobs where the
paperwork has been returned.

gk,
Click the Ok button to confirm

The data retrieved from the TPNLive system using the TPNSoap program will now
be imported.
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Maintain

This option allows you to maintain the internal consignment file when records are
imported into it using the Import option.

{& Enter Viewable Despatch Date | = || B |[ww]

|f wou wizgh ta limit the contents of the browse list to

zpecific dates, enter the dates here and zelect OF.

Start Dezpatch Date : |
End Dezpatch Date

| (]S | ‘ ﬂ Cancel

Enter the Date Range of consignments you wish to view.

ok,
Click the Ok button to confirm

OR
. Cancel , _
Click the Cancel button to view all consignments
(& Browse Consignments EIEI@

b Diocket | b Oirder | by Account | b tanf Date |

Locate : Eilter

Dacket Date Account Order Postcode Coll Del Service O Hall Ful HO Pall: FO Palls ‘Weight  Charge RetP Ima Inwd =

L5 5 ot T o T
1 400 33.00 E3

oonanoa2 1041172008 LET1 BRGO21 07 HD (x|
00000036 0212/2008  &Y0ON 100305 PL1G 071 0A HD 1 250 996 8 (x|
000a00a7 1A12/2008  AYON  CHEPSTOW TAZ 486G 071 07 HD 1 1a0 30.00 3 (x|
00000032 0312/2008  &VOMN  Chepstow TA3 440G 071 071 WD 1 100 30.00 3 [x ]
00000033 11A2/2008 AYON  CHEPSTOW NP1 071 0A HD 1 1a0 30.00 3 (x|
00000040 15112/2008 AMCOR BS3 071 0A HD 4 2200 45.00 3 (x|
00000041 1812/2008  AMCOR BS2 07 oA HD 2 983 45.00 3 [ ] 1
0o0ano42 2312/2008  AMCOR BS3 071 0A HD 4 2759 45.00 E3 8
00000042 1612/2008  &VOM [ -17453) WP20 071 07 WD 1 100 30.00 3 [x ]
00000044 06/01/2009  AVON 17713 Add NP1D 071 07 HD 2 2000 30.00 3 (x|
00000045 15/01/2008  AMCOR Savilles Extra BS35 071 0A HD a 1000 45.00 3 (x|
00000051 17/02/2009  AVOMN 18083 / 91 Chepstow NF13 071 07 HD 1 100 30.00 3 [ ]
00000053 23/03/2008 &Y COLL 106085 SH1 071 0A HD 4 4000 7884 B3 (x|
00000054 04/02/2009  &VOMN 18264 Additional B535 071 07 WD 1 1 30.00 3 [x ]
44 4 7| k| M « [ LY

Any Columnz marked with a n have irnvalid values, that may affect Invoicing.

l Inzert Hﬂ Qhange”ﬂ Delete

Consignments can be sorted by selecting one of the Four Tab: By Docket, By Order,
By Account and By Manifest Date

Each Tab has its own Locate/Search box
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If this symbol E¥ appears in any columns, then you have invalid values that may
affect Invoicing.

_./
As you move up and down the list, you may notice this symbol i in the bottom
right of the screen. The symbol means that the highlighted consignment as notes
associated with it.

d

Click Filter if you would like to filter the consignments by the following
options below (Click Reset to Cancel Filter):

B Un-Invoiced
Invoiced

7| Paper Retd

£ Paper NOT Retd
bd  Reset

Ch
Click Change to alter the highlighted consignment

. o IIEE . .
Click Insert + to insert a new consignment

Del
Click to alter the highlighted Consignment \ﬂ/ to delete the highlighted
consignment
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Account

This option allows you to maintain consignments by account.

Credit Notes

This option allows you to maintain credit notes as well as print them.

Quotes

This option allows you to maintain quotations as well as print them.
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Chapter Four — Reports Menu

Reports/Enquiries | Utilities

Invoicing »

History The Reports
Un-Returned Menu

Price Lists

Profit/Loss > Each option will be explained
Top Accounts within this Chapter.
Accounts

Bulk Mail

Email Pods

Most of the Reports are displayed in a print preview screen first. All buttons on the
preview screen are explained below:

I Click this button to go back to the First page
4" Click this button to go Back one page

6 of 46  This shows what page you are on currently

¥ Click this button to go Forward one page

Pl Click this button to go to the Last page

100% > This shows what zoom percentage you are currently using

- Click this button to Zoom In by a factor of 2

“ Click this button to Zoom Out by a factor of 2

! Click this button to re-display the default Zoom size

‘<. Click this button to print the current page on the current printer
=, Click this button to print all pages on the current printer

= Click this button to email as a document
) Click this button to save as a document.

Below are the possible file formats you can choose from when saving or emailing the
document

Preview file I‘*.LL:II

POF document [ pdf]

TIFF file (™ tif,* tiff)

AMNSI file (" bd)

UNICODE text file {* bd)

cument page as Windows meta file (*.emf)

cument page as JPEG file (*jpa.” jpeqg)

Click this button to Exit preview
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Invoicing - Print

This option will preview the invoices, one invoice per customer that has
consignments to invoice.

@ Print Invoices =l @ =
Mext I Mo 20245
Start Account . (40001 (=]
End Account:  [<TROO (=]
Irwvaice Fram : |

lrvoice TodTax Date - 170742012

Perniod
Draily
@ \Weekly
Tuwo 'weekly
kd anthly

‘ Ok Hﬂ Cancel

Enter the range of accounts you wish to Invoice (this defaults to the first and last
account that you have on your system).

Enter the range of dates (The PODs that fall between these dates will be sent out)

Enter the invoicing period of the customers you wish to invoice. (The system also
shows you what the next invoice number is going to be)

ok,
Click the Ok button to confirm

. Click this button to print the current page on the current printer
=. Click this button to print all pages on the current printer

Click this button to Exit preview - If you have printed any pages the system will
automatically save each invoice as a PDF file in the main data directory. While this
is happening you will see a separate process happening very quickly on screen per
invoice that is being saved. Also the Account Range, Date Range criteria are saved
so that the invoice summary will be for the exactly the same criteria you just entered.
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Invoicing - Summary - Print

This option will preview a summary of all invoices showing the totals for each invoice

& Invoice Summary Criteria =] @ [
Mest Inv Mo 30245

Start Account : ST - |
End &ccount : [<TROOT [w]
[rvvaice From
Invoice To/Tax Date 17072012
Feriod
1 Draily
@) Weekly
O Twio Weekly
1 Monthly

‘ ] ‘ ‘ﬁ Cancel

If you are using Sage then a file containing these totals will be produced within the
parameters you specified.

The criteria details will be automatically shown as these will have been saved when
you printed the invoices.

ok,
Click the Ok button to confirm

When you exit the Summary and if you have printed it, then you will be asked to
finish the summary. Confirming this will create the sage file if you are using Sage for
the invoices in the run as well as any credit notes that have been printed but not
posted. This will also clear the range criteria ready to start again.
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Invoicing - Summary - Re-print

This part of the system, simply re-prices every consignment in the system except
those that have had the tick taken out of the override box and those where no prices
exist. Also consignments that have been invoiced do not get re-priced.

@ Re-Print Surmmary =] @ [
Yat Rate : EN
Tax Point Date
Period

Draily

@ ‘Weekly
T Wwieekly
k anthly

Fie-create Sage File

‘ ] ‘ ‘ﬁ Cancel

Invoicing - Summary - Sage File

This part of the system, simply re-prices every consignment in the system except
those that have had the tick taken out of the override box and those where no prices
exist. Also consignments that have been invoiced do not get re-priced.

Invoicing - View
This part of the system, simply re-prices every consignment in the system except

those that have had the tick taken out of the override box and those where no prices
exist. Also consignments that have been invoiced do not get re-priced.

@ View PDF Invoice =] =@ [

[rwaice Mumber ;

‘ k. ‘ ‘ﬁ Cancel

Invoicing - Un-Invoiced
This part of the system, simply re-prices every consignment in the system except

those that have had the tick taken out of the override box and those where no prices
exist. Also consignments that have been invoiced do not get re-priced.
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& Print Un-Invoiced Jobs

End Date

(=] & =]

Start Account ;| ETETEII]] [=]
End dccount:  xTRODT [=]
17/07/2M 2

‘ s ||ﬂ Cancel

Invoicing - Regenerate

This part of the system, simply re-prices every consignment in the system except
those that have had the tick taken out of the override box and those where no prices
exist. Also consignments that have been invoiced do not get re-priced.

E Regenerate POF Invoices

Start mvoice |:"
End Invoice : :l
“at Rate 20.00

ol &[S

| (].4 ‘ |ﬂ Cancel

History

This report previews a list of all consignments for the date range for each customer
in the range you specify.

& Print History EI = @
Start Account : | 4DR007 El
End Account:  [<TROOT =
Start Date : 0 /072011
End Date NA0F2011

Enter the range of Dates that you wish to previews consignments up to

Enter the Account range you wish to preview by using this ] button to select the

chosen accounts.

Tick the Export as Excel tick-box if you wish to create the report as an Excel
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spreadsheet.
oK
Click the Ok button to confirm

Un-Returned

This report previews lists of all consignments up to a specified manifest date that
have not had any paperwork returned.

& Print Un-Returned Jobs El [=] @

End Date : 10401 /201 2

‘ (] Hﬂ Cancel

Enter the End Date

ok,
Click the Ok button to confirm

Price lists

This report previews a price list for all customers that you specify, showing each rate
they have. The order is in Region Code/Service Code order.

& Price Lists fe ] B | ]

Start Account © | 40MO01 E]

End Account : =TROM E]
[] Export Ta Excel

‘ Ok ||ﬂ Cancel

Enter the Account range you wish to preview by using this ] button to select the
chosen accounts.

Tick the Export as Excel tick-box if you wish to create the report as an Excel
spreadsheet.

oK
Click the Ok button to confirm
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The report layout can be amended, but here is a preview of what the default one
looks like.

Profit/Loss - Detailed

This report previews a profit/loss report for all the consignments for the date range
that you specify. Each day consignments are grouped together and totalled.

@ Profit and Loss Report E =] @

Start Date omAos202

End Date : 204
Start Acc | 4DM001 D HOBS 4 DM
End Acc: [XTROOT D HTRACS LTD

Expart Ta Excel

‘ ok ‘ ‘ﬂ Cancel

Enter the range of Dates that you wish to Report On

Enter the Account range you wish to preview by using this <) button to select the
chosen accounts.

Tick the Export as Excel tick-box if you wish to create the report as an Excel
spreadsheet.

gk,
Click the Ok button to confirm

The report layout can be amended, but here is a preview of what the default one
looks like.
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Profit/Loss — Summary

This report previews a profit/loss report showing the profit per customer, between the

date ranges you specify.

& Profit and Lass Summary Report E =] @

Start Date : 01./01,/2009
End Date : HA2/2009

Start Ace: | 400070 l:JHEIBS#DM
EndAcz:  [=TROM D ®TRACS LTD

[ Export To Excel

‘ ok, ‘ ‘m LCancel

Enter the range of Dates that you wish to Report On

Enter the Account range you wish to preview by using this <) button to select the

chosen accounts.

Tick the Export as Excel tick-box if you wish to create the report as an Excel

spreadsheet.

ok,
Click the Ok button to confirm
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Top Accounts — Top Customer List

This report print previews a report of the top number of customers ordered by either
turnover, number of consignments, total pallets despatched or total weight
despatched for the data range specified.

@& Top Customers =] @ [

Mo of Customers : 362
Report On: | Tumover ]
Start Date : 160772011
End Date: 16072012

‘ ok | ‘ﬂ Cancel

Enter the No of Customers you wish to display on the report (Or leave as the default
which will be the number of customers in your system).

Select whether you want the report ordered by Turnover, Consignments, Pallets or
Weight.

Enter the range of Dates that you wish to Report On
o
Click the Ok button to confirm

Accounts — Customer/Account Listing

This report print previews a list of all accounts you have in the system.
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Bulk Mail

This option allows you to print off a pre-defined letter to many customers,
personalising each of the letters with the different addresses that are held. To modify
the letter, select the Utilities menu, followed by Layouts and amend the Mail shot
report.

Accounts | Email Details

Locate :

Account Mame S alutation Acc Contact M ain Email - Tag
4DMO01 |HOBS 4 DM | |chaiolteguyver@ddn
A14001  A14 PAPER & BOARD Ltd aldpaper@btconnect
ABMO0T ABMOULDINGS LTD
AAS00T AASM LTD zally. parker@aasm. co
ABLOO  &BL PERPACK Email Addresses
ACTOOT  Actreg LIK, Lid
ADADDT Adapt UK Ltd aleks@adapt-uk. com
ADVODT ADVENT PLASTICS Ltd
AFO0T ANGLIA FORWARDING
AHLOOT AMB HYGIENE LTD
AlR0O0T  AIRCARE COMPRESSORS
AKGOOT AKG TRADING [UE)LTD sales@cimstone.co.uk_|
AKOODT AKD UK Ltd gavin(@ako-valves.co
ALADD  Alagra Products Lid
ALLOOT  ALLEN GLENOLD LTD
AbA00T AMAZING BUMTING Co.

AMBOOT A&MBA PRINT LTD

AMCO0 AMC [UK) FASTEMERS LTD Steve. vinesi@amcukl:
AMLOOT A M LABELS LTD

ANGODM ANGLO-TURKISH INT. LTD enquiriesEangloturkis
APPO0T APPLIED LABELS

AQUOD AvE UK LTD.

() Marmal
() Account
() Both

M A4 4 2 kb K < [ L &2

Use the Tag [ 1aa ) button to select an account or accounts one by one.

Use the Tag All [ tag Al | Button to tag all accounts

Use the Untag All [ Untagal | pytton to untag all accounts selected

14
Click the Ok button the report per tagged account will be previewed for

you to print.

e

Ermnail Addrezzes

) Mormal
() Account
(71 Bath

If you tick the Email Letter tick box, you can specify the email address that you email

oK.
the letter to. By pressing the OK button you will be able to choose one

of the five layout centre letters.
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1of2 v b b |[o0n WA & == AN =NE]

Classic Carriers Ltd ta YDL
Yorkshire House:

Barton Hill

Whitwell

Vork

VOG0 TJX

tel: 01653 618171
email: customercare@justydl.com

Mr kesin Johnson
AZBPACKAGING

Thursday, June 5, 2008

Dear Kevin

e are very pleased to inform you.

Biest Regards,

oba Classic Camiers Ltd tia YDL

You can have logos on the letter’s etc, your imagination is the limiting factor.
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Email PODs

This option allows you to send out all the POD images per tagged account between
the chosen dates.

& Email PODs (=] = |
Account M arne Email To Address _Email Irve: Emnail Pods - Tag
i :CHO01 HOES 4 Dk charlotteguyver@ddm. co.uk aly g
ASSOT ALSMLTD zally. parker@aaszm, co.uk [ | (x|
ABLOM  ABL PERPACK accountsi@sblperpack. co.uk a
ACTOOT  acheg UK Lid accounts@actreg. co.uk [ }
ADADDT  Adapt UK Ltd aleksi@adapt-uk. com (x|
ADWODT  ADWENT PLASTICS Ltd sam@adventsigns.co.uk [ |
ARGODT ARG TRADING (UK)LTD sales@cimstone. co.uk [ | (x| |
AKOODT  AKD UK Ltd gavin@ako-valves.com W
ALADDT  Alagra Products Ltd accountsialagraproducts. co.uk,
ANGODT ANGLO-TURKISH INT.LTD accounts@Eangloturkish, co.uk
AQUODT AvE UK LTD. sylo@avkuk. co.uk (x|
AQUOD3  AQUAGAS AVE MANUFACTURING  |stsmiziagme.co.uk
ASCOM Advanced Processing Ltd purchase. ledger@advancedsupplychain.com (x|
RIRTIR R AR AN -
From D ate : ToDate: [T] By Despatch Date
[ Ok l [ﬂ LCancel
Use the Tag [ Llag ) button to select an account or accounts one by one.

Use the Tag All [ tag &l | Button to tag all accounts

Use the Untag All L Untsasl | 1y, 4401 to untag all accounts selected
Enter the range of dates (The PODs that fall between these dates will be sent out)

Tick the By Despatch date Tick box if

ok,
Click the Ok button to confirm
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Chapter Five — Utilities Menu

Reprice
Price Upg
Data Path
Re-Login
Layouts

Backup

Restore

Rewverse
Clear Lock
Export
Fuel Sur
Inv Period

File Manager

TPMLve

The Utilities
Menu

Each option will be explained
within this chapter.

Reprice — Reprice Consignments

This part of the system, simply re-prices every consignment in the system except
those that have had the tick taken out of the override box and those where no prices

exist. Also consignments that have been invoiced do not get re-priced.

'—@ Reprice

Thiz routine will reprice all congignments that have the

Owverride checkbox ticked that have not been [nyvoiced |

= ===

StartAcc: |4DMOM [=]

End Ao
Start Date ;

End Date :

=]

[ Reprice Even Mon Overides

| ] | ‘ﬂ Cancel

Enter the range of accounts you wish to reprice between (this defaults to the first and

last account that you have on your system).

Enter the range of dates that you wish to reprice between

If you wish to include non overrides, tick the Reprice Even Non Overrides tick box.

ak.
Click the OK button to confirm.
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Price Upg — Pricing Upgrades

This option allows you to change the specific prices for a range of customers, for a
range of services or freight types.

& Pricing Upgrades =] = |
Criteria | Accounts
Type Code Description Tag
)iFined: --"I:IHE OME
............... a0 by
) Percentage Uz ZONE TwWO i
03 ZONE THREE E
Fixed Amaunt : 0.00 RN < [ r Show &l
% Amount : 0.00 3 Reverse vl Ok
[ Quarter
[ Ha Code Description [ Tag ] ﬂ B
EIHaf 03 5M M Delivery
T Ful e
AMTL AM Tail Lift
[CIFul 03 BKIM Book in by delivery depat
BKIT book in taillift __F!ev r—
4 44 4 | 2 k| < [ 3
[ Surcharge el Show Al
[ Mime Ak
[ Ten &k
[ &

Follow these steps to perform a pricing upgrade:

e Choose between Fixed or Percentage increase/decrease

e Enter the Fixed or Percentage amount

e Tag the Regions that you wish to make the upgrade for

e Tag the Services that are to be updated for the regions you have tagged

e Tick the Freight Types that will be updated for the Service/Region
combinations that have been tagged.

Use the following buttons to Tag the Regions and Services:

Tag

Use the Tag [

Use the Tag All [

tag Al

) Button to tag all accounts

Untag all

Use the Untag All [
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Use the Rev Tags [

Use the Show All [

Untagged

Bev tags ] button to

Shova Al

Now Select the Accounts Tab.

) button to either - Show All, Show Tagged or Show

& Pricing Upgrades

Criteria | Accounts

A140M
ABMOM
A4S0
ABLODT
ACTOM
ADADN
ADVOD
AFOO
AHLOO
AlR00
AKGOM
AKO0M
ALADDT
ALLOD
|44 4| 2

Mame
HOES 4 Dt

A14 PAPER & BOARD Ltd

AE MOULDIMGS LTD

AASMLTD

ABL PERPALEK,

Actreg UK Lid

Adapt UK Ltd

ADVENT PLASTICS Ltd

AMNGLIA FORWARDIMG

AME HYGIENE LTD

AIRCARE COMPRESSORS

ARG TRADIMG [UK)LTD

ArO UK Ltd

Alagra Products Ltd

ALLEM GLEMOLD LTD
F|EE R < [

Fostcode -

NM13 8L
MNM15 BML
NMN17 48
NM16 8FZ
KNMN1E6 8FZ
MM12 845

MRS ML (i

IP11 3GE
KWMN17 502
MNWNT71TS
NMN4 7BD
NM11 BPG
016 34T
LE16 3EE

Tag

Use the following buttons to Tag the Accounts:

Use the Tag [ 1ag ) button to select an account or accounts one by one.
Use the Tag All [ tag & | Button to tag all accounts

Use the Untag All L Untsasl | 1y, 4401 to untag all accounts selected

Use the Rev Tags [ Bevtsss | ptton to

Use the Show All [ Showai

Untagged

aK
Click the OK button to confirm.
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Data Path

The data path should always be the same as the data path that is held within the
TPN Depot system. The data path is shown at the top of both programs in square
brackets. They must match.

If you need to change the data path then this option allows you to do that.

@ Change Data Directory = | B [

Directony : | C:5tprdatat, |_| oK

Click LI to select the destination of where your data is held.

ak.
Click the OK button to confirm.

If you have more than one computer running this program then each computer must
update their data path.

Re-Login

This option is for if you need to leave your computer unattended for a time while
remaining in the system.

Sign Into System

zer Hame : |4

Pazgword ||

‘ ] ‘ ‘ ﬂ Cancel

The main screen will be hidden and a login window is displayed that moves around
the screen every so often waiting for you to log back in. Until you log back in no
further work can be done in the system on your computer.
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Layouts

This part of the program is where you can design how you want your report layouts
to look. These will have been set-up initially for you when you ordered this software.

{& Report Layout Manager

Area Layout Dezcription Type

Cuztomers
Histom
Invoices

Price List

Profit &nd Loss
Cuotes
Surrnary

Top Customers
Urn-lnvoiced

T4 dd) 4| |+ Fr| K]

Copy Lagout

Cloze

== =

‘Sketzh' of Repart Layaut

On the left side of the Report Layout Manager Screen will be the report areas that
are valid. In the middle shows the layouts that are available for the highlighted report

area.

On the right side, a thumbnail picture is shown of the selected report layout.

You can i raphically modify the layout of the highlighted report by click the Change
Change

Button.

& Changing a Report Layout

(=] & =]

Mame |[Mew 1

Area: |Invoices

Feport Type : |List

Pages 1
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G New1 - Ci\tpndata\INVOICES\LT132.Ist
File Edit Project Objects View ?

DoBE | g4g & o 22|

Objects X l? 5\0 II?I] | 15|u 2?0 7 List of variables
: T T e T T T e e T T e e o T A O R R S T
[y Project | oz %3 Variables
- Company. Addressl : Project bl
Comeany Addrest2 #-{d) Project variables
= Comparw. Address3 :
£ - Fields
3 Company.Name gl 8
- - Comparw. +-I(Z) Sum variables
[ -
E = tl:  Comnonw Tol
o F fax:  Company.Fax
_ vot re ;. Comoany.Vat Rea
= a- INVOICE
o
1y .
- - #Acoounts Name ‘sccount - - - Addition
e date Tuesday, July 10, 2012,
- Acco ivoice:  D09999%9
= - Acco
= Acoounts Fos page :
2 - | [Crnom_[cowstorr [Contiames e sinston Teerviss [rar_Jwos [ _[rou | oo ]
= o - TE s T Conigas T === = mema
o o— sobe o obs.Cone P
- eamze: e sons Frassiand_walss ]
i e o
T weramz  cossstes oo Comsignas doms = mman
- soncore sonsconee 7
- | imemmetz  sesseses 3o Frsatiand_Wotss eceesane
A= Fod Detalls .| signen oy Joos Sigoed =t 12:008m on Tussasy, 10072012
— - - weramz oo sons.consignie aome - = = - mmm
= - aons s aons canss_ P,
Objects [ Layers |Previes _ . wweme seseses - esenenng
Fod Detalls .| signed oy Joos Sigoed = 12:008m on Tussdsy, 10072012
o eamae: ssesmeEe ot Consignas aome — = = omma
Properties x| m- aons.drasr p—
= - | teemmmz  sesseies 3o Frsatiand_Woiss LT
= : S S N —
- wemenz eoseeees aons.consignze aons - = = = mmm
5] Gener : ey R g
Minimurm Page Count 1 _ . eemamz cosmEs o Freatiand Noles . ssessane
N PoaDstams :.| 592401y Joos Signed & 12008m on Tussasy, 10072012
Project Description ? (default) smerzorz  sesenden a5 Consignds anks e memen
= sobs s obs.Cone_F,
Mail Parameter - tommanz  cowesss Jons Frasuan watss ]
o Pod Datails .| signas oy Joem Sigeas =t 42:008m on Tusasey, 10072042
Fax Parameter O — | emmznz - ewseier ons.cansignis aoes ]
o Jabs rder Jobs Conse. 7|
_ . wwramz  cowese somsFreamang_woiss sweno
PoaDstNs & g7 J073 SONS S 1905 07 Tuesosy, 1007A01
smemaot:  sssssass 3o Consignes doms e omeman
- sons rder obs Come_ P
eamzez  sssemém aons Frasiiand_vas ]
= Fod Detalls -. | signen oy Joos Sigoe =t {2:008m on Tussasy, 10072012
- eemamz cosmses ot Consignds aome — = mma
o sub total : H55355.00
n— el Surch @ = - r—
B vat (@ g e
final total : ]
- www.mliservices.com
Alltransactions subject to our canditions of carringe, cop s avaikble on request.
General Settings E =
B Layout =4 Layout Preview | =, Preview
122.0,4.0 Select -nothing selected-

= = s]

At this point please read the PDF document that is located within the TPN Invoicing
program (it will explain how to use the report designer or contact us for advice/help).

Click on the Question Mark menu and select Contents
[ Contexdt Sensitive
) Contents

The report designer is a very powerful tool to use, but as the layouts have already
been set-up for you. You may not ever need to use it, except for altering the mail-
shot report.
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Backup

This option enables you to backup the data files that the system uses and also the
data files that belong to the TPN Depot system.

@ Backup Data files =] 3 [

Thiz routing will backup all datafiles contained in the shared data
directary to the selected drivedir.

Backup To:- [T\ D

Email To Zipzap
Jusgt Report Lavauts

‘ ak Hﬂ Cancel

If you are backing-up to a removable media drive (not Hard disks or CD’s) then place
a tick in the Use Multi tick-box.

Click LI to select the destination of where you want the files to Backup.

Also by ticking the tick-box Email to Zipzap, the system will email a copy of the
backup via your configured email program to us.

If you only require you Report Layouts, you can place a tick in the Just Report
Layouts tick box to back up them files only.

oK.
Click the OK button to complete the Backup.

Prepared by and Copyright of ZiPZAP Computers Limited © 2014 Page 53 of 72



Restore

This option enables you to restore a backup file from a location.

& Restore Data files

Backup From: [T

(=] = ]

Thiz rauting will restare all datafiles contained within the backup which

can be found in the select dive/dir into the zhared data directory.

(-]

IIIK

‘ ﬂ Cancel

Click B to select the destination of where the Backup file is located.

. Ok,
Click the OK button to complete the restore.
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Reverse — Reverse Invoice Summary

This option allows you to reverse a completed invoice summary, so that the
consignments in that invoice summary were never invoiced.

@& Reverse Summary =] = [

Start Mo
End MNa:

| Reset Inv Humber

‘ ok ‘ ‘ﬂ LCancel

Enter the To/From Invoice number range that you wish to un-invoice.

Make sure the Reset Inv Number tick box is ticked so that the Invoice numbers reset.

[
Click the OK button and you will be asked to confirm your decision.

Reverse Summary? £3

Click Yes and the consignments attached to the Invoice range selected will be un-
invoiced.

Clear Lock

The invoicing system saves the criteria you are invoicing between the invoices and
summary, and removes the lock after the invoice summary has been finished with.

There may be times when you would like to clear this yourself.

Simply click the Clear Lock option on the Utilities menu to clear the invoice lock.
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Export

FOR ZiPZAP COMPUTERS LTD USE ONLY.

Fuel Sur — Bulk Fuel Surcharge

This option allows you to tag as many accounts as you wish and apply the same
surcharge percentage against them.

E Bulk Fuel Surcharge E =] ||E|
Criteria
Surcharge Amt ; hE: [] &dd T o Existing &Amount

Account M arme Fostoode - Tag

4000 (HOBS 4 DK MM1E BHD
tag Al

474001 A14 PAPER & BOARD Ltd MM1S 8L
ABMOOT | AGMOULDINGS LTD NN15 GNL
Aa5007  AASM LTD MMTT i<
ABLOOT  ABL PERPALCK MM1E 8FZ
ACTOM | Actreg UK Ltd MM1E 8F2 (1
ADA00T | Adapt UK Lid MH12 85
amvao  ADVENT PLASTICS Ltd MME 4L
AFO00T AMGLIA FORWARDING P11 3GE
AHLOM | AMB HYGIEME LTD MM17 BDZ
&IR001  AIRCARE COMPRESSORS MHI71TS

I4{ 44| 4 | 2| | FF| ¥l -

‘ [n] ‘ ‘B Cancel

Use the Tag button to select an account or accounts one by one.

Use the Tag Al Button to tag all accounts

Use the Untag All button to untag all accounts selected

. 0K
Once the accounts you have chosen are tagged. Click the OK Button to

apply the fuel surcharge against the selected accounts.
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Inv Period — Bulk Invoice Period

This option allows you to tag as many accounts as you wish and apply the same
invoicing period against them.

%2 Bulk Inv Period =] @ )
Criteria
@ 'wWeekly
) Two\wWeekly
(7 Manthly
Accourt M arme Fostoode Period - Tag
ADMODT |HOBS 4 DM NNIBBHD  |w |
A14001 414 PAPER & BOARD Ltd EE T
ABMOOT | A6 MOULDINGS LTD NNISBHL W
ABS00T | AASM LTD NNI7 48 W
ABLODT | ABL PERPACK NNIBBFZ W E
ACTOOT | Actreg LK Lid NNIEEBFZ W M
ADAODT | Adapt UK Ltd NN1ZEXS W
ADYODT | ADVENT PLASTICS Lid NNBANL W
AFO0T  ANGLIA FORWARDING IP1136E W
T4{ 44| 4 | 2 | k| Ml -
‘ ak ‘ ‘ B LCancel

Use the Tag button to select an account or accounts one by one.
Use the Tag Al Button to tag all accounts

Use the Untag All button to untag all accounts selected

. v 0K
Once the accounts you have chosen are tagged. Click the OK Button to

apply the Invoicing Period against the selected accounts.
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File Manager

FOR ZiPZAP COMPUTERS LTD USE ONLY.

TPN Live

This option is for enabling or disabling TPNLive. If you have TPNLive switched on,
you will not be able to import Jobs from the TPN Depot System.

2 Working with TPN Live ? o] @ |

To enable TPNLive, mark sure there is a tick in the Tick-box

0k,
Click the OK Button to finish

To Disable TPNLive, take the tick out of the Tick-box

ak.
Click the OK Button to finish
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Chapter Six — Quick Steps to
Setting up

This chapter briefly details to steps that are required before you import consignments

from the TPN Depot system to Invoice.

e Set-up the Regions - Page
e Set-up the Services (Very Important) - Page
e Set-up the Types (Optional)’ - Page
e Set-up the Dynamic Assignments (Optional) - Page
e Allocate the Regions to the Gazetteer. - Page
e Set-up the Parameters. - Page
e Set-up the Tariff Rates. - Page
e Set-up the Card Rates (if used) - Page
e Set-up the Account Rates. - Page
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Appendix A — Common Buttons

Currently Working On

Appendix B — Common Errors

Currently Working On
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Appendix C — New Sage Import

FOR USERS USING SAGE ACCOUNTS 2010+

Import Customers

In Sage 50 Accounts 2010+ when you go to import the Customers file, you now have
to map the fields in the file to the fields in Sage.

Click File
|Ei|e|§dit View Modules Settings Tools Favourites Weblinks MNews Feeds Help
New » h
_[#] Open y
& Close Ctrl+F4

Welcome to Sage 50 Accounts

Zv  Maintenance...

Impert.

Cffice Integrati

Send »
Log Off 4_»_5 What should I do first?
Exit v Mot sure where to start? Have a look through our sug

some ideas.

Select Import and the Data Import Wizard will emerge

Data Import Wizard

Sage 50 Accounts - Data Import (
ry _____,_—'

Welcome Welcome to the Data Import wizard.

Uzing thiz wizard, vou can import data fram Excel waorksheets [ slz* wlsx] and files G
Dat= type containing comma-separated values [*.cav].
Dats source

Field mappings

Finish

WARMING: This operation is MOT reversible,

We strongly recommend you take a backup of your data before
proceeding, =

Comes ) (e ]

A

Click on Backup to make a backup of your data first.

Click Next once the backup is complete
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Select Customer Records from the list

-
Data Import Wizard

Sage 50 Accounts - Data Import

o Welcome Select the type of data you want bo mport. 7
[iacit Tood Wangachons ]
Duts typs :.:;u“m a::mds
Product reconds
Project reconds
Dala source s
Stock bansachons
Supphes recouds
Faeld mappings
Fnigh
[conca | [ e |

Click Next to continue

Select the Comma-separated (*.csv) option

Data Import Wizard

Sage 50 Accounts - Data Import

.o Wekome Selact the format of the data pou vl ba imparting:
| () Comma-sepatated [“.csv
e Cata type

() Encel workshest [z ]
Data source Select the fla Lo mpoit
C:\customers.csv
Field magpings
First row contains headings 7
Feish
Il
| [ Cancel | [ b | [ Back | [ Me

e

Ensure that No Tick is present in the First row contains headings option
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Click on Browse to select the Customers file that you wish to import
NOTE: Ensure the CSV filename is all in lowercase (Example - customers.csv)
Click Next to continue.

Sage 50 Accounts now wants you to set up the field mappings. Start at the top of
the list and select A then for the next line down select B and so on until you reach |
which should be Telephone Number.

Example Below

Eﬂ customers = = X
A B c D E F G H I Y
1 ZIP001 ZIPZAP  UNIT C2 TEWEAVER FLINCOLN LINCOLNS LMBSTD 01522 68470, L
2 ZIF001 ZIPZAP  UNIT C2 TEPWEAVER FLINCOLMN LINCOLNS LMGSTD 01522 68470,
3 ZIP001 ZIPZAP  UNIT C2 THWEAVER FLINCOLN LINCOLMNS LMBSTD 01522 68470°
4 ZIPOO1 ZIPZAP  UNIT C2 THWEAVER FLINCOLN LINCOLNS LMB9TD 01522 68470=
5 .I e
M 4 » M| customers - ¥ | 1ill b m

CSV format for the example above would be:

Column A = Account Reference
Column B = Account Name
Column C = Street 1

Column D = Street 2

Column E = Town

Column F = County

Column G = Postcode

Column H = Contact Name
Column | = Telephone Number

NOTE: For the customers file, you should only map fields Ato | (Telephone
number being the last field)

Select each column you require to the correct Sage field
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D‘““'“"_P“” Wi:a@ pr— A . -
Sage 50 Accounts - Data Import -
S
o Wekome Map the fiekds in your data to the fields in Sage 50 Accounts.
Fiequired | Imported Field Sage Field A
Q o © O ] 4o R -
.E Account Mame
o Daks source
C Streat 1
F Field mappings b Shest 2
) E T oven
Finish F Cority
G Postcode
H Cortact Mame
{ | Telephone Mumbes - !
Map fle in uze: [none]
oo ) (oo ) o J [ e )

Once you are done, click on the Save Map button to make a copy of the map you

have just created.

Click Next to Continue

Data Import Wizard

Sage 50 Accounts - Data Import : (

_.-"‘
The lollovang iz & summmary of the options you have chasen. I you need o change any
af them, chick the Back button now.

Drata type:
Customer records

“You are now ready to impoit pour data.

a

Data source:

o Field mappings Customer. cav
Herades ron:
Finish Mo

£ fields have been mapped.

4

To begn imparting your data, chick Finish,

[ cacet ][ neo ]

If you are happy with the summary that you are presented with, click on Finish and

your file will be imported.

NOTE: Next time you use the routine it will remember the mappings that you

have used previously.
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Import Audit Trail Transactions

In Sage 50 Accounts 2010+ when you go to import the Audit Trail Transactions file,
you now have to map the fields in the file to the fields in Sage.

Click File

Eile | Edit Miew Meodules Settings Tools Favourites Weblinks NewsFeeds Help

New rh
’..

(& Qpen
O g Cuns Welcome to Sage 50 Accounts

¥ Maintenance...

£ Import..
Office Integration
Send 3
Log Off .}—L_'J What should I do first?
Exit Mot sure where to start? Have a look through our sug

some ideas.

Select Import and the Data Import Wizard will emerge

Data Import Wizard

Sage 50 Accounts - Data Import
T

Welcome welcome to the Data Import wizard.

Uging thiz wizard, you can import data from Excel worksheets [ sz wlax] and files O
Data type cantaining comma-separated values [*.cav).
Diata source

Figld mappings

Finish

WARMING: Thiz operation iz HOT reverzible,

Wwhe ztrongly recommend pou take a backup of pour data before

proceeding.

[ Cancel l [ Help l Mext

h

Click on Backup to make a backup of your data first.

Click Next once the backup is complete
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Select Audit Trail Transactions from the list

Data Import Wizard

Sage 50 Accounts - Data Import

o Welcome Select the type of data pou want bo mpoet: 7

]

Ltuacht Teal Iransactions
Cusshormss recodds

Data type Mommal sccounts
Product reconds

Cakn source Froject reconds
Stock hanzachons
Supphes recouds

Faeld mappings

Fnigh

Click Next to continue

Select the Comma-separated (*.csv) option

”

Data Import Wizard

Sage 50 Accounts - Data Import
o Welcoma Select the format of the data you will be ipparting:
¥ @ Comma-separated [*.cav) h
Dats
e type () Excel warkshest [# s mlas]
Data source Select the file to import:
|E:'\trans.csv | [ Browse... ]
Field mappings
(1 First row contains headings 7
Finish
[ Cancel l [ Help ] [ Back ] [ Mext ]

.

Ensure that No Tick is present in the First row contains headings option
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Click on Browse to select the Audit Trail Transactions file that you wish to import

NOTE: Ensure the CSV filename is all in lowercase (Example - trans.csv)

Click Next to continue.

Sage 50 Accounts now wants you to set up the field mappings. Start at the top of
the list and select A then for the next line down select B and so on until you reach J
which should be Tax Amount. The last 5 Sage 50 Accounts Fields should have no

field or letter associated with it.

Example Below

E3] trans

A B C D E F G
1 sl ZIP001 4000 1102010 5062 Monthly Support
2 |sI ZIPoo1 4000 1092010 5063 Monthly Support
R ZIPoo1 4000 1082010 5064 Monthly Support
a4
5
W 4 » ¥ trans ¥ 0 |

CSV format for the example above would be:

Column A =Type

Column B = Account Reference
Column C = Nominal A/C Ref
Column D = Department Code
Column E = Date

Column F = Reference
Column G = Detalils

Column H = Net Amount
Column | = Tax Code

Column J = Tax Amount

NOTE: For Audit Trail Transactions map fields A to J (Tax Amount being the

last field)

Select each column you require to the correct Sage field
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Data Import Wizard A . -
Sage 50 Accounts - Data Import
o Welcoms tMap the fields in your data to the fields in Sage 50 Accounts.
Required | Imparted Field Sage Field ~
© o C C—
# B Account Reference
o Dats source i =
[ MHominal &/C Ref
Field mappings b Department Code
E Date
Finish F Reference
G Details
H Met Aot
| Tax Code b’
tap file in uze: AuditTrailT ransactions. map
[ Clear Map ] [ Load Map... l [Save Map...
[ Cancel ] [ Help ] [ Back ] [ Mead ]
h,

Once you are done, click on the Save Map button to make a copy of the map you
have just created.

Click Next to Continue

P
Data Import Wizard -

k. - -
Sage 50 Accounts - Data Import ( i
/

o Welcome ‘f'ou are now ready to import pour data.

The following iz a summary of the optionz wou have chozen. IF you need to change any
o Dats type of them, click the Back buthon niow.

D ata type: A
o Dtz source Audit Trail tranzactions

Data source:
o Fizld mappings tranz.csv

Header row:

Finish No

Al fields have been mapped.

4 L

To begin importing your data, click Finizh,

(o ) ()

If you are happy with the summary that you are presented with, click on Finish and
your file will be imported.

NOTE: Next time you use the routine it will remember the mappings that you
have used previously.
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Errors When Importing

Be Aware:

If when importing data into Sage an error occurs or a warning emerges, this does not
always mean the data has not been imported. Before re-attempting an import, please
check the Sage records as duplicates could occur otherwise.

If errors do occur, they will need to be corrected in the CSV file before attempting an
import again.

Deleting data from Sage is difficult, so it always best to perform a backup before
running any import.

Exporting Customers from Sage 2008
Open Sage
Select Customers

A, Customers

Select Customer List

Links

&S| Customer List
|| Quotations List

|| Irvnice List

Q? Activity

iﬂl Aged Balance

{R Late Payment Charges
=5 Batch lreeoice

|=) Batch Credit

{E:n:} Cuztorner Defaults

ﬁ.':-:} |hvoice Defaults

||| Reports

Select Reports

&

Reparts
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Collapse Customer Details Reports by clicking on the Plus sign

p
i 7| Customer Reports
i i - Y

==

Description File Mame
[27 &ged Debtors Feports

(23 Agents Commission Feports
[Z3 Credit Cantrol Feports
(29 Customer Activity Feport
E tg
(23 Custamer izt C5TADDL repart
[27 Customer Bark Details CUDEBE. report
[Z3 Custarner List CSTLIST. repart
[£7 Customer Fecord C5Y 51 Ledaq.report
23 Customer Record C5Y [Extended) 51 Ledg?. report

- [23 Customer VAT Fegistration List CSTYATL. report

(23 Customer Invoice Feports

(23 Daily Transaction Feports
7 Day Book Reports
(9 Departmental Feports
(27 EC Sales Reports

Generate Fepart Freview

New E it Delete Expand | [ Tidy

Cloze

Select Customer Record CSV

' Customer Reports

L - - s -
Description File: M ame -~
(27 Aged Debtars Feparts
[27 &gentz Commission Fleports
[Z3 Credit Control Reports
[Z7 Customer Activity Feports
E| [Z3 Customer Details Feports
i [3 Customer Address List CSTADDL. repart
- [Z3 Customer Bank Detailz CUDEBK. report
(23 Customer List CSTUST. report =
ner Record C S|_Ledg.report
i (23 Customer Record CSY [Extended) SI_Ledg2 report
i 23 Customer VAT Fiegistration List CSTWATL report
(23 Customer Irwoice Reports
(23 Daily Transaction Feparts
[Z9 Day Book Reports
(21 Departmental Feparts
[£7 EC Sales Reparts |
[ Generate Report l File:
Prirker
Preview
[ New |[ Ea Tidy

Select File from the pull down by click this button H
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Generate Report ]

Click Generate Report

AN

‘ Organize « g8 Views - B tew Folder

Favorite Links Mame Date modified Type Size
Documents | customers
More | Mominal
| = 5_Ledg
Folders v | £l suppliers
" | Documentation =
1 Documents
\u Ebook
" L Images
" | Loadmaster
| | Loadmaster EactremH
1 Mew Logo
' 1. New Staternents
l sage

-
ThRLTC

L AR A R ————— 1
Save Report As u
— - .
I L% node Dhapolle) (Q:) » Debbie » sage - {-,.| | o

| File name: | customers ﬂ
Save as type: | &ML Files (*xml) E

XML Files (*.xml)
. - Portable Document Files (*.pdf)
'~ Hide Fold i
EE TS LML Files (*.htm, ".htmi)

E Rich Text Format Files (*.rif)
Microsoft Excel Files (*.xls)
lit Test Files (*.txt)
efaults QEM Text Files (*tut)
Fails

Delimited Files (*.csv)
Irnage Files (".bmp)
Data Files (*.datareport)

1

Print Spoal Files (*.prn)

Enter a Name for the file

NOTE: Ensure the CSV filename is all in lowercase (Example - customers.csv)

Select Comma Separated Value File from the pull down by click this button u
Choose a Location to save the file too.

Click Save
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Appendix D - File Menu

Appendix E - Window Menu
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