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TPN Invoicing

User Guide

This system allows depots using the TPN despatch system to raise client invoices by
reading data already held.
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Chapter 1 — Installation

Firstly place the CD in the CD-ROM drive and the installation will start automatically.

e The first window that comes up is shown below.

Welcome EHE E|

Welcome to the TPN Invoicing Setup Wizard.

The wizard will install TPM lrevaicing on vour computer.

[t iz gtrongly recommended that you exit all Windows programs
before running thiz Setup program.

Click. Cancel to quit Setup and then cloze any programs pou have
running. Click Mest to continue with the Setup program.

WARMIMG: Thiz program is protected by copynght law and
international treaties.

[ Mext = ] [ Cancel ]

e The second window that comes up displays the contents of the readme file, if you have already installed
the program before.

Readme Information

Readme Information

Fleaze read the following readme infarmation carefully.

THSTRUCTIOHS -

« PLEASE MAKE SURE EVERYBODY IS OUT
OF THE INVOICING SYSTEM, EACH USER
CAN GO BACK IN AFTER THIS UPDATE
HAS BEEN LOADED ON THEIR COMPUTER.
WE ALSO STRONGLY RECOMMEND YOU
PRINT THESE INSTRUCTIONS OUT.

* AFTER IMNSTALLING ©ON THE FIR3T COMPUTER PLEASE
RO THE INVOICING SYSTEM ALND THEM FROM THE

CTMTIT: PALTLWTT ST TTT TIAMTLT O ARTT: TILITRT O'T°T T T

Print ] [ < Back ]I Mest » J [ Cancel
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e If you are installing this program for the first time, the third window that comes up will ask you for a
password, which you will need to contact us for at this time.

Please enter the Answer to the below guestion.

Please enter the Answer to the below question.

Thiz package has been pazsword protected.

The question to quote iz TI11 23015032

To get the required answer, please contact Zipzap on 01522 684705,
Anzwer:

[ < Back " Mext ] [ Cancel ]

e After we have given you the password and the system is being installed for the first time. If the TPN
system is already installed a dialog box will appear asking for the directory where to install the TPN
program.

Select Destination Folder,

Destination Folder

Click Mest to install to thiz folder, or click Change to install into a different folder.

Fleaze enter the location where pou would like to install the program. *r'ou may bype a new
folder name ar click the Change button ta find a new lacation.

Inztall TPM |nvoicing b

C:\Program Files\TPNINYG

[ < Back " Mext » ] [ Cancel ]

e By choosing Next the software will be installed and a window will be displayed telling you it’s finished
as below.
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Eo®
Setup Wizard Complete

The Setup wizard haz succeszsfully inztalled TPM Invoicing, Click,
Firish to exit the wizard.

e This window informs you that the installation has finished. A desktop shortcut will have been created
called TPN Invoicing and a program group called TPN Invoicing with several items.
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Chapter 2 — Set-up

The Set-up menu, comprises of the following options, Regions, Services, Types, Dynamic, Gazetteer
(Individual and Bulk sub options), Rates (Account, Tariff and Card sub options), Charges and
Parameters (Invoice No, Quote No, Credit No, Docket No, Company, Printers and Images sub options).
Each individual option will be explained within this chapter.

Regions

This option allows you to set-up the codes and descriptions of pricing regions that you use. Usually you
would charge different rates for different areas, so these will require their own region.

The initial window will look something like below.

’ﬁ Browse Regions El [=] @-‘

Beqionz

Code Description -
E._I:I

0z Zane Twao
n3 Zone Three
n4 Zone Four

05 Scottizh Lowlands
& Scattizh Highlands

07 Zone Seven - Belfast

na

n3 jerzey & quernzey

10 izle of man

11 Europe

M 44 4 2 » [0 01 < [ -

: Delete

Irngert Ha Change

m Cloze

Within the list you will see any Regions that are set-up and by pressing the relevant buttons at the bottom of
the window you will be able to:

Lol [nzert .
== ] Insertanew Region.

Change the highlighted Region.

a Delete . . .
== ) Delete the highlighted Region.

Close the window.

TPN Invoicing © ZIPZAP Computers Ltd 7



Services

This option allows you to view the codes and descriptions of the Services that the TPN Despatch 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.

The initial window will look something like below.

& Browse Services EI [=] @
Services |
Code Description -

Akl Deliverny
AbATL b T ail Lift
BrIM  Book in by delivery depot
BEIT  book i taillift

BESL Booked Slat - Pre defined

BSTL booked slot tail lift W
COL  Collection

COL  Collection

DDA Dedicated Day A

DOAT Dedicated Day Ak T/L

DOAY Dedicated Day

1 44 | 2 b [er] 0 F P -

Ingert Ha Change : Delete

Insert a new Service.
Change the highlighted Service.

D&l
& Dokt | e the highlighted Service.

Close the window.

Please 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

This option allows you to set-up the codes and descriptions of the types of consignments that you invoice.

The initial window will look something like below.

# Browse Freight Types |Z”Elb__<|

Code | Description

14 44 4 [ 2 k[ Fr M L4 [ >
+ B

Insert a new consignment type.

Change the consignment type.

Delete the consignment type.

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.

The initial window will look as below without any data in the list:-

¥ Browse Dynamic Assignments

Azzignments |

Locate : :l

Code  Ewvaluate Field Mame Azzignment

[MP:SERWVICE ="AMTL' OF IMP:5E  LOB:SERWVICE

ECOT IMPSERMVICE ='EBIT'OR IMP:SE JOB:SERVICE ‘EC
MO0 IMP-SERVICE ='DDAY' OR IMP:SE  JOB:SERVICE ‘MO
SAT1 IMPSERVICE ="SATL'OR IMP:SE  JOB:SERWICE AT
THO1 IMP-SERYICE ='BKSL'OR IMP:SE  JOB:SERWICE 'TIME'

14 44 4 2|k B[ M < ||| >
Inzert ‘ | ﬂ Change = Delete m Cloze

Within the list you will see any Dynamic Assignments that are set-up and by pressing the relevant buttons at

the bottom of the window you will be able to:

Insert a new Assignment.

Change the highlighted Assignment.

Delete the highlighted Assignment.

Close the window.

I will now guide you through the information needed for a dynamic assignments record.
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F Assignment will be Added (New) (=13

Azsignments |
Code: [ |
Evaluate :
ox
Functions ﬁ Cancel
Field : | w
Azsighment : | |
Azzignment will be Added
I will now explain each of the fields in turn.
e Code The unique code for this dynamic assignment.
e Evaluate The rule to evaluate on import, if this evaluates to true then the Assignment below

will be assigned to the Field below.

An example is shown below.

IMP:SERVICE ="EBIT' OR IMP:SERVICE ="EBKI' OR IMP:SERVICE = "ECTL' OR
IMP:SERVICE ='SS' OR IMP:SERVICE = 'BKIN' OR IMP:SERVICE = 'BKIT' OR
IMP:SERVICE ="EEC' OR IMP:SERVICE ="'EECL' OR IMP:SERVICE ='SSTL' OR
IMP:SERVICE ="ECCT"

What this tests for to see if the evaluate statement is true is that the incoming service is EBIT, ECTL,

SS, BKIN, BKIT, EEC, EECL, SSTL or ECCT. If the incoming service is one of these values then
the Field (below) will hold the value of the Assignment field below.

e Field A drop list of all the fields for the jobs file that the value of the Assignment field
(below) can be assigned to.

e Assignment The value that you assign to the Field if the Evaluate expression equals true.
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Gazetteer

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

Individua

This 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 the nine regions.

The initial window will look something like below.

(& Browse Gazetteer Records E" [=] '@
Gazetteer
Locate: ||
Postoade R1 R2 R3 R4 R5 RE R7 Ra Ra &
s | [ J | [ | |
AB10 03
BB n3
BB12 n3
AB13 n3
AB14 n3 B
AB1E n3 B
BE1R n3
BB 2 n3
AB 21 n3
AB22 n3
IR A ] P P
Ingert Ha Change a Delete 'E Cloze

The button synchronises this 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.

Within the list you will see any Postcodes that are set-up and by pressing the relevant buttons at the bottom
of the window you will be able to:

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

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

Delete the highlighted postcode.

Close the window.
TPN Invoicing © ZIPZAP Computers Ltd 12



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

Bulk

This routine allows you to quickly assign a range of postcodes to one or more pricing regions. The initial
windows will look as below.

Bulk Change Gazett

Criteria [

Pastal : ||

Start Reg : ol

End Reg: 1=
[] Change R17?
[7] Changs R2?
[7] Change 37
[7] Change R47
[7] Change R5?
[7] Change RE?
[] Change R7?
[] Change A&7
[7] Change R97

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 R1? tick-box.

Select A from the drop-list field next to the Change R1? tick-box and then press the OK button.

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 R2? tick-box.

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

This is where you set-up the rates that are used to price the consignments that have been entered on the TPN

depot system, options exists for Account, Tariff or Card rates.

Account

This is where you set-up specific rates for the accounts that are held within the TPN Depot system. The
initial window will look like the below image.

& Browse Accounts E'E'@
Accounts
Locate: ||
Account  Mame Fostcode Tel Fam Pricing Period =
PALCO INDUSTRIES LIMITED T e i_
PaLCO PALCO INDUSTRIES LIMITED W3 9AR [t | W
FBSIM PBES INTERMATIOMAL FREIGHT LTDRH10 954 11253 551140 112593551169 x| W
FEMROSE DCwW PEMROSE & COLTD Tw18 4.0 01784-461464 01784 466307 [ | W
FILOT Pilat [nt'l Logizites Limited HF12 34H 01454 462749 01454 443422 [ | W
PLAMTS  PLAMTS LTD G124 875 01276 855 855 01276 855 055 [ | W |
POWER POWERHOUSE DESIGH & EMGIMEEFT' 1JH 020 8744 0444 020 8744 2567 %t | W L4
PRINC PRINCIPLE FORELIFTS LIMITED Tw'20 8RN [ | W
PROC PROCHEM ELJROFE LIMITED K13 1RH 0208 3741515 0208 9741511 x| W
FROCExFP PROCHEM EUROPE LTD kT3 [ | W
FROCF  PROCHEM EUROPE LTD kT3 1RH | W
FROFORM:proforma account T4 %t | W
1444 4 2] 0 0r| 0 < [ P
Account uges a Card Rate.
@ Account uses Specific Fates.,
| Account uses Full Tariff B ates.
Inzert ‘ ‘ a Change 'E Cloge

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

Ch
By pressing the button you will be able to set-up any specific rates for the highlighted account,

the following window will be displayed.

TPN Invoicing © ZIPZAP Computers Ltd
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& Account will be Changed (PALCEXP) o] & [
Main | Cont | Bates | P Ovemides | B Ovendes | Azzignments | Invd Assignments
Account: |PALCEXP

b amne ;

Address

Postcode %5 94R
Tel:

Fauw:

E Mail : Accts Email ;
Cantact :

SageAcct: [PALCO Cost Additions ‘ﬂ Cancel

Terms: | 30| daps credit from date of Invoice.  Analysiz : Card: []

Apply Discount

Fuel Surch 1350 % Half Ta Full Mo Invoice Iy Diszount : 000 x

Individual Irvoices Otr Ta Half Mon Watsble — Gazetteer Region: | 1 &

Account will be Changed

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 Despatch
system is not aware of them.

e Sage Acct If you leave this blank then Account field will be used as the field that is
transferred to Sage for this account, otherwise this field is used.

e Terms This is the number of days after the invoice date that the account has to pay
by.

e 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.

e 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.

e 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.
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................................... From Pallets 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.

Gazetteer Region  Which Region do you wish to use that is in the Gazetteer for pricing for this
customer 1to 9.

On the CONT tab which is shown below, the following fields can be entered.

TPN Invoicing © ZIPZAP Computers Ltd
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Hain | Cont |ﬂates |E Overrides | B Ovendes |Qiscount |Assignments Ired Aszignments

[ Head Office

Period

@) wieekly
O Twoweekly
) Manthly

[ Email lnwoices [ Email Pods

Account will be Changed

& Account will be Changed (PALCEXP) |l= | = || &2 |

Salutation : D
| Cancel
) Daily Ace Contact - ﬂ

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 this ticked, another tick-box can be ticked or left un-ticked like

[N Printed Invaice. i 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.

The Rates tab is where you would set-up the specific rates for the current account see below, and the
Overrides tab, is where you can set-up pricing overrides to postal regions for the account.

TPN Invoicing © ZIPZAP Computers Ltd
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E=NBCR =™

& Account will be Changed (ACTECH)
bain |Q:|nt| Rates |E Ovemdes | B Ovendes |Qiscaunt |ﬂssignments Inwvd Assignments
Reaion Service [ Tag ]
Shows Al
4|2 [ [ ] g Cuoe
Inzert n Change u Delete
M ik wmaill bz Tl zenzd

Initially the tab would look like this, as no rates would have been set-up, two buttons are enabled for use

these are, Import or Insert.

By pressing the Import button the following window will appear:

# Select Account

Accounts |

Locate ; ﬂ:l

Acc Mo Marme Poztcode Tel s

AER PACKAGING

ALk ADKM SOLOUTIONS LTD

Ay ADVAMCED COMBUESTION

ALl ALLSPEEDS

AR AMR BURMLEY LTD

ASD ASD METALKLOCE)

Al AxI0M =
BaR BARCODE LOGISTICS

BIR BIRTWELL & CO

BLUETE= 9EBROADST

BRA BRACEWELL TRAMSFPORT

BRAM Fuw BRAMWELL AMD CO

|44 4 2 k| k| K 4 || ¥
@ o |

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.

TPN Invoicing © ZIPZAP Computers Ltd
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+ WIS ) . .
- 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) [ @ |
7[Band:
tain | Bands
Region : [=]
Service : [=] | Specific
Guarter Pallets Half Pallets Half 05 Pallets Full Pallets Full 05 Pallets
Bands FHRate Bands Rate Bands FRate Bands HRate Band: Hate
a 0.00 Fixed 1} 0.aa Fixed a0 0.00 Fixed 1] 0.an Fixed a0 0.an Fixed
1] 0.00 Fixed 1} 0.0 Fixed 1] 0.00 Fixed 0 0.an Fixed 1] 0.an Fized
1] 0.00 Fixed 1} 0.0 Fixed 1] 0.00 Fixed 0 0.an Fixed 1] 0.0 Fized
1] 0.00 Fixed 1} 0.0 Fixed 1] 0.00 Fixed 0 0.an Fixed 1] 0.0 Fised
1] 0.00 Fixed 0 0.0 Fixed 0 0.00 Fixed 0 000 Fixed 0 0.00 Fired
o 0.00] [ Fired 0 0.00] [ Fixed 0 0.00] [] Fixed 0 0.00] [ Fived 0 0.00] [ Fived
i 0.00] [T Fiked i 000 7 Fixed ] 0.00 [7] Fised i 0.00) [] Fised o 0.00 Fied
1] 0.00 Fined 0 0.0 Fixed 0 0.00 Fixed 0 000 Fixed 0 0.00 Fired
1] 0.00 Fixed 1} 0.0 Fixed 1] 0.00 Fixed 0 0.an Fixed 1] 0.0 Fized
1] 0.00 Fixed 1} 0.0 Fixed 1] 0.00 Fixed 0 0.an Fixed 1] 0.0 Fized
Surcharge 0,00 94M Surcharge : 0,00/ 104AM Surcharge : 0.00 Ak Surcharge : 0.00
Rate will be Added l oK l ‘ﬂ Cancel
Each field is explained in turn below:
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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All Pallets

Band: Rate

1 50.00) [ Fised
g 40.00) [ Fised

10 350.00

11 35.00) [ ]Fixed
N 0.00/ []Fied
0 0.000 [] Fixed
0 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.

Quarker Pallets Half Pallets Half 05 Pallets Full Pallets Full @5 Pallets
Band: FRate Band: FRate Band:z FRate Band: Rate Band: Rate

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

10 45.00) [] Fixed ] 18.00] []Fixed 2 11.00) [] Fixed ] 1600/ []Fixed ] 30.00 Fixed

30 42.00) [] Fired a 0.00) []Fized a 0.00f ] Fired 1] 0.00 [ Fived a 0.00] []Fized

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

0 0.00 7] Fired 1] 0.00 ] Fixed 0 0.00| 7] Fixed 0 0.00) ] Fixed 1] 0.00) [ Fixed

0 0.00) [ Fired i] 0.00] []Fixed 0 0.00] ] Fixed 0 0.00) ] Fised 1] 0.00) [ Fixed

0 0.00] [] Fived 0 000 [JFised 0 0.00] [ Fived 0 0.00] [] Fived 0 000 []Fised

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

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

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

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.

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)
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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.

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 (see page 25).

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 (see page 25)

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 (see page 25).

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.

& Rate will be Added (New) [ 3 =]
Bands
Main | Bands
Region : [=]
Service [=]
Quarker : | 0.0
Half : 0.0
Half 05 : 0.0
Full: 0.0
Full OS5 : 0.00
Surcharge : 0.oa
Séb Surc 0.00
104M Surc 0.00
A Surc 0.00

| Zipzap TPN Invoicing.decx - Microsoft Word ]

R ate will be Added

l ok Hﬂ Cancel

Quarter The rate per quarter pallet.

Half The rate per half pallet.

Half OS The rate per half oversize pallet.
Full The rate per full pallet.

Full OS The rate per full oversize pallet.
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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 (see page 25).

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 (see page 25)

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 (see page 25).

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:

& Account will be Changed (ACTECH] =R~
bain |Q:|nt| Rates |E Ovemdes | B Ovendes |Qiscaunt |ﬂssignments Inwvd Assignments
Reaion Service Tag
A ab Delivery
---------- =
Shows Al
o
42 « [ r Eurge
Inzert Hﬂ LChange = Delete | Impart |
Ao wb smaill s Chsinad

You will see now the button and the : ™" I 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).

ay 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:

TPN Invoicing © ZIPZAP Computers Ltd
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#] Copy to Regions

Begion |
Code | Descrption | f Tag i
01 [England [Elue]
- nigland [Blue] [ tag &l ]
02  England Surcharged [Green]
03 “wWales/Devon/Cormwall [velow] [ Untag all ]

04  Scottizh Lowlands [Red)
05 Scottizh Highlands [Grey]
06  Marthem |reland

07 Eire

03 lsle of Man

03  lzle of Wight

10 Channel lzles

11 Offshore [sles

12 Localv0

4|44 4 | 2+ Fr| Kl < ¥

Dwenarite 'E Close

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, you may tick as many regions as you require.

. cl . . .
By pressing the button the system will return to the previous window and copy the rate to all of
the regions that you tagged.

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.

Simply select the P Overrides tab and the window will look like the following one.
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& Account will be Changed (ACTECH)

Locate :

bain |Q:|nt |Bates P Ovemdes | B Ovendes |Qiscaunt |ﬂssignments Inwvd Assignments

Pogtal  StartZ EndZ Servic

Walids

O H HOSF FOS 5 3AM 104M &M

tag All

T4 44 4 7 ¢ Fp M

o1 [P

Inzert

Untag all
Show &l

M s b il ha Chznaad

You may Insert, Change, Delete or Import Overrides from another account, the screen looks like below

for the individual override.

@& Override will be Added (New) o B |-
Main
Postal : ||
Start : 1] End: | 99
Service ]
Quarker : 0.00 Quarker Y alid ok
Half - 0.00) [¥] Half ald
Half 05 : 0.00 [¥]Half 05 alid
Full: 0.00 Full*/alid
Full 005 - 0o Full 05 Y alid Surcharge : 0.00 Surcharge % alid
94M Surcharge 0.00 4k Walid
10 AM Surcharge : 000 104 W alid
AM Surcharge 0.00] [&F] Ak W alid
Owerride will be Added
Each field is explained in turn below.
e Postal The very main part of the postcode i.e. LN, NG or L.
e Service Choose from the drop down list the service level.
e Start The start postal zone i.e. 1
e End The end postal zone i.e. 99
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e Quarter The rate per quarter pallet.

e Quarter Valid Is the Quarter Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

e Half The rate per half pallet.

e Half Valid Is the Half Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

e Half OS The rate per half oversize pallet.

e Half OS Valid Is the Half OS Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

e Full The rate per full pallet.

e Full Valid Is the Full Pallet Rate to be used as an Override against the rate which is

usually charged for the account.
e Full OS The rate per full oversize pallet.

e Full OS Valid Is the Full OS Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

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 Surcharge Valid Is the Surcharge to be used as an Override against the rate which is usually
charged for the account.

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 (see page 25).

¢ 9AM Valid Is the 9AM Surcharge to be used as an Override against the rate which is
usually charged for the account.

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 (see page 25)

e 10AM Valid Is the 10AM Surcharge to be used as an Override against the rate which is
usually charged for the account.

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 (see page 25).

e AM Valid Is the AM Surcharge to be used as an Override against the rate which is
usually charged for the account.

Once you have entered a rate and saved it by pressing the OK button you will be returned back to the
previous window:
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Once you have entered some records, you may if required tag/mark some records and by pressing the Copy
button (which is only shown if you have tagged/marked some records), copy them to other postal regions.

R Overides

This tab allows you to setup overrides that apply to regions rather than overrides that apply to a postcode,
the initial tab will look as below.

& Account will be Changed (ACTECH)

Main |Q:unt |Eates |E Overnides | B Owerides |Qisu:u:uunt |£S$ignment$ Inwvd Assignments

(o] @ =]

Fiegion

Service

W alids

3 H HOSF FOS 5 94aM 108M AM

14 44 4 7 ¢ M

ﬂ Cancel

Inzert

Aemm b il ha Chznaad

You may Insert, Change, Delete R Overrides the screen looks like below for the individual override.

& Region Override will be Added (Mew)

=)o &

Region : _E|
Service : =
Quarter : 0.00

Half : 0.00
Half 05 : 0.00

Full: 0.00
Full O5 : 0.00

[uarter Valid
H alf % alid

Half 05 % alid
Full v alid

Full 05 %/alid Surcharge :
94k Surcharge :

10 AM Surcharge
Ak Surcharge

0.00
0.00

0.00
0.00

Surcharge Y alid
3apd W alid
108k Walid

Abd Wald

Fegion Overide will be Added

Each field is explained in turn below.

e Region

The region that the override applies to. Choose from the drop list.
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Service Choose from the drop down list the service level.
Quarter The rate per quarter pallet.

Quarter Valid Is the Quarter Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

Half The rate per half pallet.

Half Valid Is the Half Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

Half OS The rate per half oversize pallet.

Half OS Valid Is the Half OS Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

Full The rate per full pallet.

Full Valid Is the Full Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

Full OS The rate per full oversize pallet.

Full OS Valid Is the Full OS Pallet Rate to be used as an Override against the rate which is
usually charged for the account.

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.

Surcharge Valid Is the Surcharge to be used as an Override against the rate which is usually
charged for the account.

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 (see page 25).

9AM Valid Is the 9AM Surcharge to be used as an Override against the rate which is
usually charged for the account.

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 (see page 25)

10AM Valid Is the 10AM Surcharge to be used as an Override against the rate which is
usually charged for the account.

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 (see page 25).

AM Valid Is the AM Surcharge to be used as an Override against the rate which is
usually charged for the account.
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Once you have entered a rate and saved it by pressing the OK button you will be returned back to the

previous window:

& Account will be Changed (ACTECH)

b ain |§|:|nt |Bates |E Ovenides | B Owverides |Qiscount |£ssignments Irved Azsignments |

E=E(E=R ===

Regioh Service W alids
0 H HOSF FOS S 9aM 10AM AM
Zone 01 AMTL AM Tai Lift dunlaulaalala

ﬂ Cancel

44 42 [ <[]
Inzert Ha LChange : Delete
A b waill e Tl zined

If you have selected to offer discounts based on the number of pallets they send out, then another tab called
Discounts will be shown, which allows you to override the default discount based on region. So if we select

the discount tab, the following screen will be displayed.

Here you would enter anything that is different from the default pallet discount by region, for instance some

regions may not be discountable etc.
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Assighments

This tab allows you to create specific dynamic assignments for the account, as the normal dynamic
assignments are used automatically by every customer. So this is what the initial tab looks like.

#} Account will be Changed (TIMLOC)

Main || Cont | Bates || Overides Qiscnuntlgssignments |1nvd.ﬁ.ssignments

Code  Ewaluate Figld M ame Azsignment

I4 44 4 7 F Mk M

Irngert

Account will be Changed

|
We will go through creating a dynamic assignment for the account, press the et button and the
following window will be displayed.
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#5 Specific Assignment will be Added [Mew)

Agzignments

Code: ||
Evaluate :
o
Eunctions ﬂ Cancel

Field : "

Azzignment :

Specific Azzignment will be Added

will now explain each of the fields in turn.
Code The unique code for this dynamic assignment.

Evaluate The rule to evaluate on import, if this evaluates to true then the Assignment below
will be assigned to the Field below.

An example is shown below.

IMP:SERVICE = 'EBIT' OR IMP:SERVICE = "EBKI' OR IMP:SERVICE = "ECTL' OR
IMP:SERVICE ='SS' OR IMP:SERVICE = "'BKIN' OR IMP:SERVICE = "BKIT' OR
IMP:SERVICE = 'EEC' OR IMP:SERVICE ="'EECL' OR IMP:SERVICE ="'SSTL' OR
IMP:SERVICE ="'ECCT'

What this tests for to see if the evaluate statement is true is that the incoming service is EBIT, ECTL,

SS, BKIN, BKIT, EEC, EECL, SSTL or ECCT. If the incoming service is one of these values then
the Field (below) will hold the value of the Assignment field below.

Field A drop list of all the fields for the jobs file that the value of the Assignment field
(below) can be assigned to.

Assignment The value that you assign to the Field if the Evaluate expression equals true.
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Invd Assignments

This tab allows you to create dynamic assignments that are not valid for this account, as the normal dynamic
assignments are used automatically by every customer, you can say which ones are not valid for this
account. The initial tab would look like this.

# Account will be Changed (TIMLOC) MSET

Main || Cont | Bates || Dvernides &ssignments|1nvd.ﬁ.ssignment$

Code Evaluate Field Azzignment

T4 44 4 2|+ FF| M

Irzert

Account will be Changed

Here you would maintain which dynamic assignment codes are not to be used for this account. By simply

. Insert . . .
pressing the button, via a drop-box be prompted to choose a dynamic assignments code that

does not apply to this customer.
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Tariff

This is where you set-up rates that are used for when an account has not got a specific rate set. The initial
window will look something like below:

# Browse Tariffs |’L||E|[$__<|
T aniff
Region Service » [ Tag ]
England [Blue] Akl Deliveny [ — ]
11 England [Blue] EC Economy =
01 England [Blue) ECCO  economy collection [ Untag all ]
11 England [Blue] MDD Mext Day [ GEmEE ]
11 England [Blue] SAT Saturday
01 England (Blue) SATT  saturday timed | Showar |
01 England [Blug] TIME  Timed Delivery —
02 England Surcharged [Green) A A Delivery
02 England Surcharged [Green) EC Economy
02 England Surcharged [Green) ECCO  econaomy caollection
02 England Surcharged [Green) HD Mext Day
02 England Surcharged [Green) SaT Saturday
14 44 4| 2 6| b| b1 < (| 3w
Inzert ‘ ‘ ﬂ Changs : Delete m Cloze

Insert Ch : .
As you can see the button and the ﬂ =" | buttons are enabled at first, by pressing the
button, the following window will be displayed as below:

TPN Invoicing © ZIPZAP Computers Ltd



@ Tariff Rate will be Added (MNew) [ @ |
Fain | Bands
Region : [=]
Service : [=] V| Specific
Quarter Pallets Half Pallets Half O5 Pallets Full Pallets Full 05 Pallets
Bands Base Bands Basze Bands Base Bands Baze Bands Baze
i 0.00] [ Fixed 0 0.00) [ Fixed 0 0.00) [ Fied 0 0.00 [ Fixed 0 0.00) [ Fived
0 0.00] [ Fixed 0 0.00) [7] Fived 0 0.00] [7] Fived 0 0.00] [7] Fixed 0 0.00] [ Fived
i 0.00 Fixed a 0.oa Fimed a 000 Fired a 0.0a Fixed a 000 Fired
i 0.00] [ Fixed 0 0.00) [ Fixed 0 0.00) [ Fived 0 0.00 [ Fixed 0 0.00) [ Fied
0 0.00] [ Fixed 0 0.00) [ Fived 0 0.00] [ Fived 0 0.00] [7] Fixed 0 0.00] [ Fived
0 0.00| [ Fived 0 0.00) [ Fived 0 0.00] 7] Fived 0 0.00] 7] Fixed 0 0.00] [ Fived
0 0.00] [ Fixed 0 0.00) [7] Fived 0 0.00] [7] Fived 0 0.00] [7] Fixed 0 0.00] [ Fived
i 0.00 Fixed a 0.oa Fimed a 000 Fired a 0.0a Fixed a 000 Fired
i 0.00 Fined a 0.oa Fimed a 000 Fired a 0.0a Fined a 000 Fired
0 0.00] [ Fixed 0 0.00) [ Fived 0 0.00] [ Fived 0 0.00] [7] Fixed 0 0.00] [ Fived
Surcharge : 0.00) 94M Surcharge - 0,00 10AM Surcharge : 0.00 Ak Surcharge : 000
Taiiff Riate wil be Added [ o ] ‘ﬂ Cancel
Each field is explained in turn below:
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.

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.

Full Pallets are charged at £16 per pallet if up-to 4 Full Pallets are despatched, if 5 or more Full Pallets are

TPN Invoicing © ZIPZAP Computers Ltd 33



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. 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 (see page 25).

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 (see page 25)

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 (see page 25).

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.

& Rate will be Added (New) [=] & |
Bands
Main M
Region : [=]
Semvice : [=]
Quarker : [ 0.0
Half - 0.00
Half 0% : 0.0
Full: 0.00
Full 05 : 0.0
Surcharge : 0.00
34M Surc 0.00
10&M Surc: 0.00
A Sure 0.00

| Zipzap TPN Invoicing.decx - Microsoft Word ]

Riate will be Added AH | T l oK l ‘ﬂ Cancel
e Quarter The rate per quarter pallet.
e Half The rate per half pallet.
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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 (see page 25).

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 (see page 25)

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 (see page 25).

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:

9 C
This button allows you to copy the marked rates to other pricing region(s), by pressing this

button a window will open up like the following one for you to tag other regions:

#] Copy to Regions

Region
Code | Description | | Tag i
Englaru:l [Blue] [ — ]
a
02 England Surcharged [Green] £=
03 Mwales/DevondCarrwall [vellom] [ Untag all ]

04 Scoathzsh Lowlands [Red)
05  Scothzh Highlands [Grey]
06  Martherm lreland

07 Eire

02 |lzle of Man

09 lzle of Wight

10 Channel lzles

11 Offshore [sles

12 Local0

T4 44| 4 | 2+ ke kl 4 >

v | Owenarite -
IE Cloze

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, 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 services that you tagged.
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5
Pressing the button allows you to tag a list of service codes to copy the highlighted tariff

record to. The list of services to tag is shown below.

EEIThook i taillift

BSTIbooked slot tail lift

COL Collection

COL Collection
DDADedicated Drap Abd
DDA Dedicated Day Ak TAL
DDADedicated Day

& Copy to Services E =] |@
Services
Code  Description -k Tag ]
b M Delivery
- tag Al
AMT AM Tail Lift [ s )
BEIMB ook, in by delivery depaot [ Untag all ]

BKSIBooked Slat - Pre defined

DDEDedicated Day Booked Slot

B[ 44 4 2 ¥ | br| kI '

Owenarite

m Clogze

. Cl . . .
By pressing the button the system will return to the previous window and copy the rate to all of

the services that you tagged.
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Cards

This part of the system is where you set-up the card rates, card rates are complete tariffs but you can have
many of them and you can link groups of account to a card rate. The initial window will look something
like below:

¥ Browse Card Rates

Rate Cardz |
[ Tag ] [ tag Al ] [ Untag all [ Tag ] [ tag Al ] [ Untag all
Fate Cardz F atez for the Highlighted Card
Code Dezcriptian Region = Description Service  Descriphion
4 A4 4 2| F kr kI 4 | ¥ 4 A4 4 2| ke kI < | *
Inzert Inzert m Cloze

The list on the left is where you set-up the actual cards, and the list on the right is where you set-up the rates
for the highlighted card.

So if you wish to use Card Rates, you would first need to create a Card, by pressing the Insert button on
the left-hand side of the window. You will then be placed inside the list box on the left where you can type
in the code and description of the card. When you have created the first card, the window will then look like
the following screen.
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¥ Browse Card Rates

Rate Cardz |

| Tag [ tagan || Untagal

| Tag |[ tagan || Untagal

Rate Cardz

Dezcription
Card Rate 1

44 4| 2| F | Fr ¥ £ (| 3

R atesz far the Highlighted Card

Region = Description Service  Descriphion

4 44 4 2k kM £ || »

Inzert ‘ ‘ﬂ Change ‘: Delate

Inzert ‘ |@ Irnpart ‘ ‘m Cloze

After you have created a card, you will then need to create rates, so by pressing the Insert button on the
right-hand side of the window, the following window will be displayed.

& Card Rate will be Added (New) [=] = ==
Regian : [=]
Servics [=] Specific
Guarter Pallets Half Pallets Half 05 Pallets Full Pallets Full 05 Pallets
Bands Baze Bands Baze Bands Baze Bands Baze Bands Baze
0 0.00] 7] Fixed 0 0.00) 7] Fived 0 0.00] [7] Fixed 0 0.00] 7] Fized 0 0.00] [7] Fived
0 0.00] [ Fived ] 0.00) [] Fixed ] 0.00) [T Fired ] 0.00] [] Fived ] 0.00 7] Fired
0 0.00] [] Fived ] 0.00) [] Fived ] 0.00] [7] Fired ] 0.00] [] Fived ] 0.00] 7] Fired
0 0.00] 7] Fixed 0 0.00 7] Fived 0 0.00] [7] Fixed 0 0.00] 7] Fined 0 0.00] [7] Fived
0 0.00] 7] Fixed 0 0.00) 7] Fived 0 0.00] [7] Fixed 0 0.00] 7] Fized 0 0.00] [7] Fived
0 0.00, [7] Fixed ] 0.00) [] Fixed ] 0.00) [] Fired ] 0.00) [7] Fized ] 0.00) [ Fired
0 0.00] [ Fived ] 0.00) [] Fixed ] 0.00) [T Fired ] 0.00] [] Fived ] 0.00 7] Fired
0 0.00] [ Fived ] 0.00/ [7] Fived ] 0.00/ [7] Fired ] 0.00] [] Fived ] 0.00] 7] Fired
0 0.00] [ Fived ] 0.00) [] Fixed ] 0.00/ [7] Fired ] 0.00] [] Fived ] 0.00] 7] Fired
i 0.00, [7] Fixed 0 0.00) [ Fiwed 0 0.00) [] Fired 0 0.00) [] Fired 0 0.00) [ Fired
Surcharge : 0.00) 94M Surcharge : 0.00 104M Surcharge : 0.00 &M Suwchargs .00
Card Pate will be Added [ ol J l g3 concel

Each field is explained in turn below:
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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.

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.

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. 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 (see page 25).

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 (see page 25)

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 (see page 25).

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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(& Card Rate will be Added (Mew)

Bands

Rate |Bands
Region : [=]
Service : [=]
Quarter : [ 0.0d
Half : 0.00
Half 05 : 0.00
Full: 0.00
FullOS 0.00
Surch : 0.00
94k Sur: 0.00
108k S : 0.00
AM Sur: 0.00
Card Rate willbe Added [ Ok l ‘ﬂ Cancel
e Region Choose from the drop down list the pricing region.
e Service Choose from the drop down list the service level.
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.

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 (see page 25).

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 (see page 25)

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 (see page 25).
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Once you have entered a rate and saved it by pressing the OK button you will be returned back to the
previous window.

The Tag, Tag All and Untag All buttons at the top of the left-hand list are for tagging cards. When a
card(s) has been tagged a copy button will be shown at the top of the left-hand list. Pressing this button
opens up a list of all the cards you have set-up which you may tag the ones where you wish to copy the rates
for the previously tagged cards to these tagged cards.

The Tag, Tag All and Untag All buttons at the top of the right-hand list are for tagging rates of the
highlighted card. When a rate(s) has been tagged a copy button will be shown at the top of the right-hand
list. Pressing this button opens up a list of all the regions you have set-up which you may tag the ones where
you wish to copy the rates for the previously tagged rates to these tagged regions.

TPN Invoicing © ZIPZAP Computers Ltd 41



Charges

This menu option allows you to modify the charges that you incur from the Hub and Collection/Delivery
tables. These tables are maintained automatically by the non-live Hub System, when the Live System is
being used, then you need to maintain these tables yourself. The initial screen will look as below.

& Maintain Charges E=x N=h ="
Postcode Depot Region Bay | | Depot  Service Surcharge  Quarter Half Full Half 05 Full 05 Quarter DR Half DR Full DR -
7 . S S O s R
BE11 0az 03 10124TL n.oag 5 5.00 5.00 10.00 10.00 5.00 5.00 5.00
wE12 092 09 10148 n.oa 5 5.00 5.00 10.00 10.00 5.00 5.00 5.00
E13 0sz2 09 10148TL n.oa 5 5.00 5.00 10.00 10.00 5.00 5.00 5.00
&E14 092 09 10140 n.oag g 5.00 5.00 10.00 10.00 5.00 5.00 5.00
BE15 0az 03 1014DTL n.oag 5 5.00 5.00 10.00 10.00 5.00 5.00 5.00
BE1E 092 09 101 4M n.oa 5 5.00 5.00 10.00 10.00 5.00 5.00 5.00
@E21 0sz2 09 101AMTL n.oa 5 5.00 5.00 10.00 10.00 5.00 5.00 5.00
B2z 092 09 101410 n.oag g 5.00 5.00 10.00 10.00 5.00 5.00 5.00
BB 0az 09 44 4| 2| b 01 « [ [ 4
BE24 092 09
W25 092 09 l Inzert “ﬂ LChange [: Delete
B30 092 09
P82 e 03 Redgion Service Surcharge  Quarker Half Full Half 05 Full 05 Digz Pak Percentage  Pals Fror Pals T =
o g hm (700 333 I
| 24TL n.oag B6.00 BE.00 70.00 132.00 140.00 939 20.00 a
(B35 03 03 | 48 n.oa 57.00 57.00 52.00 114.00 124.00 939 20.00 a
o e 03 | 48TL n.oag 57.00 57.00 62.00 114.00 124.00 939 20.00 a
(837 i | 4D n.og 40.00 40.00 43.00 80.00 86.00 939 20.00 a
(B8 033 m | 4DTL n.oag 40.00 40.00 43.00 80.00 86.00 939 20.00 a
(B33 03 03 | Bbd 21.00 43.00 43.00 48.00 86.00 96.00 939 20.00 a
841 e 03 | AMTL 21.00 43.00 43.00 48.00 86.00 96.00 939 20.00 a
(842 033 m | B410 21.00 42.00 42.00 47.00 24.00 94.00 939 20.00 a
RTINS R R AR I -
l Inzert [ﬂ LChange : Delete l Inzert “ﬂ LChange [: Delete

The list underneath the heading TPN Gazetteer, is the gazetteer that TPN use, along with what the charging
region is for each gazetteer entry. You may Insert, Change or Delete entries in the list after you start to
link to TPNL.ive.

Below the Hub Charges title are all the charges that the Hub makes per service used, again you may Insert,
Change or Delete entries in the list after you start to link to TPNL.ive.

Below the Collection/Delivery Charges title are all the charges that the Collection/Delivery depots makes
per service used, again you may Insert, Change or Delete entries in the list after you start to link to

TPNLive.
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Parameters
This menu option allows you the following options either Invoice Number or Company.

Invoice Number

This part of the system allows you to maintain the next invoice number that will be used in the invoicing

routines; the invoice summary is the program that actually updates this value. The initial window will look
as below.

MeRt Iy Mo

‘ (] Hﬂ Cancel

Simply type in the next invoice number (this only really needs to be done the first time you use the system)

and press the button to save the details or the ﬂ "™ | button to cancel the details.

Quote Number

This part of the system allows you to maintain the next quotation number that will be used in the quotation
routines. The initial window will look as below.

Mext Quate Ma

‘ (] Hﬂ Cancel

Simply type in the next quote number (this only really needs to be done the first time you use the system)

and press the button to save the details or the ﬂ "™ | button to cancel the details.
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Credit Number

This part of the system allows you to maintain the next credit note number that will be used in the credit
note routines. The initial window will look as below.

MNext Credit Mo

Simply type in the next credit note number (this only really needs to be done the first time you use the

- -
system) and press the button to save the details or the button to cancel the details.

Docket Number

This part of the system allows you to maintain the next docket number which is used when you insert a new
consignment. The initial window will look as below.

MNext Docket No

Mext Docket :

‘ (] 4 Hﬂ Cancel

Simply type in the next docket number (this only really needs to be done the first time you use the system)

and press the button to save the details or the m button to cancel the details.
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Company

This window allows you to set-up the core parameters of the system. The initial screen will look as below.

(g Company Settings

M ain | Sage [Locall |

Code Code
MName :

Address

Postoode
Tel:

Fam:

Ernail ;
Yat Reg:

Copies :
Wat Rate :
34k from :

104M from
&b from ;

2%
20,00

O7:004M ) to:
O7:008M ) to:
O7:004M | to:

EU Rate

03: 004
10: 004k
12:00PH

0.000000

IJze Sage
By Manifest Date

Update Podz
Mew Untick Override

Default Period

1 Daily Ma lmvaoice far Zero
@ weekly Sage Ext Lower

) Twio Weekly

) Monthly

Digc After Fuel Sur
[ Use Surcharge

[ Ctn Tet

Invaice Feturned

4 44 4 | 7 | k| M “ I

[ Irngert ][ Change ][ Delete ]

Firstly you must enter the depot code(s) that you are known by in the list-box on the left side of the screen,
this is used in filtering out any consignments that are not yours held with the TPN Despatch system, when
you run the Import routine on the Operations menu. The Insert, Change and Delete buttons are provided
for you to maintain the list.

Here is an explanation of the other fields in turn.

e Code Your main depot code within TPN.
e Name Your Company name.

e Address Up-to 4 lines of address details.

e Postcode Your postcode.
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Tel Your telephone number.

Fax Your fax number.

Email Your email address.

Vat Reg Your VAT Registration.

Copies- The number of copies of invoices/credit notes to print when printing invoices

(if using a non dot-matrix printer it will generally be more than 1).
Vat Rate The current standard rate of VAT (currently 17.5 as of 1% March 2003).

EU Rate If using the euro currency and charging in dual currencies, what is the amount
per euro’s to be pound. If you use this then the invoicing layout will need to have a quick
modification made to it.

Use Sage If this tick-box is ticked then another tab called Sage Local is selectable, by
selecting this tab, you can enter the sage parameters, as shown below.

Disc After Fuel Sur If you offer any of your customers a percentage discount off their invoices is
this calculated after any fuel surcharge or before.

9AM from, to Here enter the time slot that 9AM’s can be delivered in, if a consignment
within the TPN system has a time entered within this time slot then a 9AM surcharge can be applied.

10AM from, to Here enter the time slot that 10AM’s can be delivered in, if a consignment
within the TPN system has a time entered within this time slot then a 10AM surcharge can be
applied.

AM from, to Here enter the time slot that AM’s can be delivered in, if a consignment within
the TPN system has a time entered within the time slot then a AM surcharge can be applied.

By Manifest Date Do you wish to import the consignments from the depot system by Manifest
Date order?

Use Surcharge For rates where a surcharge value as well as timed values exist, do you wish
the surcharge value to be added to the timed values or the times values to have priority.

Update Pods If you print pod details on the invoices, | would recommend this checkbox is
ticked.
CTN Text By ticking this option, all wording on the windows that relates to Qtr Pallets

will now be replaced with wording that relates to Cartons.

New Untick Override By ticking this option, any manually inserted consignments, will have
their override tick box un-ticked.

Invoice Returned By ticking this option, you only invoice consignments where the paperwork
has been returned.

Default Period What is the default invoice period for the invoicing system?
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e No Invoice for Zero Do not invoice 0 charge jobs.

e Sage Ext Lower Tick this box, as the newer versions of sage need the CSV extension of the file
produced for it, to be lowercase, the older versions are not fuzzy.

¥ Company Settings |Z||Elf'5__<|

Main | Sage [Local] |

Directory : [C:4 | E]
Mominal ; -.
Taxcode :

MY Taxcode

Here is an explanation of these fields in turn, please note these fields are local fields, so if you are running
this program on more than one PC and are using Sage, these details will need to be set-up on each PC.

e Directory - By pressing the ] button, you will be able to select the directory where you wish to
place the sage file into TRANS.CSV, which is created during the invoice summary.

e Nominal - The nominal code that the invoices/credit notes are posted to.
e Tax Code - The standard tax code to use for postings, this is usually T1.

e NV Tax Code - The vat code to use for non vatable postings, this is usually TO.
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Printers

This part of the system has to be entered per computer, it holds what printer and paper size is responsible

for the Invoices, other documents and Credit Notes that are printed.

g Setup Printers

o

Invoice Printer : | Samsung ML-4500 Series

| E] Paper : El E]

Other Printer : | Samsung ML-4500 Series

| [:] Paper : El E]

Credit Printer : | Samsung ML-4500 Series

| E] Paper : El

@

‘ ‘ﬁ Cancel

Simply press the ] button next to either the Invoice Printer, Other Printer or Credit Printer prompts
and you will have a screen displayed like below.

Select the Printer

Frirker

M ame: Samsung kL-3500 Series

V| [ Properties. .. ]

Status: Ready
Type: Samzung ML-4500 Series
YWhere:  LPTI:

Comment;

Frint range

® Al

() Pages  hom: | | |

[ Frirt ta file

Copies

Murmber of copies: 1 =

LIk

[ ak. H Cancel ]

Simply select the required printer to use and then press the button to select that printer to use.

By pressing the [ button next to the paper prompts, a window like the following screen will be displayed.
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Choose Paper, Size !

() Portrait Let; Right:

Faper

see. | |
Source: | Ao Select w |
Orientation kdarginz [millimeters)

() Landscape Top: Bkt

[ ak. ][ Cancel ][ Frinter... ]

Here choose the paper size you will use.
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Images

This part of the system allows you to set where the pod images are stored. The initial window will look as
below. If in the Company settings, you have ticked the Invoice Returned tick-box, then when you browse
the jobs, the system will ask if you wish to check for returned paperwork, the system will check for returned
scanned pod images in the below directory.

#] Setup Image Dir Z”E'E'

Wwhere: | |

Pressing the button, allows you to select the directory where the Pod Images are stored, press the

button to save the details or the ﬁ anee button to cancel the details.

This needs to be done on each computer that uses the TPN Invoicing system.
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Chapter 3 — Operations

The Operations menu comprises of the following options, Clear, Import, Maintain, Account, Credit
Notes and Quotes.

Each individual option will be explained within this chapter.
Clear

Because this system stores consignments for invoicing in its own files separate from the TPN Despatch
system, if the information is no longer required then you may clear the data from and to a specified date.
Only consignments that have been invoiced will be cleared, unless you place a tick in the Purge All up-to
Invoice Date tick-box. The initial screen is shown below. PLEASE NOTE THIS ACTION IS NOT
REVERSABLE.

#] Purge Consignments

From Diate ; |
ToDate: | 05/06/2003
[ | Purge &l

‘ ok ‘ | ﬂ Cancel
- -
Simply enter the date range you wish to clear and then press the button.
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Import

TPN Depot

This routine imports the consignments from the TPN Depot system that are for your depot codes (set-up in
the company settings) into the consignment file for this system to be invoiced. The window below is shown
and prompts for a start and end date for the import.

= /Import TPN Consignments E|E|E|

Start Date ;
End Date :

‘ (] 4 ‘ ‘ﬁ Cancel

Here simply enter the start and end dates of the range of consignments that you wish to import from the TPN
Despatch system.

0K
By pressing the button, any consignments that fall in the date range you have entered and

where the requesting depot is equal to a depot held in the company file will be priced and imported into the
consignment file used by this system.
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TPN Live

When you are linked to TPNL.ive this routine can be run and it will import the consignments that are for

your depot codes (set-up in the company settings) into the consignment file for this system to be invoiced.

The window below is shown.

@'ImportTP‘NSoap ConsignmentsEl [=] @

iCheck Returned Papenwarki

‘ ] ‘ ‘ﬁ Cancel
oK.
By pressing the button, all consignments and pods that have been downloaded by the

TPNSoap program for the invoicing system will be imported. The system will make use of the dynamic
assignments you have created and will price the consignments as they come in.
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Maintain

This routine allows you to maintain the internal consignment file when records are imported into it using the
Import option. You will be initially asked for a date range to limit the view to as shown below.

Enter Viewable Despaich Date

If wou wizh to imit the contentz of the browse lizt to

gpecific dates, enter the dates here and select OF.

Stat DespatchDate: ||
End Deszpatch Date |:|

‘ OF. ‘ | ﬂ Cancel
But by simply pressing the button, all consignments will be viewable. The next window will

look as below.

& Browse Consignments EI' =] '@
by Docket | b Order | by Account | by Manf Date |
Locate : Filker
Docket Date Order Postcode Coll Del Service Qtr Hall Full HO Pall: FO Pall: “Weight Charge RetP Ima Imwd =
3 EHEEET THEEE N O O 1ol
n0o000s2 10/11./2008 LE11 5RG021 071 MDD 1 400 3|00 3 x|
00000038 f2A202008  avOM o 100905 FL15 071 0A MO 1 250 iz | g
00000037 01122008 AWOM  CHEPSTOW T4 440G 071 071 MO 1 100 3000 3 |
noon003a 0322008 AWOM  Chepstow Ta34aG 071 071 MDD 1 100 3000 3 % |
0000039 11122008  AWOM  CHEPSTOW KNP 071 0 MDD 1 100 3000 3 % |
0000040 15/12/2008  AMCOR BS3 07 07 WD 4 2200 45.00 B3 x|
0000001 18/12/2008  AMCOR BS3 oA oA MO 2 933 4500 3 It | T
noonoo4z2 231252008 AMCOR BS3 071 0A MO 4 2759 4500 £3 8
00000043 16/12/2008 AWOM [ - 17453) WPZ0 071 0 MDD 1 100 3000 B3 % |
0000044 060172009  AWOM 17713 Add MNP0 071 0A MDD 2 2000 3000 3 % |
00000045 15/01/2009  AMCOR Savilles Extra BS35 071 0 WD g 1000 45.00 3 ' |
00000051 17/02/2009  AWOM 18083/ 91 Chepstaw MNP19 071 0 MDD 1 100 3000 3 x|
n0o000s3 23/03/2009 AW COLL 108035 SH1 071 0A MO 4 4000 7884 83 g
n0o000s4 04/03/2009  AWOM 15264 Additional BS35 071 0A MO 1 1 3000 3 |
IR < [ b
Any Columng marked with & ﬂ hawve invalid walues, that may affect |nvoicing.

[ Inzert Hﬂ Chatge [: Delete

Firstly you can sort and locate the consignments in Docket No, Order No, Account No and Manifest Date

order, and as the screen says any columns that are marked with a

4

and down the list you may notice a picture i may be shown at the bottom right of the list, this
graphically shows that the highlighted consignment has notes associated with it

have invalid values. As you move up
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« Account

- A cross in this column means that the account number can not be found in the accounts file.

o Postcode - A cross in this column means that the main part of this postcode can not be found in the
internal gazetteer, this means that a pricing region can not be found in order to price the consignment.

e Service

e Charge

The Ret P column shows you visual if the consignment has all the paperwork returned or not.

The Invd column shows you visually if the consignment has been invoiced or not, The LB} Eiter

- A cross in this column means that the service code can not be found in the service file.

- A cross in this column means that the charge is zero for this consignment, it could be
because of other columns having invalid values or simply you have no rates was located in order for a
price to be calculated.

allows you to view just the Invoiced or Un-Invoiced consignments.

In the IMA column a yellow icon will be shown if a pod image as been returned for it and you haven’t
invoiced it and the paperwork returned column is not ticked and you invoice on paperwork returned.

You may insert, change or delete consignments by pressing the relevant buttons, we will change a

consignment in order to see the next window. Inserting a consignment is useful for adding on your own
adhoc jobs and by putting no tick in the Override field, you can enter your own charges without the charges
being recalculated.

button,

(@ Consignment will be Changed (00000001) = = =
Main | Cant ... | Freehand | Motes | Pods
Docket : 0000000 Service: |MD Diirect
Order Deliver Date :
Client Order : D aytime
DespDate: 21072008 Cltr 1 Weight: kg
Request : T4 Collect : T4 Hailf : 0] ‘weight : kg
Account: |ETF Full: 0 ‘weight Okg
Conzignor: |[ET EMVIROMEMTAL HOFallz : 0] ‘weight Okg
Postcode : [KTE 203 FO Palls : 0] ‘weight : Okg « LS
Conzignes : |MF P GRIMMER
Address ﬁ Cancel
EEYLEIGH Charge : +.00
Postcode : |BDZ22 Drelivery : T4 Callection : 0.00
Owermide Hub: 0.00
Dielivery : Q.00
Surcharge Amount 0.00
Congighment will be Changed

Below are the fields explained in the order, that they are expected to be input:
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Main Tab

Docket - This is the docket number of the consignment and this can not be altered.
Order - This is the order number of the consignment.

Desp Date - This is the despatch date of the consignment.

Request - This is the code of the requesting depot this has to be a VALUE.

Collect - This is the code of the collecting depot and has to be a VALUE.

Account - This is the account number of the account responsible for the consignment, if

the system can’t find the account you type in it will display a list of near matches, for you to choose
one. Once one has been found or selected the Consignor or Postcode fields will be filled in.

Consignor - This is the name of the consignor.

Postcode - This is the postcode of the consignor.

Consignee - This is the consignee name.

Address - There are 4 lines that hold the consignee address.

Postcode - This is the consignee postcode, at this time the main part of this field will be

used to locate the pricing region.
Delivery - This is the code of the delivery depot, this has to be a VALUE.

Override - This field can be ticked or un-ticked, if it’s ticked then when the
consignment is re-saved the pricing will be re-calculated.

Service - This drop-down list allows you to choose what the service level will be.

Direct - Whether the consignment is directly delivery by you, this field can be
evaluated during the invoice print to print additional information on the invoice.

Deliver Date - This field allows you to enter the date it’s meant to be delivered on and you
can also enter the time.

Ins - This field if ticked allows you to enter an amount to insure the goods for.
Quarter - The number of quarter pallets.

Weight - The combined weight of the quarter pallets.

Half - The number of half pallets.

Weight - The combined weight of the half pallets.

Full - The number of full pallets.
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e Weight - The combined weight of the full pallets.

e HOPalls - The number of half over-size pallets.

e Weight - The combined weight of the half over-size pallets.

e FOPalls - The number of full over-size pallets.

e Weight - The combined weight of the full over-size pallets, if you have the Override

field ticked the consignment will be re-priced and the Charge updated.

e Charge - The charge for the consignment, this can be over-typed and will not be
altered by the system if the Override field is un-ticked.

e Collection - How much the collecting depot is to charge you?
e Hub - How much the hub is to charge you?
e Delivery - How much the delivery depot is to charge you?

e Surcharge Amount - The surcharge amount.

Cont... Tab

By clicking on the Cont... tab, you will be able to enter more details if required. The tab looks like below.

& Consignment will be Changed (00000001 o] B |-
tain | Cont ... | Freehand |ﬂ|:-tes |Eu:u:|s |
Rermark.s :
Tupe :
Pod Details
Signed ;
[Date :
Timne
Rermark.s : Returned Papenark,
Addt Charge
m Cancel
Ihgurance
| naLire
|Fvoiced
Irwvaice Ma 00037407 D
Irvoice Date 264072008
Conzignment will be Changed
e Remarks - There are two lines of remarks relating to the consignment.
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e Type - The type of consignment.

e Signed - This field holds the name of the person who signed for the goods.
e Date - This is the date that the goods were signed on.

e Time - This is the time that the goods were signed on.

e Remarks - This is the remarks line that relates to the POD details.

e Returned Paperwork - This tick box should be ticked if you only invoice consignments where the
paperwork has been returned.

You will also see the proof of delivery details and also some display only fields in the bottom left of the
window, these relate to whether the consignment has been invoiced, what invoice it is on and the date it was
invoiced. Ifit’s been invoiced then the button next to the invoice number can be pressed and will then
display the actual invoice on screen if you have Adobe Acrobat ™ installed on your computer.

Freehand Tab

By clicking on the Freehand tab, you will be able to enter more freehand details if required. The tab looks
like below, except the Freehand tick-box is not ticked and as it’s un-ticked it does not show the text box
which my sample screens below does.

#7 Consignment will be Changed {00001602) W=13

Main | Cant ... | Freehand | Haotes || Pods

Canzignment will be Changed
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Here you can enter free text details in the notes field, and you can evaluate the Free Hand field in the
invoice layout to print different details on the invoice for a consignment that has had it’s Free Hand check-
box ticked (call me for details on how you might set this up). By ticking the Free Hand checkbox, the
Direct and Override checkboxes will be automatically be un-ticked.

Notes Tab

By clicking on the Notes tab, you will be able to enter more freehand notes if required. The tab looks like
below. The notes are shared with the TPN Depot system, any notes entered on the depot system are shown
in this system and vice versa.

#7 Consignment will be Changed {00001602) W=13
Main | Cant ... Freehand| Haotes |Eu:u:|$

Date Time Entered By HELLO A
12:59PMKEWIMN

<

T4 A4 4| 7| F|[FF K

Insert

Conzighment will be Changed

. Inzert . . . . .
By pressing the button you may insert a new note for this consignment, the following window
will open for entry.
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#] Note will be Added

MNotes |
9l #0]23] v| 2| @ - | | o =|[F =] =] =| =[5
|MS Sanz Serif V||E= V||'W'estern V| B | I | u |T‘T‘
| A
oK,
v
Mate will be Added
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Pods Tab

By clicking on the Pods tab, you will be able to view the pod history of the consignment as text and as pod
images. The tab looks like below. The details are shared with the TPN Depot system.

£ Consignment will be Changed (00000011)

Main | Cant ... | Freehand | Haotes | Pods

Date Stamp | Time Stamp | Dizcrep | Signed By Signed On Signed At Remarks
14 44 4 2 k| ke K 4 >
Image Mame = :

0250000007117112006.031 22005

I4 44 4 2 »  FF| M

Canzignment will be Changed

The top list box, shows the textual history of the POD for the consignment, the bottom left hand box, shows

the image file names that relate to the consignment and the actual image for the highlighted filename is
shown to it” s right.
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Credit Notes

This routine allows you to maintain credit notes as well as print them, the initial screen will look something
like below.

¥ Browse Credit Notes ._||_,[X|
LCredits |

CreditMumber: [ |

Credit Mo | Credit Date | Ouwr Reference Your Reference Marmne Frinted Posted

4 44 4 2 F FF K €| >
Inzert Cloze

You may insert or change credit notes by pressing the relevant buttons. The Print button is only enabled
when credit notes exist and will print the highlighted quotation. We will create a credit note in order to see
the next window.

] Credit Note will be Added (New) ZH:.[X]
e e
Credit Mo : Wat Rate :
Credit Date ; 05/06/2008
Our Ref: | |
our Ref: | |

Account ; |:| E]

Mame: | |
Address 1 | |
| |
| |
| |
Postcode :l

Credit Nate will be Added
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I will explain each field in turn.

Credit No - The credit no is automatically entered by the system from the next credit number to
use.

Credit Date - The date of the credit note.

Our Ref - The reference number that you wish to assign to this credit note.

Your Ref - The reference number that your customer may have quoted you for this credit note.

Account - The account number for the customer who is to receive the credit note, the full

address will be shown after this field is entered.
Lines Tab

By clicking on the Lines tab, you will be able to enter free text lines for the credit note. The tab looks like
below.

5 Credit Note will be Added (New) MiSES

Main | Linez |

Seq | Detailz M et Amount

I4 44| 4 | 2 K M

Insert

Credit Mate will be Added

Here you would simply maintain the lines of the credit note with the Insert, Change or Delete buttons, in
the below example we will create a credit note line, so by pressing the Insert button the following window
will be displayed.
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#] Update Records... (Mew)

Dietailz |
=
Mettdmount: [ ]
Credit Line will be Added

Here you would simply enter the free text details of the line on the credit note with the net amount of that
line.

Once you have saved the line and indeed the complete credit note the resulting browse window showing all
credit notes will look something like below.

#] Browse Credit Notes

Creditz |

Credit Mumber : I:l

Credit Mo | Credit Date | Ouwr Reference Your Reference Marne Frinted Posted
7| 05/06/2003 AEE PACKAGING

14 44 4 2| ¢ | Fp M £ | >

Inzert Hﬂ Change ‘: Delete Cloze

You will be able to visually see which credit notes have been printed and posted, by highlighting a credit
note and by pressing the Print button, that credit note will be previewed for you to print like the following
screen.
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I8} Praview - Page 1 of [1..1]

& 28 3 0

e Credit Note

Wikshile Road

Hull
HM A

el M4E2ETE4TS
k-1 M42BETTE2
valno: 660 214588

ALEA S MOKEHOUSE accourt:  AQODOY
KILMORY e Tuesday, Juy 19,2005
LOCHGLPHEAD crEatm:  000000ZS
ARGYLL “four Ret
Qur Ref
PA31
el 2 1

Detals KeTAM
- noorecd Charge for Consignment 10000001 213

sub iotal - 213

vt @17 50%: 03
final total : 250

Here you are shown the first page of the preview, at the top of the window, you are shown what page you
are on. We will now go through the small icons at the top of the window:

Pressing this button will take you to the very first page.

Pressing this button will take you to the page before the one you are on.
Pressing this button will take you to the page after the one you are on.
Pressing this button will take you to the very last page.

Pressing this button will zoom into the current page by a factor of 2.

Pressing this button will zoom out of the current page by a factor of 2.
Pressing this button will re-display the current page at the default size.

Pressing this button will print the current page to the current printer.
Pressing this button will print all the pages to the current printer.

DEE=22Y7Y 44

Pressing this button will allow you to email the complete preview to an email address, to view it they

would need the free viewer that comes part of the system and is installed in the program group that is created

at install time.

= Pressing this button, will allow you to save the complete preview to a file of your choice, to view the
files use the free viewer that comes part of the system and is installed in the program group that is created at

install time.

This button closes the preview.
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Chapter 3 - Operations

Quotes

This routine allows you to maintain quotations as well as print them, the initial screen will look something
like below:

#] Browse Quotations '._||E|F5__(|
Guotations |I:|_I,I Uzed Date
T —
Reference D ate M ame Postcode | Service! Pallets Otd | Quote Uszed Palletz Snt
4 44 4 2| k[ ke M £ [ >
Inzert 'E Cloze

Firstly you can sort and locate the quotations in Quotation No or Date Quotation Used order.

You may insert, change or delete quotations by pressing the relevant buttons. The Print button is only
enabled when quotes exist and will print the highlighted quotation. We will create a quotation in order to
see the next window.

& Quote will be Changed (QTE:000014) o B |
Guatation | Motes
Account ;| EEETE E] Aaron Roafing Supplies Gtr 1]
Contact:  |Paul Half : 2
Date : 071242009 Full: 1
Reference : QTE:000014 [Thiz reference iz to be placed on 2nd Remarks Line]l  Half 05 : 0
Congignes . | TEST Full 05 : 0
Address [Auoted Amt 135.00
Fuel Surcharge 1250
HORWICH
Postcode : |MRZ21
Cervice: (MWD [w] Del Time :

[uote will be Changed
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I will explain each field in turn.
. Account - This is the account number of the client who is requesting the quotation.

. Contact - This is the contact name for the client who is requesting the quote, this is
automatically pre-filled after the account number has been entered.

. Date - This is the date the quotation is being created, the current system date is
automatically pre-filled.

. Reference - This is automatically pre-filled and can not be overtyped. This number should be
given to the client, for them to type it into the implant in the remarks line 2 or for them to write on
the consignment note and you to type this in manually in the remarks line 2.

. Consignee - This is the name of the consignee the good are going to.
. Address - This is the address of the consignee the goods are going to.
. Postcode - This is the destination postcode, you must enter a valid postcode for the system to let

you continue.

. Service - Please select the service level that is required.

. Del Time - The time the delivery has to be made by (useful for timed deliveries).

. Qtr - The number of quarter pallets.

o Half - The number of half pallets.

. Full - The number of full pallets.

. Half OS - The number of half over-size pallets.

o Full OS - The number of full over-size pallets.

. Quoted Amt - This is automatically calculated for you but you may over-ride if required.

. Fuel_ Surcharge — This is calculated from the percentage of fuel surcharge for the account you are
quoting.

Notes Tab

By clicking on the Notes tab, you will be able to enter free text notes about the quotation. The tab looks like
the following screen.
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5 Quote will be Added (New) M=

Guatation | Notez |

[Auate will be Added

When you have saved the quotation, you may then print it off by selecting the Print button from the previous
window, again the layout can be modified to your requirements.

What happens now is that when the import routine is being run, if a valid quotation reference is found in the
2" remarks field then that quoted price is used, that quotation is then marked as used. Also that
consignment is then set so the price is not recalculated.
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Chapter 4 — Reports/Enquiries

There is two menu options on this menu, the first called Invoicing contains four sub options, these are
Print, Summary (this has the sub options of Print, Reprint and Sage File), View or Un-Invoiced and five
options on there own called History, Price Lists, Profit/Loss, Top Accounts and Accounts these options
are explained below:

Invoicing
Print

This routine will print the invoices, one invoice per customer that has consignments to invoice, the initial
window will look as below.

r@ Print Invoices E =) @

Mext [mv Mo 11783

Start Account ;| EEREE

]
End &ccount: ¥DL ]
[rwaice Fram

Ihvoice To/Tax Date 100142012

Fenod
Draily
@ ‘Weekly
T Wwieekly
b anthly

‘ k. ‘ ‘ﬁ Cancel

You simply enter the range of accounts to invoice, this defaults to the first and last accounts that you have
on your system. Then you would enter the range of dates that if the consignments fall between these dates
then they are invoiced. And finally you would 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,

After pressing the OK button, a progress window will be displayed and then the invoices will be previewed
to the screen, looking like the following screen:
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PALLET SHFTESE SCSTRMELIATED

Invoice

ke e F AT

Fumi Serce 8 0% L3

et i 1T am

B E-¥

1

Here you are shown the first page of the preview, at the top of the window, you are shown what page you
are on. We will now go through the small icons at the top of the window:

N Pressing this button will take you to the very first page.

N Pressing this button will take you to the page before the one you are on.
> Pressing this button will take you to the page after the one you are on.
- Pressing this button will take you to the very last page.

® Pressing this button will zoom into the current page by a factor of 2.

K Pressing this button will zoom out of the current page by a factor of 2.
i Pressing this button will re-display the current page at the default size.
=} Pressing this button will print the current page to the current printer.
% Pressing this button will print all the pages to the current printer.

Pressing this button will allow you to email the complete preview to an email address, to view it they
would need the free viewer that comes part of the system and is installed in the program group that is created
at install time.

= Pressing this button, will allow you to save the complete preview to a file of your choice, to view the

files use the free viewer that comes part of the system and is installed in the program group that is created at
install time.
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This button closes the preview, if you have printed any pages the system will automatically save
each invoice into each own 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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Summary
Print

This routine will print a summary of all invoices showing the totals for each invoice, if you are using Sage
then a file containing these totals will be produced with the parameters you specified.

(@ Invoice Summary Criteria

Mest Iny Mo

Start Account
End Account :
[rvaice Fram

[reeice TosTax Date 10012012
Period
(71 Daily
@ 'weekly
7 Twa weekly
(7 Manthly

| k., ‘ ‘ﬂ Cancel

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

After pressing the OK button, a progress window will be displayed and then the summary will be previewed
to the screen.

When you exit the Summary and if you have printed it, then you will be asked to finish the summary, by

confirming, the sage file will be created if you are using Sage for the invoices in the run as well as any credit
notes that have been printed but not posted as well as clearing the range criteria, ready to start again.
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Re-Print

This routine allows you to re-print a summary of all invoices showing the totals for each invoice, you can
only do this if you have not cleared any consignments that are included in the invoice range you specify.
The initial screen will look as below.

@& Re-Print Summary El [=] @
at Rate BEIn

Tax Paint Date

Period
Draily
@) \Weekly
Two '\wWeekly
kit

Re-create Sage File

‘ Ok, ‘ ‘m Cancel

You are asked for the current VAT rate as it may be different for that periods invoices, then enter the tax
point date of the original invoice summary and also the invoicing period that summary was for. By pressing

gF. L . L . .
the button the invoice summary matching the criteria you entered will be re-printed, also you

can ask it to re-create the sage CSV again for you by ticking the Re-create Sage File tick-box.
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Sage File

You can only run this routine if you link to sage (which is set via the company parameters). The system will
read the last sage file created during the last invoice summary and display it for editing.

] Edit Sage Transaction File |:||:|r5__<|

Type  Account | Mominal | Dept | Date Reference Detailz etk TasC Tax Extra
07 00000993 134400 T1 I
Sl 4000 1] 03012007 00000934 119632 T 209.361

44 4| 2 r|[pr H € | >

l Inzert Hn Change [: Delete

In my example above, the second line has no value in the account column, this would cause sage to reject
the file. You can amend the value in any columns as well as insert or delete postings. By pressing the

Cl
button, the system will ask you if you wish to Re-save the TRANS.CSV file?, by doing this

you can then import it into Sage with the change you made.
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View

This routine allows you to view an invoice that has been printed, the below window prompts for an invoice

number, once entered the system will load that invoice into Adobe Acrobat ™, if installed.

# View PDF Invoice M=

Irwoice Murber : |:[|

‘ (] Hﬂ Cancel
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Un-Invoiced

This routine will print a list of consignments per customer that have not been invoiced, the print-out will
also show whether paperwork has been returned for each consignment. The initial screen will look as
below.

¢ Print Un-Invoiced Jobs E|:.[z|

Start Account ; v
End Account 1 w0O0D v |

End Date : 05/06/2008
‘ ] | ‘m Cancel

Simply select the account range and the date to print consignments that have not been invoiced up to, by

. v Ok . . .
pressing the button a report like the one below will be previewed.

eview - Page 1 o u|[ﬂ

Y
Zipzap Pallet Depot
% date Tuesday, December 6, 2005
page 1
Un-Invoiced Jobs - to 06/12/2005
[ | T T [omimes | T T T T
ACRM1 -ACRYPOL PRODUCTSLTD
frrrep— TTUTEG IPMOTHNMANE S LoMDCd w ™ i a mw
R — P T P s e s wnm
3 = am
ADD - ADDED DIMENSION LTD
[ —— pre———— [ - - \ s aam
s 3w
ADVI01 - ADVANCED LINK FORECOURT $VCS
[ — praTames memwouoTEIN s AomG - . \ a ™
u ™
ALFOO1 - ALFAGO MMA UK LTD
rT— i L e — - - i @ omm
P — A - . w sam
[E—— T —— - e o aam
1 w mw
BOYM1 - BOYDELL & JACKS LTD
otz wessy  amuma - . ws aam
[ —— - u 2 P ™
[ —— - e ws amm
[I— s e @ umm
P — s e 2 m Tam
P —— w . 2 = mam
- P —— [— s e [P
u s amwm
BP0 1 - BPI PACKAGING SERVICES
[ [RES—— - . P o
P ——— s e 2 @ mam
[ —— w . 1 - arm
[ —— - e e s2m
[ —— - - m am
P — - e me wm
[ —— - e B ™ wrm
L3 2 mm amm
CASO01 - VULLIAM CASCO
NUIETD semEa ETUTEGH MEWRTAI COMLRM MW - . \ m wm
P — STUTEGY WALIGN MO EMGIME MGG - - i W mm
2 T
CLVN1 - CLVWYD REFRACTORIES
[rTr— TN ALY P T L] ST w ™ i - m
= 2w
CONOO1 - CONTINENTAL BOTTLE CO LTD
ssssmT ame PP —— - . \ e wm
e vam
COT - COTTON CLUE JUK) LTD
f— ITUTINGE %A SUMCERAMMA VELICHMOWSHAT MO . B ma o amm
me amm
COWo - COUNTY OIL GROUPLTD
[ —— ETATINGE e LSRN HAMHLE AR O N . \ = ram
am 1w
DOR0O1 - DORMEX CONTAINERS LTD
e —— P — - . \ P ram
b
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Regenerate

This procedure will recreate all the PDF copy invoices again for a range of invoice numbers, the initial
screen will look as below.

= Regenerate PDF Invoices |Z||E|[z|

Start Invoice ; |:[|
rdimoice: ||

| ak. ‘ ‘ﬂ Cancel

Simply enter the start invoice number and the end invoice number to produce all the PDF’s for all the
invoice numbers in that range.
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History

This routine will print a list of all consignments for the date range for each customer in the range you
specify. The initial criteria window is shown below.

(@ Print History =] = =

Start Account :

End Account ;

Start Date
End Date :
[] Export as Excel

‘ s Hm Cancel

Simply select the account range and enter the date range to print consignments up-to, by pressing the

oK . . . . .
_ button a report like the one below will be previewed. You can also tick Export as Excel tick-
box which creates the report as an Excel spreadsheet.

& Preview =Tl

10f60 b M| W% ~ A A a9 B3

L Heathrow Express Pallets Ltd

T date Tuesday, January 19, 2012

L4 page: 1

Un-Returned Paperwork Jobs - to 10/01/2012
(el Depot_[Doctst. |ED) [consimes [Destnston [eerv_ [Pubne | Paists [ vusiant]
o o Zaroum e T =
ot 2 Wigton o e 2 em
ot E Edindurth NOTL N 1 360
o marc wl o 1
o ~a wL 1
on Womemwel ECTL o 1
o whgon P "
o coamnoz e e 2
o wrgen = = 2
ot cRAaNGEIOUTH = % 1
ot i e o 3
ot Coatondge N o 1
o whEon xar e '
o ALLOA TE o 1
o coson e o 1
o cosom =N e i
o W e o 1
o Ve Aige & Colsl =N e 2
o LORNSERAD-CERRETLR e 1
o2 0 PrmerDesgaicn e 3
o el ‘
o e e 2
o e e '
o e 2
o E '
o BKSL N 2 T
o el s
o = 1 E
o DEC o 1 235
o = 2w
o ™ 2 1
o =L o 3 un
o wm o t
o L TR
o ANTL o 2 530
o E FR
o e e "
o Gacou TrestmeLy mm 1
o A o U E 1 s
o AT Co ™ 7w
o peramn Co U =L e t e
o T UNGED  Caw el 1
o2 peramn Co U coRoo: =L e ER
o AT o U GOUROGE = ER—
o A o U GOUROOK ™ FR
o cazon P P
o PORTGLASGON = o T
o coson e e 1o
o Jobn Lew s Parnership Casaw DEC N 1 3%
o beramn O UK coLROoK =L e 3 s
o peramn G0 U couRoat =L e s mm
o PROCHEMSOOTLAND PORTGLASGOW L o 1 32
o2 ot cEsmn oA e T
o5 7e20Es 1A1Z0N WMNDTE SwEKERY:  Carlse - 1 s
~. LI
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Un-Returned

This report lists all the consignments up-to a specified manifest date, that have not had any paperwork
returned for it. The initial screen is shown below.

’.@ Print Un-Returned Jobs El [=] @

End Date :

(] J‘m Cancel

Pressing the OK button, will print a report, listing all the consignments that have no paperwork returned
upto that date.

& Preview
10f60 ~ b Mm% AR |@E s e s
L Heathrow Express Pallets Ltd
3 date Tuesday, January 10, 2012
page: i
Un-Returned Paperwork Jobs - to 10/01/2012
[Cos oepct Joocxst Jost Joonsmes [oestnaton Tearv [Puiors] pansts[ vusiant]
o1 oooizses oioos E=r e e T
ot 21072008 oL Wingion A N 2 em
oot 20072008 Fova Garoen Acmmmens EsiouEn oL T
o 13052010 Fedeem PC Far el e 1
o seveniLe a3 L e 1 s
o MEOLeku -KFCOLTD  Momewel o T
o sennLia wigen P e
o e o o o 1 sz
ot Gurties Wigion = 2 T
ot ENIROCLEANSLPRLES  CRANGEVOUTH = 1oz
oot ‘Sootcast Lid ‘Coatndge N Mo 3 75
o e e e e I
o sennLia wisen xar e PR
o KLEENEX STAND ALLon TE o T
ox Jobn Lew s Partership Gasgpw N o 1 430
ox House OF Sher s BKIN o 7 1750
o OANSERAD-CERRETLR GLASGO! e 1om
o VemewAgeSCold  Gaspw =N o 2 m
o2 LOANSERND-CERRETLR GLASGON e T
o Q042010 PRmErDescan Faser L ET™
o 20042010 PrRmErDescan Faser el + 2w
o 30042010 PRmer Descan Faser e e 2w
o 04052010 PrmerDesgch Paiser oo PR
o 12052010 PrmerDesgain Paiser oo 2 1o
o2 1WATESH Amama o Uk comon B PR
o 1w1zeN Amamaco Gowesk S 1 en
o2 EROCENSIOTLAC  FORTGLASGOW wl e 1 s
o2 Eomndonercally Gaspw = 1w
o JmlsFaTeRIE  GEDW x 1w
o A o U GowmesK BEL o 2w
o AT Co GowmesK BEL to 2 1
o peramn G0 U comos s o 3 e
ox Espresson Adesso Lid Gasgpw AMTL o + 500
oz Dennk hevlie Gsw ML Mo 1 175
oz Emmsson oL crraw amL o ER
o A G0 U Gowme BEL to FR
o ARTSTORE LTS auascon e e "
ox Gispw TreatesLid Gasgpw AMTL o 1 350
o A o U GowmesK BEL o 1 s
o AT o U cowmes BE o 7 mw
o peramn G0 Uk comos B PR
ox HOTEL du VN Glasgow Gasgpw NOTL o 1 144
o AT o U Gowesk BEL o 3 uam
o AT Co GowmesK BEL to 1 s
o Gowmes S FR
ox Gasgpw AMTL o 1 230
o PORTGLASGOW = T
ox Gasgpw NOTL o 1 674
oz cBraw x 1w
o comos B o 3 s
o2 cowmos B o s mm
o FORTGLASGOW wl o T
oz crew oA e T
o NMMOIEON SupemaKeE Pl Carise S5 N 1 300
= — = L E—
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Price Lists

This routine will print a price list for all the customers that you specify, showing each rate they have. The

order is in Region Code/Service Code order.

The initial criteria window is shown below.

FEX

# Price Lists

Start Account ; ﬂ:| E]
End Account ; |:| E]

[ ]Export Ta Excel

‘ s Hﬂ Cancel

Here simply enter the start and end account numbers and a price list will be previewed for each account

within that range. You may use the ] next to each entry to display a list of accounts. You can also tick
Export as Excel tick-box which creates the report as an Excel spreadsheet.

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

P ® A BB =
— oy
- Pricing Guide Pagemo
EDS002 -FASTCO (FASTENER & FIXING) LTD
] Zone One
- [ service [Guarter [Hatf  [Hatfous| Ful |[Fullovs|Surch [3Am [10am [am |
— am delivery 00 3250 4875 3505 7040 1000 o0 00 00
am tail lift 00 3250 4875 3505 7040 2500 00 00 00
economy 00 2700 4050 2800 5600 .00 0 00 .00 .00
_ economy tail lift 00 2700 4050 2800 5600 1500 00 00 00
= next day 00 3250 4875 3505 7040 .00 00 .00 .00
— next day tail lift 00 3250 4875 3505 7040 1500 0o 00 0
- saturday 00 3205 4875 3505 7040 2500 2000 2000 1000
saturday tail lift 00 3250 4875 3505 7040 4000 2000 2000 1000
— timed delivery 00 3250 4875 3505 7040 00 2000 2000 1000
—_— Zone Two

- [ service |Guarter [Hatf  [Haifois[Full [Fullos|surch [aam  [10am Jam | %
am delivery 00 3350 5025 3605 7210 1000 o0 00 00
am tail lift 00 3350 5035 3605 7210 2500 o0 00 00
- economy 00 2800 4200 3000 6000 .00 00 .00 .00
economy tail lift 00 2800 4200 3000 6000 1500 00 00 00
next day 00 3350 5025 3605 7210 0 .00 00 .00 .00
next day tail lift 00 3350 5025 3605 7210 1500 0o 00 0

saturday 00 2350 5025 3605 7210 2500 2000 2000 1000 w

>
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Profit/Loss

This menu item consists of two items these being Detailed and Summary.

Detailed

This routine will print a profit/loss report for all the consignments for the date range that you specify. Each

day consignments are grouped together and totalled. You can also elect that the report produces an Excel
Spreadsheet rather than a printed report.

The initial criteria window is shown below.

#] Profit and Loss Report

Start Date
End Date :

[ ]Expart Ta Excel

FEX

‘ oK ‘ ‘ﬁ Cancel

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

1of10 v Pz A BE @A
-~ Y
ANY COURIER COMPANY LTD
Consignment Profit and Loss Report - From 01/11/2006 to 30/11/2006
R |Docket.-'0r(ler |Conor |Conee |Ser | Palls | Wt | Charge | Costs | Profit | %
Wednesday, 01/11/2006
53015514 133452 LATTICELABELS  NSP TRICOM BUSINE ND 1 343 27.00 15.50 150  42.50%
R 53015515 133453 ALFRED ASHLEY PRIl ENTERTAINMENT UF ND 1 109 27.00 14,00 13,00 48.15%
53015516 133465 LATTICELABELS  PAXAR UK LTD ND 1 280 27.00 15.50 150  42.50%
53015517 133482 GRAPHIC BUS FORM KUEHNE &NAGEL LC TIME 2 1890 69.00 53.50 1550  22.46%
— 53015518 133479 ALFRED ASHLEY PRIl ENTERTAINMENT UF ND 1 200 27.00 14,00 13.00  48.15%
53015519 133478 JB SELF ADH. TAPES AVERYS OF BRISTO ND 1 560 27.00 24,00 300 11.11%
53015520 133436 WARINGS PRINTERS AAH PHARMACEUTH AM 1 500 35.00 20,00 6.00  17.14%
53015521 133484 JAME SMCNAUGHTO HH LOGISTICS ND 3 1829 81.00 72.00 2,00  11.11%
53015522 0616 NEWNORTHPRINT TWO TEN COMMUNI ND 3 1800 138.81 72.00 66.81  48.13%
53015523 9651 NEWNORTHPRINT  BRITISH HEART FOU TIME 1 300 54.21 39.50 1471 27.14%
ST 53015524 DRIEAZ PRODUCTS CASTLE CHEM DRY ND 1 300 63.46 38.00 2546 40.12%
53015525 DRIEAZ PRODUCTS SERVICE MASTER (V NDTL 1 300 48.67 27.00 21.67  44.52%
T 53015527 133489 MIDCOPRINT & PACK CUMBERLAND INFIR ND 1 144 27.00 18.50 850  31.48%
53015528 133460/459/458 LATTICELABELS  SAM{UK)LIMITED  ND 1 238 27.00 14,00 13.00  48.15%
53015529 133499 PAVILION PRINT MAN ELECTROLUXHOME| AM 1 250 35.00 23.00 12,00 34.20%
R 53015530 133498 LATTICELABELS  BEMROSEBOOTH  ND 2 750 54.00 36,00 18.00  33.33%
53015531 133495 PREMIER PAPER MC GRAW HILLINTEF ND 1 165 27.00 14,00 13.00  48.15%
Rt 53015532 133493 KDS LABEL COMPAN BRETT MARTINBUILI ND 1 100 27.00 14,00 13.00  48.15%
i 24 10558 822.15 533.50 288.65  35.11%
Thursday, 02/11/2006
53015533 133509 GRAPHIC BUS FORM KUEHNE &NAGEL LC TIME 1 945 42.00 33.00 2.00  21.43%
T 53015534 133510 LATTICELABELS  STREAMLINE PRINT ND 1 310 27.00 3200 { 5.00) {18.52%)
R H 53015535 133516 PAVILION PRINT MAN ELECTROLUXHOME| ND 2 750 54.00 36,00 18.00  33.33%
i 53015536 133506 COMPUPRINT SERVIl BLAKEMOORE FOOD ND 1 92 27.00 14,00 13.00  48.15%
| ZERTIREn nmr mar At AT tie oo - . o e on aeon e
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Summary

This routine prints a profit/loss report showing the profit per customer, between the date ranges you specify.
You can elect to produce an Excel Spreadsheet file instead of a printed report. The initial screen will look as
below.

#] Profit and Loss Summary Report |Z||E|[z|

Start Date : |:"
rdDae [

[ ] Export Ta Excel

‘ ok ‘ ‘a Cancel

The report produced will look as below.

R NIEFEICE

Customer Profitability Report for 01.01/2008 to 31 4252008 Page 1 of 1
Clazzic Camiers LtdtfavOL
[Becourt [ Pallets | Charge | Cost | Margn [ hargin % |
ABP AEH PACKAGING 1 43 Fid 15.00 564 BISE
TiLoc Tirrloe Holdings Ltd 62 254470 1422 .00 1121.7 Moz

[ [ 64 [ amssas [ a0 [ N7 [ #a3% |
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Top Accounts

This routine will print a report of the top number of customers ordered the turnover, number of
consignments, total pallets despatched or total weight despatched for the date range you specify.

The initial criteria window is shown below.

#] Top Customers

Ma af Cuztomers

Feport On: | Turmover bl

Start Date ; |:|
End Date : 034012007

‘ ok ‘ ‘ﬂ Cancel

e No of Customers  The number of customers to report on, you can not enter a number higher than
the amount of customers you have.

e Report On Report on Turnover, Consignments, Pallets or Weight.
e Start Date The start date of the date range.
e End Date The end date of the date range.

A sample of the report which can be modified is shown in the following screen.
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[0z v®EA w BH HD

CEX

Top Customers List

Top 10 customers sorted on Turnover from cdate 01/11/2006 to date 30/11/2006

Acc No | Name of Account | Cons | Pallets | Weight | Turnover | Last Used
LATTO1 LATTICE LABELS 144 232 30,558 £364.00 30/11/2006
MEWWO1 MEWNORTH PRINT 46 B0 24,450 284474 30/11/2006
GRAO1 GRAPHICEUS FORMS 30 B4 42,714 1968 .00 30/11/2006
WWHBOM YWWHEB LOGISTICS 25 36 9,796 152634 30/ 112006
DRI DRI EAZ PRODUCTS 13 18 4815 99563 28/ 1172006
GO3501 GOSS EXPRESS 18 20 9,541 85334 281172006
YEMDT YVENTURE BUS FORMS 16 18 4035 493.00 30/ 112006
COMNTO1 COMTINUOS DATA PRINT 9 18 7779 486.00 30/ 112006
LOMOT LOMGMYMND LABELS 12 12 2,363 32400 06/ 11/2006
TRION TRICOMN BUSINESS FORMS g 12 asm 32400 2201112006

TPN Invoicing © ZIPZAP Computers Ltd

84



Accounts

This report simply prints a list of all the accounts you have in the system, the report will look something like
below.

1of 37 v P [z | 52 = §

L

Customer/Account Listing 03/01/2007

acc Ho [Hame & & ckire 53 | T kpioaeFax |zontact |a0e nes |
10828

texlil} GGHH

ACTON
ADAD3

ADARD1

ALBEQ1

ALFO1

b

Here you are shown the first page of the preview, at the top of the window, you are shown what page you
are on. We will now go through the small icons at the top of the window:

Pressing this button will take you to the very first page.

Pressing this button will take you to the page before the one you are on.
Pressing this button will take you to the page after the one you are on.
Pressing this button will take you to the very last page.

Pressing this button will zoom into the current page by a factor of 2.
Pressing this button will zoom out of the current page by a factor of 2.
Pressing this button will re-display the current page at the default size.
Pressing this button will print the current page to the current printer.

Pressing this button will print all the pages to the current printer.

Pressing this button will allow you to email the complete preview to an email address, to view it they
would need the free viewer that comes part of the system and is installed in the program group that is created
at install time.

DEE=22Y7Y 4ii
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= Pressing this button, will allow you to save the complete preview to a file of your choice, to view the
files use the free viewer that comes part of the system and is installed in the program group that is created at
install time.

This button closes the preview.
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Bulk Mail

This routine, 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, amend the Mailshot report.

The initial window will look like below, showing all the accounts you have.

& Bulk Mailshot =] @ |z
Accounts
Locate :
Account I armne: Salutation Acc Contact M air Email - flia
iTRA 2B TRAMS BYEA brechtboucquezi@ipar
A1 ACIEXPRESS LTD.
ADVANT ADVANTAGE WORLDWIDE (UK LTD

AIRFL  AIRFLOW DEVELOPMEMTS LTD [7] Email Letters
AIRSE AR SEA LOGISTICS LIMITED

ALTER  ALTERNATIVE PACKAGING LIMITED
M5 ADVANCE MOVEMENT FREIGHT LTD
ASSER  ASSERTIVE TRAMSPORT

ATLAM  ATLANTIC PACIFIC GLOBAL
BZHUK  BZXUK LIMITED bbi@b2uk. com 0K

BDO BOO STOY HAYWARD LLP

BIRK BIRKDALE FEMCING ACCESSORIES (|
BIRKEXPBIRKDALE FEMCING SUPPLIES

BRAMLE

BREMT BREMNT ELECTROMICS

BROAD BROADCAST FREIGHT SERVICES

BRUNE BRUNEL EUROFEAMN dariel@bruneleurope:
BTC BTC GROUP clive@btegroup.co.uk.
BTN BTN TUREO LTD

CASE  CASEMAKER PACKING SERVICES

COPMA COP (UK LIMITED

CELEXP CELSUR PLASTICS LIMITED

44/ [ 2] v |0 < [ 0| 52

Use the Tag, Tag All and Untag All to tag the accounts you require the letters for. Then press the

@ o

E mail Letters

E mail Addrezzes

button a report per tagged account will be previewed for you to print, before that if to tick the

(7 Marmal
(7 Account
(71 Bath

Email letter report, you can specify the email address that you email 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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w| b oM ([0 v] & A 8.4 8 3

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

Classic Carriers Ltd t'a YDL
¥ orkshire House

Barton Hill

Whitwell

York

YO0 TJX

tel: 01653 618171
e-mail :  customercared@justydl.com

Mr Kevin Johnzon
ASE PACKAGING

Thursday, June 5, 2008

Drear Kewin

We are very pleased to inform you,

Bed Regards,

ohbo Classic Carriers Ltdta YDL
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Emailing PODs

This routine allows you to send out all the pod images per tagged account and date range.

Ermail lre: Email Podz

BTH BTH TURBOLTD robert@hepltd. com

a4 | 2] v [rr] 0]

From Date : |:| To Date : |:| [T By Despatch Date

Simply tag the required accounts, enter the date range and press the OK button.
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Chapter 5 — Utilities

The Utilities menu; comprises of the following options Re-price, Price Upg, Data Path, Re-login,
Layouts, Backup, Restore, Reverse, Clear Lock, Export, Fuel Sur, Inv Period and File Manager.

Each individual option will be explained within this chapter.

Re-price

Thiz routing will reprice all congsignments that hawve the

Overnide checkbox ticked that have not been [rvoiced |

k. ‘ﬂ Cancel

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 exists. Also consignments that have been invoiced
do not get re-priced.
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Price Upg

This routine, allows you to change the specific prices for a range of customers for a range of services or

freight types.

The initial window will look as below.

#] Pricing Upgrades

Criteria |gccuunts

Type

) Percentage

[] Dwerides

[ 000
[ 000%]
[ Quarter
[THal
[IHal 05
] Ful
[CIFul0s

[ 5ucharge
[] Mine &
[JTenaM

[] &M

Code Description ”~ Tag
Eﬂglaru:l [Bilue]
02 |[England Surcharged [Green)
03 MWwales/Devon/Cornwall [velow] =
04 |Scottish Lowlands [Red) R
I4 44 4| |k ke[ Kl £ | hd Showa Al
———
Code Description - [ Tag ] ﬂ Eeiteic
AMTL AM T il Lift ton
BEIN Book in by delivery depat =
BEIT book in taillitt
T4 44 4| 7| F | k| K £ | b Shiowa Al

These are the steps you would go through to perform a pricing upgrade.

e Firstly you would choose whether the pricing upgrade is a fixed or percentage increase/decrease.

e Now enter either the fixed amount or percentage amount.

¢ Now tag the Regions that you wish to make the upgrade for.

e Now tag the Services that are to be updated for the regions you have tagged.

e Now tick the freight types that will be updated for the service/region combinations that have been

tagged.

After you have done this, by selecting the Accounts tab, you will be able to tag the accounts that will have
updates made to their pricing that meets the criteria you have just entered. The window will look similar to

the following screen.
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#] Pricing Upgrades

Criteria | Accounts

Account
ADM ADM SOLOUTIOMNS LTD
ADn ADVAMNCED COMBUESTION
ALL ALLSPEEDS

AdRA AMA BURMLEY LTD

ASD ASD METALKLOCK)

Al AslOM

BAR BARCODE LOGISTICS

EIR BIRTWELL & CO
BLUETE= 96 BROAD 5T

BRA BRACEMWELL TRAMSPORT
BER&M P BRAMWELL AMD CO
BRI BRIDGE ST STOME
BURM BURMLEY METALCRAFT
CAL CALIGEM FOARM

444 4 2 k| ke[ M £ i) |

Postcode

[

Tag

o)

m Cancel

Simply tag the relevant accounts and by pressing the OK button the system will update the prices.
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Data Path

The data path for this system should always be the same as the data path that is held within the TPN
Despatch system, the data path is shown at the top of these programs in square brackets. They must match.
If you need to change the data path then this option allows you to do it. A window will be displayed
something like below:

£ Change Data Directony El |E|E|

Directory: | C:ANwDatah |E] oK,

The existing data path will be shown, but to select another data path, simply click on the ld button and you
will be able to select a directory. This must be the same as the data directory for the TPN Despatch system
and if this program is running on more than one PC, then each PC needs to update their own data paths.
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Re-Login

This routine is useful in the fact that you can leave your PC still in this system but it will wait for you to re-
enter your password in order for work to be done in the system

The main screen will now be hidden and a login window is displayed that moves around the screen every so
often waiting for you to log back in (as below). Until you log back in no further work can be done in this
system on this PC.

Sign Into System

User Mame : | KEYIN |

Pazgword : :l
‘ k. Hﬂ Cancel
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Layouts

This section of the program is where you design how you wish your invoices and invoice summary to look
like, the initial screen will look as below. These will have been set-up initially for you when you ordered
this software.

# Report Layout Manager

Ref | Area FD' | Layout Descrption File Mame Type

10 Customers

5 Histary

1| Invoices

11 Mailshats

3| Price List

8 Profit &nd Loss [Detailed)
12 Profit &nd Losz [Summary]
4| Quotes

2 Summary

3 Top Customers
7 Un-lnvoiced

1444 4 | 2 | b BB M < | >
[ Inzert ] [Qhange] [ Delete ] [ Copy Layout Inzert l I Change l [ Delete l

The left side of the window shows the report areas that are valid, you have two areas Invoices and
Summary, in the middle of the window the system will show what layouts are available for the highlighted
report area.

On the right hand side of the window, a thumbnail is shown of what the layout of the highlighted report
layout looks like.

You can graphically modify the layout of a highlighted report layout by pressing the button,
which will bring up a window like the following one.

= Changing a Report Layout |Z||E|[Z|

Mame |EEusk

B |lmvoices w |

Report Type : [List v

Pages :

[ ]9 H Cancel ]

From this window press the design button and a window like below will be displayed, at this point read the
PDF document that is located within the TPN Invoicing program group (it explains how to use the report
designer or contact us for advice/help).
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[® Standand - C:\TPNINVALT1. Ist

File Edit Project Objects View ?

O = & & E] 2?82
Preview x ] 50 100 150 zu? 250 rnrn | |List of variables x
h) @ -IIIIIIIIIII|IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIBVa[iables
o — - - - - - _— - ———— - - -
T TSR IR YT RTY FArr it i &@-{5] Company
- MEE finvoice’ | [ Services
—: O [ Accounts
== | (17 Jobs
w ] BN ] [ Additional
E '/ W!%Dﬂl; % ru-'.-.-.-.-.“h aq D MANUAL—
L e —————————————— ] = D Flags
Bl o e e o o e e EL
L] =N M e Project vanables
i~ ¥ Fields
= E [Z] Sum variables
Ohjecks | Layers  Preview = —:
0
£ |Properties x| -
o [ELE o -
)] Eb
(=
RN
=8 -
=
N o
=
EZE

B Lavout S5 Layaut Preview = . Prewigw < [
204.0[lick here to bedin b -nothing selecked-

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

This routine enables you to backup the data files that this system uses and also the data files that belong to
the TPN Despatch system. The window will look as below.

¥} Backup Data files

Thiz routing will backup all datafilez contained in the shared data
directary ta the selected driveddir.

Backup Ta -

(]

[ ] Email Ta Zipzap

‘ ] ‘ ‘ﬁ Cancel

You specify where to wish to create the backup file to by pressing the (] button, this brings up a
drive/directory selection box. If you are backing-up to removable media (not Hard disks or CD’s) then place
a tick in the Use Multi tick-box as this will backup to more than more disc if required. Also by ticking the
tick-box Email to Zipzap the system will email a copy of the backup via your Mapi configured email
program will be sent via email to us.

The file that is created by backing-up is called BACKUP.ZIP.
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Restore

This routine enables you to restore a backup file from a location. The window will look as below.

¥ Restore Data files [ZIIEI[‘S_TI

Thiz rauting will restare all datafiles contained within the backup which

zan be found in the select driveddir into the shared data directon,.

Backup From: [ | E]

ak. ‘ﬂ Cancel

You specify where to the backup file is located by pressing the ) button, this brings up a drive/directory
selection box.

The file that is restored is called BACKUP.ZIP.
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Reverse

This menu item allows you to reverse a completed invoice summary, so that it’s although the consignments
in that invoice summary were never invoiced. The initial screen will look as below.

#] Reverse Summary EHE@

Start Mo ; |:[|
S —

‘ ok ‘ ‘ﬂ Cancel

Simply enter the invoice number from and the invoice number to of the range of invoices that you wish to

L . ok, . L
un-invoice. By pressing the button, the consignments that have been invoiced on those

numbers will be un-invoiced. You will need to setup the next invoice number again to what you want it to
be.
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Clear Lock

Now 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 maybe times when you would
like to clear this yourself. The initial window that is shown will look as below.

Do wou wigh to CLEAR the invoice lock? ‘

ok ‘B Cancel

. [ . .
Simply press the . button to clear the invoice lock.
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Export

For Zipzap Computers Ltd use only.
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Fuel Surcharge

This routine allows you to tag as many accounts as you wish and apply the same surcharge percentage
against them. The initial screen will look as below.

7 Bulk Fuel Surcharge -_||_|[$__<|
Criteria
Surcharge Amt
Accaunt M ame Postoode L Tan
AEB PACKAGING
tag All
ADM ADM SOLOUTIONS LTD
ADY  ADVANCED COMBUESTION

aLL ALLSPEEDS

AMA AMA BURMLEY LTD

450 A50 METAL[KLOCK]

Al A10M

BAR BARCODE LOGISTICS

BIR EIRTWELL & CO

BELUETE= 36 BROAD 5T

EBRA ERACEWELL TRANSPORT

444 4 | 2 F  FF Kl b

‘ ar ‘ ‘E Cancel

Use the Tag, Tag All and Untag All to tag the accounts you require to apply the fuel surcharge against and

v s . . )
then press the button and that fuel surcharge will be applied against those accounts.
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Inv Period

This routine allows you to tag as many accounts as you wish and apply the same invoicing period against
them. The initial screen will look as below.

7 Bulk Inv Period |‘._||E|r5__<|
Criteria |
Period
ODaly
() Weekly
) Two \Weekly
) Monthly
Accaurt M ame Postcode Period - Tag
tag Al
&0 A0M SOLOUTIONS LTD L
ADYV  ADVANCED COMBUESTION W
ALl & LSPEEDS W
AR AMA BURMLEY LTD W
50 A50 METAL[KLACK) L 0
] 2X10M Y
B4R BARCODE LOGISTICS W
EIR BIRTWELL & CO W
T4 44 4 | 2| kKl b
‘ ak. ‘ ‘ B Cancel

Use the Tag, Tag All and Untag All to tag the accounts you require to apply the invoicing period against

v OF . . . . . . .
and then press the _ button and that invoicing period will be applied against those accounts.
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File Manager

For Zipzap Computers Ltd use only.
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TPN Live

This routine turns on or off the links to TPNLive, for instance if you switch TPNLive on, you will not be
able to import Jobs from the TPN Depot System. The initial screen will look as below.

%8 Working with TPN Live ? (=] B [

Simply tick the tick-box TPNLive Used, this enables/disables specific routines in the system.
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Chapter 6 — Quick Steps to Setting up

This chapter briefly details to steps that are required before you import consignments from the TPN
Despatch system to Invoice.

Set-up the Regions - Page 7

Set-up the Services (Very Important) - Page 8

Set-up the Types (Optional) - Page 9

Set-up the Dynamic Assignments (Optional) - Page 10 - 11
Allocate the Regions to the Gazetteer. - Pages 12 - 13
Set-up the Parameters. - Pages 43 -
Set-up the Tariff Rates. - Pages 32 — 34
Set-up the Card Rates (if used) - Pages 35 - 37
Set-up the Account Rates. - Pages 14 - 29
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