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Chapter 1 - Installation

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

Entenng the password

The setup of Same Day Express is password-protected.

Enter the password to continue:
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Chapter 1 - Installation

¢ |nstallation and Updates
Double-click on the SameDayExpress.EXE
First Time Installers - follow these screens:

On the first screen keep the application directory as standard, click next.

Same Day Express - Setup wizard

Welcome to the setup wizard of Same Day Express

- This program will install Same Day Express on your computer,
‘We recommend that you close all the curent applications before running the setup program,
The application will be installed in directory:
|C:\Program Files\Same Day Express\ | B
Powered by
WINDEV Version: 141 « Previous [ Dext > ] [ Cancel

Same Day Express - Setup Wizard

C:\Program Files\5ame Day Express\ directory not found.
Do you want to create it?

If asked to create the directory,
click “Yes”.

Powered wy | ] ’

WINDEV —_—

Same Day Express - Setup Wizard

Summary of setup

| Setup will start now.
Selected Options:

The setup will be performed in the following directory: -
C:\Program Files\Same Day Express!, N

Selected Setup Type: full setup

Run the automatic data modification.

Setup summary will then be
displayed, click next.

< (]

Click "Previous’ to modify some options.
Click "Next’ to continue.

Powered by

WINDEV [ <provous | met» [[ Conce |

This will then install the Same Day Express server and inform you that setup is complete
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Chapter 1 - Installation

Same Day Express will then be installed and on the final screen tick only “desktop shortcut” and
complete the setup by clicking done.

WINDEV

Same Day Express - Setup Wizard
Setup completed

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

|:| Run the program
Display an icon on the desktop
|:| Display an icon in the 'Start’ menu

Powered by

Done

| < Previous [

] | Cancel

y

If Same Day Express has been installed before:

Follow the same screens as above. Except where you get create directory you might get the following

screen:

Powered by

WINDEV |

Same Day Express - Setup Wizard
Backup of Replaced Files

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

Do you want to create a backup copy?
*) Yes

) No

Store the files in the directony:

|C:\Program Files\Same Day Express\Backup

[gg;m] Next > H Cancel

¢ Networking the Program

If asked to create a
backup directory,
select “No”

If you wish to run the program across a Local Area Network you should install the program on all PC’s
that are to access the program. You should then look at loading the program on the next page.
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Chapter 1 - Installation

¢ Loading the Program

Running Same Day Express for the First Time

Double-click the Same Day Express icon on the desktop.

e
|
Same Day
Express

To run the program across a network, install the program on all workstations and then select a shared
folder on a mapped driver for the data. All workstations must point to the same place although it is
possible that they are mapped differently.

Initially when you open the program you will be asked to register your program. Contact ZipZap to
obtain an answer for this question.

.~ o)

& Registration

Contact ZiPZAP on 01522-684705 and cbtain an answer Check 6

for this guestion.
Close E3Z

IIm

Question |143089373184

Angwer 1]

After you will then see a Login Screen.

« Login to Sarmeday Despatch
Login: Login ﬂ

System Administrators should contact ZipZap Direct for entry to the Control screen so users can be
setup.

I =

= Control Panel

Please enter corresponding key to | 143089418240 Check Iﬁ

Key E Close £3

i}

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

If you are using this program across a network you need only set one user until the data path has been
set
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Chapter 1 - Installation

-

& Users IE
Username a, Userlevel Skype T

Hew j
Modify

Delete ==

Close E3

Select New to enter a new user and the following window will appear:

P

. Users @
Username | Userlevel 0K 0
s ® s

D ] () Controler
Logged in ) User
i) Basic User

Skype Mame

Enter a username and password and select the User Level.
e The Super User can do anything.
e The Controller cannot change/create users.
e The Basic Users cannot invoice or change/create other users.

Once this user has been set up choose OK, close Users window and Login as the created user.
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Chapter 1 - Installation

e Data Path

To set the data path you should have a mapped folder on the network that everyone has read/write
access to.

On the Utilities Menu you should select Data Directory

Utilities Help

;ﬁ, Data Directory

.-\‘5 Maintenence ¢

This window will appear for changing the location of the data. The program will then remember this for
future user.

«a Current Data Directory ==
Current Data Directory [C:\ProgramData‘\ZipZap Computers Ltd\5ame Day Express\ Change H
Close EX

Click Change and choose a new directory, click OK and Close the Data Directory Window.

o "

Select data directory @
| Same Day Express -
J . Service Desk
W Skype
Cur (=]
. . TechSmith —
Curren| . WinZip Express\ | @Change
> g ZiIPZAP il
f | Cose 53
0 Zipfap Computers |E
» 0 ZIPZAP Computers Limited —

4 | fipZap Computers Ltd

. Same Day Express
Folder: Same Day Express
Make Mew Folder ] [ oK J [ Cancel

Same Day Express © ZIPZAP Computers Ltd 10



Chapter 2 — Initial Setup

W‘ Operations

Q Accounts 4

m‘ Drivers k

%, Gazetteer : The setup menu - It is important to work through it in the order indicated
& National Holidays  » in this manual.

Urgency Codes k

#* Users k

. Vehides 3

= Parameters ]

e Setup, Parameters, Global Parameters

Enter your details on the screen as below:

. Parameters (o]
Basic details Misc Invoice details | Factor Message| Descriptions | ok @&
Hame EUROPEAM SERVICES UK LTD

Address 1 38 HIGH STREET

Address 2 ROWHEDGE Company
Address 3 COLCHESTER Details
Town ESSEX

Postcode CO5TET Country

Phone

Fax

Email accountsi@unitedcourier.co.uk

Yat no

Mext number 981879

Mext invoice number 7476

Cash account CAS001 E]

Vat rate % 17.500

Sage directory Hidcoounts WCOMPANY 002 E]
Sage default nominal |0 Standard rate VAT Sage Tax Code T1
Job sheet copies 1 :

Terms 14 Days From Date OF Invoice

Name and address details shown here will appear on paperwork that you produce so it is important that
it is accurate.

Next Number relates to the job number to use. This will be incremented each time a job is entered.
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Chapter 2 — Initial Setup

Next Invoice Number is the number of the next invoice. This will also increment automatically.
Cash account is the account to use for ‘one off’ jobs that are being paid for straight away.
VAT Rate is the default rate to charge.

Sage directory is where to put the transaction file for import into Sage.

Sage default nominal is the default nominal code to use when invoicing.

Standard rate VAT Sage Tax Code is the ‘T’ code to use in passing to the transaction file.
Job Sheet Copies is the number of copies of the job sheets to print.

Terms relate to payment and will appear on the bottom of invoices.

«a Pararneters 3]

| Basic details Misc Invoice details | Factor Message | Descriptions | ok &

Invoice style

Omit my details from the invoice
Tick to omit
Mode

[¥] Ful

See v, postocodeanmahere. com for PAF

|:| Use Postcode Anywhere

PCA Username
PCA Password

PCASITE
Maobile Directory  [K: B

Default urgency SAME DAY (=]

Sage Preprinted relates to the type of format you will be printing your invoices in.

Omit my details may indicate that your own details are already pre printed on the invoice forms.
Mode should normally be set to full. It restricts the ability to Unlock Jobs if set off.

PAF — user name etc for postcode addressing if you wish to automate this.

Mobile Directory is where it stores the files prior to them loading onto mobile devices.
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Chapter 2 — Initial Setup

. Parameters (o]

Basic details | Misc Invoice details | Factor Mes.s.agel Descriptions | ok @&

Cancel
Met message Thesze alter the field names at the

bottam of the invoice

Surcharge message |Fuel Surcharge
Yat message VAT @ 17.5%

Total message Gross

Invoice item format |0
Faormat options:

1 Jab Murmber/Senders Ref/Deliver Ta

1: az 0 but Job Description over-rides

2 Job/Sender/Fram Town/Postcoded/Tad/Ta Town/Poztoode
3 az 2 but Job Description over-rides

4 From Town/Postcode/To Town/Postcode

5 az 4 but Job Descrphion over-ndes

G “ehicle/Sender/Postcode/Deliver To/Postcode/Order

7. Job No/Senders Ref/ob Description

These messages will print on the invoices. Choose the Invoice item format and type the number in the
box.

« Parameters @

Basic details | Misc |Invn1'cedeta1‘|.5 Factor Message | Descriptions ok @
Factor messzage | -

pta
450
characters

Factoring details will only appear on the invoice if the factor box is checked on the account screen.
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Chapter 2 — Initial Setup

. Parameters

Basic details | Misc

| Invoice details | Factor Message| Descriptions

Rate 1 description E
Rate 2 description Small Van
Rate 3 description LWE Van

Rate 4 description |Luton

[] Don't ask urgency

[] Don't ask driver

[[] Don't ask Pickup From
[] Don't ask Deliver To

These are names of the different types of
rates eq BIKE, WaM, CYCLE

(=]
ok @&

Rate Descriptions are for the types of vehicles to be used for the delivery and thus the corresponding

charge.

Click OK to finish, | 2% &

Same Day Express © ZIPZAP Computers Ltd
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Chapter 2 — Initial Setup

e Setup, Parameters, Local Parameters

Default settings should be entered here as shown in the example below:

«a Local Pararneters 25
Manifest Printer |EPSON Stylus Photo RX685 Series (=] | Save @
Label Printer  |Zebra LP2844 =

SMTP Server smtp btconnect .com See Internet Explorer for these
Email usemame | pop btconnect.com

Email password | sessssssne

My Email debbie@zipzap.co.uk
Comms timeout 30
[C] 1 use Skype

e Setup, Gazetteer, Browse

Allocate costs against gazetteer entries here. These could be general prices setup for different types of
vehicles. These will show on the Job screen if they exist for the postcode entered.

& Browse Gazetteer @

Postcode a, Town a, Car Small Van LWE Van Luton ] i .

ABT1 ABERDEEN 0.00 0.00 0.00 0.00; ~

AB12 ABERDEEN 0.00 0.00 0.00 0.00 .

AB13 ABERDEEM 0.00 0.00 0.00 Q.00 _ 3

ABR14 ABERDEEN 0.00 0.00 0.00 0.00

AB15 ABERDEEN 0.00 0.00 0.00 0.00

AB16 ABERDEEN 0.00 0.00 0.00 0.00

ARZ21 ABERDEEN 0.00 0.00 0.00 0.00 =

AB22 ABERDEEN 0.00 0.00 0.00 0.00

ABZ3 ABERDEEN 0.00 0.00 0.00 Q.00

ABZ4 ABERDEEN 0.00 0.00 0.00 0.00

AB25 ABERDEEN 0.00 0.00 0.00 0.00

AB30 LAURENCEKIRK 0.00 0.00 0.00 0.00

AR31 BANCHORY 0.00 0.00 0.00 0.00

AR32? WESTHILL 0.00 0.00 0.00 0.00

AB33 Al FORD 0.00 0.00 0.00 0.00

AB34 ABOYME 0.00 0.00 0.00 0.00

AB35 BALLATER 0.00 0.00 0.00 Q.00

AB36 STRATHDON 0.00 0.00 0.00 0.00

AB3T BALLINDALLOCH 0.00 0.00 0.00 0.00

AR3B ABERLOUR 0.00 0.00 0.00 0.00

ARG STOMEHAVEN 0.00 0.00 0.00 0.00( _

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

Same Day Express © ZIPZAP Computers Ltd 15



Chapter 2 — Initial Setup

e Setup, Vehicles, Browse

These are the types of vehicles that you have available for courier work. Select new to add a vehicle or
change to alter an existing one using ‘in line edit’.

« Browse Vehicles @

Vehicle a, Description Type iE|

E |~ =

AMTRAK AMTRAK Overnight Delivery || = New | |

CITYLINK CITY LINK Over Night Delivery

DHL NEXTDAY DELIVERY Mextday Delivery -

EJSTMYH SAME DAY HONDA CIVIC Save @

EX EXCHANGE MEMBER

FASTWAY NEXTDAY DELIVERY Mextday Delivery | ~

e Setup, Urgency Codes, Browse

These are priority levels for deliveries. They are just like service codes.

& Browse Urgency [E3m]
Job urgency @, B

-
INT ND ok &
INTERNATIO
ND BY 12
ND BY 9
MEXT DAY
PAL

PAL BY 12

DAl B O

Cancel (&)

m

e Setup, National Holidays, Browse

Enter dates here where no deliveries can be made.

. Browse Holidays

==
Date o Description ?

25/12/2009 Christmas

Close EZ

Delete ==

Mew 3
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Chapter 2 — Initial Setup

e Setup, Accounts

There are 3 ways of setting up your accounts.

1) Browse
at Browse Customers @
Account g Short name Mame Postcode g, Skype e Close £3
SRLOO1 M LLOYDS 3 M Uoyds 3 Rooms Southamp |:| -
______________________ ATELCOMMU ___[4Tel Communications Limited ______[TF =
AZB ATO B COU ATo B Couriers Limited HMT 3AB ®m\ =
ABS001 AIRWAYS BU AIRWAY'S BUSINESS SERVICES CM7 3RU |
T . T T —
ACEDOZ ACORN EXPR Acorn Express CM3 5QH [l
ACFO01 ACCELERATE Accelerated Freight 5G5S 1PD [l
ADCHI ADVANTAGE Advantage Couriers SKF 4QE |:|
ADVMARKE  ADVANCE MA Advance Marketing Essex, C |:|
AELOO1 ASSEMTECH Assemtech Europe Limited CO16 OHL ]
AICDO1 AftJ COURIE AftJ COURIERS DL17 BTA [l
AIDDO1 Al DISTRIB Al Distribution [l
AJOD01 AHNIEJOHES LUCY JEMKINS CM16 7BE [l
AKDOO1 A& K DESP A B K Despatch Lid HE38 0AH [l
ALHOO1 ARROW LIGH ARROW LIGHT HAULAGE 5512 9FA [l
AMS001 ALCHEMY ME ALCHEMY MEDIA SOLUTIONS TWS 215 [l
ANTOO1 MR ANTHONY MR ANTHONY CMZ 9GL |
AN AMYWHERE L Anywhere Lid M22 5TG ]
APOO0 APOLLO DIS Apollo Distribution Solutions 51 46T ]
APS001 AXIS PARCE #uis Parcel Services Lid GLU47 90D [l a o %‘

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

On the screen above you will notice that one of the records is in red, this means the account is on stop.
This option can be selected in the following screen.
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Chapter 2 — Initial Setup

a Custormer Form [=£3a]
General | Regular Cnuectinnsl Rates | Invoicing I oKk @ ” Cancel &
N
.. nClip
Short name: LLOYDS 3|
Name: M LLOYDS 3 ROOMS
Address 1: C/0 RUSCRETELTD Accounts Address 1 [C/o Ruscrete Ltd
Address 2: RUSHINGTOM BUSIMESS PARK Accounts Address 2 [Rushington Business Park
Address 3: RUSHINGTOM LAME Accounts Address 3 |Rushington Lane
Town: TOTTON Accounts Address 4 |Totton
Postcode: SOUTHAMP Accounts Postcode |Southamp
Country Accounts country
Phone: 02380 865046 [] Factored Factor no.
Famx:
Email:
Skype Mame:
Contact: M LLOYDS Hotes -
Payment type: |Account |Z|
Surcharge % 0.00
[] Account on step .
[] Purchase Order Mways

Enter a unique account reference and the collection address main address details for this customer.

The address details on the right of the screen will appear on invoices. Click this button ] to push the
address on the left over to the right to save re-entry.

Select the Payment Type, the example above is an account.

You can use the following buttons to copy and paste addresses

Copy Address

Paste Address
If you click on the In Clip button a screen will appear showing the address which is

currently copied in the clipboard.

Customer Form @

Holds -
M LLOYDS 3 ROOMS

. C/0 RUSCRETE LTD
a RUSHINGTOM BUSIMESS PARK
RUSHINGTOM LAME

TOTTOM
SOUTHAMP
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Chapter 2 — Initial Setup

a Customer Form

Regular Collections

Regular Collections from premises
[T] Tuesday
[[] Wednesday
[] Thursday
[ Friday
[ saturday
[ Sunday

"~ ‘\\\‘ / ‘\\\

Mileage rates can be setup here for individual customers.

v

It is also possible to set up regular collections for
each customer.

& Custormer Form

| General | Regular Cuﬂeclims| Rates
Car 0.00
Small Van 0.00
LWB Van 0.0
Luton 0.00
Base charge 0.00

Here you can select the period for invoicing a customer. The example below shows that this customer
is invoiced daily.

«a Customer Form

| General | Regular Collections Rates Invoicing

Invaice period

) Weekly
() Fortnightly

(@) Monthly

Click OK to finish. | 2K &

Same Day Express © ZIPZAP Computers Ltd 19



Chapter 2 — Initial Setup

e Setup, Accounts

2) Import fromSage (Fixed length)

a Import Sage Accounts File @

This will import a 5age Line 50 customer Import
file in FIXED LENGTH format.

Cancel (%)

3) Import from Sage (CSV)

wa Import Sage Accounts (C5Y)

This will import a 5age Line 50 customer Import 0
file in C5V format.

1y

Cancel (%)
[ Atemate format

Same Day Express © ZIPZAP Computers Ltd



Chapter 2 — Initial Setup

e Setup, Drivers
Setup a list of drivers and their details.

Select New to add a record or Modify to alter the highlighted one.

=

a Browse Drivers

“Dr;iver Cg Detaﬂ:. Ll.f.uélveh.ic.:l.e i-'.k'_.rpe ﬁl.' @EE@
-

Enter details for drivers as shown below:

. Create/Amend Driver

H
OE

Driver AMTRAK

Details Amtrak Cancel

Usual vehicle AMTRAK

Split percentage 0.00

@

Handheld Unit 1D |0
Skype Hame

Mobile phone no.

The phone number should be in International format eg 0044522684705

The split percentage is an indication of how much of the total the driver gets paid.
The Handheld unit ID is for POD capture.
The driver’s screen is colour coded. Red is for drivers who are not on duty and green is for drivers on

duty. For instructions on how to change a driver to red or green, go to page 34
(Operations/Drivers/Drivers On/Off)
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Chapter 3 — Operations

The Operations menu relates to tasks performed within the program.

COperations Quick E:

ig Current Jobs »
ﬁ Jobs in Archive ¥
& Collections »
&3 calendar (3
- CMR »
& Consignment Cubing  #
ﬁ Drivers L4
% Invoiding 4

e Operations, Current Jobs, Browse Jobs

Select if you wish to filter the browse for a date.

e "

< Filter jobs by date =)

a1 7/06/2008 Display &

[ Apply filker Close £3

You will then see a browse list:

-

& View Jobs =2

Jo At Job o, Date Time Accref

i, APO From Detiver to Driver g Pod signatu Charge Dest PC il

Now (][ Modiy EI|[ oolete = |[printsob = [ cose s [Notconec | NSRS
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Chapter 3 — Operations

Select New to add a record or Modify to alter the highlighted one.

< lobs Form [
Job number |981879 My number Notify date |19/10/2009 Motify time[11:18 ok &
Accref DFLOOT [z] [p1amonpFor . =
Contact THERESAEIRD
Purch Order In Clip i@ =
BILLING ADDRESS PICKLUP POINT DELIVERY POINT
Bill to IERESA BIRD) Pickup from THERESA BIRD Detivery name CIBLEX
Address1 | DIAMOND FORWARDING LTD Address 1 | JOHNSOM & JOHNSON VISION CA Address 1 |HOGE WEI 3
Address2 | THE MILL, HORTON ROAD Address 2 |ADIVN OF JOHNSOM & JOHNSON Address 2
Address 3 STAMWELL MOOR Address 3 |8 HAWWORTH ROAD Address 3
Tawn MIDDLESEX Pickup town |SUNBURY ON THAMES Town or area 1930 ZAVENTEM / NOSSEGEM 7]
Postcode | TW196B)  [z][ [ Postcode | TW165LN  [[57][ 5]l Postcode  BELGIUM  [[][E ][]
Country o Country —( [Country e
Urgency  |NOTSET =] Ready 19/10/2009 |[ = |[%ltime [11:18 Base Price  |310.00 o] _
Vehicle SMALLVAN Collector inf__/_/ > || @A Time __: Gazetteer D'S‘ance
Col Driver  |GARETH ﬁ! | Collected |__/__/___ |||/ @lfTime _: Car 0.00 0.00
DelDriver  |GARETH (2| | [petiveron /i |[>][@afrime _: Small Van 0.00 0.00
LWE Van 0.00 0.00
Col Cost 0.00 E| Waiting time B iton 0.00 0.00
Del Cost 0.00
Cacuate|  0/@| 0.00 o.00=&3|
Job desc DEDICATED VAN FROM SUNBURY DN THAMES TO TAVENTEM, BELGILUM
Remarks 1 Payment type Account El Pod signature
Remarks 2 Pod date P
Remarks 3 Pod time iz
Remarks 4
Remarks 5
Job Status Instant Invoice @ﬁ
[] Complete Invoice Stat ;
(L] Comel wONCE A Findl quoted 310,00
Awaiting Purchase Order [C] Invoiced
D Yes Inv number |0 B
Billing name

Enter the account ref that the job belongs to and any appropriate warnings will appear.....

Jobs Form

I ADVICE: A Purchase Crder is required

This will not stop you entering the job but you should take note.

[l

Also several of the fields that are default for this customer will be completed for you. Work your way
through the rest of the fields to create the job.

Same Day Express © ZIPZAP Computers Ltd
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Chapter 3 — Operations

There are three address blocks to consider when entering a job. Bill to and pickup point will be
completed by default according to the account ref you have entered. These can be altered if required.
The delivery point also needs to be entered.

Once the address has been entered you will be prompted to enter the amount quoted to the customer.
This can be a fixed amount or you can use the fields on the screen to calculate the cost for you. Select
the Calculate button to work out the straight line distance between the collection and delivery

postcodes. Then select the rate to use for the specific vehicle type and calculate the cost. Select the
plus symbol to add this cost to the quote.

You can choose which to add to the final total. Selecting the Del Cost button will indicate how much the
driver is to get paid so you can incorporate this into your costing.

Once the job has been completed you can create an instant invoice to send to the customer.

You can use the following buttons to copy and paste addresses

Copy Address

Paste Address
If you click on the In Clip in Clie ) button a screen will appear showing the address which is

currently copied in the clipboard.

Jobs Form 5]

Haolds -
THERESA BIRD

DIAMOND FORWARDING LTD
a THE MILL, HORTON ROAD
. STANWELL MOOR

MIDDLESEX
TwW19 6BJ
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Chapter 3 — Operations

e Operations, Current Jobs, Wide Browse Jobs
Select this option to view a full screen of all jobs. The buttons at the top perform the following actions.
New reveals the job entry screen.
Modify  allows you to modify the highlighted job.
Delete allows you to delete the highlighted job.
Quick prints a list of jobs that are shown here.

Job prints details of the highlighted job.

e o

< Wide Jobs Select [E3m]

Leawve blank for ALL Close £3

a Large view of Jobs

[toicorpie| NS | Cowe ) [ Mew ()] [ o I [Delete = [Quek =] [ Job O
Job 9y Notified, Time Ready Time Acc =% From PCode To PCode Pod signature Time APO Driver 9, Urgency3, Vveh 3,8
9818 30 4:30 |CASDO1 LONDON BHT METHERLANDS 1861 INTERNATI{|NJS5NKE -

Same Day Express © ZIPZAP Computers Ltd 25



Chapter 3 — Operations

e Operations, Current Jobs, Outstanding Jobs
This screen shows all jobs that have not yet been completed. The buttons perform functions as follows:
New reveals the job entry screen.
Modify  allows you to modify the highlighted job.
Delete allows you to delete the highlighted job.
Quick prints a list of jobs that are shown here.

Job prints details of the highlighted job.

 Jobs Pending (=3
[ Close 88| [ New []] [ Modity Bf| [Delete w| [ Quick =| [ Job @]
Job 9, Short name Pickup from Deliver to R[;aa:fy QPE:; Vehicle @, ColDriver Told Colected Time E

DIAMONDFOR |SUNBURY ON THAMES (1930 ZAVENTEM f NOSSEGE(29/06/0% |15:42 |SMALLVAN |GARETH

981881 |THAMEFREl |'WEERT COLNBROOK 09/07/09 11:36 NJBENKE  |LEE e e R
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Chapter 3 — Operations

e Operations, Current Jobs, Add Quick Job

This option takes you straight to a quick and basic job entry screen.

. Create/Amend Job

ok &

Job number 931882

Hotify date 090372010 Notify time |11:47

Account E]

Senders name
Pickup address 1
Pickup address 2
Pickup address 3
Pickup Town*

Pickup postcode

Country

Senders ref

Urgency SAME DAY
Date ready 09/03/2010
Time ready 11:47

Delivery name
Delivery address 1
Delivery address 2
Delivery address 3
Delivery Town
Delivery postcode

Country

Remarks 1
Remarks Z
Remarks 3
Remarks 4

Remarks 5

In Clip ()

Same Day Express © ZIPZAP Computers Ltd
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e Operations, Current Jobs, Controller Screen

This screen shows you outstanding jobs and drivers that are on jobs or available. You can update the
job from here to allocate it to a driver.

Dat: Ti (2| 3155y
- te Q, Detiver to @, Urgency O, Vehicle @, ColDriver Snformedyolecte, DelDriver 2,8

Jab  3Short namedy, Ready Q’leadyq Pickup from
DIAMONDFOF|29/06/2009(15:42 |SUNBURY ON THAMES LAVENTEM / NOSSEGE|NOT SET SMALLVAN  (GARETH H H GAR it Madify H

«a Outstanding Jobs

NJSSNKE  |LEE | |ee

981881 THAME FREI |09/07/2009|11:36 'WEERT COLNBROOK NOT SET

Available with no jobs today Dirivers with jobs today

X DRIVER 7
DEBEBIE =

DHL =

KEWIN

LEE -
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e Operations, Jobs in Archive, Browse Archive

View completed and archived jobs here.

< Browse History Y
Jobnumber & Date o Accref g Short name Pickup postcode Delivery postcode  Inv Number %EI ]
m136 19/06/2008 ZIPOM ZIPZAP LM& 30N 110190 -
22135 17/06/2008 |ZIPODM ZIPZAP LM& 30N CV23 110189 D
22131 17/06/2008 |ZIPOD1 ZIPZAP LINCOLN 2837 110188
22130 17/06/2008 ZIPODM ZIPZAP LINCOLMN CV23 110187
22129 17/06/2008 |ZIPOM ZIPZAP LM& 30M CVZ3 OWB 110186
Double click the record to see further details in view only mode.

4 Archived Job (3]

Job number 22136 Accref 71P001 Short name TIPZAP Bxit 3

Hotify date 19./06/2008 Motify time |10:06 Zenders ref

Date ready 19/06/2008  Time ready [10:06 Job description

Senders name ZIPZAP COMPUTERS LIMITED Delivery name Billing name ZIPZAP COMPUTERS LIMITED

Pickup address 1

UMIT C2 THE POINT

Pickup address 2 WEAVER ROAD

Pickup address 3 LINCOLHN

Pickup Town LINCOLH

Pickup postcode LM6 30N

Vehicle DHL

Urgency NOT SET

Remarks 1

Remarks 2

Remarks 3

Remarks 4

Remarks 5

Invoice number 110190

Charge 58.00
Payment type 1

Detivery address 1
Detivery address 2
Delivery address 3
Deliver Town LEICESTER

Detivery postcode

Detivery Date

Detivery Driver BERY JOM
Ped signature

Pod date

Payment type Account

Billing address 1
Billing address 2
Billing address 3
Billing address 4
Billing postcode

18/06/2008 Delivery time

UNIT C2Z THE POINT
WEAVER ROAD
LINCOLN

LINCOLN

LM% 30N

Date driver informed: |18/06/2008 | Time driver informed
Collection date 18/06/ 2008 | Colection time
Col Cost 0.00
Pod time: Delivery cost 0.00

Same Day Express © ZIPZAP Computers Ltd

29




Chapter 3 — Operations

e Operations, Collections, Regular

This section allows you to setup and price regular jobs.

SCCO00M SLOUGH SL1 4BG COLMEROOK SL3 0AX Wednesday
TF5001 WEERT NL6001 COLNEROOK 513 0AX Thursday 13/08/2008

o Tomamow

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

%

atELLil: To name CIBLEX | oKk @
FOVEN R LI OHNSON & JOHNSOM VISION CARE| To address 1 HOGE WEI 3 Cancel &
From address 2 |ADIVN OF JOHHSON & JOHNSON ME To address 2

From address 3 |8 HANWORTH ROAD To address 3

From Town SUNBLRY ON THAMES To Town 1930 TAVENTEM f NOSSEGEM

From postcode | TW16 5LN | Topostcode | BELGIUM

From Country To Country |

Usual description |DEDICATED VAN FROM SUNBURY ON THAMES TO ZAVENTEM, BELGIUM |

Usual chargs @

Usual vehicle

Usual driver

ey oy |2 est: 009 [ (e
Lastupdated  [29/06/2009 |

Today 13410/ 2009

When you want to process this job select the ‘DO’ button and this job will then be created.

Job o Atob g, Date g Time Accref o APO «,Pod signaty Charge  Dest PC

?/ The jobs at the top of the
list are the processed
collections.
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e Operations, Calendar, Check Calendar

You can make notes in this section and declare public holidays.

« Calendar |3
June e 2008 ]
Mon.  Tue. Wed. Thu. Fri. tat. Sun.
s 3 4 5 6
| 10 11 12 13
16 17 19 20
23 24 2h 26 27
30
Today is : Wednesday 18 June 2008
| Yiew 9“ Close B3

Click on View or double click a day to enter or see information.

& Diary
Date

Details

IGELTRN | Day |Wednesday Public Holiday (Mo

Same Day Express © ZIPZAP Computers Ltd
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e Operations, CMR, Browse CMR
CMR stands for Convention on the Contract for the International Carriage of Goods by Road.

The CMR note is a consignment note that confirms that the carrier (i.e. the road haulage company) has
received the goods and that a contract of carriage exists between the trader and the carrier. Unlike a bill
of lading, a CMR is not a document of title or a declaration, although some states regard it as such. It
does not necessarily give its holder and/or the carrier rights of ownership or possession of the goods.

. Browse CMR

Job Dy Sender name Consignee name Completed date B | [zl

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

s Create/Amend CMR (3]
Sender | Consignes | Carrier | Other carriers | Shipping Det,ailsl Completed | OK o
Associated Job 981378 B
Sender name ULTIMOTIVE LTD B
Sender address 1 ALRESFORD ROAD
Sender address 2
Sender address 3
Sender Town WIVENHOE
Sender Postcode CO7 oYX

Sender Country B

Senders Reference

Agents Reference Number SKYNET

Click on the B button next to associated job and select the job you want. Most of the details for this
job will be filled in automatically.
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Any details which are not filled in must be entered manually. Work through the tabs — sender,
consignee, carrier, other carriers, shipping details and completed.

@ Create/Amend CMR = @ Create/Amend CMR ==
Sender Consignee | Carrier | Other carriers | Shipping Detais| completed [k @ Sender Consignee | Carrier | Other carriers | Shipping Detais| _Completed ok O
Consignes name E Carrier name
Consignee address 1 7627 ORCHARD AVENUE SE Carrier address 1 38 HIGH STREET
Consignee address 2 SNOQUALIE Carrier address 2 ROWHEDGE
Consignee address 3 WA Carrier address 3 |COLCHESTER
Consignee Town UsSA. Carrier Town ESSEX.
Consignee Postcode 98065 Carrier Postcode |cos 7ET
Consignee Country E Carrier Country B
Carrier Phone
Place takeover goods WIVENHOE
Country takeover goods
Date takeover goods 31/03/2008
Designated detivery place  |USA.
Designated delivery Country
< Creste/Amend CMR = < Create/Amend CMR ==
Sender Consignee Carrier | Other carriers | shipping Details|  Completed ok @] [ sendger Consignee Carrier | Other carriers | Shipping Details | Completed o« @
Successive carrier 1 Shipping remarks
Successive carrier 2
Successive carrier 3
Successive carrier 4
Gross weight o
Volume o
Customs note 1
Custom note 2
Carriage charges 0.00
Special agreements
Goods received note 1
Goods received note 2
@ Create/Amend CMR =
Sender consignee | camer | other carriers | stipping Detais|  compictes ok @
Company compieting -]
Compieted place Essex
Completed date 31/03/2008 B
Once you have filled in all the details you can,
click on the OK button to finish.

To print a CMR note, highlight the record on the browse screen and click on one of the print options.

- This options prints the details on a proper CMR Form.
- This option prints the details on a plain sheet of paper.

Same Day Express © ZIPZAP Computers Ltd
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e Operations, Consignment Cubing, Calculate Cubing

Work out a cube volume for bulk items.

i "

«a Consignment cubing (3]

Where an item is very light or bulky then it occupies a volume much
greater than normally expected. Aformula called "cubing’ is then used to
calculate an eguivalent weight.

Units
e m @ Inches
wen DO o conemenes | cose 23

Height 0.00

Standard cubing calculated in Kgs as  |0.00

International cubing in cublic metres |0.00

Air tonnes 0.00
Sea tonnes 0.00
Road tonnes 0.00

Enter the dimensions and the cube will be calculated according to the various methods indicated.

e Operations, Drivers, On or Off Call

Select drivers here that are on call.

- !

& Drivers On/Off @

Driver Y Details On  Skype T @Emm
-~

Skype %
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e Operations, Drivers, Export Jobs

Export jobs for a day to a driver’s mobile device.

i "

< Day Start Export to Mobile [ETm]
Export for date [[EHEFIE || Export &5
Close E3
e Operations, Invoicing, Browse Invoices
Browsing invoices that have been raised on the system.
« Browse Inveices by reverse number order X
Mumber Y Date Account aQ, Met Surcharge Vat Gross Posted Printed B
?4]"5 16/08/2008 CASOMM 300.00 0.00 52.50 352.50 |:| s
7474 16/08/2008 |ULTOO1 19.98 1.30 3.71 25.00| [0
7473 16/08/2008 |TF5001 300.00 0.00 52.50 352.50 |:|
7472 16/08/2008 |TCUMD1 52.95 .44 9.87 66.26 [ ]
747 16/08/2008 [55L001 50.00 3.25 9.32 62.57 |:|
7470 16/08/2008 |CRADO1 75.00 5.25 14.04 94.29 | [ il
7469 14/08/2008 (CASOMM 19,99 1.40 3.74 25.13 |:|
7468 14/08/2008 |RSLOO1 12.99 0.52 2.36 15.87 | [

w OO0 : 12.99 —

Select view to see a specific invoices detail.

< Invoices (3w
Invaice number 7475 Click Display to see all the
components of the invoice.
Invoice Date  |16/08/2008
Account CASDMM
Mame DOMINIC CHADWICK
Address 1 FLAT 1
Address 2 5T JOHMS MANSION
Address 3 CLAPTOM SQUARE
Address 4 LONDON
Postcode ES BHT
Country
Met 30:0.00
Surcharge: 0.0
Vat: 52.50
Gross 352.50
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a View Invoice (=3
Invoice Number 7475 Account  |CAS001 Date |16/08/2008
Date From To Pef Charge B
19/08/2008 LONDON NETHERLANDS 300.00 | »
Net 300.00
| Print = |[Email PDF -, | Surcharge 0.00
VAT 52.50
Gross 3h2.50

e Operations, Invoicing, Create Pro Forma

This section will produce a report for an account range up to a selected date to show all jobs that have
not been invoiced.

«a Pro Forma Invoices ==
From Account |A4EQM m Process 0
R -

[tems up to 18/06/2003
Relative to 18/06/2002
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e Operations, Invoicing, Create Invoices

This section will produce the actual invoices for the jobs within the selected account range to the
selected date to the selected invoice period.

«a Create Invoices @

From Account | 3RLOO1 ! Process 0

ToAccount  |WS6001 ||ud]

|rvoice upto | 29/06/2009
|rvoice date 2940642009

Invoice Period 1. Daily produces daily alone.

@ Daily 2. Weekly produces Weekly and
Craily.

3. Forthnightly produces

" Fortnightly Fortnightly, Weekly and Daily.
“) Monthly 4, Monthly produces all.

7 Weekly

You then need to print the invoices from the reports menu.

e Operations, Invoicing, Create Sage Posting File

This will create a CSV file of all invoices selected within the range to be imported into Sage™.

«a Create Sage Posting File [5]

From invoice: 110136 m
To invoice: 110193 m
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Reports Utilities Help

Account Listing

= 5

= W B P ¥

Print Invoices

Print Jobs by Job Mumber range
Print Jobs by Date Range
Print Jobs not invoiced

Completed jobs awaiting P/
Customers Jobs

Drivers 4

il

Reqgular Collections

Mailing labels

* Reports, Account Listing

Select this option to print all accounts.

2 Previewing

S il el POl Sl b V] RS CEI Vel =)
‘ag: PDF H[}Z Email HE’Q PDF Email

Customer Listing H
DATE: 18/06/2008 PAGE: 1
Accref Short name Name Phone
A4E001 A4E AdE 01636 677988
AAAIS001 AAAIS AAAIS LIMITED
AAROO1 AAR AAR INTERNATIONAL
AHCO001 ADV HCARE MR TYE MUGHAL
ZIP0O1 ZIPZAP ZIPZAP COMPUTERS LIMITED 01522 684705

n »
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¢ Reports, Print Invoices

Select a range of invoices to print.

Print from invoice 110186 [%

Up to invoice 110193 @ - Cancel (3
Copies [

¢ Reports, Print Jobs by Job Number Range

Select a number range of jobs to print.

& Print Job Sheets [2=2]

Fromson 30001 [u
Towe  fN g
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¢ Reports, Print Jobs by Date Range

Select a data range of jobs to print.

-& Jobs by Date [E2 |

Start Date (2370672007 Print =

End Date  |23/06/2009 Close £3

[ Jobs by Date ]

Jobs by Date

":‘::" Date ready Acoref Sendersref Pickup from Deliverto Driver Charge lmveice mumber Col Driver ol Cost
FE1560 12/05/2005 uLTon WIVENHOE AYLESBURY HGHTFROGHT 157 7474 DEBGE 0.00
351861 11/08/1008 ULTOO01 'WIVENH OF MATLOCK. NGHTFREGHT 3.5 7474 DEBBE 0.00
FE1867 15/08/2008 TFE00 X REF 638221 WEEAT SOUTHALL KEVIH 150.00 4T3 KEVIH 0.00
s 1sosncs  TRo  Oa s weesr couesook - . 773 wem o
SE1ETE 19/08/1008 CAz00T LONDON NETHE RLANDS LEE $00.00 4TS LEE 0.00

E nas am

ltems : 5

¢ Reports, Print Jobs not invoiced

Select an account or leave blank for all accounts to print jobs which haven’t been invoiced.

P "

. Mon-invoiced Jobs

(5]
Account | ZIPO0T |;|
Leave blank for aLL

| Previewing the OUTSTANDIOB report {E=5 EoR >
= v 5 CommE) | O Ol
‘ [POF] PDF H_ <] Email ‘ ‘Eﬂi POF Email
—— i
DATE: 18/06/2008 ALL OUTSTANDING JOBS PAGE: 1
Date ready  |Account Job number | Pickup from Deliver To
23/06/2008 | ZIP00O1 22138 LINCOLN RUGBY
----- - 23/06/2008 | ZIP001 22140 LINCOLN RUGBY
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¢ Reports, Complete Jobs awaiting P/O

Select this option to print complete jobs awaiting a purchase order.

) Previewing the APOREPORT report |E=3E=R )|
150 %
5 PDF Email
Send PDF by email... [
Completed jobs not yet invoiced and still awaiting a Purchase Order

DATE: 18/06/2008 PAGE: 1

Job number | Notify date | Account | From [ | Quoted

22140 [23/06/2008  [ZIP001 [LINCOLN [RUGBY [ 199.00

¢ Reports, Customers Jobs

Select a customer and date range to produce a customer jobs report.

«a Print Custorner Jobs (]

Account | ZIPO0T E
Start date | 18/06/2008

End date |18/06/2002

] Previewing the customergjobs report

5 o o Ji
G EEEIPoR Sw

‘ @E PDF ‘ ‘ Email

PDF Email

=

[E=8EeR

[ Jobs between 18/06/2008 to 18/06/2008

A4
——

Account ZIPOO1 ZIPZAP COMPUTERS LIMITED

Job number Delivery Date Job description
22140 18/06/2008

¢ Reports, Drivers, Jobs

Select a driver and date range to produce a driver jobs report.

i

«a Driver Jobs @
Diver | &NDY =]

End date | 18/06/2003

-

Same Day Express © ZIPZAP Computers Ltd
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e Reports, Drivers, Driver Payments

Select a date range to produce a collections or deliveries report for driver payments.

. Driver Payments

Start Date | PEERERENE | | Collections ==

EndDate | 18/06/2008 | | Deliveries =

Cloze o

i

¢ Reports, Regular Collections

Select a day to print a regular collections report.

«a Regular Collections Report @

Print report for collections on

| Wednesday
= Thursday
“ Friday
) Saturday
“ Sunday
-] Previewing the RegularCollections repor [=[@ ==
e e < > /
‘ Word XML XML ‘ |7 < Email ‘ ‘ﬂiﬁ. PDF Email
Monday regular collections iooozo0s; | ‘
Account From postcode To postcode Usual description V‘
A4EQ01 NG24 1PZ i
AARDD1 LN5 9NB
ZIPOO1 LN6 3QN CvV23
ZIPOO1 LNG 3QN CV23 0WB

Number of Rows: 4
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¢ Reports, Mailing labels

Select a customer range to print a mailing labels report.

To account  |4TELCOMM

™ e = {_:’__-.. = £ 5,;. K KA 2 il
’i Word H@ Excel ‘@ HTML - PDF H X H@ Email H% PDFEmall‘

M Uoyds 3 Rooms 4Tel Communications Limited
Cio Ruscrete Ud Penstraze Business Centre
Rushington Business Park Penstraze

Rushington Lane Truro

Totton Cornvall

Southamp TR4EPN
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e (Calculator

a Calculator @

tn

=)

s N e Y e T
—_
% Ty Ty ey T
o

e Document Scanner

& Document scanner [E2]

Twain device |EPSON Stylus Photo RX640/RXE5

» Use interface

i) Yas
i) Mo

Scan type
(%) Scanner defautt

) RGE
) Greyscale
) Black +white

Contrast |0

N

o

Shampness |0

N

o

Cuality 1]
M

o

[ Preview I Clipboard ]

N [F‘hutucopyl BMP ]

4 [ r [ [Znu:umcu:um.rl JPG ]
]

Widthinmm | 21550 Heightinmm| 000 | Cear | GF
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e Internet Browser

@ Google (=0T
DPP =~ H 9@
Web |mages Maps MNews Shopping Mail more v iGoogle | Signin  *

Google

[ Fretercnoes
Google Search | 'm Feeling Lucky | Lenousge Tools

Search: @ the web (" pages from the UK

Advertising Programmes - Business Solutions - About Google - Go te Goegle.com

©2008 Google

o Text Editor

4 Ted Editor @_

Fle  Edit
BEIDEE] Clea) [
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e Internet Placefinder

-,

< Internet Mapping [E3m]
Street address
Postal code
Region Viewpaoint
") USA @ UK
................... © Ireland
@ Europe
World
Australia
Brazil
‘& MSN Maps & Directions - Map - Windows Internet Explorer i
O O | ' http:,’fmaps.msn.co.ukf(quuqm55w4h|rwSSvﬂrgmeS]fmap.aspx?L:EUR&s
File Edit View Favorites Tools Help ’.
Links £7 Hotmail ' MSM.com 4 Google %7 Yahoo! UK & Ireland '
W dh [' MSM Maps & Directions - Map l_‘ '/
&

msn.co.uk

Mmsn* Maps & Directions

(=)
(=

-
)

0Bas:s:ingham

- 5
&2007 haveg HOTtON Disney
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e Internet Routefinder

«a Internet Routefinder 5]
From address
Fram ity LIMCOLM Close (%)

From postcode | LMS 35H

To address Area
Toly ALTRINCHAM © usa
@ Europe
To postoode Wi 14 BRL i
) World
Enter either the postcode or the street/city. i) Australia
(™) Brazil

msn.co.uk =
msn.* Maps & Directions f Home Map!
&éPrint "__JE-mai'I B Save to Pocket PC

2
=
_|
=
.:'.E
_I
-

Il o

[ 15 fi
mﬁs
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e Check UK Postcode Validity

i "

s Check UK postcode validity ==
Postcode Check o

Thiz zimply checks that the full postcode exists.

e Get address from UK postcode using PCA

- o

a Get address for postcode @

e Straight line distance between Postcodes

 hstance between Postcodes

Start Postocode Calc Iﬁ

End Postcode Close £3

il

Distance (miles) |0.0

Thiz diztance iz the straight line distance, The distance
b road will be about 20% larger.

e Postcode Anywhere Routefinder

-

« Distance and route between postcodes ==
From postcode | Calculate | I Close B3 I
To postcode
Details #
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e Customer History

Select an account to view the account history.

«a Quick account history [==a]
Account [21P0D1 B Name |ZIPZAP COMPUTERS LIMITED
Collection BN Destination %v Date Q, Driver @, Charge &, Job o
LINCOLHN RUGEY 18/06/2008 COMBO 5V 180,00 22138 -
LINCOLN RUGEY 18/06/2008 COMBO 5V 199,00 22140 /

¢ Test Driver Mobile, One or Multiple Drivers
This option will test the mobiles of the drivers by using skype.
e Useful Phone Numbers

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

-

& Browse Telephone Murnbers

@

Telno a, Name

Modify

Delete  =m )

[ Modity b

. Telephone Mumbers ==
Telno: OK o
Motes: -
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¢ Who has Phone Number

This Option matches the telephone number to the account holder by entering the number and clicking

on the magnifying glass.

« Find Telephone Mumber

Telno ||

Info

=5
0]+ [ 5]
o

Clear &

e \Verify Credit Card

This procedure just checks the number configuration is correct enough to be valid.

. Verify credit card

Enter the card number

|

= .

& Check || Close 53 |

Same Day Express © ZIPZAP Computers Ltd
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e Utilities, Set Data Directory

For a multi user environment you would select your shared data folder here.

«a Current Data Directory ==

Current Data Directory |C:\ProgramData‘\ZipZap Computers Ltd\Same Day Expresst Change E}]

e Utilities, Maintenance, File Re-Index
If you encounter problems with data files it is usually possible to repair them using this utility.
If you find yourself fixing files regularly you should look into the cause of the problem.

When using a multi user system ensure everyone else is logged out of the system.

& Re-Index Files =]
[ Customers [C] piary Process
[F] Jobs [C] History
[ Invaice O] Hotidays
[] Gazettee [] Local parameters
[[] Drivers [C] Giobal parameters
[] vehicle [C] Phone numbers
[[] urgency [] Users

[[] Regular Collections [ cMR

Type

™) 1 Standard

@ 2 Compact and remove deleted records

i) 3 Standard and remove deleted records

e Utilities, Maintenance, Healthcheck

This option checks the health of the files on your computer, if there are any errors, use the utility file fix
to repair them.

& Health check (=3
[ Accounts [[] Local parameters Check
CMR Parameters -
8o -
[] piary [T] Phone numbers
[ Drivers [7] Regulars
[ Gazetteer [ Temp jobs
[[] History [[] Temporary cust
Hotid This process checks the health of
D iaays D Urgency the data files on your computer.
[ Invoices [ vehicles
If there is a problem then go into
[ Jobs [ Users

Utilities and repair the files
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e Utilities, Maintenance, Backup Data Files

The system will automatically select the data files to backup. You just need to select the location to
save the backup file to.

«a Backup Data @

Files to backup:

\ProgramData'ZipZap Computers Litd\Same -
NProgramData'ZipZap Computers Ltd\Same
YProgramData\ZipZap Computers Lid\Same|_
\ProgramData\ZipZap Computers Ltd\Same 3
\ProgramData\ZipZap Computers Litd\Same|
YProgramData'ZipZap Computers Ltd'Same
SProgrambData'ZipZap Computers Ltd\Same
SProgrambData'ZipZap Computers Ltd\Same
VWProgrambData'ZipZap Computers Ltd'Same
VWProgrambData'ZipZap Computers Ltd'Same
VWProgrambData'ZipZap Computers Ltd'Same
\ProgramData\ZipZap Computers Ltd\Same
\ProgramData\ZipZap Computers Ltd\Same -

1| 1] b

[ O s O T i T Y Y O i O i O i Y i

Bytes 213834

Backup to:

o Utilities, Maintenance, Restore Data Files

When doing a restore you will need to locate the backup file.

«a Restore Backup @

Select the backup file to restore. Select 0
Mote you MUST be the only user using

the system when restoring data.
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o Utilities, Maintenance, Archive Jobs

This option archives jobs and puts them into the job archive history.

« Transfer Job to Archive ==

Archive to invoice |UENEL] m

o Utilities, Maintenance, Restore from Archive

This option restores jobs from the job archives.

«a Restore Jobs from Archive @

Invoice to restore [0 m

e Utilities, Maintenance, Change Account

This option is for altering account numbers.

-

-

«a Alter Account Number @

This process alters all occurence of the account
number in the data files.

The original account wil be retained but al invoices,
history etc wil be rerouted to the new account code.

N .

S E—

e Utilities, Maintenance, Export Accounts

. Export Accounts [E3m]

This creates a C5V file of the accounts which 0K 0
can be imported into Sage Accounts.
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e Utilities, Maintenance, Bulk Change Fuel Surcharge

This option is for altering the fuel surcharge.

I o

«a Alter Fuel Surcharge

e Utilities, Maintenance, Set cons invoice flag

«a Flag consignments as invoiced

Optional [Just for Account) B m

o Utilities, Maintenance, Reverse back invoices in block

. ReverseInvoices @

Reverse back to and including:  |[I Reverse ﬁ

Reset invoice number in Parameters

e Utilities, Maintenance, Reverse one invoice

a Reverse Individual Invoice @

Irvoice Mumber ([ B
Confirm Mumber |0

Hote: The next invoice number is not altered

Same Day Express © ZIPZAP Computers Ltd

54



Chapter 7 — Utilities Menu

Utilities, Maintenance, Remove Posted Invoice Flag

« Rermnove Posting Flag

Start Invoice ﬂ

End Invoice |Q

=
B Process Iﬁ
g

Utilities, Maintenance, Recover Invoices

This option attempts to recover deleted invoices.

Utilities, Maintenance, Erase Data Files

«t ERASE DATA FILES

] gtustﬁmrsé [] Confirm Process )

] Jobs [] Confirm Cancel 52
[] Invoices  [C] Confirm

[] Drivers [] Confirm

[] Gazetteer [ Confirm

Utilities, Maintenance, Import Gazetteer

P

b Import Gazetteer

=

File |

(| ok @

Thiz erases any prevous gazettesr

-
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Help |

11 About

& System information

¥ Email problems/suggestions

e About

This option tells you all about the program you have installed, e.g. program version.

a About (=]
Module Name: Same Day Express.exe
Module Version: 1.41
Copyright: Copyright © ZipZap
Company: TipZap Computers Ltd
| Description: Same Day Express
RLAM: 2031 Mo

support@zpzap.co.uk

www.Zipzap.co.uk

Cautign: this software is protected by international copyright.BY | License ﬁ'
installing and using this product, you have agreed to the terms of
the license agreement. oK 0

Click On License Button — This will show your license serial.

About [=5]

P
o Copyright ZiFZAP Computers Limited (c) 2004 - 2009
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e System Information

This option tells you what your computer details are and where the programs
data is installed.

. Systern Information @
0/5 Details The current platform is WT
Windows Version is VISTA
Sub Version is 6.0
Compiliation is G000
Screen resolution of 1680 by 1050
Total memory is 2128199680 bytes
Metwork username is Debbie
Local IP address is 192.168.2.8

Drive Details i : s a local hard disk and is available with 146630950912 bytes free

PragStartDir | C:5\ProgramD atahip ap Camputers LidvSame Day Expressh
PragDatalir | C:\ProgramD ataheip ap Camputers LidyvSame Day Expressh

e Email Problems/Suggestions

This option is where you can send us an email about any technical problems or suggestions you have
on the program.

«a Report a technical problem or suggestion with the Sameday Direct (3]
Use this to report technical problems or suggestions with the
program.
Details -

:
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