SICAB

Simply Intelligent Computer Applications for Business

Transport/Courier Information System

User Manual

© 2008 Sicab Computer Services Pty Ltd Thursday, 4 September 2008




Table of Contents

Part |

1
2

Part Il
1

Part Il

© 00 N O OB~ W NP

o e
A W N R O

Part IV

1
2

Part V

g b~ W N

Foreword 0
Installation 1
REQUITEMENTS ...ttt e kbt e e e et bt e e e e b bt e e e e aabb e e e e e e nnbr e e e e e annees 1
[ ES] =1 | F= U Lo I O PP 1
Getting Started 3
Y= T T 0 o TN T = SEESRRR 3
Working With The System S
N o] oI = To 01 11 T TR Y I I 2SRRI 5
N (o] o I N\ o] £ 1= ST PR T TP 7
RV TV LV S Lo o A Lo 1 PR S 8
DeSPAtChING JODS = STD ...uuiiiiiiiiieiiii i e s r e e e e e s e e s s e e e e e aeaeeessannnnnreeeeees 8
(o To o [TaTe @] o 1= ] LY/ -] SRR 11
MOVING JODS TO ACCOUNTS ....eiiiiiiiieiiii ittt e e e e e e e s e e e bbb e b et eeaaaaaeeeeaaannne 14
Printing an INVOICE/STateMENT ........cooi it 16
Closing an ACCOUNLING PEFIOA .....coieeeiiiiiceiieeee e s e s s e e e e e e s e s e e e e eeeeeeesannnne 18
(O [T=T o | A1V = 1Y (T gl L= o o] (o [N PR 19
e L= | [PPSO PPPPPPTRTR 21
(61 g T=T o =T I7AN | [ Tox- 1 4 o] o [0 PEERRRR 24
Security IMPIEMENTALION .......uviiiiiiiieee e e e e e e s e e e e e e e e e e e annnne 25
LN ad I (=T o Yo o 11 T O PEEPRR 27
Other INFOrMATION ..ottt e e e e e e e e e e e e e e e e e s annnes 27

PDF DOCUIMENTS ...ciiiiiiiiiieiieee ettt ettt et e e e st e s st e st et eea b e e e s bt e 2k s e e ek e e a4 Re e e 1a bt e e e ab e e e se e e e sb e e e bn e e e neeesnnneenannes 28

ClHENTINVOICE/STATEIMENT ... ittt ettt b e s bt e b e e hb e st e sb e e bt e be e bt e s aeesae e e sneenbeenbeennes 28

Lo\ oTTeTch [ =To [UT=T o Ty SRS OP TR 28

SR e T T = Lo 1= <] SRS SUU O P URRPROPI 29
Web Interface 30
(oo 1 I o= o [ PP TP TR TOPR 30
Job ENQUIrY and BOOKING ........uueiiiiiiiiiiie ittt 32
Change Log 35
RV =T =T Te ] o T R TR O PP PPPR 35
V=T =T To ] g R 1R L PP PRR 35
VEBISION 3.8.36 .. ittt et e e e oo e et b et ettt e e e e e e e e e e e b a b b e et e et e e e e e e e e e e nnraraeteeeas 35
A =T ¢ o] o TR T [ 35
RV =T =T Te ] o T - PP 35

© 2008 Sicab Computer Services Pty Ltd Thursday, 4 September 2008



Contents Il

I =T 2= o] o T T A PRSP 36
A A=15=T o ] T Tir 2 4 O TP PRP 36
8 VEISION 3.7.50 ..ottt e e e e e et e et e e e e e e e e e e bbb e ar e e e e e aaaeeaeaaannne 36
LS I =T £ Lo o T T A O ERURPRR 36
O =T ] To] o e T A0 L R PP RRTTTP 36
=T =] T o e T A0 L S PSPPI 37
12 VEISION 3.7.44 ..ttt ettt et e e e e e et e e e bbbttt e et e e e e e e e e e e annnbabeeeeeeas 37

Index 0

© 2008 Sicab Computer Services Pty Ltd Thursday, 4 September 2008



1.2

Installation

Requirements

Database Server

The CIS program uses MySQL for its database with the InnoDB ACID complient storage engine
used to build the tables.

Current tested MySQL version is 4.1. The next version that will be evaluated for use with this
system will be 5.1 as soon as possible after it is released for general availability.

ODBC

Client interface is through ODBC. Current tested versions are MyODBC 2.50.39 and 3.51.23
(also known as "MySQL Connector/ODBC"). In general most ODBC versions should work. When
installing ODBC there is no need to create a DNS as the the program manually prepares the
connection string parameters required for connection to the database.

Operating System requirements

e Windows 2000 or Windows 2003 server with 2GB plus of RAM, the more the better.
¢ Windows XP Professional with 1GB plus of RAM.
¢ Linux, any distribution, with 1GB plus of RAM running Samba.

Minimum disk space for the application should be at least 50MB. Disk space requirements will
increase only with the amount of data that needs to be stored.

Workstations

o Will work with Windows 98, but Windows XP or Vista is preferable.

e Screens with resolution of at least 1280 x 1024 will give the best result. Screens with a
resolution of 800 x 600 will work but is not recommended.

e Each workstation should have at least 512MB of RAM but 1MB or higher is recommended.

e Each workstation must install the ODBC driver. No ODBC configuration is required.

Installation

¢ Install standard MySQL database keeping in mind that the database uses InnoDB tables and
so should be optimised for transactional usage.

e Download these files:
http://www.sicab.com.au/download/C6BASE.ZIP
http://www.sicab.com.au/download/CISBASE.ZIP
http://www.sicab.com.au/download/CISSQL.ZIP

o Create the directory where you want the programs to reside and unzip the contents of the
above files into the directory.

o Create a database called cisdb. Then you need to create a user that the program will connect
to the database as and set the password to the old format by using the following commands.
1. e.g. to create a user called mandela use the command: GRANT ALL ON cisdb.* to
"mandela"@"%" ;
this instruction will create the user and grant permission to use all the tables in the cisdb
database.
2. SET PASSWORD FOR "mandela®"@"%" = OLD_PASSWORD( "new-password®) ;
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Installation 2

¢ Run the script to create the tables. The script name will be cisdb_create_x.x.xx.sql

¢ Edit the file called sicab_sample.ini and change the Server, UserName and Password to
match your setup

e Change the name sicab_sample.ini to sicab.ini

¢ You can now run the program cissql.exe and the login screen should come up. There is a
default initial login as admin with password admin

¢ Go to menu Security and then Register Program and follow the registration prompts. The data
you need to enter will have been sent to you via email.

If all the steps above were performed without error you should now have a clean system waiting
for you to create the data required to run the system.
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2.1

Getting Started

Setting Up Files

Before you can start booking jobs, you must have the following information entered into the
system. This is done by using the Master Files menu options.

Control Record
There is only one record for the whole system. This record contains global information and
once created you can generally forget about it. Enter all the information that is available to
you. Skip over the information that does not make sense yet. Make sure that you go through
the information on each tab.
Note: Make sure that you enter a value for the Current Period dates in the Client Period
Dates tab. If you do not have Fortnightly account clients then simply enter a date such as
31/12/2099.

Company/Branch codes
You only need to create entries here if you want to split your clients by branch and/or if you
want bill some clients on a different company name. Normally you would use this if you have
branches and would like to generate some reports by branch. If you do not have any
branches (for the purpose of running this system) then do not create any records here.

Service Codes
Service code is a mandatory field on every job so you must create at least one service code.
You can have as many service codes as you wish. Most of the information is self-explanatory
but for now you can skip over the information you don't understand.
Note: You should specify the Kilograms per cubic metre to be used when converting cubics
to kilograms for client rating. All other fields can be left empty until they are required.

Additional Job Charges
Every job can have any number of additional charges attached to it. For example,
"Dangerous Goods Surcharge”, "Addtional Labour" etc. Standard charge descriptions and
charges/cost can be created as a template here. However additional charges can be added
to a job even if there is no corresponding entry in this table. You may use this file simply to
specify a description (by leaving the charge/cost as zero) and then when using this
description as an additional charge on a job you would specify the charge and the cost
applicable to that job.

City/Town/Suburb File
This is the list of valid suburbs, towns and cities that can be used when booking jobs. Each
job must have a pickup and delivery location that is validated against this file. If you don't
charge using kilometre distances then leave the Grid No. as zero. The grid number is used
as a pointer to the kilometre distances to be used when using the location being created.
Multiple locations can be pointed to the same grid.

Kilometre File
This is a matrix of kilometres between suburbs/towns. This is only necessary if your billing is
based on kilometre distances.

Rate Increase Dates
Note: You must have at least one entry in this table. Just enter a date to signify the date your
current rates are applicable from, e.g. enter the first day of the current financial year and
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Getting Started 4

enter "STARTING DATE" in the Rate Increase Note field.

This is necessary because rates are created and used by grouping them as Rate Sets. Each
set is differentiated by a date. The reason for this is that when you want to increase rates you
can duplicate a set under a new date and you can then specify in the client file that this new
set is applicable from a specified date. The advantage is that whenever a job is rated it will
check which rate set it should use according to the job date.

¢ Rates File
Enter at least one record in this table so that you have something to test when you get to the

point of creating your first job. The rate record is very generic and you only need to enter the
values you wish to use for rating the service code in question. You can best learn the
permutations by changing the values and seeing how it changes the rating of a job (a dummy
job you are using for testing, of course). Whenever a job is rated it will always pickup the
current values in the rate record.

e Client File
Enter some of your existing clients. Enter as much information as you can. If you don't
understand any field then leave it as the default.
Note: Client code is an alphanumeric field, up to 10 characters.

e Driver File
Enter as much information as you have available. Leave fields you are not sure about as their

default value.
Note: Driver number is a numeric field, you should try an limit the value to 4 digits.
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3.1

Working With The System

This system has been written to be very easy to use. All the hard work is done in the
background.

However, as with all complex systems a user needs to understand the scope and nuances of the
system in order to maximise its benefits.

All functions are accessed through drop down menus with the most common functions also
placed as icons on the toolbar.

Job Booking - STD
Booking a Job

Note:

¢ The fields which are shaded yellow are mandatory fields.

e All changes to jobs, after they are created, are audited detailing the
information that was changed and who changed it. You access this
information via the "View Audit" button.

4 Changing a Job Record x|
Client Code [AFFT AUST FREIGHT FORWARDERS TRANS Operations JobNumber 230651 D
Phone 96669222 Booked by: D10
Job Date I FE/03/2007 Pickup Detail Delivery Details
Line/CM Mo, [~ | JHABERFIELD | [CEICHHARDT
Reference [REF.123 |SIEAB COMPUTER SERVICES # | |SID3«B
Cost Centre | |2D DENMAN AVENUE |LEVEL 1
Contact. [HIND [ [14 NORTNON STREET
 Service Parameters
Service Code [STORL — Fallaw On Job Details  [follow from the Delivery detalls above]
Fog | Items ] Weight | Cubic | Town/Subub Details N Add
Itemz/Parcels I 12 = = = i T T S =
3 3 34.0 5 ALK A5 BOTANY ROAD -
Weight (Kgsl [ 525 | _ Eat |
Cubic Metres I 0123 LI Delete |
W aiting Time I
H'g - — Diriverz and Driver Instructions—————————— 045 Destination I
LU= I Driver | Pay [Reverue % Re x| |
:I Quol:d I:;]h:'ie E Job Charge Iw
. il asnJo Fuel Surcharge | 0.0
[ Tme | b|+| _Deke [ | CODAmt| 0.00 Add. Charges [ 0.00
Time Ready | 10:30 Job Cost IW - y .
E.T.C. Delivery Info: SEE HUY =] GST charged | 0.00
I Total Kims: 10 Client Charge $0.00
Despatched I ﬂ Channel Number ID 3: Fuel Surcharge % |
Picked Up I I
) —Job Comment [printz on nvoiceStatement) Additional Charges |
Delivered I I _I
Calculate Charge |
POD Mame
| LI Email/Record Job Hotes |
Make into a Quote | Check Channel I View Audit I Email Address External Documents | oK | Cancel |
Field Description
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Working With The System 6

Client Code

The client code is used to identify who the job is being
done for and uses the unique code which has been entered
into the system for each client.

Line/Docket number

This is used as a reference

Reference

This is the client's reference

Cost Centre

This is for the client's client, to help identify what job is
being done and by which department.

Contact

The person who is booking the job and the person who
should be contacted in regards to the job

Service code

The service code is the determinant of the rate for the
current job from the services which have been entered into
the system.

Waiting Time Is a dollar charge for the period of time a driver is waiting at
a premises for a job to be prepared for delivery.

Hire time The hire time charge is used when a client is going to be
using a driver for an extended period of time, meaning the
driver is going to be out of service for that period.

Phone This is the client's phone number which has been entered
into the client record

Job Date The job date is the day the job is to be performed. The

system will automatically this field to the current date

Items/parcels

The number of items/parcels which need to be delivered

Weight The total weight of the items/parcels

Cubic metres The size of the items/parcels

Time Ready The time the job is ready.

Despatched The time at which the job is allocated to a driver

Picked Up The time at which the driver collects the job from the client
Delivered The time at which the job reaches its final destination

Pickup details

The address from where the job needs to be picked up
from

Delivery details
Follow on Details

The address that the items/parcels need to be delivered to
For a detailed explanation of follow on details go to topic

3.8
Drivers and Driver |Drivers performing the job and specific instructions for this
Instructions job.

Job Comments These are client related comments that you may want to

print on reports and invoices to to the client.

Overseas/International destination for items/parcels being
delivered outside national borders.

O/S Destination
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Cash Job

If cash job is ticked, than the courier is expected to collect
money at the clients premises.

Quoted Charge

If quoted charge is ticked, the price can be adjusted
manually. If the box is left blank than the price is
determined by the system depending on the service code
and cannot be adjusted.

COD Amt Cash on Delivery amount is the amount of money that
needs to be collected at the client's premises.

Job Cost

Total Kms The distance between the pick up suburb and the delivery

suburb

Channel Number

Channel Number is the channel that the driver who is
performing the job will be allocated to. For more information
regarding channel allocation go to the channel allocation
topic (topic 4.2)

Job Charge

The price of the job determined by the service code and the
individual job details

Fuel Surcharge

Additional cost added to the job charge if fuel surcharge is
included in the job

Add. Charges

Additional charges for any type of ad-hoc service can be
itemised and added to a job.

GST charge

Dollar amount of GST charged for the job

Client charge

The cost of the job charged to the client. The total of the
job charges.

Additional Charges

Opens window for additional charges.

Calculate Charge

Click on this button to view the final price of this job without
committing to booking the job.

Email/Record Job
Notes

This allows you to add any notes to the job that need to be
recorded. It also allows you to email job notations to the
client, if you wish.

Job Notes

This screen is displayed when the Email/Record Job Notes button is pressed from the

Job Booking screen.

Thursday, 4 September 2008



Working With The System 8

3.3

3.4

Job Motes - Record to disk and Email

To record thiz "meszage" without zending it to anyone zimply leave the "To" entry blank.

0 W s dmin@sicab. com. au

To | E.Addr
CC | E.Addr
BCC | E.Addr

Subiject |Job Number: 230651

o [ElEe

Mezzage
Body
Display previously Email/Record Meszage I
sent messages Exit thiz window |
View Job Audit

This screen is displayed when the View Audit button is pressed from the Job Booking
screen.

Job Audit of changes

Field Changed
Service
Service

Value Before Change _JValuesfterChange

5
30/01/2008 | 11:22 | admin STOFU

B4 [ A4] 4| 2] kb M ‘I I vaI
Search: | & exir] |

Despatching Jobs - STD
Allocating/Despatching a Job to a Vehicle/Driver

After a job has been entered into the system, it will appear in the unallocated jobs
window.

Allocate Job to allocate the selected job press this button and the system

© 2008 Sicab Computer Services Pty Ltd Thursday, 4 September 2008



will ask you for a driver/vehicle number. Enter the number and the system will
take care of the rest, for example, if the system has a GPRS interface with PDA's
installed in the vehicles it will despatch the job information directly to the PDA.

Pre-Allocate Job

this function allows you to place your preferred driver/vehicle

number against the job without actually despatching the job. It acts as a marker
when you are creating runs for vehicles.

Allocate Pre-Allocated

when you have finalised your pre-allocations and are

happy with your selections you can then despatch all the jobs for a specific
driver/vehicle in one action.

4 Unallocated Jobs

W Channel1 W Channel 2 W Channel 3 W Channel 4 |D|sp|a_l,l if ready nextl hours

X
I 26/03/2007 Get Records |

Cubic | Fram Ta Other Leqs

LEIEHHAHDT

LEICHHh.F!DT

RYDALMERE

RYDALMERE

a5 DIR FEDRYD

45C0T
ASCOT

ALERAMDRIA
FASCOT

[0 IR R e I I e I o=
§Earl::h:| r%:; Allocate Pre-Allocate Allocate & 4dd | = Delete |
[~ Wam Mewhen List Changes Job Job Pre-Allocated A Edt | EHlT |
Field Description
Channel 1, 2,3 |To view jobs allocated to a channel, check the box next to the
and 4 desired channel, and only jobs allocated to that channel will

be displayed.

Display if ready
next

If a number is entered into this box only jobs which will be
ready within that number of hours will be displayed.

Get Records

Click this button to refresh the window, which will now show
only jobs which comply with any search criteria which has
been entered.

Allocate Job

Click on this button to allocate the highlighted job to a driver

Pre-Allocate job

Click on this button to pre-allocate the highlighted job to a
driver
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Working With The System 10

Allocate Click on this button to allocate the highlighted pre-allocated

Pre-allocated job [job to a driver.

Add Click on this button and the job booking window will open
allowing the user to create a new job

Delete Click on this button to delete the highlighted job

Edit Click on this button to edit information in the highlighted job.

Warn me when If checkbox is checked any changes to the list will prompt a

list changes window to be displayed telling you that some information has
changed. If the checkbox is not ticked then any updates will
automatically refresh the screen.

This is the screen that allows you to view the jobs from the driver/vehicle point of

View.
Clear Jobs from Dnver MDT | v [¥ Channel2 B Channel 3 ¥ Channel 4 [ Display Undelivered Jobs
Driver | Weh| Ch| Mame a| | <+lobh Mo D] Date Rdy | Desp] Acpt | PAUp)| Del | Serv | From Ta [IEPS
26/03/07| 730(12 LCL [BOTANT BROOKWALE
2| VAN 0 |MICHAEL JACKD .-" 6:30 BOTANY ERMINGTOM oo

TECH

4| VAN 0 |MOUSSA MOUSS, 0418 10:00 INGLEBEURMN SMITHFIELD INI
10| F/T| O|KEMNETH PATTEI 05 10:00 5 HABERFIELD: KURMELL

11| 6T | O|TED SIMMONDS STDFY HABERFIELD LEICHHARDT s
12| WaN 0| ORLANDO OLMAF

99| UTE| 0O|Test

A | Pl [l =zl ] 2] | 3kd|
Working Date I 28/03/2007 View/Update Selected Job | Remove Job from Driver | Update Pickup |
EXIT
*l ®| Add New Driver on Job | Remove Job from the driver's MDT | Update Delivery |
Field Description

Channel 1, 2, 3 and | To view jobs allocated to a channel, check the box next to
4 the desired channel, and only jobs allocated to that channel
will be displayed.

Display Undelivered |Check this box if you wish to only view jobs which are yet to
Jobs be delivered.

View/Update Click on this button if you wish to view or change the
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11

3.5

Selected jobs

information contained within a job

Add new Driver on
Job

Click on this button to add more drivers to a job

Remove job from
driver

Click on this button to unallocate a job from a driver

Remove job from
driver's MDT

Click on this button in order to remove a job from a driver's
Mobile Data Unit

Update pickup

Click on this button when the highlighted job has been
picked up and a pickup time will automatically be entered
into that job record

Update delivery

Click on this button when the highlighted job has been
delivered and a window will open with the current date, time
and a field where a receiver name can be entered into
(although this is not a compulsory field)

View/Update
Selected jobs

Click on this button if you wish to view or change the
information contained within a job

Add new Driver on
Job

Click on this button to add more drivers to a job

Remove job from
driver

Click on this button to unallocate a job from a driver

Remove job from

driver's MDT

Click on this button in order to remove a job from a driver's
Mobile Data Unit ( PDA)

Note:

When drivers are equipped with MDT's with remote communication to the system
the operator does not need to update pickup or delivery times manually. This
option however is always useful for those situation when an MDT breaks down or

malfunctions.

Logging On a Driver

A log record is created for each day a driver is at work.

Note:

When an operator attempts to despatch a job to a driver that is not logged
on, the system will ask you if you want it to automatically create a log
record. This avoids having to use this manual method to quickly log a

driver on.

In the window which is now open Click on the add button
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Working With The System 12

Diriver Mumber I From D ate I‘Ifl:l‘l J2004 ToDate |3‘| A1242005 Get Records
Ciriver <+Dater
. 50779004 0850 (] (0
B op0/o0nd | 1 : i : 0-00 :
11| z/oiszond | 2 | 200 0:00 i) 0o oon | oo 0o
12| 2/m/2004 | 1 | 200 0:00 000 0:00 ooo | 000 0:00
17 22004 |1 500 0:00 0:00 0:00 0:00 0:00 0:00
2| ziseond| 2| 00 0:00 i) 00 oo | o0 0o
24 | 20102004 | 1| 00 0:00 i) 00 oo | o0 0o
26 2001/2004 | 1 500 0:00 0:00 0:00 0:00 0:00 0:00
27 22004 |1 500 0:00 0:00 0:00 0:00 0:00 0:00
28 202004 | 1 E:a0 0:00 0:00 0:00 0:00 0:00 0:00
M| ztszond | 1| o0 0:00 i) 00 oo | o0 0o
32| ziszond| 1| 7aD 0:00 i) 0o oon | oo 0o
33 2012004 | 1 700 0:00 0:00 0:00 0:00 0:00 0:00
34 202004 | 1 500 0:00 0:00 0:00 0:00 0:00 0:00
5| zOiseond | 1| 18 0:00 i) 00 oo | o0 0o
a7 | zOiszond | 1| 00 0:00 i) 00 oo | o0 0o
4| ad] a2 v o] e] 4| | aRd!

Search: | Y oadd | A Ed | mmoDoee | ExiT] |

Field Description

Driver To search for a driver's record enter their number, from the driver

Number record, and press tab or click get records.

From Enter the Date from which you wish to search

Date

To Date |[This field needs to be used in conjunction with the From Date field.
When a date is entered into each of these fields, all driver records
between these two dates will be shown.

Get Refreshes the current window, providing only information which meet

Records [search criteria entered into the window.

Search To search for a driver enter in the driver's number and click tab or get
records to view that driver's log record. This varies from other search
fields in that it is dynamic and the search criteria applies to the
column that is currently highlighted.

Add To log a driver into the system, click on this button and a window will
appear in which the driver number can be entered into the system. In
the new window the date and time default to the current

These fields are all search fields. In the Driver Log file, the user can search for a
specific driver, a specific driver during a certain time period or all drivers in a
certain time period. To search by any of these criteria enter the information in the
appropriate field and click on the Get Records button. The information in the
window will now be refreshed, only showing information that meets the search

criteria.

This is the driver log record for a specific day.

© 2008 Sicab Computer Services Pty Ltd
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& Adding a Driver Log Record x|

Driver Mumber | | Date| 30/01/2008 Channel Mumber I

— Times

Log On I 11:08 First Despatch I First Pickup I
Log OIff I Last Despatch I Lazt Delivery I

Tatal Time Dinver gpent Mot YWorking duning the scope of thiz log record I

Maotes for the day

=

=
ok, I Cancel |

Field

Description

Driver Number

The number for the driver who is being logged into the
system. The number is the one which has been entered
into the driver master file for the driver.

Date

The current date, this field is automatically defaulted to
the current date.

Channel Number

Channel Number is the channel the driver is allocated
to. For more information regarding channel allocation go
to the channel allocation topic (topic 4.2)

Log On The time at which the driver is logged into the system
and can begin to receive jobs
Log Off The time at which the driver is logged out the system

and will not be able to receive jobs from this point
onwards.

First Despatch

The time at which a driver first received a job despatch
for that day

Last Despatch

The time at which a driver last received a despatch for
the day

First Pickup

The time at which a driver first pick up a job for that day

Last Delivery

The time at which a driver last delivers a job for that day

Total Time Driver Spent
Not Working during the
scope of this log record

The period of time that a driver was not working during
the course of a driver log record

Notes for the day

Any notes which need to be recorded in regards to a
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Working With The System 14

driver can be entered into this field

3.6  Moving Jobs to Accounts

Each job has a status code that tells the system at which stage of the billing
process it finds itself in. The status field is displayed in the first column of the
browse screen below. A blank status field means the job is in operations, a status
of A means the job is in the accounts area and is ready to be billed to the client, a
status of B means the job has already been billed to the client.

Jobs are moved in bulk to the accounts area when the billing period for the job
becomes current but you can also selectively move individual jobs into accounts
for special reasons.

To move a job into accounts open the job browse screen highlighting jobs in
Operations, highlight the job and than click on the Move Job to Accounts button.
An A should now appear in the first column.

=10l x|
Select Jobs in ([IEEETE Elientl Fram D ate I ToDate | Job# | % Get Records |
Client Code| Reference | Line/CH | Serv. Jltemsz] “weight | Cubic | From G iver(s a
29-09-04 | WHITE 5400195 1 E0.0 ROSEBERY ]
23-09-04 | S&VINOIMA 208257 53 1| 2200 ALEXANDRIA 5T MARYS 4239  4.84] 20
29-03-04 | QUICK 12033 5 3 7.0 BOTAMNY ABBOTSFORD 34 E8 347119
29-09-04 | GUEST 9152 ST3 5 [2,500.0 MATRAVILLE MasSCOoT 9373 9.37| 309
29-09-04 | ICS5YD 52368 BOMD 4| 2730 MASCOT MASCOT 49.09 491 86
23-059-04 | IC55YD 52367 BOMND 2 120 MASCOT MASCOT 2238 2.24| 86
29-09-04 | AAEMASCO| JEFF HH 1 1.0 ALEXAMDRIA A5 DIR 183.00) 18490| 55
29-09-04 | CTSEA 183152 LCL 1| 356.0| 1.000 ROSEBERY BAMKSMEADO 35.00 350017
25-059-04 | FEDEX SHUTTLE HH 1 1.0 ALEXAMNDRIA CHATSWOOD 175.00| 17.60| 48
23-03-04 | FEDEX RUM HH ALEXAMDRIA AS DIR 21000 21.00| 53
29-09-04 | IDSAIR HICK. BULLET 1 BAMESMEADO MaSCOT 2117 212| 888
23-05-04 | FOCUS SC21554E LCLFC 4| 302.0(1.000| BaWKSMEADOD SILVERWATE G000 5.00| 203
29-09-04 | UAC LEWI RUM HH BAMESMEADO AS DIR 3000 300 993
29-03-04 | IBC 221302830 51 3 E0.0 MASCOT VILL&WOOD 2534 253 8
29-09-04 | EXPRESSIM B3726/28 S 5 370 BOTAMY WETHERILL 2587 2589 45
25-059-04 | SaVIMOIMPF 313957 5 1 1.0 ALEXAMNDRIA RHODES 15.28| 1.53] 42
29-09-04 | DANZAS  |B41107 53 1 BOTANY GLADESWVILL 5967 597 42
29-09-04 | LAC JORUN S 5 200 BAMESMEADO GLADESWILL 17.058 1.71) 42
23-059-04 | ACSDOCS | 46009 5 2 1.0 BOTANY SYDMEY 1058 1.08| 555
29-03-04 | REMOWMN | 36116 BOMD 5 188.0 BOTANY MASCOT 077 308 46
29-09-04 | WaNG/CUS] 105022 BOMD 2 573.0 BAMESMEADO BANKSMEADO 00| 1100 11
25-059-04 | UAC 0050343 59 37| 845.0/ 1.200| BAMWKSMEADOD WATERLOO 174.30| 17.43) 105
29-09-04 | JUPITER  |E245 # 1 1.0 M&ASCOT CASULA 47.03 470 29
29-09-04 | PEOTRANS | WOOLIES ST1 2| 5e0.0 BOTANY MOOREBAME 8316 832 303
29-09-04 | w512 TRJA3EZ PLT 1| 9500 ARMCLIFFE WETHERILL 18.00 1.80/ 302
25-059-04 | GLUCK, 159162 55 28| 3150 AIRPORT - IMT. MARRICEWIL 41700 417| 303
HI«IiI?I}I”IPII <| | >|v|
Search: | %‘;' Move Job to Accounts | e Add | & Edi I m Delete | EXIT |
Field Description
Select Jobs |Select an option in this drop down box to view jobs in either,
In operations, accounts, billed or to view all jobs
Client Enter client code to view job record for that particular client
From Date |The Date from which you wish to search
To Date This field needs to be used in conjunction with the From Date field.
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When a date is entered into each of these fields, all driver records
between these two dates will be shown.

Get
Records

Refreshes the current window, providing only information which
meets the search criteria.

Search

The user can search any of the fields, except for the Driver(s)
column. To search any of these fields, click onto the column
heading, and in the Search field enter the whole word to find exact
matches to your search. The user can also search for a range of
matches. For example when searching for a suburb, entering a 'b’
in the search field will display every suburb beginning with 'b'. To be
more specific the user can enter another letter/s such as 'ba’, now
every suburb beginning with 'ba’ will be displayed, and so on.

Add

Click on this button to create a new job in the system.

Edit

Click on this button to edit the information contained within the
highlighted job record

Delete

Click on this button to delete the highlighted job.

The fields above the list of jobs are all search fields. To search by any of these
criteria's enter the information in the appropriate field and click on the Get
Records button. The information in the window will now be refreshed, only
showing information that meets the search criteria.

To view jobs in accounts, use the drop box (Select Jobs in) and select Accounts.
Now click the get records button, and the jobs which are in accounts will be

displayed.

i
Select.Jobs in [Accounts x| Client | From Date | ToDate | Job# | & { Get Records |
S| <+Date: | Client Code| Reference | Line/CH | Sery. | Items] “Weight | Cubic | Fram To Job Cha. ] GST J D .
A | 25-09-04 | AFFT 45 DIR BOTANY 102.90] 10.29] 939
A | 25-09-04 | TRANSTAR| 123478 LCL 11| 557.0/ 1.164| BaANKSMEADD ALEXAMDRIA 45000 450| 25
4] 4 =2 el 4| | >|v|
Search: | % Move Job to Dperations | e A4dd | A Edi m [elete | EXIT |
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3.7  Printing an Invoice/Statement

This is the screen from which Invoice/Statements are selected for printing and

emailing.

Print Client Invoice/Statement

Please note that irrespective of the options selected a PDF Invoice/Statement is always created

—Message to print on statements

—Print for ...——— Client Code range Page Format
" Daily From I  Portrait = ... Lines per page |3?
o Weelfly To I— ¢ Landscape ... Lines per page | 20
¢ Fortnightly ) adjust number of detail lines that print per
" Monthly blank selects ALL clients ) .
page to compensate for printer differences
For Invoices that are NOT e-mailed ICreate PDF and Print j
~Print option For Invoices that are e-mailed Moo= 00 =
= Invoice el t Di t Dat
¢ Statement ettlement Discount Date |

¥ Print only for Clients that have traded

PDF Folder: clapps\clarionb\cis\afft\pdfiinvoices

Redirect Emails To |

Save settingsl Print I Cancel |

Note that the only mandatory field in this window is the Print for... box.

Field

Description

Print for ...

There are four options for printing an invoice
statement: daily,weekly,fortnightly and monthly. It is
important to note that when printing an
invoice/statement for a client the option chosen in
this box must correspond to the option which was
entered in the client file (under accounting
information and in the billing period box).

Client Code range

An invoice can be printed, e-mailed or viewed for a
single client or a range of clients. For a single client,
enter the client code only in the from field. For
multiple clients enter the first client (alphabetically) in
the From field and the last client (alphabetically) in
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the To field. For all clients leave both fields blank.

Page Format

Invoice statements can be printed either as a portrait
(information viewed vertically on the page) or as
landscape (information viewed horizontally across
the page).

Print option

The user can choose to print an invoice or a
statement by choosing the desired option in this box

For invoices that are NOT
e-mailed

For invoices which are not e-mailed (To determine
whether an invoice is not emailed for a particular
client, open their client record and click on the email
addresses tab, where this information should have
already been entered), the user has four options to
choose from: Create a PDF file, Create a PDF file
and print it, Create a PDF file and print two copies or
Do Not Process.

For invoices that are
e-mailed

For invoices which are e-mailed (To determine
whether an invoice is emailed for a particular client,
open their client record and click on the email
addresses tab, where this information should have
already been entered), the user has four options to
choose from: Create a PDF file, Create a PDF file
and e-mail it, Create a PDF file and e-mail it and print
it or Do Not Process

Settlement Discount Date

If a date is entered into this box, than the client will
be notified that (if they are eligible) they may take a
predetermined settlement discount if payment is
received by the nominated date.

Print only for Clients that
have traded

If this box is checked than clients who have not
traded during that period won't have an
invoice/statement pdf created/printed/ e-mailed for
them

Message to print on
statements

Any message or notes the user wishes to place on
an invoice/statement can be entered in this field and
will appear on the invoice/statement.

Redirect Emails To

Enter an email address if you want all e-mailed
statements redirected to another address. This can
be useful for testing purposes to see which
statements are being e-mailed.

Save Settings button

This saves the major settings so that next time the
screen is opened these values are already selected.
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3.8

Closing an Accounting period

To close the current accounting period, click on the other menu and than click

Close Client Accounting Period.

.~ Courier Information System - version 3.7.82
Security  Window Help

Close Client Accounting Period

Close Driver Pay Period

File Edit Working Reports Master_Files

In the Client Period End window which will now be open, click O
will be closed.

k, and the period

& Client Period End =13

Make sure that Client Statements have been printed.
Print all reports required and backup your files [if possible].

Feriod to Close Current Period Date | 18/0642004
* MWeekly and Daily:

' g Y Mext Period Date | 25/06/2004
" Fortnightly

- Monthly Close option |Period TI

Mote: Each Billing period must be closed separately.
E.q. if all billing cycles occur on the same date

then you must run this program 3 times, once OK

for each billing period.
Cancel

Closing an accounting period

Field Description

Period to This option allows the user to choose which billing period to close.

close All clients that have the billing flag set to the period being closed will
be processed.

Current The date of the period being closed.

Period Date

Next Period | The last day of the next trading period.
Date

Close Normally you select the default option which is "Period" but the last
option period in the financial year you select "Year" which performs the
same tasks as "Period" plus it resets the trading year-to-date values
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back to zero.

3.9 Client Master Record

The client record (apart from jobs) is possibly the most important record in the system. It
determines how the system bills jobs and contains critical details necessary for carrying out the
main activity of the business.

The client master browse screen allows you to quickly find the record you want. You can sort by
any of the displayed columns.

Contacts for Selected Client | Statuz |Active vl Get Records |
<+LClient Codex | C/B | Mame Rep. | Clazz. 1] Clazz. 2| Def Serv. | BF] Default Pickup Site =
AAEN AUSTRALIAN AR EXPRESS N FLIGHT CH
AAERADID AUSTRALIAN AIR EXPRESS RADIO ROOM o CNF
AAEREGION AUSTRALIAN AIR EXPRESS REGIOMAL W' |AIRPORT - DOM CMF
AAERETAIL AUSTRALIAN AIR EXPRESS RETAIL SWCS W TUL
AAEWEST SYD |AUSTRALIAN AR EXPRESS WEST BASE o B0 E
ALH, ACAINT'L o ATT
ACSDOCS ALLSTATES CIUSTOMS DOCUMEMT CLEARANC o ATT
ACTION ACTION FORWARDIMG & LOGISTICS P/L o a7
ACTIVES ACTME 8LOGISTICS PTY LTD o ATT
ADM ADM / SEA + AR ' |ROCKDALE 20h
ADMOOMN ADMO0OM YOUSIF W
ADNWANCE ADWVAMNCE BADGES PTY LTD ' |REDFERM E1C
ADVANCELOG ADYVAMCE LOGISTICS PTY LTD o ATT
AFFT AUST FREIGHT FORWARDERS TRANS o ZBE
AG A% GWROUGHT IRON o ATT
AlRMAL AlR MAURITIUS HOLIDAYS W' | SYDMNEY L1.:
AIRPAK, AlR PAK FREIGHT SERVICES P/L o 18¢C
ALLSTATES ALLSTATES CUSTOMS SERWVICES PTY LTD W ATT
ALPHAMED ALPHAMED PHARMACEUTICALS PTY LTD o Z6E
W a2 v [ee]] 4] | QA4

Search: | & @ 2dd [ it | = opeme | Exi] |

This is the client's master record general information.
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E‘ Changing a Client Record

General |Accounting Infnrmalionl General Maotes I Financials Summaryl Email Addreszes I Oither Informalinnl

Client Code I.-’-\FFT v &ctive

IMEAPEERAL ST FREIGHT FiO

r— Pogtal &ddress

ERS THANS

|FD BOx 912

[MascoT

[14E0

Copy Postal Address to Site Address |

— Site Address

|28 BYRMES 5T

[BOTANY

City/ Town |

| [2m3

Camp./Branch I Sales Rep. I Client's ABM I

Created: / / By:

— Contact Information

Phore |36669222
Fax [S66ea777

Contact(s] [ADMIN

— Client Groups/Clazsification [free format] ——
1. | 2 |
eq Law TRAVEL, MFG etc.

=101

Client Callz

Contacts |

Permanent
Jobs

Service
Digcounts

Leg
Specific
Rates

Jobs |
Credits |

‘J'iev_i
— Operational details Audit
Default Service Code I Send jobsz for this client to channel number |0 -2
Dizplay when creating a job | (1] 4
Frequency of bockings - at least one job every I days . I
LCancel
This screen contains information relating to billing and payments.
{3 Changing a Client Record o ] 4|
General Accounting Information IGeneraI Mates I Financials Summar_l,ll Email &ddresses I Other Informatinnl
— Client Rate Codes Billing Period — Statement O ptions M
Fate Codes Dizcaunt " Draily Charge Account Fee on Statement [ Client Calls |
1 % leekly Prirt Refererice Summary on Statement [~ P -
Permanen
2| | " Faitnightly # of significant characters in reference I 1 Jobs
af | " Monthly i
Dieduct Settiement Discount on lnvaice? [ Dse“"c“;
; iscounts
—Rate Increase change dates Settlemert Discount I
Rates Dated 1,/01/2000 Trading Terms [days] I SpLeE::Eilﬁc
are applicable up to [but not inchuding] I 1/01,/2000 Credit Limit [ 999.999 Rates

thet from the abowve date use Rates Dated

140142000

— Chegues Received Detailz

Narme on Cheque |

Bank MHame I
Bank Branch I

Fuel Surcharge Custom Fuel Rates

© Rate1 Percent 1 I

¥ Rate 2

 NoSuch uptodatel
o Surcharge ;

£ Custor » then this I

Messzage to print on Invoice [if not blank thig text will print on all invoices]

Jobs |
Credits |

[1].¢

LCancel

This screen allows you to specify e-mail addresses where the three most common reports are to

be emailed to.
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3.10

a Changing a Client Record

General I Accounting Infnrmalionl General Maotes I Financials Summary Email Addresses |Dther Infarmation

— Email Invoice/Statement ta

Mame |.&ntnnino Quartararo

Addiess |ninoq@sicab.com. au

Email lrvoice option—;

& Automatically
" Prompt
" Skip Emailing

— Email Activity Fepart ta

Ernail Activity aption—

Name [Huy Do
Address |huy@sicab.com.au " Prompt
" Skip Emailing
— Email kPl Report to Email KPPl option
Mame | " Automatically
Address | " Prompt

{* Skip Emailing

=100 x|

Contacts

il

Client Callz

Permanent
Jobs

Service
Digcounts

Leg
Specific
Rates

Jobs |
Credits |

0K

Lancel

The are 3 buttons you can select for "Email Invoice option":

1. Automatically - this will send the document in the background without

prompting.

2. Prompt - this will display a screen when sending the document for verification.

3. Skip Emailing - you can use this to temporarily stop sending via e-mail without

having to remove the person's e-mail address from the system.

Rate File

The Rate File is structured so as to give maximum flexibility in creating price structures
that fit the requirements of the user. There are no fixed calculation formulae within the

program. The only formula that exists in the program uses all the parameters specified in
the rate record. This means that if you do not want a particular value used then leave the

value as zero (or spaces).

You can create as many rate records as you wish, the only constraint is that the "Rate

Key" fields (taken as a set) must be unique.

Rate Key

The "Rate Date" is a very important field of the rate record. It cannot be left blank and
must be a value that already exists in the "Rate Increase Dates" table. It is used to group
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together a "Rate Set" from which the rate record is then selected to price a job.

Think of rate sets as different folders containing sets of rates. For example, one set of

rates is valid only for jobs dated after a particular date and the other for jobs before that
date.

You can create a rate set that is to be used for a proposed rate increase.

The only field that must be filled in is the "Service Code" field. A record with the rest of
the "key" fields blank (Rate Code, Pickup From, Delivery To) acts as the general rate for
that service. This means that unless a more specific rate is found for pricing a job then the

general rate is used. For example, let us assume that we have four rate records with the
following key values:

IRecord 1 IRecord 2 IRecord 3 IRecord 4
Rate Date = 01-01- |Rate Date =01-01- |Rate Date = 01-01- |Rate Date = 01-01-
2000 2000 2000 2000

|Service Code = STD |Service Code = STD |Service Code = STD |Service Code = STD
|Rate Code = {blank} |Rate Code = {blank} |Rate Code = {blank} |Rate Code = {blank}

Pickup From = Pickup From = Pickup From = Pickup From =
{blank} MASCOT {blank} MASCOT
Delivery To = Delivery To = Delivery To = Delivery To =
{blank} {blank} BOTANY BOTANY

When a job with service code "STD" is entered the rate record would be selected as

follows:

e If the pickup is from MASCOT and the delivery is to BOTANY then Record 4 is

selected.

o |If the pickup is MASCOT and the delivery is NOT BOTANY then Record 2 is

selected.

e If the pickup is NOT MASCOT and the delivery is BOTANY then Record 3 is

selected.

e If the pickup is NOT MASCOT and the delivery is NOT BOTANY then Record 1 is

selected.

Of course you can have as many records as you wish specifying pickup and/or delivery
locations. This allows you to tailor rates to/from specific Town/Suburbs.

Perhaps the "Rate Code" field is the hardest one to conceptualise how it works. | will try
to demonstrate this by another example. Keep in mind that the pickup and delivery
location fields can be used in conjunction with the "Rate Code" field.
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IRecord 1

IRecord 2

IRecord 3

IRecord 4

Rate Date = 01-01-
2000

Rate Date = 01-01-
2000

Rate Date = 01-01-
2000

Rate Date = 01-01-
2000

Service Code = STD |Service Code = STD [Service Code = STD (Service Code = STD

IRate Code = {blank} |Rate Code = LOW

IRate Code = {blank} |Rate Code = LOW

Pickup From = Pickup From = Pickup From = Pickup From =
{blank} {blank} MASCOT MASCOT
Delivery To = Delivery To = Delivery To = Delivery To =
{blank} {blank} {blank} {blank}

Using the above rate records let us assume that we have client "ABC" in whose record we
have entered the value "LOW" in the first "Rate Codes" field on the "Accounting
Information™ tab in the client master record maintenance. Let us also assume we have
client "XYZ" for which nothing has been entered in the "Rate Codes" section.

When we perform a job with service code "STD" for client "ABC" the rate record selected
would be as follows:

e If the pickup is from MASCOT for client "ABC" then Record 4 is selected.

e If the pickup is from MASCOT for client "XYZ" then Record 2 is selected.

e If the pickup is NOT from MASCOT for client "ABC" then Record 2 is selected.

e If the pickup is NOT from MASCOT for client "XYZ" then Record 1 is selected.

In the above example, if "Record 2" did not exist then a job for client "ABC" where the
pickup is NOT MASCOT would select "Record 1" as the rate record to be used as this
would be the most appropriate in such a case.

One use of the "Rate Code" is in situations where you want to tailor a set of rates
specifically for one account. In this case you would make the "Rate Code" value the same
as the "Client Code" so that you can then easily see the connection between these records
and the client (make sure that this rate code is also entered in the first "Rate Codes" field
in the client record).

Once you have a set of rates with a particular "Rate Code" you can link as many clients to
this set of rates by specifying the "Rate Code" value in the appropriate field in the client's
master record.

You do not have to create a "full” set of rates for any specified "Rate Code" because for
those that are not created (e.g. for a specific service code) the system will fall back to
select the general rate for that service.

The main thing to keep in mind is that the system will try to find the rate record that
fulfills most of the parameters for the job being priced.

The best way to understand the variations possible is to set a test account and create/
change several rate records and see the effect it has.
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3.11

Rate Values

These are the values that are actually used to calculate the price of the job once the
correct rate record is selected as described above.

All values specified are used in the calculation formula. If a rate record is not based on
some of these values then leave them as zero. For example, if you do not wish to use
"ltem/Parcel Breakpoints" for the rate record you are constructing then leave all these
values as zero.

The fields in "Rate record is valid only for this Kilometre range” can also be used to
distinguish the scope of the rate record. You can define more than one rate record where
the "Rate Key" values are exactly the same if you specify that the records are valid for
different kilometre ranges.

Rate record is valid only for this Kilometre range
Enter a kilometre range only if you wish to limit the use of this rate record for that
range.

Basic Pickup Charge
The amount specified here is added to all jobs calculated using the rate record. If this
field has a value and all other values are zero then this record behaves as if the job
calculated is at a fixed price irrespective of time taken for the job, distance traveled
or items/weight carried.

Minimum Charge
This value comes into effect only if the job price calculated using all the other values
is less than the amount in this field. If the price is less than the "Minimum Charge"
then the Minimum amount is charged.specified

Discount waiting time if applicable
Tick this box if you want waiting time charge discounted if the client has a discount
specified in the master record in the "Client Rate Codes" Discount column.

Channel Allocation

Channel allocation of jobs when booked is achieved as follows:

1. The client on the job is checked to see if a channel number has been specified in
the client's master record. If it has then this number is assigned as the channel
number for the job. No other checks are performed.

2. If no client channel is specified then the Service code is checked to see if jobs for
the particular service are to be allocated to a pre-defined channel number. If a
channel number has been specified for the service then this number is used for the

© 2008 Sicab Computer Services Pty Ltd Thursday, 4 September 2008



25

3.12

job. No other checks are carried out.

3. If no channel has been specified for the client or service on the job then the Pickup
Location (City/Town/Suburb) is checked and the channel number specified here is
used. If no channel number has been specified then the job is assigned to channel
zero.

Note that a job with channel number zero is displayed on all channels.

Security Implementation

General Security overview

Security is implemented using a Login user identification and Password. The users
defined in the security system use this login identification and password to access any of
the applications for which this security is implemented.

For any system to which the general security system applies a user can be defined as a
"Supervisor", "Operator™ or "No Access".

A user can be defined as a "Supervisor" in one system, an "Operator™ in another and "No
Access" in a third system.

For example, a user can be defined as "No Access" to the General Ledger , as "Operator"
to the Creditors and "Supervisor" to the Debtors/Operations system. This means that using
the same login ID and password this user would be denied any access to the General
Ledger but can access the Creditors system but would be unable to change security access
for any other users, but as a Supervisor to the Debtors/Operations system has access to
modify other users access of the Debtors/Operations system.

Once logged in any user can access the "Security” menu to change their password and
"lock™ their screen if they wish to leave their computer unattended without exiting the
program.

If your login defines you as a supervisor then you can also access the "User Login
Maintenance" program. This allows you to add new users to the security system and/or
change existing user's access.

When adding a new user the only fields that must filled in are:
e First Name
e Surname
e Login - this the user ID and will be used as the password until changed
¢ Level - this defines the security level for the current application program
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It is important to understand the significance of the "Level" parameter. To use an
example, if we are creating a user whilst in the General Ledger system then the level
specified here is the user's access level for the G/L. However, since this security system is
also used by the Creditor system, this user will also be visible if you log in as a supervisor
in the Creditor system, but the default access will be set to *"No Access" until a supervisor
changes the new user's access to the Creditors.

The login security is kept in a file called DSSW2.TPS. This file can only be created using
a special program. This means that if the file is maliciously destroyed or tampered with
then no one will be able to access the protected systems.

The security file location is given by an entry contained in the "SecWin.ini" file. The
easiest place to keep this file is in the same directory that contains the protected
applications. To do this use a text editor (e.g. Notepad) to create this file and make sure
that it contains the following lines:

[SecWin]
Path=Here

The above two lines are all that is required. The line "Path= Here" means that the security
file is contained in the current directory. You can, if you wish, specify the actual name of
the working directory, e.g. Path=C:\APPS.

User Groups

When there are many users in a system it can be time consuming to individually modify
permissions to different parts of the system for each user, particularly if a large number of
them are to have the same access levels.

This security maintenance work can be greatly reduced by creating one or more user
groups. You can then assign the selected users to this group(s) and whenever you modify
permissions for this group all users belonging to this group will be automatically
modified.

How it works

The areas that can be protected are defined at the programming level. In order to change
access for a user a supervisor runs the program and calls up the screen to which access
needs to be modified.

Pressing Ctrl+F8 will display a list of users and their access. Tab to the fields that need to
be changed and when highlighted you can press the Enter key to toggle between "Yes"
and "No".

Note that if "Access" is "No" then the user will not be able to even view that screen.
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3.13

3.14

Note also that users that belong to a group will not be displayed, only the group name is
visible. Changing the group's access will change all the users that belong to that group.

The columns displayed in the "Set User Access" screens will vary depending on what is
actually being protected.

KPI reporting

One of the most complex reports produced by the system is a native Excel report that can be
generated fro emailing to your clients.

This report contains eight sheets with performance data relating to any selected date range and
then grouped by calendar month and by weeks within the month for some of the sheets in Excel.

Ed Microsoft Excel - DHL_20030101_20031231_KPLXLS

|@] Fle Edt view Insert Format Tools Dats Window Help

DEHSRY (2RI o o (= A 4 IS o -5

A23 | =

A [ B T c [ o[ el F T o [T H I 1 [T o T k[ LI m [ wnw T ol P [ @ | rRZT

N \ Jan03 Feb03 Mar03 Apr03 Jun03  Jul03 Aug03 Sep03 Oct03 Hov03 Decd3 Totals I
2
| 3 |Bookings 33 20 7 1 E] 21 11 44 15 34 23 224
| 4 |Weight (Kgs) 2502.0 3.0 80000 00 10340 0.0 31440 BEE5.0 27710 77ES.0 79650 32648.0
| 5 |Cubic Metres 0000 1.000] 0000/ 0000 2080 0000 2500 0000 3000 1930 0.000 10.510
6_|Client Charge (ex.GST) 6864.70 6430.02| 2173.45 339.51 319042 B8479.15 2715.89 14519.66 3286.53 250,68 9312.98 67591.01
| 7 |waiting Time Hours 000 050 000 000 000 000 000 300 100 200 000 550
| 8 |Waiting Time Cost 000 000 000 000 000 000 0.00 000/ 000 000 000 0.00
| 8 |Fuel Surcharge (incl. above) | 0.00 000 000 000 000 000/ 000 000/ 000 000 000 0.00
| 10 |Avg Days to POD 100 100 100 100 100 1000 1.00 100 100 100 100 1.00
11
=
|13
|14 |
115 |
|16 |
|17 |
|18 |
|19 |
20

o o e P P e P Py P N P e ] e
@ 0| & |n | R D3| S &8 |6 th| & || =S| 6| S 5| &5 =S 5| S

[« 4[> [M[\Summary  Bookings 7 Weight £ Cubic £ Client Charge (ex.GST) /_Waiting Time #_Fusl Surcharge . Ava Days ta PoD 4 [ 4]
Select destination and press ENTER or choose Paste

Other Information
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3.14.1

3.14.2

3.14.3

PDF Documents

PDF document folders are specified in the "System Parameters" file.

You can alter the default locations to place them on any network folder.

PDF documents created by the system can be emailed using any external mailing program
in exactly the same way as you would any other attachment. You can use the Adobe
Acrobat Reader e-mailing option.

Client Invoice/Statement

Client Invoice/Statements can be automatically e-mailed from the CIS system. To do this
simply enter the details of the person that is to receive the Invoice/Statement in the client
master record as displayed below.

If you leave the email address blank then the Invoice/Statement for this client will be
printed.

The are 3 buttons you can select for "Email Invoice option™:

1. Automatically - this will send the document in the background without
prompting.

2. Prompt - this will display a screen when sending the document for verification.

3. Skip Emailing - you can use this to temporarily stop sending via e-mail without
having to remove the person's e-mail address from the system.

To use the email option you must have valid information entered for the "E-mail
Parameters™ in the "System Parameters" file.

Invoice frequency

For each client you specify whether they receive invoices (or statements) on a:

e Dalily

o Weekly

e Fortnightly
e Monthly

Note that "Fortnightly" can also be used for bi-monthly, e.g. on the 15th and last day of the month.
In fact any of the options can have variable time periods and their names only reflect the most
common usage.

If a client receives daily invoices then some extra rules are enforced. They are:

¢ The format must be Invoice and not Statement

e The date of the invoices must be specified when selecting to print.

e When an invoice is created the system will ask if the invoice is OK and if you answer Yes then
the jobs on the invoice are marked so that they do not appear on the next daily invoice.
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e The outstanding record is immediately created, even before a period is closed

e The sales statistics are accumulated with the Weekly clients when the weekly periods are
closed.

e The jobs remain in accounts but cannot be modified after the invoices are printed and will be
marked as billed when the weekly period is closed.

3.14.4 E-mail Parameters

These parameters are kept in the "System Parameters" file. They are required only if you
wish to send e-mails through the CIS system.

SMTP stands for "Simple Mail Transfer Protocol™ and is the system most widely used by
computers to send e-mails. In effect these parameters tell the program to which computer
should the requests for sending e-mails be directed to.

The following two parameters are required:
SmtpDomain
This the domain name of your mail server. E.g. sicab.com.au

SmtpDefaultServer
This is the mail server full name, e.g. if the SmtpDomain value is "mycompany.
com.au" and the name of your mail server computer is "mail" then this entry would
be "mail.mycompany.com.au".

The following parameters are optional:
SmtpSenderAddress
The email address of the sender of emails. If this is not created then the system will
automatically create one made up of the the user login id and the value in
"SmtpDomain". E.g. if the user logged in is "bridgette” and the domain name is
"mycompany.com.au” then the system will create "bridgette@mycompany.com.au”.

SmtpDefaultPort
Only use this if your email server uses a non-standard port. The standard port is
25.
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4 Web Interface

The screens displayed here are unadorned by customization that may be requested by clients to
create a particular "look and feel".

4.1 Login page
This is login page for clients that access the system through the Web. Each user is identified by
the company, personal login name and password.

Mozilla Firefox o ]
File Edit Miew History  Bookmarks Tools  Help
< @ -

¢ - - - @ [x ‘G_I" ||_| http:,l',l'Iu:u:thost:SS,I'LDginFDrm?Sessi|'| P] "

Google

" Getting Started E Latest Headlines keeptrack
@ Disable = & Cookies = || €55~ ] Forms = (B Images = @ Information = '._:,.'.l Miscellaneous = ﬂ/ Qutline = 2: Re:

j ¥ apply o Edit g Remove [ ] Add [Status: Lising NDI'IE] %, Preferences

Prosy: I Maone

[ || http://localhos...nID=1379731195 [_j ] | | MetTalk webServer - Selecting a Tool ...

< Sicab Computer Services Pty Ltd \

Home Slelect Account  Job Booking  Job Enquiry Common Addresses  Logout

Login

Company Code

Lagin |

Created by Sicab Computer Services Pty Ltd,

|ﬁ 0.218= | Proxy: None | /] o

| Dane

If the user is allowed to access more than one account the system will present a drop list of all
accounts this user is allowed to access. The user can change the account they are working with
at any time. There is no limit to the number of accounts a user can be given access to.
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_ioix]

File Edit Wiew History  Bookmarks  Tools  Help
@ - :l> b @ l\,_’/, /IJ} ||:| http:,l',l'Iu:u:thost:SS,I'Get.ﬁ.ccu:uunt?Ses|Y| ﬁ'] " Google |‘-\,] -

’ Getting Started ﬂ Latest Headlines keeptrack
@ Dizable ~ & Cookies | €SS+ [ | Farms = |E Images ~ @ Information - ":) Miscellaneous - f./ Cutline « :: Fen

Prosy: | Mone ~| " apply <7 Edit Gal Remove fdd Status: Using Mone Preferences
| ~ ;

| {
-

J | | http://localhos...nID=1379731195 |3 l || MetTalk webServer - Selecting a Taal .. |

Antonino Quartararo from Sicab Computer
< Services : Account AFFT ©

Home Slelect Account  Job Booking Job Enquiry  Common Addresses  Logout

Select Account

Save | Cancel

Created by Sicab Computer Services Py Ltd.

|a 0.328s | Proxy: Mone | o .

Dane
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Job Enquiry and Booking

Parameters to view a range of jobs for the selected account.

-0/ x|

File Edit Miew History  Bookmarks Tools  Help

¢ - $ - @ &9 m ||:| http:,l',l'lu:u:alhu:ust:SS,l'Ju:uI:uSela|T| P’] |*|Gu:u:ugle |k\,] -

, Getking Starked El Latest Headlines keeptrack.
&) Disable = /2 Cockies= |55+ - | Forms= @) Images = (L) Information = | Miscellaneous = - Outline
[Status: Using Nu:une] HL, Prefe

Prozy: | Mone ~| " apply < Edit L@ Remove Add
| = :

[ [ | http://loc...1379731195 [ ] | | MetTalk WebServer - Basi.. | | | MetTalk'WebServer-FAQ | | =

-

Antonino Quartararo from Sicab -
< Computer Services : Account AFFT ©

Home Slelect Account  Job Booking Job Enquiry Common Addresses  Logout

Leave dates empty to select all jobs for today.

—Date Range
From Date [1/01/z007| | |

ToDate  |31f12/2007

—Optional Search Parameters

Pickup is from Suburb,;Town starting with |

Delivery to Suburb/Town starting with |

Reference contains | |

Get Jobs |

Created by Sicab Computer Services Ply Lid.

A Mext € Previous | Highlight all [~ Match case
@0.2815 | Proxy: Mone | O

d Find: I kirne: £

| Done

This is the result screen.
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i

Bookmarks

%) Job Browsing - Mozilla

File Edit Wiew Histary

—loj x|

¢ ML @ I ﬂ_l‘ ‘|_| httpefilocalhost ;881 Browsaly #

v‘bl‘

- | Google

18 Getting Started @ Latest Headlines . keeptrack

@ Disable ~ & Cookizs > | C55~ Iﬁ Farms = IE Images = @ Information = ) Miscellaneous = / Outline ~ :: Resize * ﬁ Taals = Vigw Source = o~ Options ~

Proy: I None 'I o spaly o Edr o pemove | Add

Status: Llsing Mone

% Preferences

[ |_| Job Browsing

(W] ] || MetTalk WebServer - Basic Introductio... | || MetTalk WebServer - FAQ

[ 3

Home Slelect Account  Job Booking  Job Enquiry  Common Addresses

New Job Wiew Job |

Logout

Antonino Quartararo from Sicab Computer Services : Account AFFT

Numh:::b Service Reference [:e:tsrfa Con.Note/Docket Items Weight Me't::g:'c From To (ex':_gg%'e AIE';?T Ngg[; Account
230652 303/2007 STD REF.123 12 525 0123 HABERFIELD LEICHHARDT 000 000 AFFT
230655 303/2007 STD REF.123 12 525 0,123 HABERFIELD  LEICHHARDT 000 000 AFFT
230654 303/2007 STD REF.123 12 525 0,123 HABERFIELD  LEICHHARDT 000 000 BFFT
230419 11042007 NC MaAIL 1 10 MASCOT  BOTANY 000 000 AFFT
230486 26/03(2007 5 26262626 2 6.0 frﬁfom © ALFORDS PO 2175 2.8 BFFT
230656 26/03/2007 STOFU REF.999 12 525 0,123 HABERFIELD  LEICHHARDT 000 000 AFFT
230471 26{03/2007 HHA EE 1 10 ANMANGROVE AIRDS 000 000 AFFT
230651 26/03/2007 STOFU REF.123 12 525 0,123 HABERFIELD  LEICHHARDT 000 000 AFFT
230653 26/03/2007 STOFU REF.123 12 525 0,123 HABERFIELD  LEICHHARDT 000 000 AFFT
230193 26032007 INTRA 26262626 12 12,0 SYDHEY NEWCASTLE 195,00 19.50 AFFT
230657 26{03/2007 HHZ RS457 2 a0 MASCOT  ALEXANDRIA sa2t 532 AFFT
230649 26/03/2007 TECH  REF.123 12 525 0,123 HABERFIELD  LEICHHARDT 000 000 AFFT
230646 26/03/2007 STOFU REF.123 12 525 0,123 HABERFIELD  LEICHHARDT 000 0.0 AFFT

Mew Job Wiew Job |

Created by Sicab Computer Services Pty Ltd.

& Find: ItimEF

B mext @ Previous || Highlightall [~ Makch case

| Done

@ 0.2655 | Prowy:Mome | @

If we wish to view the job details simply select the job and press "View Job" (press "New

Job" to create a new job).

The following is a partial screenshot of the detail screen.

Home

Job Booking

Slelect Account  Job Booking  Job Enquiry  Common Addresses

Logout

Antonino Quartararo from Sicab Computer Services : Account AFFT (O]

rGeneral Job Details

Job Date 3032007

Ready Time
Service Code

Your Reference
Cost Centre

Con.Mote/Docket No.

STAMDARD COURIER. |+

REF.123

1

rQuantities

Number of Ttems

Weight (in Kgs)

Cubic Metres

rPickup Details

Company Name |SICAE COMPUTER SERVICES
20 DENMAN AVENLIE

Address Line 1
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5.1

5.2

5.3

5.4

5.5

Change Log

Version 3.8.50

¢ Create "EXPORT INVOICES" field to allow specific client invoicing data to be suppressed when
exporting to an external accounting system

e Created and MDT Type field in the Driver file to allow multiple type of MDT's in the fleet in case
of different programming requirements.

Version 3.8.49

¢ Additional Charges where not included in service code analysis. Now are included under the
main service code.
o Email drop list for address selection when sending job details was not scrolling down the list.

Version 3.8.36

¢ Increase email address length in the "Scheduler” file. This allows more than one email address
to be entered.

¢ Add Company/Branch field to client file. This allows the system to run as multi company/
branch. Each Company/Branch has its own Name and Address. If this field is left blank then the
system runs as normal.

¢ Increase Fuel Surcharge allowable amount from 999.99 to 99,999.99

o Use "Airfreight Weight" field so that user can enter this weight in Kg ( up to 999) and the
system will convert this to cubic metres at 167Kg per cubic metre and then calculates the
chargeable weight based on the cubic conversion for the service code on the job.

¢ Add option to save Invoice/Statement selection parameters

¢ Fix SQL error when getting driver log records using a driver number and from and to dates

Version 3,7.90

e Add new table to record "Job Notes" with the ability when creating these notes to e-mail to
someone.

Added new field to client master record to record who created the account.

"D" column in driver job screen

Account number on an existing job cannot now be changed to an inactive account

Fixed a period close error for Daily invoices

Client KPI Excel file

Version 3.7.82

¢ Added job fields to record waiting time at pickup and waiting time at delivery.
e When allocating a job to a vehicle that is not logged on the program now asks if you wish to log
the vehicle on and if yes it will create a login record immediately.
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5.6

5.7

5.8

5.9

5.10

Version 3.7.71

¢ Added security icon (lock) to Job Browse screen as the "Move Jobs" button has security on it.

¢ Fixed "External documents" button in that it displayed files related to job but did not allow them
to be opened.

o Added security to "Other Information” tab on client master record.

Version 3.7.70

1. Add Daily invoice option for clients

2. Add button to job record so that any documents relating to the job can be displayed.
Documents relating to the job must begin with the job humber.

3. Added fields to the control record so that you can select that when booking a job the number of
items and the weight fields default to 1.

4. On job entry screen the mandatory fields have a different coloured background.

5. Secured screen now display a "padlock” in the upper left-hand corner of the screen for easy
identification.

Version 3.7.50

E-mail client invoice to multiple contacts
this is achieved by checking a field in the contacts file.

E-mail activity report to multiple contacts
this is achieved by checking a field in the contacts file.

Add "Document Directory™ to client master record

Add e-mail address to job records
this will be used for sending job details to the client.

Version 3.7.47

Print Client Invoice/Statement
Removed the checkbox to print 2 copies as a blanket option and added an extra option to
the drop down option of For Invoices that are NOT e-mailed to print 2 copies

Job Quote window
New option to calculate a job charge without having to create a job

Version 3.7.46

Cancel Button disabled fix
The Cancel button on the job screen was disabled when any action when performed on
the follow on legs, even if no information was changed. Now you can view/edit a follow on
leg without the button being automatically disabled.

Add New Driver to a Job from Driver Screen
improved the wording and layout of this screen.
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5.11

5.12

Version 3.7.45

New Driver on Job
This is a new button on the "Driver Jobs" screen. This allows an already allocated job to
be handed over to another driver. The existing driver will remain on the job and the
revenue is split. This job will be visible from both drivers. If the existing driver has an
MDT then it is removed from the existing driver's MDT and sent to the new driver's MDT.

FleetmaX CLEANUP routine
added a routine that is performed approximately every ten minutes whereby all "waiting"

status messages are re-examined against the status of the job and if out of sync they are
updated.

Version 3.7.44

Audit driver allocation
when a job is allocated to a driver or a job is removed from a driver create an entry in the
audit file to record the driver and person doing the change

Secure Active checkbox

in the client master record added security to the "Active" field so that non authorised
logins cannot change it.

Option to print 2 statement copies
in the client invoice/statement print screen you can now select to print the invoices that
will be printed twice.

Iltems and Weight are now mandatory fields
these two fields must now have a non-zero value before the job can be booked.

Change font on Landscape invoice/statement

change font to Arial 8 so that the Reference field and Line No./CN number can print in the
job detail line
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