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INTRODUCTION

This manual is intended to guide you through the day to day management of customers and supplier organisations. Please take the time to read through this manual, it should help you to quickly become familiar with FREIGHTMAP and daily operations.

You should already be familiar with ‘GETTING STARTED GUIDE’ which will introduce you to FREIGHTMAP, logging in, user settings etc.

1 – CONCEPTS

1.1 ORGANISATION TYPES

FREIGHTMAP maintains all customers, prospective customers and suppliers as a list of ‘Organisations’. Each organisation can be 

- a supplier only

- a customer only

- a prospect only

- a supplier and a customer

Each organisation may have a number of addresses, a number of contact persons and a contact history.

1.2 AUTOMATIC ORGANISATION UPDATE

It is straightforward to say that you cannot sell something to a customer account which does not exist in your accounting software. For this reason you cannot create new customers or suppliers directly within FREIGHTMAP. Instead you should create them in your accounting software and they will be automatically loaded into FREIGHTMAP by the routine synchronisation programs (these are configured and controlled by your system administrator).

If a new account is created in your accounting software, it will appear in FREIGHTMAP. If the account details are modified in your accounting software, they will also be modified in FREIGHTMAP. 

2 – THE ORGANISATIONS SCREEN

You can list all Organisations within Freightmap by select ‘Operations, Organisation’s from the main menu or by clicking on the appropriate toolbar button.
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Figure 1 - The Organisations Main Screen
The screen is divided into two sections. The upper section lists all organisations and the lower section lists further information about the currently selected organisation.

By right clicking on an organisation in the upper list, a popup menu relating to organisations appears. By right clicking on the lower list, a popup menu appears which allows you to switch the lower list between addresses, contacts and contact history.

2.1 CUSTOMISING THE ORGANISATIONS SCREEN

Initially, your screen may appear different to the example above. You can customise which columns you wish to have in the list by selecting customise from the organisation popup menu.

Right click on any organisation in the upper list, and select customise from the menu. Now left click on ‘Visual’ followed by another left click on ‘Customise’ and the customisation box will appear (see Figure 2 - The organisations popup menu).
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Figure 2 - The organisations popup menu
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Figure 3 - The customisation box
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The actual items displayed in the customisation box will vary depending on the privileges which have been 

assigned to you (see the Getting Started Guide). Items relating to financial information about

the organisation will not be displayed if you do not have the ‘View Organisation Financial Data’ privilege.
Use the scroll bar to the right of the customisation box to scroll through the list of available items. You can now drag any of the items to the title row of the organisation list and drop the item to have it included in the list.

Other drag and drop options


- You can drag from the customisation box to the organisations list to have the item included in the list


- You can drag from the title column to the customisation box to remove an item from the organisations list


- You can drag the column titles left and right on the organisations list to change their order.


- You can drag on the vertical bar of the column titles to increase or decrease the column’s width

Once you are finished, close the organisations list by clicking on the small cross in the upper right of the jobs list. Do not click on the small cross of the FREIGHTMAP main screen! If you do click the cross on the FREIGHTMAP main screen by mistake, it will close the FREIGHTMAP program and you will have to login again.

Now click the toolbar button on the FREIGHTMAP main screen to open the organisations list once again. Your personal preferences (ie the columns which you dragged onto the organisations list, the widths and positions) will be restored.

The customisation is personal to you. Each user of FREIGHTMAP has his or her own personal settings which can be customised.

By right clicking on the row below the title columns, the popup menu will appear. A number of other options on this menu are also saved with your personal settings. The popup menu also has an ‘include’ option where you can choose to see only certain types of organisations. It also has a sort option which determines the order in which the list is displayed. These settings are also saved with your personal customisation settings.

3 - MANAGING ORGANISATIONS

The organisations screen is divided into the upper and lower sections. The upper sections always displays the organisation list and the lower section can be switched between displaying addresses, contacts or customer relationship history.

3.1 ORGANISATION INFORMATION

Right click on the upper organisations list to show the organisations popup menu. This menu has a number of options described below.

3.1.1 View

This option allows you to view information about the organisation.

3.1.2 New

This option allows you to create a new prospective customer (a ‘Prospect’). A prospect can have quotes generated but not actual jobs. Creating a prospect allows freight operators to respond to requests for quotes from new customers who have not yet had accounts created in your accounting software. FREIGHTMAP will not allow the quote to be converted to a ‘live’ job until the prospect has been cleared as a new customer.

3.1.3 Edit

This option allows you to edit information about the organisation. 
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Figure 4 - Edit an Organisation

Some of the fields on the organisations edit screen are disabled (greyed out). These fields are set by the accounts synchronisation program and cannot be changed. For example, if a customer is on stop in your accounting software, they will be show as on stop in FREIGHTMAP. If they are taken off stop in your accounting software this will also be reflected in FREIGHTMAP. For this reason you cannot edit those fields within FREIGHTMAP.

The fields are as follows:


CODE



Not editable. This is the account code from your accounting software


NAME



Not editable. This is the account name from your accounting software


VAT NO



Not editable. This is the VAT number from your accounting software


REG NO



Not editable. This is the Company Registration number from your 

accounting software


SALES CONTACT


You can specify the user within your company who is the primary sales 

contact for this organisation


SCHEDULE


Choose the rate schedule (or none) for this customer


CREDIT LIMIT


Not editable. This is the credit limit from your accounting software


ACCOUNT BALANCE

Not editable. This is the sales account balance from your 

accounting software


ON STOP (CUSTOMER)

Not editable. This is the on stop status from your accounting software


ON STOP (SUPPLIER)

Not editable. This is the on stop from your accounting software


INVOICE FREQUENCY

Choose the invoice frequency from the drop list


MULTI CURRENCY

Not editable. This is the determined by FREIGHTMAP from 

your accounting software


CONSOLIDATE INVOICES

Should invoices be consolidated or printed separately


WAREHOUSE SALES DETAIL
How much detail should be printed on warehouse sales invoices


WAREHOUSE SELFBILL DETAIL
How much detail should be printed on warehouse self bill advices


NOTES



Free text, enter any notes about the organisation


ALLOWABLE CURRENCIES

A list of the currencies you will use for this organisation


ALL CURRENCIES


All currencies recognised by FREIGHTMAP


FLAGS



(Customer, Supplier, Haulier, Insured Haulier etc).

For more information about the ‘Invoice Frequency’, ‘Consolidate Invoices’ and ‘Warehouse sales/self bill detail’ please refer to the ‘Invoicing and Costing Manual’.

You can assign new currencies to this organisation by double clicking on the currency you wish to add on the all currencies list. The selected currency will be added to the ‘allowable currencies’. You can remove a currency from the allowable currencies list by double clicking on it. If the currency has already been used by that organisation FREIGHTMAP will not allow you to remove it.

You can tick or untick any of the flags such as haulier, insured haulier etc. The Customer, Supplier and Prospect flags are controlled by FREIGHTMAP and the synchronisation programs and cannot be changed.

3.1.4 Delete

This option allows you to delete a prospect from the list. You cannot delete customers or suppliers as the synchronisation process manages these entries.

3.1.5 History

This option allows you to view a history of changes to the entry in FREIGHTMAP. Do not confuse this with the Customer Relationship (CRM) History.

3.1.6 Account Status

This option displays current financial information about the organisation. Certain items on the status screen will be hidden if you do not have the ‘View Organisation Financial Data’ privilege.

3.1.7 Prospect Cleared

Once a prospective customer becomes live and an account has been created in your accounting software, a new entry for the prospect will be automatically created in FREIGHTMAP. You can then ‘clear’ the old prospect entry. Clearing the prospect also updates any existing quotes with the account information. Any addresses, contacts and CRM history for the prospect is also moved to the new account. Finally, the old prospect entry is deleted.

3.1.8 Print

The print menu contains a list of various reports. The actual content of the list will vary depending on your installation. Your system administrator can add, edit and delete reports from this menu.

3.1.9 Outstanding Follow Ups

This option shows you a list of all outstanding follow-ups from your CRM (Customer Relationship Management). See section 3.4 for further information regarding CRM.

3.1.10 Search

The search option is quite powerful and allows you to locate individual organisations or whole groups of organisations as required. 
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Figure 5 - The organisations search screen
You can enter a combination of data into the search screen to narrow down the list of organisations returned to you. The fields are as follows:


CODE


Enter all or part of the account code


CUSTOMER NAME

Enter all or part of the customer name


ORGANISATION TYPES
Tick each of the organisation types you would like to search for

You can fill in as many or as few fields as you wish. You can also use the wildcard character ‘%’ to represent unknown information.

For example


Code ‘B02456’


Would only return the organisation with that exact code


Name ‘B%TRANSPORT%’ 


Would return all organisations whose name begins with ‘B’ and contains the word ‘TRANSPORT’.

The results of your search are displayed in the jobs list. To switch off the search, select ‘Remove Search Criteria’ from the popup menu.

3.1.11 Include

The include option allows you to include only certain types of organisation in your list. You can choose to view only customers, only supplier, or only insured hauliers. You can use any combination of the include settings to determine the organisations to be included in your list.

3.1.12 Sort

The sort option allows you to change the order in which the organisations are listed. The options are 


CODE


Sorted alphabetically by account code


NAME


Sorted alphabetically by account name


CONTACT

Sorted alphabetically by the sales contact


LAST CONTACT (all)
Sorted chronologically by the last contact date


LAST CONTACT (userid)
Sorted chronologically by the last contact date, but only organisations 





for which you are the Sales Contact.

3.1.13 Visual

The customise option on the visual menu allows you to specify which items are included in your organisations list. See the customisation section for further information.

3.2 ADDRESS INFORMATION

Each organisation can have multiple addresses associated with it. An address for an organisation does not have to be an location which is actually owned by the organisation. It could be a default delivery address, ie an address to which you regularly make deliveries.

The addresses are displayed in the lower section of the organisations screen. Right click on the lower list and ensure the ‘Addresses’ menu option is ticked.
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Figure 6 - Addresses Popup

The options on this menu are as follows:

3.2.1 View

This option allows you to view the selected address.

3.2.2 Addresses

This option switches the lower section to the addresses list.

3.2.3 Contacts

This option switches the lower section to the contacts list.

3.2.4 CRM History

This option switches the lower section to the CRM history list.

3.2.5 New

This option allows you add a new address for the organisation. The ‘Add Address’ screen will appear.
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Figure 7 - The Add Address Screen

Many of the fields are self explanatory. The exceptions are:

The Validate Address button [image: image10.bmp]
This is used for visual mapping and validation of an address. See the





‘Visual Mapping Extensions Guide’ for further information.

Collection Address (default)
If you specify that this is a collection address, then when an operator





adds a job for this customer he will be able to select this address from





a list of known addresses during the creation of the job. This saves





the operator having to re-type an address which is used regularly.





If it marked as the ‘Default Collection Address’ then whenever a new job





is created for this customer, this address will be used as the collection





address automatically. The operator will still be able to edit it if required.

Delivery Address (default)

These flags work in the same manner as the ‘Collection Address’ flags





except they indicate delivery addresses.

Head Office


If this is the head office address, tick this box.

Accounts


If this is the address to which invoices etc should be sent, tick this box

Prebook Address, Contact

If the address is marked as a collection or delivery address, the 

prebook address, prebook contact and special instructions fields are 

enabled. Any details entered into these fields will be automatically 

included on a new freight job if one of the existing collection or delivery 

addresses is used.

All organisations on FREIGHTMAP must have an invoice address in order to be used for sales or purchases. FREIGHTMAP checks how many head office addresses and invoice addresses each organisation has whenever you make changes to the address list. If you do not have one and only one head office address, and one invoice address it will warn you.

3.2.6 Edit

This option allows you to edit an address. The Address Edit screen will appear. If this address was created automatically by the accounts synchronisation you will not be allowed to change many of the fields. These fields will be maintained by the synchronisation program.

The Address Edit screen is identical to the New Address screen. 

3.2.7 Delete

This option allows you to delete an address from the addresses list. An address which was automatically create by the accounts synchronisation program cannot be deleted.

3.3 CONTACT INFORMATION

Each organisation can have multiple contacts associated with it. The contacts are displayed in the lower section of the organisations screen. Right click on the lower list and ensure the ‘Contacts’ menu option is ticked.
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Figure 8 - Contacts Popup

The options on this menu are as follows:

3.3.1 View

This option allows you to view the selected contact.

3.3.2 Addresses

This option switches the lower section to the addresses list.

3.3.3 Contacts

This option switches the lower section to the contacts list.

3.3.4 CRM History

This option switches the lower section to the CRM history list.

3.3.5 New

This option allows you add a new contact for the organisation. The ‘Add Contact’ screen will appear.
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Figure 9 - The Add Contact Screen

The fields are quite self explanatory. Any contacts listed against an organisation can be used as the contact for a new freight job. 

3.3.6 Edit

This option allows you to edit a contact. The Contact Edit screen will appear. The Contact Edit screen is identical to the New Contact screen. 

3.3.7 Delete

This option allows you to delete a contact from the contacts list. 
3.4 CUSTOMER RELATIONSHIP HISTORY   

For each organisation you can maintain a diary of contact history. This may involve sales telephone calls, accounts reminders etc. This is often referred to as ‘Customer Relationship Management’ or CRM. The history is displayed in the lower section of the organisations screen. Right click on the lower list and ensure the ‘CRM History’ menu option is ticked.
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Figure 10 – CRM History Popup

The options on this menu are as follows:

3.4.1 View

This option allows you to view the selected history entry.

3.4.2 Addresses

This option switches the lower section to the addresses list.

3.4.3 Contacts

This option switches the lower section to the contacts list.

3.4.4 CRM History

This option switches the lower section to the CRM history list.

3.4.5 New

This option allows you add a new history entry for the organisation. The ‘Add History’ screen will appear.
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Figure 11 - The Add History Screen

The fields are as follows:


CONTACTED ON

Enter the date on which the contact was made


CONTACTED BY

Select the person in your company who made the contact


CONTACTED PERSON
Enter the name of the person at the organisation who contact was made with


REASON


Select a reason for the contact.


COMMENTS

Enter any notes or comments


ACTION COMMENTS
Enter any notes or comments about action to be completed


FOLLOWUP REQUIRED
Select whether or not further action (a followup) must be taken


FOLLOWUP BY

Select who will take the further action


FOLLOWUP ON

Enter a date by which the followup must be completed


FOLLOWUP COMPLETED 
Tick this box once the followup has been completed

3.4.6 Edit

This option allows you to edit a history entry. The History Edit screen will appear. The History Edit screen is identical to the New History screen. 

3.4.7 Delete

This option allows you to delete a history entry from the contacts list. 

3.5 MANAGING HISTORY AND FOLLOWUP ACTIONS

Using a combination of the CRM history and the ‘Oustanding Followups’ on the organisations list, it is possible to maintain a diary of actions and action dates for any user or organisation.

Select ‘Oustanding Followups’ from the Organisations popup menu and the Outstanding Followups screen will be displayed.
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Figure 12 - Outstanding Followups

This form list all outstanding follow-ups in date order, with the oldest first. An outstanding followup is a history entry which was marked as ‘Followup Required’ but has not been marked as ‘Followup Completed’.

By right clicking on any entry you can view or edit the entry. To complete a followup, edit the entry and mark it as followup completed.

You can also use the main organisations screen to see how long since you last had any contact with an organisation. By including the ‘Last CRM Contact’ item from the customisation list you can see (and sort by) the length of time since any contact was made.

Any organisations who either have no Sales Contact, or for whom you are the sales contact has this column highlighted.
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