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INTRODUCTION

This freight operators manual is intended to guide you through the daily freight operations. Please take the time to read through this manual, it should help you to quickly become familiar with FREIGHTMAP and automated daily operations.

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

1 – THE MAIN FREIGHT MANAGEMENT SCREENS

The two main parts to traffic management are the jobs (individual consignments from customers) and the loads (manifests or trips for vehicles). 

These can be managed through the jobs list, Loads By File list and Loads in Summary list. This section discusses how you might customise those lists to best suit your requirements.

The jobs list is the most comprehensive of the three and is used as the example below. You can access the jobs list by selecting the ‘Operations, Freight, Jobs’ option from the main menu or by clicking on the jobs toolbutton.

The jobs list, as its name suggests, is where you can view all jobs or selected jobs which are in FREIGHTMAP. As with the rest of FREIGHTMAP, this list is very customisable to your own personal preferences.
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Figure 1 - An example jobs list
If this is the first time you have run FREIGHTMAP, your list will appear rather bare in comparison to the one above. This is because the jobs list has many different settings which you can customise to suit your personal preferences. Being the first time you have run FREIGHTMAP, it doesn’t yet know which items of data from each job you prefer to see on screen.

1.1 CUSTOMISING THE JOBS LIST

Without going into complete detail of the customisation options, right click on the line below the titles and a menu will pop up (see Figure 2 - Selecting customise from the menu). Now left click on ‘Visual’ followed by another left click on ‘Customise’ and the customisation box will appear (see Figure 3 - The customisation box).
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Figure 2 - Selecting customise from the menu
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Figure 3 - The customisation box
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 columns of the jobs 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 jobs 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 jobs list


- You can drag the column titles left and right on the jobs 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 jobs 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 jobs list once again. Your personal preferences (ie the columns which you dragged onto the jobs 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.

Other customisation options


- Include Menu, Loaded Jobs


- Include Menu, Non Live Jobs


- Include Menu, Controlled By Me


- Include Menu, Originated By Me


- Include Menu, Originated By My Department


- Include Menu, Department Selections


- Visual Menu, Expand Addresses


- Visual Menu, Auto Fit


- Visual Menu, Row Lines

In addition to these, FREIGHTMAP will save the size and position of the entire Jobs List. The purpose of each of the customisation options listed above is as follows

1.1.1 LOADED JOBS

When this item is checked (a tick mark next to it) the jobs list will include jobs which have already been allocated to a vehicle load. 

1.1.2 NON LIVE JOBS

When this item is checked (a tick mark next to it) the jobs list will include jobs which are not actual jobs waiting to be performed (NON LIVE). A non live job can be a quote, an on hold job, a cancelled job or a repeat job.

1.1.3 CONTROLLED BY ME

FREIGHTMAP records who is currently responsible for a job. By default the person who creates the job is both the ORIGINATOR and the CONTROLLER. As the originator of a job you can choose to assign control of the job to another user. 

Selecting ‘Controlled By Me’ tells FREIGHTMAP that you only wish to see jobs which are currently your responsibility. This option is generally of interest to larger traffic offices where individual users manage their own workload.

1.1.4 ORIGINATED BY ME

As with 3.4.3, controlled by me, this option informs FREIGHTMAP that you wish to see all jobs which you created. Jobs which were created by another user will not be shown in your list.

1.1.5 ORIGINATED BY MY DEPARTMENT

In a multi-department environment, as well as assigning a new person to be responsible for a job, you can also assign a job to a new department. FREIGHTMAP records which department created the job (the originator) as well as which department controls the job (the controller). Selecting this item informs FREIGHTMAP that you wish to include all jobs which were originated by your department.

1.1.6 DEPARTMENT SELECTIONS

In a multi-department environment, the system administrator may give individual users a single department or even multiple departments. The department selection will list the departments for which you are authorised. 

You can select the departments from your list of authorised departments which you wish to include in the list. 

In a single-department environment, only one department will be on this list, you should ensure it is checked.

1.1.7 EXPAND ADDRESSES

By default, FREIGHTMAP shows one line in the jobs list per job. There are occasions where you may wish to see multiple lines per job. When expand addresses is checked, there will be a line for each collection and delivery address on each job.

Expanded addresses shows more detail per job that non-expanded. It can show individual collection and delivery instructions per address. When expand addresses is turned off FREIGHTMAP can only show summary information about the job.

1.1.8 AUTO FIT

When auto fit is checked, FREIGHTMAP will always ensure that all available columns fit within the jobs list screen regardless of how narrow or wide you make the screen. When auto fit is not checked, FREIGHTMAP will allow you to put more columns on the list than can actually be displayed in the available width. In this case a horizontal scroll bar will appear at the bottom of the form allowing you to scroll left and right across the list.

1.1.9 ROW LINES

Certain columns which you customise may have more data than can be displayed in the visual width of the column. Due to lack of space, items such as special instructions and remarks where an unlimited amount of data can be entered may not appear in the jobs list. You can specify how high each row on the jobs list is. With a higher value, more information can be displayed per job but fewer jobs will fit on one screen. With a lower value, less information can be displayed per job, but more jobs can be displayed on one screen.

1.2 RECOMMENDED JOBS LIST SETTINGS

At first sight the range of customisation options may appear daunting! But remember, you only have to customise the list once. Whatever settings you choose are saved and automatically restored next time you open the jobs list. 

It is the customisation which makes FREIGHTMAP so powerful. Two different users who operate in a different area of freight will want to see different information about a job.

Simple recommended settings for first time users:


- Include, Loaded Jobs 


OFF


- Include, Non Live Jobs 


ON


- Include, Controlled by Me 

OFF


- Include, Originated by Me 

OFF


- Include, Originated by My Department 
OFF


- Include, Department Selection 

ALL ON


- Visual, Expand Addresses

OFF


- Visual, Auto Fit



ON


- Visual, Customised Columns 

to your preference


- Visual, Row Lines


1

A number of these settings are the default for FREIGHTMAP.

1.3 RECOMMENDED LOADS BY FILE LIST SETTINGS

The loads by file list can be customised in a similar manner to the Jobs List screen. Select the second button on the main screen toolbar to open the loads by file list.

This list is a record of every load which has been created within FREIGHTMAP. By right clicking on the line below the title columns, a popup menu similar to the one on the jobs list will appear.

The include and visual items on the menu allow you to specify your personal preferences as per the jobs list. Recommended settings for this list are


- Include, Controlled by Me 

OFF


- Include, Originated by Me 

OFF


- Include, Originated by My Department 
OFF


- Include, Creation Date


OFF


- Include, Cost Centre Selection 

ALL ON


- Visual, Expand Addresses

OFF


- Visual, Auto Fit



ON


- Visual, Customised Columns 

to your preference

1.4 RECOMMENDED LOADS IN SUMMARY LIST SETTINGS

The loads in summary list can be customised in a similar way to the Jobs List screen. Select the third button on the main screen toolbar to open the loads in summary list.

This list is similar to the loads by file but allows you to see very quickly what work has been allocated to which vehicle on any specific date. By right clicking on the line below the title columns, a popup menu similar to the one on the that of the jobs list will appear.

The include and visual items on the menu allow you to specify your personal preferences as per the jobs list. Recommended settings for this list are


- Include, Loading On This Date

ON


- Include, Busy On This Date

OFF


- Include, Loose Files


OFF


- Include, Controlled by Me 

OFF


- Include, Originated by Me 

OFF


- Include, Originated by My Department 
OFF


- Include, Cost Centre Selection 

ALL ON


- Visual, Auto Fit



ON


- Visual, Details



ON

2 - CONCEPTS

2.1 JOBS

A job is a single consignment from a single customer. A job can have a number of status types which define whether the job is live, on hold, cancelled etc. In this discussion of concepts we will consider only live jobs, ie those which FREIGHTMAP considers as ready to go or waiting to be done.

In simple terms, each job would relate to a single delivery note. A job can have multiple collection and delivery addresses and multiple sets of goods for collection and delivery.

Each address on the job (whether collection or delivery) can have special instructions for that address, time and date information and which of the goods are being collected or delivered.

Each job can have a number of sales charges as well as a number of purchase charges. Sales charges may include the charge for actual freight or a charge for certain special characteristics (such as customs documentation).

2.2 LOADS

A load is a collection of jobs grouped together for easier management. FREIGHTMAP offers very flexible management of the loads. In the most usual freight operation, a load is the collection of instructions given to a driver for a vehicle to be carried out at one time (the load manifest).

In a groupage operation, the load will carry the date the load begins and the date the load finishes. It will include the list of jobs which have been allocated to the load and which vehicle is performing the work. From this, the driver instruction can be printed.

In a more complex environment, a load can include multiple vehicles, trailers and hauliers for subcontract haulage.

Each load can have a number of sales and purchase charges. 

Throughout this document the term LOAD and MASTER file are used synonymously. Ie where the term “Master File” has been used, this can also be taken to mean “Load” and vice versa.

2.3 CHARGES

Each job carries its own list of sales and purchase charges. Typically the sales charges would include the road freight, possibly customs documentation and any additional charges which relate directly to that job.

The purchase charges for a job may include the cost of obtaining the customs documentation. The actual types of charges which can be entered are specific to your system and are configured by your system administrator.

As a rule, both sales and purchase charges relate directly to the job regardless of which haulier or unit etc actually perform the work.

In this way, the charges for the job remain with the job regardless of where or how you allocate the job.

Charges on a load relate specifically to the load. Whether the load is a single haulier and unit with multiple jobs, a single job, or multiple hauliers with multiple jobs, the charges for the load remain with the load.

If for example you have a subcontractor perform some jobs for you, a purchase charge on the load may include the subcontractor amount. The subcontractor charge is not job related, it is load related.

When new charges are created for a job or for a load, FREIGHTMAP records them as expected charges. Until they have been confirmed, no invoices will be generated. Unconfirmed charges can be deleted and edited. Once confirmed, the charge cannot be changed.

2.4 CONCEPT SUMMARY

A load is a collection of one or more jobs.

A load contains one or more hauliers/units to perform the jobs

A load has the facility to organise the load ordering

A load has the facility to specify which haulier/unit performs which part of which job

3 – WORKING WITH JOBS

Open the jobs screen and customise the layout as you prefer. 

By right clicking on the jobs list anywhere on an existing job, or immediately below the title line if your list is empty, the jobs popup menu appears (see Figure 2 - Selecting customise from the menu).

If you wish to work with an existing job, simply right click on that job. This selects the job and the menu pops up. Some menu options will be greyed out (ie disabled). For example, if the job has not been loaded, the menu option to view the load on which it is loaded is disabled. Also you cannot cancel an already cancelled job etc.

Popup menu options are as follows:


- View job


- View load


- New job


- New quote


- Edit


- Process, Allocate to New Master File


- Process, Allocate to Existing Master File


- Process, Archive


- Process, Cancel


- Process, Confirm Prices


- Process, Confirm Quote


- Process, Duplicate


- Process, Transfer to Department


- Process, Toggle Collection Required


- History


- Search


- Include


- Sort


- Visual


- Reports

A complete description of each option is listed in the following sections.

3.1 View job

View Job allows you to view the job details without editing or changing any details. This is particularly important in a multi-department environment where the system administrator may give you permission to view jobs in other departments without actually modifying the job.

When viewing the job, the job form appears with the various details. The job form is identical to that described in section 5.3 except that you cannot make any changes to the job.

3.2 View load

If a job has been allocated to a load then this menu option will be enabled. This allows you to view the load to which the job is allocated. The Load form is identical to that described in section 7.2 except that you cannot make any changes to the load.

3.3 New job

If you are in a single-department environment, or in a multi-department environment but only have permission to create jobs in one department, the job form will appear. A new job number is automatically allocated to the job.

If you are in a multi-department environment and you have permission to create jobs in more than one department, a small popup form will appear asking you to confirm which department the job should be created in. Double click the department you require. The job form will appear and a new job number is automatically allocated.
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Figure 4- Select Department
The job form has a number of pages. Each page (called a tab) represents different groups of information about the job. In a short haulage operation where minimal detail is required, all job details can usually be entered via the first tab. If short haulage is disabled, you will need to enter the details on the various tabs.

If short haulage is enabled, you can enter most jobs via the first tab, but if you wish you can still go to the other tabs to enter more detailed information. The general rule of thumb for short haulage is as follows


- You do not require detailed delivery address information


- The job entails a single collection and single delivery


- The collection is from your depot


- A single freight charge will be entered
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Figure 5 - The tabs on the job form

You can navigate to the different tabs on the job form by clicking on the relevant tab at the top of the form. You can also use keyboard shortcuts. Hold down the Control Key (CTRL) and press 1,2,3 or 4 for the tab you wish to display.

1 = standard details tab

2 = collections and deliveries tab

3 = pricing tab

4 = visual tab

Depending on your exact version of FREIGHTMAP, the ‘Visual’ tab may or may not be present.

3.3.1 The Standard Details Tab

The standard details tab includes basic information about the job. If you do not have short haulage enabled many of the fields below will not be visible and you will have to access them from the other tabs.

The fields on short haulage are simply a way of collecting the basic information about most jobs on a single form. Ie, on the following tab the Deliver To, PostCode, Time and Date are visible. This is because at this moment only one delivery address exists on the job. FREIGHTMAP allows you to enter short details about the delivery address without having to go to the other tab. The same is true of pricing, as only one price (RoadFreight) exists, FREIGHTMAP allows you to enter the price on this tab.

If we were to go to the other tabs and enter multiple addresses or multiple prices, then those would disappear from the standard details tab because FREIGHTMAP wouldn’t know which address or price you wanted to edit.
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Figure 6 - The standard details tab of a job form
CUSTOMER
You can either type the customer name or select it from the drop down list. 

Click the small arrow to the right of the customer field to see the list.


CONTACT
Enter the customer’s contact name for this job


CUSTOMER REF
Enter the customer reference for this job


DESCRIPTION
Enter a short description of the job


FULL LOAD
Tick this box if the job is a full load, leave it empty for LCL


HAZARDOUS
Tick this box if the goods are hazardous


DELIVER TO
Enter the town to which the goods will be delivered


POSTCODE
Enter the postcode to which the goods will be delivered


DELIVERY TIME
Enter any comments regarding the delivery time


DELIVERY DATE
Enter the delivery date


PREBOOK
Tick this box if the delivery must be prebooked


PB CONTACT
For jobs which must be prebooked, enter the prebook contact


PREBOOKED
For jobs which must be prebooked, tick this box once the prebooking has been made


MARKS

Enter any identifying marks or further description of the goods


PALS

Enter the number of pallets for the consignment


VOL

Enter the volume of the consignment


KGS

Enter the weight of the consignment


LOAD MTRS
Enter the load metres of the consignment


?

Unused


PRICE

Enter the sales price of the consignment


SPECIAL INST.
Enter any special instructions against the delivery


REMARKS
Enter any comments or notes you wish to record against the job

It is worth noting that you do not have to enter all of the above fields. The ONLY field which must always be filled in is the customer. In this manner you can record the fact that you are expecting a job for a customer but don’t yet have all relevant information. You can leave all the other fields empty, or fill in some or all of them as you wish.

3.3.2 The Collections / Deliveries Tab

The collections / deliveries tab allows you to specify more detailed information about the collection and delivery details for a job, as well as detailed information about the consignment.

By using this tab it is possible to create multiple legs for a single job. You can also enter specific information about an individual collection or delivery.

[image: image8.png]E

job - UK Distribution - UK

188944

St Dot Colctons & Deivers | P | Vi |

Collcton Details

Delvery Detaik

TransShip: [ No  FRequied: [ No TransShip: [ No.

Company : B |4 COMPANY Company : & |AN. OTHER COMPANY

pddess: [T HIGH STREET pddess: [1LOWSTREET

Town:  [BRANTREE Town:  [LONDON

Postcode @ [CH [OntedKingdon =] 3] Posteode @ [W2 [OnteaKingeom ] 3]
Prebock _ Cortact Piobooked  Prebook _ Conlat Prbooked
I No ™ No IV Yes 0123 45678 I No
Refeence: [12022 Refeence: [12022

Date Onde ] fienzaatn]  oae Onorbeiae 7] 070172008 ]
Tine E f e oning E f
Specilins ] Srecainr =
CotectFrom [Descipion  Matks | eas|  voll  kas| imews| LoD AoeiverTs
BRANTR a0 66000 2000 Lonoon

Cancel Okay





Figure 7- The collection & delivery tab of a job form

Layout of this form.


Upper section 
: Address Detail - Specific collection and delivery details relevant to each leg


Lower section
: Legs - Details of each part of the consignment and from/to which addresses

The upper part of the form shows specific detail about each leg. The left side covers the collection information and the right side covers the delivery information. 

Each address has any reference number specific to this address, the time and date specific to this address, the actual address, whether the address requires prebooking and whether it has been prebooked. By clicking on any leg in the lower list, the address detail section changes to match that leg. You can then modify the information for that leg.

You can create additional legs by clicking on the legs list pressing the insert key. Just as with the standard details tab you can choose to enter none, all or a mix of data into these fields. 

For every job created, FREIGHTMAP will always create a single leg with one empty collection address and one empty delivery address.

The legs list allows you to specify multiple legs the consignment. In the case of two collections and one delivery you may have two entries in the goods list as follows:


Collect From Colchester
1 TON Deliver to Manchester


Collect From Ipswich
1 TON Deliver to Manchester 

In this case the job is to deliver two tons to Manchester, 1 ton of which is collected in Colchester and one ton collected in Ipswich.

Typically there will be one leg and one set of goods.

If it sounds complicated, look at the following picture which represents the example given above: Colchester and Ipswich Collection to a Manchester Delivery – it is much simpler when you see it!
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Figure 8 - Multiple collections to one delivery
Notice also that we haven’t entered any detail for Pallets, volume etc. These (as well as the description/marks) are all optional.

When there is only one collection and one delivery on the job, the details of the delivery on the standard details tab relate to the single delivery. Once multiple addresses are created, the address details are removed from the standard details tab.

3.3.3 The Pricing Tab

The pricing tab allows you to specify more detailed information about sales and costs against the job. When there is simply one sales price and no other charges, you can enter it on the standard details tab. Once the charging becomes a little more involved then it is better to use the pricing tab.
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Figure 9 - The pricing tab of a job form

At the top of the tab are fields for job status, created date and repeating. You can change the job status to cancelled, non conformance or normal.


NORMAL 

the default status type for a live job waiting to be performed.


CANCELLED

the job (or quote) has been cancelled


NON CONFORMANCE
the job has been booked, but upon collection or delivery the job did not





conform to the expectation (more pallets than booked etc).

You cannot change the ‘Created Date’ as this represents the date on which you created the job on FREIGHTMAP.

The sales list allows you to enter any number of sales charges. The purchase list allows you to enter any number of purchase charges. Right click on either list for a popup menu of options. These will be as follows

For Sales Charges


- New


- Edit


- Delete


- Reprint Invoice

For Purchase Charges


- New


- Edit


- Delete


- Resolve Dispute


- View Dispute Notes

New, edit and delete are self explanatory. It should be noted that once a charge is confirmed or invoiced it cannot be edited or deleted.

If a sales charge has been invoiced you can reprint the invoice. If a purchase charge has been disputed you can view information about the dispute and resolve the dispute as appropriate.

[image: image11.png]Add Sales Charge

Customer AOOOAAAAA A OO0006)
Chage Type:  [UK Haulge

Comments

Curercy B Pounds

Uri Quarity

Uit Price 00

Suagested tax code: (1) STANDARD RATED
Actual TaxCode :  [[1] STANDARD RATED

Cocd | ok





Figure 10 - Adding a sales charge to a job

When adding the sales charge to the job, the customer will default to the customer named on the job. The currency to your home currency (usually British Pounds). You can change who will be invoiced for the charge if necessary and also change the currency to those allowed for that customer and charge type.

The allowable currencies and charge types are specific to your installation. Contact your system administrator for further details.

FREIGHTMAP will always attempt to suggest the tax rate (VAT Rate) which should be used against the charge. It is already familiar with Intra-EU sales, non EU work etc and the rules governing when it should be charged. Although FREIGHTMAP suggests the tax rate, you can still override this and use your own tax rate if necessary.

The newly created charge will be added to the sales or purchase charge list accordingly. The charges are created as expected charges, non confirmed.

3.4 New quote

Entering a quote is the same as entering a job. The only difference being that the job status is set to ‘Quote’ and that you can create a quote for a customer or prospective customer who does not yet have a customer account.

Jobs which are quotes are considered to be non live, and can be excluded or included in your main jobs list using the ‘Include, Non Live’ menu option.

Quotes cannot be loaded to vehicles and cannot have the prices confirmed or invoiced.

3.5 Edit

Editing a job is identical to creating a job or quote. It allows you to go back and change already entered details.

3.6 Process, Allocate to New Master File

Under normal circumstances you would allocate a job to a load which the traffic manager / load planner has already created. There are other situations in which you might want to create a load immediately and allocate this job to it. An example could be if this job requires specialist equipment and you have already obtained a subcontractor and agreed its details. In this situation you do not want this job allocated through the usual daily loading process but want to allocate it immediately to a new load.

FREIGHTMAP will create a new empty load for you and allocate the job to the load.

3.7 Process, Allocate to Existing Master File

The usual method of allocating a job is to have the loads by file list or loads in summary list open. You can then drag the job from the jobs list onto the load you desire. A shortcut to this is to use the “Allocate to Existing File” option. 

This option is enabled when the loads in summary list is open and a load is selected on that list. You can look through the jobs lists and load a number of jobs fairly quickly at the same time. 

When you choose this option (or press the CTRL-L shortcut) the job will be allocated to the currently selected load in the Loads In Summary list.

3.8 Process, Archive

When FREIGHTMAP thinks a job is complete, it will mark it as “Ready for Archiving”. Different types of jobs have different criteria for when FREIGHTMAP thinks they are ready to be archived.

- Cancelled Jobs

Always

- Quotes


Always

- Other Jobs

Once all purchase and sales items have been confirmed and the load completed

By customising the display to include the “Archive Status” column in the jobs list, you can see what archive status FREIGHTMAP has for each job. 

When you archive the job, FREIGHTMAP removes it from your jobs list. The job is not deleted, just no longer displayed. This ensures that in dealing with your day-to-day traffic, your jobs list does not become too large and unwieldy!

Archived jobs can still be retrieved and viewed using the Search option (see 5.16).

3.9 Process, Cancel

This option is simply a quicker way of cancelling a job than editing it, going to the pricing tab and changing the job status to cancelled. You can only cancel live jobs, not quotes or already cancelled jobs.

Once a job is cancelled you cannot allocate it to a load. If you cancel a job by mistake, or the cancelled job becomes live again, you can simply edit the job and change its status on the pricing tab.

3.10 Process, Confirm Prices

All of the sales charges against a job can be individually POD’d and confirmed using this option. When you select the ‘Confirm Prices’ option a list of all charges against the job are displayed.
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Figure 11 - Confirm Charges List
By right clicking on the charge a menu pops up. You can view the job, edit the job, confirm the price and raise an invoice. If the charge has not yet been confirmed, click on “Confirm” and the confirmation box appears.
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Figure 12 - Confirm a sales charge

For a charge to be confirmed it must have an actual amount and a confirmation number. The confirmation number may be a number which you write manually on the signed POD document for reference, or any number which you make up. Regardless of this, it must not be left empty for the price to be confirmed.

When both the actual amount and confirmation have been entered, FREIGHTMAP will enable the ‘Clear for Invoicing’ tick box at the bottom of the screen. If you leave this unchecked, the actual amount and/or confirmation will be stored against the charge but the charge will remain available for further confirmation.

Once the ‘Clear for Invoicing’ box is ticked and the changes saved, you can no longer make any changes to the charge. ‘Clear for invoicing’ means that the charge is absolutely completed and must be invoiced to the customer.

Optionally, if you have ticked the ‘clear for invoicing’ you can also choose to raise an invoice for the charge immediately. To do this, tick the ‘Print Invoice Now’ box. An invoice will be raised immediately and will only contain the single charge which you have confirmed.

3.11 Process, Confirm Quote

A quote which has been entered against a customer (not a prospective customer) can be confirmed and automatically turned into a real live job by selecting confirm quote. When you choose ‘confirm quote’ FREIGHTMAP will ask whether you wish to convert the quote into a job, or copy the quote details into a new job. This is useful for repeat work on a quoted basis.

3.12 Process, Duplicate

A job can be duplicated any number of times by selecting this option. This is useful when a job may involve 20 consignments of a similar nature. Rather than enter all of the details 20 times, you may enter them once, duplicate them 19 times and then change the reference numbers where appropriate.

When you choose duplicate, FREIGHTMAP will confirm which parts of the job should be duplicated.
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Figure 13 - Duplicate a job

How Many Duplicates


How many copies of the job should be made?

Duplicate Addresses


Should the collection and delivery addresses also be 

copied or set to empty?

Duplicate Reference Numbers

Should the reference numbers be duplicated or set to empty?

Duplicate Sales & Purchase Charges
Should the charges be copied to the duplicates or not?

Duplicate Dates & Times


Should the address date/times be duplicated or set to empty?

Append Copy Number


Should a numeric copy number (1,2,3…) be appended to the 






reference numbers or not?

Duplicate onto same master file?

If the job is allocated to a load, should the duplicates 

automatically go to the same load?

There is a point to watch when duplicating and appending copy numbers. If, for example, you have entered a customer reference number which completely fills the reference number field on a job and you then attempt to duplicate the job with ‘Duplicate Reference Numbers’ and ‘Append copy number’ – FREIGHTMAP will be unable to perform the duplication. By appending the copy number to the reference number, the new reference number is too big to fit on the new job and the duplication will fail.

3.13 Process, Transfer to Department

In a single or multi-department environment, FREIGHTMAP maintains information about who created the job and who controls the job. It maintains this information for both the user and department.

Sometimes it is useful to see only your own jobs on your jobs list, particularly in a larger traffic office where workload may be split to individual users or to individual departments.

In this case you can transfer control of a job to another user or department.

A popup box will appear in which you can select the department and individual user to whom control should be transferred.

Depending on your customisation settings the job may or may not disappear from your jobs list. Depending on the receiving user’s settings, it may or may not appear on their jobs list.

3.14 Process, Toggle Collection Required

When creating or editing a job, the collections & deliveries tab (see 5.3.2) has a tick box for collection addresses called ‘Collection Required’. The purpose of this is in a groupage environment where goods for collection may be with the customer or may be at your depot. The job originally was a collection from point A for delivery to point B but in the meantime a shunt vehicle or local collection vehicle has actually collected the goods and placed them at your depot ready for loading. When editing the job you can tick/untick the collection required field as necessary.

This menu option (and the shortcut CTRL-R) are a quick way of switching on/off the collection required status. This method only works when a job has a single collection. If the job has multiple collections you will need to edit the job and select the address to change its collection required status.

3.15 History

History shows all modifications and amendments to the job, including the date/time and the user ID of the person who made the amendment.

3.16 Search

The search option is quite powerful and allows you to locate individual jobs or whole groups of jobs as required. You can specify whether the search should include archived jobs or only live jobs, only quotes etc.
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Figure 14 - The job search screen
You can enter a combination of data into the search screen to narrow down the list of jobs returned to you. The fields are as follows:


INCLUDE ARCHIVES
YES/NO Default is no. See the accompanying note about care with this option


JOB NUMBER

Enter all or part of the job number you are searching for


CUSTOMER

Enter the customer for whom the job was performed


CUSTOMER REFERENCE
Enter all or part of the customer reference


COLLECTED/DELIVERED
If you are searching on a date range, choose whether to search 

on the collection information or the delivery dates



BETWEEN
The dates between which the collection or delivery occurred


COLLECT TOWN

The town from which the collection occurred


COLLECT COUNTRY
The country from which the collection occurred


DELIVER TOWN

The town to which the delivery occurred


DELIVER COUNTRY
The country to which delivery occurred


FULL LOAD

Only search for full loads (YES/NO)


JOB STATUS

Only search for a particular job status (Quote, Cancelled etc)

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


Job Number ‘UKDC/010212’


Would only return the job with that number


Customer ‘FRED’ Deliver Town ‘LOND%’


Would return all jobs for FRED delivered to any town beginning with LOND


Customer ‘FRED’
Customer Reference ‘%102%’


Would return all jobs for FRED with 102 anywhere in the customer reference field

All searches exclude the archives unless you specifically switch on the ‘Include Archives’ tick box. A word of caution about searching the archives -  It is possible that in time FREIGHTMAP will have tens of thousands of archived jobs. If you searched the archives for a customer reference of ‘%102’%’ without any other fields, FREIGHTMAP would have to search through all of your archived jobs individually. It makes far more sense to use as much selective information as possible to narrow down the amount of data through which FREIGHTMAP has to search!

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

3.17 Include

The include options have already been discussed in the earlier customisation sections. 

3.18 Sort

The sort menu allows you to change the order in which jobs are displayed in the list. The options are quite self explanatory.

3.19 Visual

The visual options have already been discussed in the earlier customisation sections.

3.20 Reports

Various reports are available for each job. Some reports can only be printed for certain types of job. For example, a quotation can only be printed for a quote, and a booking confirmation can only be printed for live jobs.

Select the report you wish to print. For some reports you may be asked for further information before the report is printed, others already have all the information they need. The report box will appear
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Figure 15 - The report box
Some options on the report box will be disabled depending on your particular installation. In summary the options are as follows


PRINTER

Send the report to a printer. A Windows standard printer dialogue will 

appear and you can choose the specific printer etc.


FAX

When a compatible central fax server is installed, you can send it to the fax server


EMAIL

If you have a MAPI compliant email program (Outlook etc) you can send it directly 




By email to any recipient


PREVIEW
The report is previewed on screen


DATA PREVIEW
The data for the report is previewed, but not the actual report layout


HTML

HTML is the language of the web, by sending it to an HTML file you can save and then 

view the
report in any HTML compatible viewer (Internet Explorer, Mozilla, Netscape etc)


PDF

PDF is an increasingly popular method of distributing documents. 


EXCEL

The content of the report is saved to an Excel file. You can open the report in Excel




and perform your own manipulation on the content.

4 – LOADS BY FILE OR LOADS IN SUMMARY?

The loads by file and loads in summary lists offer identical functionality. Anything that can be done on one, can be done on the other. The only difference is in the way the data is presented.

4.1 The Loads by file list

This screen lists all loads or a selection of loads in list form showing a summary for each load. Optionally you can also see the collections and deliveries on the load. It is aimed at a lower volume of consignments, but larger consignment handling.

In a European type operation where the volume of loads may be smaller (for one vehicle possibly one load per week), this screen is possibly more appropriate.

4.2 The Loads in summary list

The loads in summary list concentrates on currently active work. It is aimed at groupage type operations where the concentration of effort is in planning tomorrow’s loads.

This list allows jobs to be allocated quickly to a load, re-allocated to another load, un-allocated or the ordering of each load to be changed.

4.3 Which is better for me?

If you are a European operator, running a small number of loads which are generally full load, or most of your work is subcontracted, we recommend you use the Loads By File screen (see Section 7).

If you are a groupage operator, primarily operating your own vehicles on a daily basis, we recommend you use the Loads in Summary screen (see Section 8).

5 – WORKING WITH LOADS (LOADS BY FILE)

Open the loads by file screen and customise the layout as you prefer. 

By right clicking on the loads list anywhere on an existing load, or immediately below the title line if your list is empty, the loads popup menu appears (see Figure 16 - The loads by file popup menu).
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Figure 16 - The loads by file popup menu
If you wish to work with an existing load, simply right click on that load. This selects the load and the menu pops up. Some menu options will be greyed out (ie disabled). For example, if the load is not yet ready for archiving, the archive menu item will be disabled.

Popup menu options are as follows:


- View load


- New load


- Edit


- Confirm


- Archive


- History


- Transfer to cost centre


- Search


- Include


- Sort


- Visual


- Reports

A complete description of each option is listed in the following sections.

5.1 View Load

View load allows you to view the load details without editing or changing any details. This is particularly important where your system administrator has given you permission to view another cost centre’s work but maybe not edit that work. The screen layout is exactly as described in 7.2 except that no modifications can be made.

5.2 New load

If you are in a single cost centre environment, or in a multi cost centre environment but only have permission to create loads in one cost centre, the load form will appear. A new load number is automatically allocated to the load.

If you are in a multi cost centre environment and have permission to create jobs in more than one cost centre, a small popup form will appear asking you to confirm which cost centre the load should be created in. Double click the cost centre you require. The load form will appear and a new load number is automatically allocated.

The load form has a number of pages. Each page (called a tab) represents different groups of information about the load. Some minor variations of the form will occur depending on the cost centre configuration (refer to your system administrator for further details).
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Figure 17- Tabs on the loads form

You can navigate to the different tabs on the load form by clicking on the relevant tab at the top of the form. You can also use keyboard shortcuts. Hold down the Control Key (CTRL) and press 1,2,3 or 4 for the tab you wish to display.

1 = standard details tab

2 = routing tab

3 = jobs/ cash/ ferries tab

4 = visual tab

Depending on your exact version of FREIGHTMAP, the ‘Visual’ tab may or may not be present.

5.2.1 The Standard Details Tab
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Figure 18 - The standard details tab of a load form

The standard details tab shows the date the load begins (the load date) and the date the load ends (the delivery date). It is quite possible that deliveries will take place between these dates, the terms load date and delivery date mean the earliest and latest work on the load.

There are a few subtle differences in how the load date and delivery date are entered or calculated depending on your cost centre configuration (see your system administrator for further information).

In a groupage type operation a vehicle is planned for loading and return, ie a vehicle is expected to go out tomorrow and perform a day’s work. You would then allocate work to the vehicle. In this case, the cost centre would be configured to allow you to enter the load date and delivery date onto the load. You are in control of when this load will be performed.

In a European operation the load would derive the begin and end dates from the work actually on the load. Initially the load would have no start and end dates but by allocating work to the load the start and end dates would be calculated from the allocated work.

A simple definition of the difference is


Groupage. 
Tomorrow my vehicle will go out and do a days work, returning in the evening. 

Now let me decide which work to allocate to it. 


European.
I have a collection of work which fits into a logical trip. Now let me find a 

vehicle or contractor to undertake the work.

Your system administrator will configure your cost centre to act according to the type of work you undertake.

The sales and purchase charges on the standard details tab work exactly as those for a job. Enter charges which are directly related to the load on here. For example, if you subcontract the load at an agreed rate you would include the subcontractor’s cost in the costs section.

You can right click on the sales or costs list for a popup menu with which you can add, edit or delete expected charges.

5.2.2 The Routing Tab
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Figure 19 - The routing tab of a load form

The load shown in figure 23 is currently empty (no jobs have been allocated). There are three sections to this tab: the hauliers; the address ordering; and the ‘legs’ of each job.

The upper right section of the load will list each address from any jobs which have been allocated to this load. You can change the load order by dragging any of the addresses upwards or downwards in the list. This will change the load order for the load.

The lower section of the load shows each leg for each job (ie the data from the goods section of the job form). You can decide which haulier/vehicle operates which legs of which jobs. To assign a haulier to a leg, drag the haulier from the upper left section onto the leg.

The upper left section shows each haulier, unit and trailer assigned to this load. FREIGHTMAP has created a haulier (yourself) but does not know at this time which vehicle or trailer will be used. Right click on the haulier line to add, edit or delete the haulier. FREIGHTMAP will never allow you to delete the last haulier in the list – ie there must always be one haulier on the load.

You can edit the haulier and vehicle details by right clicking on it and selecting edit.
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Figure 20 - Edit the haulier

On this screen you can select the haulier, the vehicle and the trailer to be used on the load. Each load can have multiple hauliers, vehicles and trailers.

The only required field is the haulier. You can leave the other details empty, or fill in some or all of them as you wish.

If you have details already entered about your own vehicles or vehicles of other hauliers, you can press the small yellow button next to the vehicle and trailer fields to select them from a list. When selecting them from a list, FREIGHTMAP will use the known capacity of the vehicle and/or trailer to monitor overloading of the vehicle.

5.2.3 The Jobs/Cash/Ferries Tab
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Figure 21 - The jobs/cash/ferries tab of the load form

This tab is split into three sections. 

The upper section lists each job allocated to the load. On this list, by right clicking and accessing the popup menu you can create new jobs directly onto the load, edit existing jobs, un-allocate and allocate jobs etc. The menu options for the list are similar in function to those on the jobs list.

The middle section lists any cash advances for the load. In European operations which use small subcontractors or owner drivers, it is fairly common to offer cash advances through nominated agents. Details of the cash advances can be entered here.

The lower section lists any ferry bookings for the load. Where ferries are required, enter the details into this list. Any ferry bookings and the cost of the ferry will automatically generate a cost entry on the Standard Details tab.

5.3 Edit

Editing a load offers an identical form to that for creating a new load (see section 7.2). It allows you to go back and modify or amend an existing load.

5.4 Confirm

Confirm prices is identical to the identically named option on the jobs list (see section 5.10). When confirming sales prices for a load, the list of sales includes prices for the individual load and prices for any jobs which are allocated to the load.

5.5 Archive

When FREIGHTMAP thinks a load is complete, it will mark it as “Ready for Archiving”. Different types of loads have different criteria for when FREIGHTMAP thinks they are ready to be archived. In summary, for a load to be ready for archiving all purchase and sales entries on the load must be confirmed and all jobs on the load must also be ready for archiving.

By customising the display, you can see what archive status FREIGHTMAP has for each load by including the “Archive Status” column in the load by files list.

When you archive a load, FREIGHTMAP removes it from your loads list. The load is not deleted, just no longer displayed. This ensures that in dealing with your day to day traffic, your loads list does not become too large and unwieldy.

When a load is archived, FREIGHTMAP also archives any jobs allocated to the load. Archived loads can still be retrieved and viewed using the Search option (see Section 7.8).

5.6 History

History shows all modifications and amendments to the load, including the date/time and the user ID of the person who made the amendment.

5.7 Transfer to cost centre

In a single or multi cost centre environment, FREIGHTMAP maintains information about who created the load and who controls the load. It maintains this information for both the user and cost centre.

Sometimes it is useful to see only your own loads on your loads list, particularly in a larger traffic office where workload may be split to individual users or to individual cost centres.

In this case you can transfer control of a load to another user or cost centre.

A popup box will appear in which you can select the cost centre and individual user to whom control should be transferred.

Depending on your customisation settings the load may or may not disappear from your loads list. Depending on the receiving user’s settings, it may or may not appear on his or her loads list.

5.8 Search

The search option is quite powerful and allows you to locate individual loads or whole groups of loads as required. You can specify whether the search should include archived loads or only loads containing a certain haulier etc.
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Figure 22 - The loads search form
We shall ignore the right had side of the form for this manual, this manual covers the road freight aspects of FREIGHTMAP. For information, the right hand side of the form is for the Container Imports and Exports parts of FREIGHTMAP.

You can enter a combination of data into the search screen to narrow down the list of loads returned to you. The fields are as follows:


INCLUDE ARCHIVES
YES/NO Default is no. See the accompanying note about care with this option


FILE NUMBER

Enter all or part of the load number you are searching for


HAULIER


Enter the subcontract haulier who undertook all or part of the load.


VEHICLE


Enter all or part of the vehicle number.


TRAILER


Enter all or part of the trailer number.

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


File Number ‘UKDC/092102’


Would only return the file with that number


Haulier ‘BROOKS’ Vehicle ‘M%’


Would return all loads for which the haulier BROOKS was a subcontractor and the unit registration 

began with M.

All searches exclude the archives unless you specifically switch on the ‘Include Archives’ tick box. A word of caution about searching the archives. It is possible that in time FREIGHTMAP will have tens of thousands of archived loads. If you searched the archives for yourself as the haulier without any other fields then FREIGHTMAP would have to search individually through all of your archived loads. It makes far more sense to use as much selective information as possible to narrow down the amount of data through which FREIGHTMAP has to search.

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

5.9 Include

The include options have already been discussed in the earlier customisation sections.

5.10 Sort

The sort menu allows you to change the order in which loads are displayed in the list. The options are quite self explanatory.

5.11 Visual

The visual options have already been discussed in the earlier customisation sections.

5.12 Reports

Various reports are available for each load. Some reports can only be printed for certain types of load. For example, a ferry booking confirmation can only be printed for a load which contains a ferry booking.

Select the report you wish to print. For some reports you may be asked for further information before the report is printed, others already have all the information they need.

See Section 5.20 for a further description of reporting output options.

6 – WORKING WITH LOADS (LOADS IN SUMMARY)

The loads in summary list allows you to plan traffic for any period and shows a good overview of vehicle loads and movements. The loads in summary screen is aimed at groupage operations where a known number of vehicles is available on any one day and a list of jobs must be somehow allocated to loads on those vehicles.

Its focus is based around the premise that 


- You have a number of vehicles available


- You have a number of jobs to be undertaken
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Figure 23- The loads in summary list
The map pane of the loads in summary screen may or may not be visible dependant on your licensing options.

The individual sections of the loads in summary screen are as follows


- Upper right
: Map pane


- Upper left
: Vehicle pane


- Middle left
: Unloaded jobs pane


- Lower

: Individual Job Detail pane

These sections can be switched on or off using the toolbar buttons.
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Figure 24 - The loads in summary toolbar

The toolbar functions (listed from left to right), set map to pan mode, set map to zoom mode, set layout1, set layout2, set layout3, set layout4, set layout5, previous day, next day, hide/show the map pane, hide/show the unloaded jobs pane, hide/show the job detail pane, menu to select unloaded jobs, menu for general options.

Each pane on the loads in summary screen has it’s own popupmenu (right click to access it) and can be hidden or shown using the toolbar.

The loads in summary screen maintains up to five customised layouts. You may have layout one showing all panes, or just showing individual panes. See the following screen show for an example of this.
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Figure 25 - The Loads in Summary Vehicles Pane

6.1 RESIZING THE VARIOUS PANES

You can make any of the panes larger or smaller by clicking on and then dragging the drag bars between the sections. 
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Figure 26 - Drag Bars Emphasized in Black

Whenever you resize a section FREIGHTMAP saves this to the currently selected layout. 

6.2 THE LOADS IN SUMMARY VEHICLES PANE

The vehicles pane displays any loads operating on or over a given date. You can choose which types of loads you wish to see.


- LOADING ON THIS DATE

Loads scheduled to begin today


- BUSY OVER THIS DATE

Loads beginning earlier than today but not yet completed


- LOOSE FILES


Loads which have an undefined load date/delivery date (loose)

You can choose to see one, two or all of the above types of loads at one time. For traffic planning operation the LOADING ON THIS DATE is the favoured selection.

Loads that begin on this date are shown in green.

Loads that are busy over this date are shown in orange.

Loads that are finishing on this date are shown in red. 

Loose loads are shown in blue.

When the list first opens it will be empty, as no loads will be scheduled to begin today. Before you begin creating the loads ensure your customisation settings are as follows by right clicking on the vehicle pane.


Include, Loading on this date
TICKED


Include, Cost Centre Selection
ALL TICKED

You can choose to create a load for each vehicle individually by right clicking to access the popup menu and selecting ‘New’. This creates a load exactly as described in section 7.2. Generally you will wish to create a load for all of your vehicles. A simple shortcut to this is to right click and select ‘Build Empty Loads’. This menu option will create an empty load with yourself as the haulier for each vehicle you operate.

You can now begin to drag and drop jobs from the jobs list to the loads. You can also drag a job from one load to another load. To unallocate a job, drag it back to the jobs list. You can re-order the jobs on a load by dragging them left and right.

For each job allocated to a load, FREIGHTMAP will display each of the delivery addresses and any collection addresses which are marked as ‘Collection Required’.

By right clicking on any job or load, the popup menu will appear.
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Figure 27 - Loads in Summary Popup Menu
Popup menu options are as follows


- View Load


- New


- Edit


- History


- Job, View


- Job, New


- Job, Edit


- Job, Unallocate


- Job, History


- Job, Toggle Collection Required


- Job, Reports


- Build Empty Loads


- Load Date


- Advise


- Include


- Sort


- Visual


- Reports

6.2.1 View Load

This option allows you to view the load as described in section 7.1

6.2.2 New

This option allows you to create a new load as described in section 7.2

6.2.3 Edit

This option allows you to edit a load as described in section 7.3

6.2.4 History

This option allows you to view the history of a load as described in section 7.6

6.2.5 Job, View

This option allows you to view the selected job as described in section 5.1.

6.2.6 Job, New

This option allows you to create a new job as described in section 5.3.

6.2.7 Job, Edit

This option allows you to edit the selected job as described in section 5.5.

6.2.8 Job, Unallocate

This option allows you to un-allocate the job from the load.

6.2.9 Job, History

This option allows you to view the job history as described in section 5.15.

6.2.10 Job, Toggle Collection Required

This option allows you to toggle the collection required status of the job as described in section 5.14.

6.2.11 Job, Reports

Various report can be printed for the selected job. The list of reports is not as comprehensive as the list offered on the jobs list for various reasons. Ie, a quote cannot be loaded to a vehicle, therefore no option for a job quote report is offered.

The various output options for printing reports are further described in section 5.20.

6.2.12 Build Empty Loads

This option is only enabled when the current loading date is today or in the future, and no loads have already been created. Once a single load exists on this loading date, the ‘Build Empty Loads’ option is disabled.

This option will create a single load with yourself as the haulier for each vehicle that you operate.

6.2.13 Load Date

You can plan loads in the future as well as look at previous days’ loads. The red arrows (in the top left and top right of the screen) will move you backwards or forwards one day. You can also go directly to a load date by selecting the ‘Load Date’ menu option. A small form to select the load date will appear as follows
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Figure 28 - Select the load date
You can choose any load date by double clicking on the calendar, or by double clicking on the list to the right. The list to the right shows the total quantity of loads for each date.

6.2.14 Advise

The advise option is a very useful feature which lists any work which must still be done to all of the allocated jobs on the current load date. For example, if you have loaded a job which still requires a prebooking, the advise option will tell you about it.

When you select this option a small form appears in the top right of the screen and lists each job which still requires prebooking or collection. By clicking on any of the jobs in the advise list, the selected job will be highlighted in the main loads in summary list.

You can switch the advise list off by selecting ‘Advise’ from the menu again.
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Figure 29 - Loads in summary advise list
6.2.15 Include

The include options are described in the earlier customisation sections, with additional options to select the three types of loads to be included (described at the beginning of this section).

6.2.16 Sort

The loads can be listed in a number of sort orders. The menu options are quite self explanatory.

6.2.17 Visual

The Autofit option is as described in the earlier customisation sections, the Details option specifies whether FREIGHTMAP should show you individual job details at the bottom of the loads in summary list. Showing the job details uses some of the available screen space but gives a useful summary of each job as it is selected on the main list.

You can switch the job detail on or off by selecting the ‘Details’ menu option.

You can also customise which columns should be shown in the vehicles pane by using the ‘customise’ option.

6.2.18 Reports

Various report can be printed for the selected load or for all loads. The various output options for printing reports are further described in section 5.20.

Reports which make active changes to your load details are the Manifest reports. Each time you print a manifest for a load or all loads, a print version is saved against the load. If you then modify the load, FREIGHTMAP knows that the previously printed version is now out of date against the on screen version. The Version column in the list will turn red and show the current version number.

Any loads shown in red should have their manifest reprinted prior to the driver beginning the load.

6.3 THE LOADS IN SUMMARY UNLOADED JOBS PANE

The unloaded jobs pane shows all jobs which have not been allocated to a vehicle. You can control which jobs are shown in the list by enabling or disabling the various menu options on the right most tool buttons of the tool bar.

If the map pane is visible, each unloaded job is also shown on the map pane. Items in the list are order by the booked date and display a summary of the job.

The tool buttons at the right of the toolbar control which jobs to include or exclude from the list.
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Figure 30 - The Unallocated Jobs Popup Menu

Show, All, Show None & Show Days Selection

All jobs are considered to be ‘Passed’, ‘Today’, ‘Tomorrow’ etc. You can choose to show only certain days of jobs. For example when planning traffic for a Tuesday, there is no point including jobs booked for a Wednesday – unless the Tuesday trip is an overnight trip and a Wednesday job could be included. 

You can choose which days are included by selecting them individually or by using the ‘Show All’ or ‘Show None’ options.

Note that when including Tomorrows work, FREIGHTMAP will also include any jobs which are marked as ‘On or Before the day after’. This is because whilst the jobs may not be booked for tomorrow, they could be done tomorrow. These jobs are useful for using spare capacity on vehicles. 
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Figure 31- The unloaded options popup

The menu options are as follows:

Customer

Filter the list to jobs for all customers or for one specific customer

Include Groupage

Includes or Excludes groupage jobs (partloads). When disabled, only full load collections and deliveries are included in the list.

Include Local Depot Collections

Your system administrator can configure a list of local depots. In a groupage environment or where many jobs originate from the same warehouse, you may wish to exclude these from the list. Enable or disable this option to include or exclude these jobs.

Include On Hold Jobs

Enable or disable this option to have jobs which are marked as on hold included or excluded from the list.

Include Future Collections

If a job has a delivery date which is possible, but a collection date which is not possible then technically, while you can make the delivery, you cannot yet make the collection. This option includes or excludes jobs where the collection is impossible.

6.4 THE LOADS IN SUMMARY MAP PANE

6.4.1 Customising the Map Pane

By right clicking anywhere on the map display, the map popup menu will appear.
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Figure 32 - Map Popup Menu

The options on the popup menu are as follows


PROJECTION 


Change the map view between different projection (globe, a flat 

wall chart etc)


POINTS, ALL


Enables all four ‘show’ options on the points menu


POINTS, NONE


Disables all four ‘show’ options on the points menu


POINTS, SHOW TOWN NAMES
The name of the town will be shown next to each point on the map


POINTS, SHOW CUSTOMER
The customer code will be shown next to each point on the map


POINTS, SHOW TIMES

The time information will be shown next to each point on the map


POINTS, SHOW GOODS

The sizes of the goods will be shown next to each point on the map


SHOW ALL LOADS

Already allocated jobs will be shown on the map


SHOW ALL ROUTES

A thin grey line will be shown for all allocated job routes on the map


SHOW ROUTE LINES

Enables or disables the lines between points on a load


SHOW DETAILS UNDER CURSOR
Enables the information box which details any job underneath the mouse


ZOOM TO LOADS


When clicking or selecting a load in the vehicles section, the map 

will zoom to the region of the jobs on that vehicle.

6.4.2 Map Symbols

The map uses various graphical symbols to indicate the activity at each point on the map. The symbols are as follows:
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 Unallocated Partload Collection
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 Unallocated Partload Delivery
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 Unallocated Full Load Collection
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 Unallocated Full Load Delivery
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 Already allocated job
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 Already allocated job on currently selected vehicle

Figure 33 - Map Symbols

6.4.3 Map Symbol Colours
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 The job was booked for a date which has already passed (RED)
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 The job is booked for tomorrow (YELLOW)
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 The job is booked for the day after tomorrow (GREEN)
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 The job is booked for two days after tomorrow+2 days (LIGHT BLUE) 
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 The job is booked for three days or more after tomorrow (DARK BLUE)
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 The job is undated (PINK)

Figure 34 - Map Symbol Colours

6.4.4 Non Conformance Jobs

Regardless of the colour and symbol used, non conformance jobs have their outer border drawn in white rather than black.
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 A non conformance part load delivery booked for the day after tomorrow
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 A normal part load delivery booked for the day after tomorrow 

Figure 35 - Symbol Borders for Non Conformance Jobs
6.4.5 Map Functions

Pan and Zoom

The zoom and pan buttons on the toolbar determine the mouse function. With ‘zoom’ selected you can highlight an area of the map by clicking and dragging from the upper left corner to the lower right corner and you will be zoomed into that area.

With the ‘pan’ button selected, you can drag the map around (panning) by clicking and dragging on the map.

The toolbar also contains a zoom slider, sliding it to the left zooms into the map and sliding it to the right zooms out of the map.

Popup menu Functions

By first selecting the job with a left click and then right clicking on any job on the map, you can perform various functions on the job. 

You can view or edit the job. If the job is currently unallocated and a vehicle is already highlighted in the vehicles list, you can allocate it to that vehicle.

If the job is currently allocated to a vehicle, you can unallocate it from the vehicle.

Whenever you select an unallocated job, the ‘Unallocated Jobs’ list automatically scrolls to and highlight the job and the details window will display further information about the job.

6.5 SAVED LAYOUTS

Along the toolbar at the upper left of the screen is a row of five buttons, numbered one to five. Whenever you customise or resize your display, the settings are saved against the currently selected display. You can select any of your five displays by clicking on one of the toolbar buttons.

This allows you to maintain a number of preset visual displays. You may have one customised for a general overview of all work waiting to be allocated and another which shows current manifests on your vehicles etc. Rather than having to customise each of the sections in turn, these offer quick presets to your favourite five displays.

7 – POD (PROOF OF DELIVERY)

From section 5 (working with jobs) and section 7 (working with loads) we know that a job can have a number of sales charges as can a load.

From the jobs list you can select a job and confirm the individual charges on a job, and on the loads list you can confirm individual charges on a load (including those for any jobs on the load).

The POD list offers identical functionality except that all non-confirmed sales charges, whether from a job or load, are displayed in this list. It can be used to confirm sales or POD a job en masse.

For each item in the list you can view the source (the job or load), edit the source (the job or load) and view its history. You can also select individual items to be confirmed.

The confirmation process is identical to that already described in section 5.10.
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Figure 36- The POD screen
The columns which are displayed in the list can be customised as described in the earlier customisation section, the sort order can be changed and list characteristics (auto fit etc) can also be changed.
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� The actual list of departments available will vary according to how your system administrator has configured FREIGHTMAP. See ‘Department and Cost Centre Concepts’ for further information
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