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1 Introduction

Manual EasyTrans

Thank you for choosing EasyTrans. With EasyTrans you have extensive options for creating and
managing your orders, invoices, freight documents, web ordering, a Drivers App, etc. For a quick
start, use the ‘Start with EasyTrans’ manual that you received at the start of your subscription. It
explains step by step how you can set up EasyTrans with your own data. The manual is also available

on our website www.easytrans.co.uk/support.

All EasyTrans functionalities are discussed in detail in this manual. EasyTrans works with various
subscription types, additional modules and different user rights. It is therefore possible that you
cannot use certain functionalities mentioned in the manual.

Subscriptions

Small Package

The Small Package contains practically all the
functionalities of the Standard Plan. The biggest
difference is that the Small Plan has been set up
specifically for self-employed persons and charters,
you cannot work with multiple carriers or import
data.

Premium Package

With the Premium Package, you have your own
customer portal and an expanded export function in
addition to a complete Transport Management
System. With a customer portal you can give your
customers access to their own online environment
where they have full insight into, among other
things, the order history and invoice history. Your
customers can also place online orders (web orders)
and follow the status of the orders.

Rights levels
Administrator All rights
Planning Limited rights, with rates:

Standard Package

A complete TMS (Transport Management System)
with various functionalities for order management,
transport documentation, various mail options,
customer management, invoicing, etc.

Premium Plus Package

The Premium Plus Package contains all the
aforementioned functionalities and has also been
expanded with its own Carrier Portal / Drivers App.
The Carrier Portal offers your planning department
the possibility to give your driver new transport
orders in real-time on the road. The driver navigates
easily to the destination using the Drivers App. The
receiver confirms the receipt of the order on the
screen and this digital signature, possibly together
with an image, is sent directly to the planning
department.

No new carriers or invoices can be created. Carriers and invoices can only be

consulted.

No access to: New carrier, new invoicing, recurrent orders, rates management,
vehicles, statistics, export, login history and settings.

Planning limited Limited rights, without rates:

The same rights as ‘Planning’ only no rates and invoices are displayed.
No access to: New carrier, invoices, recurrent orders, rates management, vehicles,
statistics, export, login history and settings.

If you want a modification at rights level, you can contact your administrator. If you want to make
changes to your subscription or implement additional modules, our support department is happy to

assist you.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Additional modules
Purchase

Document Storage

Connection with Accounting
Package

Multi Currency

Multiple Company Names

Extra Branches

Connection with external
carriers

Branch-specific connections

Connection with external
systems (API)

Backup copy

Individual server

Manual EasyTrans

With the Purchase module you can keep track of your purchase costs
and revenues. The module is particularly useful when you outsource
orders to external carriers / charters.

With the Document Storage module you can add documents to your
orders, such as signed transport documents or customs documents.
Optionally, you can share these documents with your customers to send
proof of delivery, for example. If you use a customer portal, your
customer can view the documentation immediately.

With the Connection with Accounting Package module you can export
invoices and customers created in EasyTrans to your accounting
package or the package of your accountant. This saves time and
prevents errors.

With the Multi Currency module, you can create products where the
price is automatically calculated and invoiced in the correct currency.
With this module you get a separate invoice layout for each company
name. This means that you can use multiple invoice layouts within your
Transport Management System and you can indicate which layout
should be used per customer.

With the module Extra Branches you get a central planning and a
planning for the branch(s). You can assign orders to the Branches from
the central planning, after which the orders immediately be shown in
the order overview of the concerning branch. You can also assign
customers and carriers to a specific branch, which makes this module
ideal for franchise organisations.

Invoicing can be preformed centrally, or each branch can do its own
invoicing with its own invoicing numbering. The generated turnover per
branch can be displayed quickly and clearly.

EasyTrans has links with various logistics service providers such as UPS,
DPD, TNT and GLS. With this module you can register your shipments
from EasyTrans, the price is sent back and a shipping label can be
created immediately. If you use a customer portal, your customer can
register shipments and print shipping labels.

EasyTrans offers various links with branch-specific software. For
example, on-board computer, freight exchange or trip planning systems.
EasyTrans can be linked in various ways with third-party systems.
EasyTrans has developed a so-called API for these links, which makes
sure that the exchange of information is carried out in a structured and
uniform way. EasyTrans can also handle APIs and links from third
parties.

EasyTrans Software makes a daily backup of your system. All your
entered data is stored in two different locations so that your data is
always stored securely. For even more peace of mind, it is possible to
receive a copy of this backup by e-mail. This way you'll always have a
physical copy of your data in-house.

If you want to run the software on your own server. The implementation
of this module is done in consultation with your IT department and is
carried out by EasyTrans Software.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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2 Login and logout
1. Surf to your Transport Management System. You received the URL of your software package at

the start of your subscription.
2. Enter your username and password and click on ‘Sign in’.

After you have logged in you will see your own homepage, on the left you will find the main menu.
To log out, click on ‘Log out’ at the bottom of the main menu, then you will return to your login
screen.

2.1 Forgot password

1. Click on ‘Forgot password’.
2. Enter your e-mail address and click on ‘Send’.
¥ This e-mail address must correspond with the e-mail address entered in EasyTrans under user, carrier
or customer data*. If the same e-mail address is entered for multiple users, carriers or customers*, it is
not possible to send a password.
¢ Passwords can also be changed by an administrator (all rights) in EasyTrans. An explanation of this can
be found under Create additional users, give access to the carrier portal and give access to the
customer portal.

* Availability depends on subscription form.

You will receive your login credentials by e-mail.

Forgot password

Welcome to

EaSYTranS Software Enter your email address in the field below.
When the email address is known the login information will be sent to it.
Web Ordering System

Email:
[info@easytrans.co.uk |

Login:
Username 7 Send @ Back

= NL SEEN L__|o]= IIFR

Forgot password?

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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3 Main menu
The main menu is displayed on the left side of your screen.

Manual EasyTrans

This menu allows you to quickly navigate between the various components of the system.

Planning

Enter and manage orders, import function for orders and addresses.

Customers
Enter and manage customers.

Carriers*
Entering and manage carriers.

Invoices
Create and manage invoices.

Purchasing*
Create and manage purchase invoices.

Recurrent orders
Enter and manage automatically recurring orders.

Address book
Enter and manage frequently used destinations per customer.

Rate management

Enter and manage products (services), rates and own rate types.

Vehicles
Enter and manage vehicle types and fleet.

General

e Simple statistics on orders, customers, invoices and sales.
e Various export functions*

e Display of login history, including unsuccessful attempts.
e Changing your password.

Settings

e Your company details and payment settings.

e General web order*, order-, Drivers App- and order overview settings.

e General settings for outgoing mails from an order.
e General settings for freight documentation.

e General settings for customers, payment terms, corrections, distance

calculation, etc.
e General settings for carriers*.
e General settings for invoicing and transport documentation.
e General settings outgoing e-mail and telephone.
e Enter and manage the EasyTrans colour scheme.
e Manage active and inactive country selection.
e Create and manage different invoice types.
e Create and manage order sub-statuses.

Support
e Link to available manuals and the support and contact page.

e Remote support, for telephone support where an employee of
EasyTrans Software can follow your actions on your screen (on

approval).
Logout

Change language
*Availability depends on subscription type and additional modules.

If you require additional information or have questions, we are happy to help!

Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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4 Home

After logging in you will be directed to your own homepage. Here you will find:
1. Internal notes, you can enter and view notes, which is useful when collaborating with
colleagues.
2. Anoverview of outstanding invoices.
¥ If you use an accounting package to keep track of your payments, you can deactivate this view in
Settings > General > Invoices > Track payments.
3.  News messages from EasyTrans Software, such as announcements of new updates.

You can return to the home page at any time by clicking on ‘Home’ in the main menu.

Welcome Main user

You are logged in to the administration part of the EasyTrans Software planning system.

“ Messages

Room for notes, e.g. to colleagues.

» Setup outbound email
The settings for outbound email have not been set.
This increases the chance that emails are not
delivered to the receiver.
Click here to setup outbound email

This is the main office.

Your system has been updated to release 4.7,
Read the changes in the Release notes.

30-10-2019 Release 4.6
Your system has been updated to release 4.5,
Read the changes in the Release notes.

Invoice Invoice Expiration Invoice

No. SR T date date total

20170015 EasyTrans Software 24-06-2020 24-06-2020 £ 323.44

T ST AT T 15-07-2020 15-07-2020 £ 814.05
Company

20170019  EasyTrans Software 15-07-2020 15-07-2020 £ 2,206.60

20170023 EasyTrans Software 15-07-2020 15-07-2020 £ 712.61

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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5 Planning

Under ‘Planning’ in the main menu you will find the functionalities for entering and managing orders
and an import function for orders and address book data. First, the creation of a new order is
explained step by step. The created orders can then be found in the order overview, which has
different search, sort and filter functions.

5.1 New order

You can create a new order or quotation via ‘New order’ in the main menu. Saved orders and
quotations receive a unique order number. You will find these in the order overview.

5.1.1 Create order - Status open
1. Click on ‘New order’.
2. Enter the order date and time. This is the date and time when the order must actually be
executed.
! The order date and time is the date and time the driver is expected at the first destination. The entered
date and time are transferred to the first destination. This is not the moment of creation of the order,
this is saved under order history.

3. Select the right customer. The screen expands with the products (services) and contacts
available for the selected customer.
4. Select a (different) contact if necessary.
¥ The selected contact will receive the e-mails that you send from the order screen, such as the order
confirmation and delivery confirmation.
5. Select the desired product (service).
6. Click ‘Save’.

Order details
Order date & time:
[10-06-z020  |[13:40 |@

Customer:

| Demo Customer - EAST SUSSEX v |
Contact person:

[Demo customer |
Product:

Owernight

Owernight international
Sameday delivery
Transport

Transport 0% VAT

k= Save ] Save as gquote B Back

After saving, the screen expands; order details, price calculation and destinations are displayed.

5.1.2 Add destinations
Usually the next step for entering a new order consists of entering the destinations. The destination
input can be found on the right-hand side of the screen.
Adding a destination can be done in three ways:

1. Via the Address data customer icon fat

This copies the address data of the customer.

2. Viathe address book.
You can save frequently occurring destinations in an address book.
By entering the destination manually, using zip code recognition (only for the Netherlands).
Check ‘add to address book’ to easily and quickly save the address in the address book.

< w

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Destination 2 {new destination}: ' D] Pick-up @ Delivery " D Pick-up & Delivery
Address book: Customer reference: Company name:
Country: Delivery note number: Contact person:
United Kingdom
Postoodes House Nr: Pickup/ DeliveT date & time: Phone number:
10-06-2020 || Between and ] A
Address: Comments:
Address 2: - 2

% [J add to address book
City:

¢ Enter addresses as completely as possible; incomplete addresses ensure a less accurate kilometre
calculation.

Indicate (if necessary) per destination if it concerns a pickup, delivery or both. By default, the first
destination is set as the pickup address and the subsequent destinations as the delivery address.
@ If there is more than 1 pickup address, do not forget to choose the right pickup and delivery
destinations under ‘Goods & Distribution’. These settings are also linked to the freight documentation.

Enter additional information (if applicable):
1. Customer reference, this reference is stated at the destination on the transport documents
and on the invoice.

% Do you have customers for whom you always have to enter a reference? You can make this field
mandatory in EasyTrans so that it can no longer be forgotten. You can set this per customer under
‘Customer-specific settings’.

2. Pickup or delivery date and time.

%Y Foreach product you can set whether you want to be able to enter a period (Between ... and ...) or a

single time.
3. Company name, contact and telephone number.
4. Comment on the destination, this is shown on the transport documents.
Y These comments are specific to this destination. Enter comments about the entire order on the left
side of the screen under 'Order details'.

Destinations

Destination 1: @ pick-up ) De ivery -/ Pick-up B Delivary
Address book: Customer reference: Company name:
Demo Customer
Country: Delivery note number: Contact person:
United Kingdam v Demo customer
Postcode: House Nr: Pickup date & .'.:_'_NE: - Phone number: ’\f
BN41 1WR 10-06-2020 j Between |13:00 |and|14:00 (L&) |p30-1234557 ®
Address: Actual time: 'r_ Departure: Comments:
Zulu 1, Maritime Housa Released by: Check in at reception
Address 2: -
Basin Road Morth [l add to address boo
City:

EAST SUSSEX

5.1.3 Change, move or delete destinations
You can always overwrite destinations with a new destination. In addition, you can delete or move
destinations by simply dragging and dropping them to the correct destination.
¥ Ifyou change an address or the order of destinations, the calculated distance will be reset in the price
calculation. This means that an incorrect number of kilometres cannot be calculated and invoiced by
mistake.

5.1.4 Enter goods
Enter the goods to be transported, you can use the basic function by placing a comment on the
delivery note or the extended function via the 'Goods & Distribution' button.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Goods import - Basic

Under order details you can enter the goods to be transported under
'Comments on the delivery note'. The comments entered here are
copied on the transport documents and in the order confirmation.

Goods import - Extended
1. Click on ‘Goods & Distribution’.
2. Enter the required data per destination.

Manual EasyTrans

Comments on the delivery nota:

3 boxes leaflets

3. With the button 'Add a blank line' you can create extra lines, so you can enter different types of

goods for a specific destination.

Goods to transport - Order number 23331 - EasyTrans Software

Weight  Total Length x Width x Height Total volume

-

Add  blank line 5

h Save & return to the order

Amount el e e and loading meters Description Collect destination Delivery destination Options
[1 | [Package v [0 |ka 10kg | | x| El |em lfl_'l";; Leaflets 4| [1. Demo Customer, EAST SUSSE W | [2. British Museum, LONDON v | 3§
[x |[Halfpalist  w | [80  |kg 80kg [120 |x%[100 |x[110 |em é:?ur:l“»: Advertisemant material A| [1. Demno Customer, EAST SUSSE & | [ 2. British Museum, LONDON v | 3§
[1 |[Fullpallet  ~ | [150  |ka 150ke [120 |x[100 |x[220 |em gg‘:_lg“; Brochures A| [ 1. Demo Customer, EAST SUSSE W | [ 3. Zs| London Zoo, LONDON v | 3§

¥ In addition to the standard 'Packages’, you can also create your own rate types, such as a euro-pallet,

for more information, see Rate types.

4. Click on 'Save & return to the order' to save the data and return to the order.

The totals, the weight and the sizes of the goods you entered are now displayed in the price
calculation. When rates have been created based on goods, these will be calculated.

5.1.5 Price calculation

The applicable rates for the chosen product are displayed under
'Price calculation'. How the prices for the selected product are
calculated depends on the rates you have entered.

For example, rates can be calculated on the basis of kilometres or
hours, whether or not they are active as standard, vehicle-
dependent, etc. When rates have been created based on goods,
these will be calculated after entering the goods via

'Goods & Distribution'.

When you use the Purchasing module, the purchase rates are also
displayed under 'Price calculation' and you can quickly see what an
order costs and brings in.

=

If you have rates that are vehicle-dependent, then select the
desired vehicle under order details. This can be a vehicle type
or a specific vehicle from your fleet.

2. Click on 'Calculate distance & stops' under price calculation.
Google Maps is now being consulted in the background for a
kilometre calculation of the destinations you specified.

The number of kilometres, stops and rates (if applicable) are
calculated and displayed.

¥ At customer level you can specify whether distance corrections

should be calculated and at which address the distance calculation
should be started and ended.

Price calculation

Distance:

Stops:

Hours:

246 ]mi o]
Delay time: LPadmgfu"IDad'“gp!-lrthasl!
Ir—v_l R time: distance:

. min m
Aot Weight: Dimensions:
1 Package 10 kg
1 Full pallet 150 kg :I_znc' * 100 x 220
1 Half pallet 80 kg :I_znc' %100 x 110
3 Total 240 kg 3.96 m3

Total travel time: 4:02

) caleulate distance & stops

Rates Rate Active Subtotal
Miles £ £ 5634
Fuel Surcharge L £ 2.14
Extra stop £ £ 7.50
Delay time £ £ 0.00
Load/unload time £ £ 0.00
Hourly rats £ O ¢ 0.00
Insured until £1000 £ |25.00 I:I £ 0,00
Insured until £5000 £ |10.00 D 3 0,00
Evening/weekend .
Surcharge e Lo« LD
[other costs | £[0.00
(O Lock price Sales total: £  66.58
21% VAT: £ 13.98
Total incl. WAT: £ £80.56

3. If applicable: Check rates that are not active as standard, but must be calculated, in order to

activate them. For example, an evening or weekend surcharge.
4. Press 'Enter' or click 'Save' to display the calculation.

¥ By pressing 'Enter' you will have to switch less often between the keyboard and the mouse.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Enter or adjust rates manually

Manual EasyTrans

You can manually adjust the numbers in the calculations (distance, stops, hours etc.) and the prices

under rates.

1. If applicable: Enter the amounts manually in a calculation (distance, stops, hours etc.) or enter

different prices in rates.

Grey coloured boxes cannot be adjusted, this is because a graduated price has been set.
An amount with a dotted line is a minimum amount, which cannot be overwritten.

2. Press 'Enter' or click 'Save' to display the calculation.

Do not click on 'Calculate distance & stops' again, otherwise the kilometre calculation will be calculated
automatically again and it will overwrite the manually entered distance.

Fix price

When you make a price agreement for an order you can make this known (to other users) by fixing

the price.

1. Check 'Fix price' to fix the rates and calculations.
2.  Press 'Enter’ or click 'Save'.

The rates can no longer be changed. You can release the price calculation again by unchecking the

box 'Fix price' followed by 'Enter' or 'Save'.

5.1.6 Creating transport documents

You can create various transport documents via EasyTrans.
You have specific printing options for each type of
document. You can enter your default settings for the print
options under 'General' and 'Settings' in the main menu.

Delivery note (A4)
For shipments up to 500 kg, this document is not valid for
shipments above 500 kg. For each delivery address you will
receive a separate delivery note on which the goods to be
delivered are listed. The pickup and delivery address are
stated on every delivery document. The automatically
generated delivery note number corresponds to the order
number. A QR code is also shown on the waybill. This QR
code allows a scanner to automatically recognize the order
number.

¥ If you want a total overview of all goods to be picked up

and delivered, you can use an order list or the Drivers App*.

Order list (A4)

il Create transport document 3

Choose the document type: )
Delivery note (A4)

Order list (a4)

CMR. (A4)

Shipping lzbels (10 x 15 cm)
Shipping lzbels (4x on 1 A4)

Delivery note copias:
Delivery note for sender
Delivary nots for racaiver
Delivery note for carrier

[ pelivary nota for sacond (subjearrier

Display customer details: @
® pisplay
O Do net display

Display carrier information: ()

\_! Display (subjcarrier

() bo not display

Document language:
Dutch

French

Document choice

L Create document

! Back to the order

Contains an overview of multiple destinations on one page. A signature can be placed for each
destination to confirm receipt. The order list is particularly useful if you have many destinations and
do not want to print a separate delivery note for each destination. A QR code is also displayed on the
CMR. This QR code allows a scanner to automatically recognize the order number.

CMR fully printed (blank A4)

Valid for shipments above 500 kg. Transport according to the AVC and / or CMR conditions.
This prints the entire CMR in quadruplicate. When printing, you can indicate which copies you do not

want to print.

CMR overlay (pre-printed A4)

Valid for shipments in above 500 kg. Transport according to the AVC and / or CMR conditions.
With this option, the data is printed in the right place on a pre-printed CMR.
When printing, you can indicate how many copies you want to print.

Shipping labels (10x15cm)

These labels are suitable for a label printer with labels of A6 size (10x15cm).

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Shipping labels (4x on 1 A4)
These labels are suitable for printing on A4 sticker sheets with four labels per page.

1. Click on 'Create document'in the order
2. Select the type of document you want to create.
3. Select any other print options.
Click @ for more information.
4. Select a different document language if necessary.
5. Click on create document. The document is created and can be printed.
6. Click on 'Return to the order' to go back to the order.

% If you receive an error message when creating a freight document, please check the
following:

Every order must contain at least one pickup and one delivery address. For example, if you have only
entered delivery addresses, the system cannot create transport documents and will display an error
message.
In addition, for an order with multiple pickup destinations, it must be specified which products must
go to and from which destination. You can do this under 'Goods & Distribution’.
If it is not specified which products have to be transported from or to a certain destination, the
system displays an error message.
You set the pickup and delivery destinations as follows:
1. Click on 'Return to the order' so that you can set the pickup and delivery destinations correctly.
2. Click on 'Goods & Distribution'

3. Specify where the goods are to be picked up and delivered:

Weight Total Length x Width x Height Total volume

Amount perunit welght per unit and loading meters Description Collect destination Delivery destination Options
) ) s
1 |[Half pallet  ~| (100 |xg 100 kg [s0 x |80 x[120 |em 065273[;‘4 Sement 1. EasyTrans Software, EAST SU¢ v | [ 2. Zsl London Zoo, LONDON v ®
: 2 s i =
2 Full pallet v | [250 kg 500 kg [120 x 80 x[120 cm A . RS 1. EasyTrans Software, EAST SUt v | [ 2. Zsl London Zoo, LONDON v ®

0.8 LDM

! . 3
5 |[ Package v]| [2 kg 10kg |15 x 15 x[15 cm 3'3;7'_I’J“M Screns 1. EasyTrans Software, EAST SUS v | | 2. Zsl London Zoo, LONDON v ®
g P 4 2

Add 3 blank line ©" £

mSa\_re&relnmtgﬂlemdm-

4. Click on 'Save & return to the order' Now you can create the transport documents as you are

used to.
5.1.7 Assign carrier* - Status planned carrier: JOOg R, =
By assigning a carrier to an order, the status of the order changes from open @ John - BIRMINGHAM .

to planned. The carriers entered by you can be selected, carriers that are Q
marked inactive cannot be selected. These are shaded in grey.

If you have indicated that the carrier only uses a certain vehicle type, this R

CPD

type of vehicle is shown in brackets after the carrier. @ EasyTrans Software

When a carrier has the Drivers App*, this is indicated by a green dot. @ Fast Delivery Itd - EAST SUSSEX
1. For order details, select the carrier who will execute the order. The @ 1ohn - BIRMINGHAM
order is assigned to the driver / carrier and the status becomes TNT
planned. UpS

2. When the order is assigned to a carrier who has the Drivers App*, the order is immediately
forwarded to his order overview in the App.

% When you use the Purchase module*, the carrier specific purchase rates are now also
calculated and displayed. By selecting different carriers, you can see which carrier is the

cheapest.
*Availability depends on subscription type and additional modules.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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5.1.8 Comments
In addition to the comments on the delivery note or at a destination, you can enter various other
comments under order details:

Comments on the delivery note:

This comment is displayed on the delivery note and the
order confirmation. P

Comments on the invoice:

This comment is displayed on the invoice and the sign off
email. P

Comments on the purchase invoice:

This comment is displayed on the purchase invoice and
transport order. P

Comments internal:
This comment is internal and not visible for your client.
P

5.1.9 Track & trace link

A unique Track & trace code is generated for every order created in EasyTrans. The track & trace
information can be consulted via a track & trace page, this webpage contains the data that you have
entered in EasyTrans. The link to the track & trace page is automatically sent with order
confirmations and can be found in your order at all times.

You can open the track & trace page and share the link via the order status sharing icon [(:l.“l at the top
right of the order screen:

Share the track & trace link o

With the track & trace link the current status of an order can be viewed. You can give
this link for instance to the sender or the receiver.

Click on the link to open the track & trace page:
Open track & trace page in a new window

Copy the link below to share the link:
https://www.mytransport.co.uk/test/tracktrace.php?trackingnr=GEZS2MZTGM4DK

Or send the track & trace link by email:
Share by email

Close

5.1.10 Order history

All changes to an order are registered. You can view the log of the changes and the user who made
the changes by consulting the order history.

The expanded order history can be opened by clicking - at the bottom of the order - on the extended

order history icon © . You can open a basic history by clicking - at the top right of the page - on the

order history icon .

5.1.11 Send e-mails from the order
From an order there are various options for sending e-mails:
e Quotes
e Order confirmations to the customer
e Order confirmations to the recipient
e Transport orders
e Price request carrier
e Delivery confirmations
The default settings for e-mails from an order can be set in 'General' under Settings in the main
menu.

E-mail order confirmation to customer

The order confirmation contains detailed order details, the track & trace link and depending on your
settings, rates and transport documents.

1. In order details, click on the mail icon 4 for the selected customer.

2. Ifapplicable; Select a different contact or multiple contacts to receive the confirmation.

3. Ifapplicable; Write a comment with the confirmation.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Page 14 of 71


http://www.easytrans.co.uk/
mailto:info@easytrans.co.uk
tel:+442039663373

EasyTrans
)SOft ware Manual EasyTrans

This comment is only sent with the order confirmation and is not stored in the order.

4. Should you wish so; Specify how sales rates should be stated.
Click '0' for more information.

5. Select the desired mailing method, with or without transport documents as an attachment.
The selected attachment is sent. If you choose 'Send without attachment', then of course no
attachment will be sent. To cancel the mailing, click on 'Back’.

E-mail order confirmation to recipient
You can also e-mail a recipient an order confirmation. This contains no rates or attachments, only the
order details and the track & trace link.

1. Enter the recipient's e-mail address under 'Order confirmation to e-mail address recipient'.

2. Click on the mail icon “#.
3. Should you wish so; Write a comment.
4. Click on 'Send' to e-mail the confirmation or on 'Back' to cancel.
Y From the web order environment, your customer can also use this function to let the recipient know
that a transport order has been placed.

Mail transport order to carrier *

1. In order details, click on the mail icon “#! for the selected carrier.

2. If applicable; Write a comment with the order.

3. lfapp//cab/e Check what may or may not be sent.
Click '9' for more information.

4. Select the correct mailing method, with or without transport documentation as an attachment.
The selected attachment is sent. If you choose 'Send without attachment', of course no

attachment will be sent. To cancel the mailing, click on 'Back'.
* Not available with the Small Package.

5.1.12 Duplicate orders

Do you regularly need to enter multiple orders for a particular customer? It is possible to copy an
opened order directly with the 'Duplicate' button. The new order is copied and opened immediately
with all the entered details. So you can continue working immediately.

1. Click on 'Duplicate’.

2. Enter the date of the new order & press ok.

3. Anew order will now open; if necessary, add additional information in the new order.

4. Click on 'Save & Close'.

5.1.13 Sign off order - Status signed off
Once a transport has been made, you can sign off the order with the information received from the
carrier. The order hereby changes from the status planned to the status signed off.
¥ Ifyou use the Drivers App*, you can also automatically sign off orders via the App. You can turn this
option on or off at customer level.

1. Process the sign-off data in the order, enter the actual time of delivery / pickup and the recipient
/ issuer (if applicable), a delivery note number, any waiting times, etc.
¥ When signing off via the Drivers App*, the sign-off data is placed under ‘comments’ at the destinations.
This comment is copied on the delivery confirmation and freight documentation, so remove any notes
that should not be visible to your customer before you sign off the order.

¥ The waiting time and/or loading and unloading time communicated via the Drivers App* will be
displayed in the 'Carrier Comments' field. It is then up to the planning department to pass on any
resulting costs to the customer. These remarks are not mentioned anywhere else.

¥ Do you use the purchasing module? The purchase distance that is submitted via the Drivers App* is

displayed separately under 'Price calculation' with the text 'Specified distance carrier.
2. Click on 'Sign off' at the bottom of the order.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Send delivery confirmation

The system will ask you if you want to send a delivery confirmation to your customer. This delivery
confirmation includes an overview of the delivery times and the people who have received the
shipment.

1. Ifapplicable; Select a different contact or multiple contacts to receive the confirmation.
2. Ifapplicable; Write a comment with the confirmation.
This comment is only sent with the delivery confirmation and is not stored in the order.
3. Should you wish so; Specify how sales rates should be stated.
Click @ for more information.
4. |f applicable; Select saved documents to be sent*.
¥ Ifyou use the document storage module, you can send a scanned document, such as a proof of delivery
(POD), directly with the delivery confirmation.
5. Click on 'Send' to mail the confirmation or on 'Do not send' to not send a confirmation to your
customer.

6. You now return to the order overview and your order now has the status signed off.
*Availability depends on subscription type and additional modules.

5.1.14 Check order - Status checked
By giving an order the status checked, you prepare the order for invoicing. This is therefore a final
check and the preparation of your order for invoicing. You check your order here; is the price
correct? Have the references been entered? Do you want to attach documents?* Etc.
¥ You can give multiple orders the status checked, or you can deactivate the order status ‘checked’
completely, via a quick edit or by disabling this order status via the general settings.

1. Open the order by clicking on the relevant order line in the order overview.
2. Check the order and prepare it for invoicing.

3. Click on 'Checked' at the bottom of the order.

Your order now has the status checked and is ready for invoicing.

*Available with document storage module.

5.2 Periodic orders

In EasyTrans it is possible to schedule transport orders automatically. These are called periodic
orders. Periodic orders can be scheduled on a weekly basis, weeks of the month or at start and end
dates. This makes it possible to schedule orders flexibly. For example, every other week on Mondays
or every last Friday of the month. Entered periodic orders can be found in the 'Periodic order

overview'.
5.2.1 New periodic order
Via 'Periodic orders' in the main menu you can create a new periodic Periodic order details @
Order- Rf}currence pattern type:
1. Click on ‘Periodic orders’ in the main menu. f%f:‘eetk:lf
. " - Monthly
2. Click on ‘Add new periodic order’. weekdy
3. Recurrence pattern type: Specify the recurrence pattern Returns every [1 week(s) back on:
. . Monday J Tuesday J wednesday Thursday
according to which recurrence orders should be = =
J Friday J Saturday L‘Sunday
automatically scheduled. You can choose between weekly or

Order time:  Start date: End date:

monthly. Examples of a weekly return pattern: daily, every oz @ 24-05-2020 B L

unti i
working day, every Tuesday and Thursday, every other week -
on Monday (calculated from the start date). Examples of a

Customer: ;-
EasyTrans Software - EAST SUSSEX

monthly return pattern: once a month on Monday, every Contact person:
Demo contactperson hd

last Friday of the month. Product.
4. Enter the days and/or weeks on which the order should be g:;r:ég;;tdiz‘tsfeﬁﬂona'

automatically scheduled. Transport

. . . . Transport 0% VAT
5. Enter the time at which the order is to be executed and, if u Rl
Save = Bac
necessary, a start and end date. L

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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W Periodic orders can be always active, or only in a certain period by entering a start and/or end date.
Select the customer.

If necessary, select a contact person.

Select the right product.

Click on ‘Save’.

L ®No

10. Enter the order details as with a normal order.

11. Click on 'Save & Close'.

12. Indicate whether you want to schedule the periodic order immediately, or in 7 days after
entry. Do you want the periodic order to be applied immediately? Then click on 'Yes'. If you
would like the order to appear automatically in your order overview in 7 days, you can select
'No'.

Periodic orders are created as orders one week before the day of execution. New periodic orders
therefore only appear 7 days after they have been entered in the order overview.

13. The order is now created as a periodic order and will be displayed in your periodic order

overview.

5.2.2 Periodic order overview
The periodic order overview provides you with a view of the entered recurring orders. Active orders
are marked green, inactive orders are marked red. You can filter and/or sort the overview as desired.

Filter and sort

At the top of the window of the periodic overview, the overview can be filtered by active and inactive
orders or a search term. You can also specify how many lines you want to display per page.

e

Status filter: | All periodic orders “ | Product filter: v | Carier filter: | All carriers v | Branches filter: | All branches w | Search: @ OQ

=,

Customer filter: | All customers v | Vehicle filter: | All vehicles v ) Reset filters

Lines per page: |50 ™
Y Per pag

=
You can sort the overview as you wish using the arrows in the column headers.
m A Order W
- No.

¥ A Carrier W

Execution days Time & Branch W A Product W A Customer A Vehicle ¥

inations C ref. Goods Sales Purchase Operations

5.2.3 Edit periodic orders
You can open and edit periodic orders from the periodic order overview by clicking on the

corresponding line or by clicking on the edit icon <l in the 'Editing' column.
¥ By right-clicking on the icon, you can also open a periodic order in a new tab.

5.2.4 Batch operation
From the periodic order overview you can perform various With selected periodic orders: | Choose an operation %
batch operations.

1. Select periodic orders by selecting them. Duplicate
WA . \ Remove
2. At 'With selected periodic orders' select the Activate
operation you want to perform on the periodic Deactivate
orders.
3. Enter additional data if necessary.
4. Clickon'OK'.

The operation will be applied to the selected periodic orders.

5.2.5 Delete periodic order

You can delete a periodic order by clicking on the remove icon # inthe 'Editing' column. After
clicking on the icon, your system will ask for a confirmation that you really want to delete the
periodic order. If you click on 'OK' here, the order will be permanently deleted. A periodic order is
automatically created as an order one week before the execution day and therefore appears in your
order overview. Previously created orders will still be active after deletion.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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5.2.6 Deactivate/activate periodic orders

You can temporarily disable periodic orders by clicking on the deactivate icon == in the 'Editing’
column. A periodic order is automatically created as an order one week before the execution day and
therefore appears in your order overview. Previously created orders will still be active after
deactivation. You can reactivate a periodic order by clicking on the activation icon '::}' in the 'Editing'
column.

5.3 Create quote - status quote

You can create quotes within EasyTrans and send them to your customer. In this case you create an
order but save it as a quote, from the quote you can then immediately e-mail your customer the
quote. In addition, you can also send price requests to carriers from a quote.

1. Click on 'New order".
2. Enter the date and time on which the order must be executed.
¥ The date and time when the driver is expected at the first destination, the entered date and time will
be transferred to the first destination. This is not the moment of creation of the order, this is saved
under order history.
3. Select the right customer.

The screen expands with the products (services) and contacts available for the selected
customer.
4. Select a (different) contact if necessary.
¥ The selected contact receives the e-mails that you send from the order screen.
5. Select the desired product (service).
6. Click on 'Save as quote'.

7. Enter the quote as you would a normal order. The correct rates are calculated in this way.
Information about entering an order can be found under Create order.

8. Send the quote by e-mail by clicking on the mail icon “#/ at the selected customer.
9. Ifapplicable; Select one or more contacts to receive the quote.

10. If applicable; Write a comment with the quote.

11. Should you wish so; Specify how the sales rates should be stated.

¥ Click on & for more information

Your customer will now receive your quote by e-mail. If your customer agrees, you can convert the
quote to an order by clicking on 'Convert to order".

Send price request to carrier
You can send a price request by e-mail to a carrier*:
1. Select the desired carrier in the quote.

2. Send the price request by e-mail by clicking on the mail icon “#! at the selected carrier.
3. Should you wish so; Write an additional comment.
4. Should you wish so; Select which data may or may not be displayed.

* Not available with a Small Package.

5.3.1 Convert quote to order / convert order to quote

As long as you have not yet planned an order (or assigned a carrier to an order) you can convert an
order into a quote. To do this, click on 'Convert to quote' at the bottom of the order.

When your customer accepts a quote, you can convert a quote to an order by clicking on 'Convert to
order'.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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5.4 Order overview

The order overview offers a clear overview of your orders and the associated sales data. You can
filter and / or sort the overview as desired. An order in EasyTrans goes through a number of stages,
each with its own colour.

- —
Order status filter: | All statuses v | Product ﬁlter: Carrier filter: Branches filter: | All branches v Search: 6 l:l QL

Substatus filter: Customer filter: | EasyTrans Software ...+ |Vehide filter: | All vehicles v ) Reset filters

\Period selection from: [24-05-2020 [ until: [26-06-2020 [l | Other peried | Lines per page:

Order overview - Number of selected orders: 5

AY A Order ¥ A Date ¥ A Product ¥ A Carrier ¥ L Delivery note .
O No. A Branch ¥ Time A Sub tus W A Customer W A Vehide ¥ Destinations € ref. Goods Sales Purchase Operations
y TR . - y John 1. EasyTrans Software, EAST SUSSEX z = @
O 33384 EasyTrans Software 26-05-2020 08:00 Sameday delivery EasyTrans Software Car 2. 08:00: EasyTrans Seftware, BRIGHTON £ 0.00 £ 0.00 W F
1 Half pallet: Cement
John 1. EasyTrans Software, EAST SUSSEX N
O 33383  EasyTrans Software 26-06-2020 08:00 Sameday delivery EasyTrans Software <! S T et 700, LONDON 2 Full pallet: Bricks £ 0.00 £ 0.00%7 [ 3%
Total weight: 600 kg
y e . : y John 1. 08:00: British Museum, LONDON 2 Packages - %
O 33382 EasyTrans Software 26-05-2020 08:00 Sameday delivery EasyTrans Software Car 2. EasyTrans Software, BRIGHTON Total weight: 10 kg 0.00 £ 0.00 V Q w
2.2: Folders
[] 33381  EasyTrans Software 26-05-2020 08:00 Transport EasyTrans Scftware Combo/Caddy 5+ E25¥Trans Software, EAST SUSSEX 3: Flyers £143.00 £8206%7 [ R
. EasyTrans Software, BRIGHTON 3
Total weight: 42.1 kg
1 Half pallet: Cement
John 1. EasyTrans Software, EAST SUSSEX )
] 33374 EasyTrans Software 24-05-2020 08:00 Sameday delivery EasyTrans Software o a5 0;’60: Zsl London Zoo, LONDON 2 Full pallet: Bricks £ 000 £ 0.00 V El *

Total weight: 600 kg
Order total in period: () £ 143.40 £ 82,06

With selected orders: | Choose an operation ~ |
./
Filter and search

Above the order overview, you will find various ways to add a filter to your order overview.

You can filter by order status, product, carrier, branch*, customer, vehicle, date, period and a search

term.
s =N\
Order status filter: Product ﬁlter: Carrier filter: Branches ﬁlter: Search: 6 l:l @
Substatus filter: Customer filter: Vehicle filter: "') Reset filters
\Period selection from: |24-05-2020 [ until: [26-06-2020 [if]| Other period v | Lines per page:
To remove a filter, click on o) 'Reset filters', the period selection will not be deleted.
*Available with the extra branches module.
At the order status filter, you will find an overview of the colours you use. YOU  oraer status fiter: [ 2l statuses v
can change these colours via 'Colours' under 'Settings' in the main menu.
Quote
Open
Planned
Signed off
Checked
Invoiced

Order status combinations
Quote/Open/Planned
Quote/Open/Planned/Signed off
Open/Planned/Signed off
Planned/Signed off/Checked

Purchase
Ready for purchase invoice
Not ready for purchase invoice

Recycling bin
Deleted orders

In the filter menu you can also set how many order lines you want to display per page: Lines per page: | 50 ¥
10

io00
250
io000

Sort
With the help of the arrows at the column headings you can sort ascending or descending by status,
order number, date and time, product, customer, carrier and vehicle.

AV A Order ¥ A Date ¥ A Product ¥ A Carrier W S Delivery note .
] No. A Branch W Time A Substatus ¥ AC v A Vehicle W D tions Cust ref. Goods Sales Purchase Operations

5.4.1 Open and edit orders

You can open and edit an order by clicking on the relevant line or by clicking on the edit icon El in

the 'Editing' column.
9 By clicking on the icon with the right mouse button you can also open an order in a new tab.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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¥ Do you work with multiple users in EasyTrans? As soon as you open an order that is already being
edited by another user, you will receive a message stating that the order is currently being edited and
by whom. Did your colleague forget to close the order properly and is no longer present? No worries!
You can then take over the order and still edit it.

5.4.2 Remove order
You can delete an order by clicking on the delete icon # inthe 'Editing' column.
After clicking on the icon, your system will ask you for confirmation that you really want to delete the
order. When you click on 'OK' here, the order is moved to the trash.
¥ Youcan optionally delete multiple orders via batch editing.

5 4 3 Deleted orders Order status filter: | All statuses ~ |
o Order status
If you remove an order from your order overview, it will be moved to the T
deleted orders. Via the status filter you have access to the deleted orders and T
here you can not only view the deleted data but also restore it. Only an v
.. . d
administrator has the option to permanently delete data (from the deleted Order siatus combinations
Quote/Open/Planned
Orders). Quote/Open/Planned/Signed off
. . . Open/P| d/Signed off
If the order has already been invoiced, you cannot delete it. PlannedSigned off/Checked
. . . . .. Purchase
You can restore orders by clicking on the undo icon ) in the 'Editing' column. Ready for purchase invoice
Not ready for purchase invoice
Recycling bin

5.4.4 View invoiced order
You can only view invoiced orders; these orders are no longer editable. You can view the order by

clicking on the relevant line or by clicking on the display icon# "in the 'Editing' column.
% By clicking on the icon with the right mouse button you can also open an order in a new tab.

5.4.5 Mark order as ready for purchase invoicing*

By marking orders as ready for purchase invoicing you prepare them for creating a purchase invoice.
With this function you can match your purchase invoice exactly with the invoice that you receive
from your charter / external carrier. This allows you to quickly check whether the received invoices
are correct.

If you want to mark an order as ready for purchase invoicing, click on the ready icon ¥ in the
'Purchase' column. You can also perform this editing action as a batch operation for multiple orders.
The order(s) is now ready for purchase invoicing.

The ready icon will change to an undo icon ) after being reported as ready. As long as the invoicing
has not been completed, you can use this to cancel the ready report. When the purchase invoice has

been created, the icon changes to the display icon #~. When you click on this, the purchase invoice is

displayed in the 'Purchase invoice overview'.
*Only available with the Purchasing module

5.4.6 Mark order as picked up
You can mark orders as picked up in your order overview. The order number is then provided with a
picked-up icon &= This allows you to create a better overview of the status of your order.

1. Select the order(s) by checking it.
2. Under 'With selected orders', select the batch operation 'Mark order as picked up'.

The selected orders are provided with the picked-up icon &=:
‘Order overview - Number of selected orders: 1

AV 4 Order ¥ A Date ¥ A Product ¥ A Carrier ¥
] No. e Time A Substatus @ A CustomerV L il W

P Delivery note :
Destinations omer ref. Goods Sales  Purchase Operations

1. 08:00: British Museum, LONDON 2 Packages = z 3
2, EasyTrans Software, BRIGHTOM REF 1243 Total weight: 10 kg ~ e QS.OOV u w

Order total in period: ) £115.00 £ 8500

(] 33312 4 |EasyTrans Software 26-06-2020 08:00 Sameday delivery EasyTrans Software John

With selected orders | Choose an operation hd e

You can remove the mark by clicking on the picked-up icon &=,
Y Do you use the Drivers App?* In this case, an order is automatically marked when the first destination
has been signed off via the App. The mark disappears as soon as the order has been completely signed

off.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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5.4.7 Batch operation R o o
You can perform various batch operations from the order overview.  end s Roctce
1. Select orders by checking them. E“mpélld conFrmation to custamer
2. Under 'With selected orders', select the operation that you want to St o Eamytran e

perform on the orders. fh:";e;rd
3. Enter additional information if necessary. .
4. Clickon'OK". uaice
The operation is applied to the selected orders. R
Mark as picked up
Sign off -

5.4.8 Copy order
With this function you can copy data from an order to a new order, transferring all data from the
existing order, such as rates, destinations and goods.

Select the order(s) by checking it.

Under 'With selected orders', select the batch operation 'Copy'.

Select the date on which the new order is to be executed

Check 'Transfer carrier' if the carrier must be copied.

Click on 'OK".

The order data is copied to a new order and can be edited, should you wish so.

ik wnN e

5.4.9 Merge orders

The 'Merge' function merges data from selected orders into one new order. This function can be
used, for example, if your customer enters several web orders during the day

that have to be executed as one route the next day. The selected orders must all be from the same
product and be for the same customer. The orders are merged in order of order date, including all
destinations.

1. Select the orders by checking them.

2. Under 'With selected orders', select the batch operation 'Merge'.

3. Check 'Delete merged orders' if you want to delete the existing orders.
4. Click on'OK'".

The orders have been merged, the new order number is shown at the top of the order overview.

All destinations are transferred to the merged order, including the pickup destinations! If the original orders
consist of pickup at your customer and a delivery address, remove the (double) pickup destinations from the
merged order.

5.4.10 Web orders*
Web orders are orders placed by your customer through the customer portal. Placed web orders are
shown in bold in the order overview:

Order overview - Number of selected orders: 4

AV A OrderV A Date ¥ A Product V. A carrier ¥ S Delivery note .
D No. A Branch ¥ Time A Substatus W A Customer ¥ A Vehicle ¥ Destinations Tl Goods Sales Purchase Operations
N o 1. 15:04: EasyTrans Software, EAST 1 Full pallet _
[J aasss gasyirans 26062020 overnight s SUSSEX Total weight: £ 213.00 £ 195.00% [ 8 L=
- 2. Zsl London Zoo, LONDON 150 kg
- 06 .00 . 2 Packages —
O 23332 U0 EasyTrans 26 ggE:DZDUZU Sameday EasyTrans John 1. 08:00: British Museum, LONDON REF 1245 Total weight: £ 115.00 £ 95.00 .‘/ IL/ w

Software delivery Software 2. EasyTrans Software, BRIGHTON

10 kg

Depending on your settings under 'Accept new web order first' (at product level), a web order can be
marked separately. If you want to accept web orders first, the order gets a separate colour status and

an accept icon &5,

The order also receives a separate status colour in your customer portal, so that your customer can
see that the order has not yet been processed.

You can accept a web order by clicking on the accept icon &,

After accepting a web order, the colour status changes, also in your customer portal so that your
customer can see that the order has been received by the planning department.

*Available with Premium and Premium Plus package.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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5.5 Exchange orders with other EasyTrans users

Do you sometimes outsource transports to another carrier? Or do you sometimes transport on
behalf of another carrier? If this carrier also uses EasyTrans then you can easily exchange orders with
this EasyTrans user. If possible, the data of an order is copied and forwarded, with a few exceptions:
e Vehicle: When a vehicle has been entered, this is placed under 'Comments on the delivery
note' with the recipient.
e Comments: A comment entered under '‘Comment on the purchase invoice' is placed under
'Comments on the invoice' with the recipient (the recipient is in fact the carrier and for the
carrier the client is a customer).
e Order number: The order number is placed in the 'Customer reference' field of the first
destination with the recipient. For the client, the order number of the carrier is added to
‘Comments on the purchase invoice'.
e Customer reference: The 'Customer reference’ field is not sent (because this information is
from the client's customer).
e Rates: Rates are not sent. When you register an order with a carrier, the rates of the carrier

apply.

Manual EasyTrans

e Rate types: If custom rate types are used when entering goods, these are placed in the
description field of the goods with the recipient.

Two scenarios are possible when linking two EasyTrans accounts;
1. You outsource transports to a carrier, in this case you are a customer / client of the carrier in
question and you want to be able to forward orders.
2. You take on transports on behalf of another carrier, in which case the carrier in question is a
customer of yours, for whom you execute an order.

You outsource transports to a carrier - forward orders
In this case you are a customer / client of the carrier in question and you want to be able to send

orders*.

1. The carrier must create you as a customer in EasyTrans and give you permission to send data to

his / her system with the Import / Export API:

Edit customer - Klantnummer: 13 - EasyTrans Software

Branch address
Customer number: 13 (Change customer number)

Company name:
EasyTrans Software
Country:

United Kingdom
Postcode: House Nr:
BN41 1WR

Address:

Zulu 1, Maritime House
Address 2:

Basin Road Morth

City:

EAST SUSSEX

Contact person 1:
Salutation:
Mr./Ms. ™
Name:
Demo contactpersen

|| Email: Send an email

info@easytrans.co.uk
Use email for digital inveicing €

Contact persons

Phone: 4
+44 20 3966 3373
Mabile:

‘{AL-‘ New contact

2. Request the following information from your carrier:
o URL EasyTrans carrier: The web address

of the EasyTrans login screen of the

carrier. For example:

www.mytransport.co.uk/demo

e Note: the URL must be entered without
https:// and without a suffix, such as

'/login.php'.

e Your login details: The username and
password with which you have
obtained permission to exchange data

(Import / Export API).

e Your customer number: The customer

number with which you are registered
as a customer in the EasyTrans package of the carrier.

Username:
test
Password:

Permissions: &)
Access web-ordering
Comments:

Connect with EasyTrans of the carrier @

EasyTrans URL: (with www. and without https://)
www. mvtransport. oo, w0000

EasyTrans username:
Your username
EasyTrans password:

EasyTrans customer number:

Your customer number

EasyTrans product number{s): @

S:transport,8:sameday

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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e EasyTrans product number: The product number that your carrier uses for the service you
want to outsource. You can also enter multiple product numbers if you book different
products with your carrier.

?  Cick @ for more information and an example.

3. Enter the data obtained with the carrier in your EasyTrans:
1. Click on 'Carrier overview' in the main menu.
2. Open the relevant carrier by clicking on the line.
3. Enter the required information under 'Link with EasyTrans carrier":
4. Click on 'Save & Close'. If you now place an order with this carrier, the following icon will appear:

bd. By clicking on the icon, you can send the order to the carrier. After sending, the order

(marked as web order) is placed in the order overview of your carrier.
* With a Small Package you cannot send orders but you can receive them.

You take on a transport on behalf of another carrier - Receive orders

When you execute orders for a carrier that also uses EasyTrans, you can easily receive orders by
creating the relevant client as a customer in EasyTrans and giving him permission to send data to
your system with the Import / Export API.

Give the client access to sending data:

1. Click on 'Customer overview' in the main menu

2. Open the relevant customer by clicking on the line, or create the client as a customer

3. Create a new contact and give it a username, password and the Import / Export API rights:

Contact persons
Contact person 1:

Salutation: Phone: \, Username:
Me/Ms. v +44 20 3966 3373 test
Name: Mobile: Password:
Demo contactperson sees
Email: Send an email Permissions: @ 8
info@easytrans.co.uk - Import/Export API {computer act ¥
Use email for digital invaicing ) Comments:
Permission to exchange orders with
other EasyTrans users. L

'{IF' New contact

4. Click on 'Save & Close'
5. Give your client the following information:
URL EasyTrans: The web address of your EasyTrans login screen.
Note: the URL must be entered without https:// and without a suffix, such as '/login.php'.
The login details: The username and password with which your client can send data (see
above).
o Customer number: The customer number of your client.
o EasyTrans product number: The product number that your client can use for the service you
provide. You can also provide multiple product numbers for different services.
6. The client can now easily send orders to you with the information you provide, so you no longer
have to enter them yourself. A received order has the same layout in your order overview as a
web order, in bold print and a different colour depending on your settings.

¥ Would you like to send multiple orders at once to an EasyTrans carrier? This is possible via fast

processing.
If you have set up multiple products with one carrier, the first product is automatically selected.

O =20

=

5.6 Document Storage module*

With the Document Storage module, you can add documents to your orders, such as signed
transport documents or customs documents, for example. Optionally, you can share these
documents with your customers to send proof of delivery, for example. You can indicate per
document whether it should only be visible for internal use or should also be shared.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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The stored documents can optionally be sent with digital invoicing or the sign-off confirmation to
your customer. And if you use a customer portal, your customer can immediately view the (visible)
documentation. This is very useful, for example, to be able to share a proof of delivery with your
customer. Internal documents are of course not sent with the invoice and are not visible in your
customer portal.
Advantages of the document storage module:

e Save documents securely with your orders, two documents per destination

e Full digital archiving, this means less paperwork and documents are easy to find

e For customers who use your customer portal, the documents are immediately visible

e Stored documents can automatically be sent with digital invoicing or the sign-off

confirmation to your customer
e Up to 2MB per document with the standard document storage module
e Up to 20MB per document with the large document storage module

Attach documents

1. Clickon '@ Attach document'

2. Drag the desired file per destination to the input box or click on the input box to be able to select
and add a file.

3. Optional; When the document is for internal use only; Select 'Internal document'

4. Optional; Change the name of the document. When saving the document, the original file name is
saved in the 'Document name' field. The document name can also be modified.

¥ This name is only displayed in the 'Attach document' screen. In all other places, the document is
still called 'Document_ordernr_adresnr.pdf'.
5. Click on 'Return to the order".

The documents have been added to the destinations.
You can view enclosed documents by going to 'Attach documents' in an order and using the 'Open’
button here.
¥ Do you have a scanner that can read QR codes? The transport documents contain a QR code, with
which a scanner can automatically recognize the order number. This way you can automatically store
documents with the correct order.

*Available as an additional module.

5.7 Multiple Currencies module* |

. . Product data
Do you regularly conduct business outside the euro area? Then the

Product name:

Multiple Currencies module is probably very practical for you. With Enter here the product name
this module you can create products where the price is automatically VVa:Tr:it; i -
calculated and invoiced in the correct currency. Currency:
The foreign currency only applies to selling prices, if you use the =LIE =
purchasing module then the purchasing prices are always in the system Pound
e
currency.

*Available as an additional module. Assign product to specific customers

Through these steps, a product can be assigned to certain

customers or excluded for certain customers. A product is
by default available for all customers.

Step 1: Choose the starting position:

If this product is available to (almost) any customer,
choose 'Exclude selected customers”. If this product is
specific to one or a few customers, choose "Allow selected
customers’.

(_J allow selected customers

® Exclude selected customers (default)

Step 2: Select the customers to allow or exclude:

v

If you require additional information or have questions, we are happy to help!
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5.8 Module - Link with external carrier*

If your company offers the transport of shipments via external carriers, this module is ideal. You can
register your shipments from EasyTrans, the price is sent back and a shipping label can be created
immediately. If you use a customer portal, your customer can register shipments and print shipping
labels. This module also has integrated track & trace support so that you and your customer can
easily stay informed of the status of the shipment.

5.8.1 Link with DPD*
When activating the link, EasyTrans Software has created the DPD product and associated rates for
you.
1. Create a new order as usual, but choose the DPD product.
2. Enter the goods to be transported via 'Enter goods'.
If you do not enter any goods, DPD will automatically calculate 1 package.

Click on " DPD' to register your order.

Select the right product, the service that DPD offers.

Y The standard explanation under product choice can be turned off by EasyTrans Software.
Select the print size of the labels you use.

Optional; Select additional shipping options.

Optional; Select contacts to receive the order confirmation.

W

O N U,

Click on ' ¥ Register order'

The order is checked and registered. If there are inaccuracies, for example because mandatory fields
have not been filled, you will be notified. As soon as the registration is successful you will receive a
confirmation including the tracking numbers, these will also be stored in the order with the extended
goods entry. Your order will get a planned status, with DPD as the carrier. Your customer will receive
an order confirmation by e-mail, including a link with which track & trace information can be
requested. The status of the order is requested every three hours, as soon as an order has been
delivered your order will be automatically signed off.

Enter tracking numbers manually
If you have signed on the order outside of EasyTrans, you can also enter the tracking numbers you
have received manually in EasyTrans.

1. Clickon R DPD'in the order.

2. Clickon' ] Enter tracking numbers'
3. Enter the tracking numbers of the packages.
4. Click on save.

The entered tracking numbers are displayed under the extended goods entry. In case of an incorrect
entry you can remove the goods line and go through the steps again.

You can also submit orders via a batch operation from the order overview. This is useful, for example,
when you import orders for which the registration details have already been entered. The orders are
checked and registered, the customers and possibly recipients receive an order confirmation by e-
mail. If there are inaccuracies, for example because mandatory fields have not been filled, they must
still be filled before the order can be registered.

Print shipping labels
Click on the printer icon to open and print the shipping label.

5.8.2 Link with UPS*

When activating the link, EasyTrans Software has created the UPS products and associated rates for
you.

1. Create a new order as usual, but choose the right UPS product.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Enter the goods to be transported via 'Enter goods'.

Click on '@ UPS' to register your order.

Select the correct shipping options.

Click on 'Register order’

The prices for the order are displayed.

6. Optional; select contacts to receive the order confirmation.
7. Clickon"¥ Register order' if you agree with the price.

vk w N

Your customer will now receive an order confirmation by e-mail, including a link with which track &
trace information can be requested. The tracking number is also stored in the order with the
extended goods entry. Your order will get a planned status, with UPS as the carrier.

Print shipping labels

1. Click on the correct print size of the labels that you use to print labels.
The option label is in A6 format (10x15 cm)

2. Click on 'Return to the order' to go back to the order.

Enter tracking numbers manually
If you have signed on the order outside of EasyTrans, you can also enter the tracking numbers you
have received manually in EasyTrans.

1. Clickon @ UPS' in the order.

2. Clickon' ] Enter tracking numbers'
3. Enter the tracking numbers of the packages.
4. Click on save.

The entered tracking numbers are displayed under the extended goods entry. In case of an incorrect
entry you can remove the goods line and go through the steps again.

5.8.3 Link with TNT*

When activating the link, EasyTrans Software has created the TNT product and associated rates for
you.

1. Create a new order as usual, but choose the TNT product.

Enter the goods to be transported via 'Enter goods'.

Click on "@HEED register your order.

Select the correct shipping options.

Click on 'Request price'.

The available services are displayed, including prices.

6. Select the right product, the service that TNT offers.

7. Optional; Select contacts to receive the order confirmation.
8. Clickon'% Register order"

vk wnN

The order is checked and registered. If there are inaccuracies, for example because mandatory fields
have not been filled, you will be notified. As soon as the registration is successful you will receive a
confirmation including the tracking numbers. Your customer will now receive an order confirmation
by e-mail, including a link with which track & trace information can be requested. Your order will get
a planned status, with TNT as the carrier.

Print shipping labels

1. Click on the correct print size of the labels that you use to print labels.
The option label is in A6 format (10x15 cm), the manifest can be used to print labels for multiple
shipments.

2. Click on 'Return to the order' to go back to the order.

If you require additional information or have questions, we are happy to help!
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5.8.4 Link with Packs*

When activating the link, EasyTrans Software has created the Packs products and associated rates for

you.

1. Create a new order as usual, but choose the right Packs product.
It is possible to choose from 3 products; Packs (for regular packages), Packs abroad (for
shipments abroad) and Packs Pallet (for pallet shipments).

2. Enter the goods to be transported via 'Enter goods'.

If you do not enter any goods, Packs will automatically calculate 1 package.

Click on "‘ Packs' to register your order.

Select the correct shipping options.

Optional; select contacts to receive the order confirmation.

Clickon ' ¥ Register order'

o uew

The order is checked and registered. If there are inaccuracies, for example because mandatory fields
have not been filled, you will be notified. As soon as the registration is successful you will receive a
confirmation including the tracking numbers. Your customer will now receive an order confirmation
by e-mail, including a link with which track & trace information can be requested. Your order will get
a planned status, with Packs as the carrier.

Print shipping labels
1. Click on the correct print size of the labels that you use to print labels.
2. Click on 'Return to the order' to go back to the order.

You can also submit orders via a batch operation from the order overview. This is useful, for example,
when you import orders for which the registration details have already been entered. The orders are
checked and registered, the customers and possibly recipients receive an order confirmation by e-
mail. If there are inaccuracies, for example because mandatory fields have not been filled, they must
still be filled before the order can be registered.

Automatic sign-off
When the order has been delivered by Packs, the order in EasyTrans is automatically signed off,
including the sign-off data and digital signature. This check takes place every 3 hours.
¥ Does your customer use our API to, for example, send web orders directly to your EasyTrans? With this
API, orders can be directly logged in to Packs and your customer will immediately receive the correct

shipping label. Your customer no longer needs to log in to your customer portal.
*Available as an additional module.

5.9 Industry-specific links*

EasyTrans Software works together with a large number of partners to offer specific functionalities.

5.9.1 Link with CX Euro*

Via the online platform of CX Euro you can exchange transport orders and freight offers with other
transport companies or freight forwarders. With the link between EasyTrans and CX Euro you can
easily place a freight order on the CX Euro platform. Other transport companies can then
immediately respond to your offer. If you use the purchasing module, you can also assign the carrier
from EasyTrans as soon as an agreement is concluded with a carrier.

If your own drivers also use CX Euro, you can also assign orders directly to a driver. The orders are
then not first offered on the platform, but directly assigned to the driver.

In addition, shipments that are signed off via CX Euro are automatically signed off in EasyTrans,
including the sign-off data and digital signature.

Prepare the module for use

Before the link can be used, your vehicle types must be linked to a CX Euro vehicle type.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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1. Goto 'Vehicle types' in the main menu.
2. Open the vehicle type by clicking on the relevant line or by clicking on the

edit icon [ in the 'Editing' column.

@ By clicking on the icon with the right mouse button you can also open a vehicle type in a new tab.
3. Select the correct vehicle type under 'CX Euro vehicle size:'.
Click on 'Save & Close' to return to the overview.
5. Repeat these steps for all vehicle types.

E

Place orders on CX Euro platform
The link is now ready for use, you can now place a shipment as load on the CX Euro platform from an
order:

1. Click on the 'Place as load with CX Euro icon' '@ at the bottom of the order.
2. Enter the required information.

% Mandatory data that should have been processed in the order is displayed in red.
*Available as an additional module.

Place Courier Exchange load - Order number: 33385

Options for placing a load Data to be sent
Choose from the following options to place a load. The following data will be sent to the Courier Exchange platform.
Job Description: Pick-up: EAST SUSSEX, BN41 1WR Verenigd Koninkrijk 26-06-2020 at 15:04
| Deliver Direct v| Delivery: LONDON, NW1 4RY Verenigd Koninkrijk 26-06-2020 As soon as possible.
Body type (Optional): Vehicle: Car
[chilled v|| Amount: 1 colli

. Weight: 150 kg

Type of cargo (Optional): Di ions: 50 x 40 x 20 cm
| Loose cargo hd |

Packaging (Optional):

Please note: If you entered an amount of goods in the
order, the choice of a packaging is required.

Packages hd

Type job:
® pirect transport
() Backload

* Place load @ Back to the order

.
3. Clickon 'WPIace load'.

The order is checked and sent to the CX Euro platform. If there are inaccuracies, you will receive a
notification, and as soon as the placement was successful you will receive a confirmation. As soon as
the carrier signs off the order in CX Euro, it is also signed off in EasyTrans, including the signature.

Assign carrier

If you have the purchasing module*, you can also assign the carrier from EasyTrans as soon as an

agreement is concluded with a carrier. For this, enter the ‘CX Euro member ID’ with the carrier.
¥ The member ID only has to be entered once at a carrier.

1. Create a new carrier or edit existing carrier data.

Enter the 'CX Euro member ID' (without NL and without spaces) under 'Other data'.

¥ You can find the member ID on the 'CXNetwork' tab in CX Euro.

Click on 'Save & Close'.

Return to the order and select the carrier.

Enter the agreed purchase price at purchase rates.

N

AR S

Click on the CX Euro icon '@ again.
The selected carrier has been added to the data.
7. Clickon'fm Assign load' to definitively assign the load to the carrier on CX Euro.

The order is checked and sent to CX Euro. If there are inaccuracies, you will receive a notification, and
as soon as the placement was successful you will receive a confirmation. When the carrier

If you require additional information or have questions, we are happy to help!
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subsequently signs off the shipment via CX Euro, the POD information is automatically processed in
EasyTrans, including the signature.

Assign order directly to own driver
When your own drivers use CX Euro, you can also assign orders directly to a driver. The orders are
then not first offered on the platform, but directly assigned to the driver.
1. Go to 'Carrier overview' and open the existing carrier details of your own driver.
2. Enter the 'CX Euro Driver ID' and the 'CX Euro Vehicle ID' under 'Other information', separated by
a hyphen (-). For example: 148450-20990
You can request the available member ID's of your own drivers and vehicles from EasyTrans. While in an

order, click on the CX Euro icon @, then click on the icon 'Request own drivers and vehicles' (top right of
the screen) EE

Click on 'Save & Close'.

Return to the order and select the carrier.

Click on the CX Euro icon '@ again.

Click on ' b= Assign load directly to own driver' to definitively assign the load to the carrier on CX
Euro.

owu ~uw

The order is checked and sent to CX Euro, the load is assigned to the selected carrier. If there are
inaccuracies, you will receive a notification, and as soon as the booking was successful you will
receive a confirmation.

When the carrier subsequently signs off the shipment via CX Euro, the POD information is
automatically processed in EasyTrans, including the signature.

5.9.2 Link TomTom WEBFLEET*

TomTom WEBFLEET offers an online platform that connects you with your employees on the road.
You gain insight into the real-time locations of your vehicles and you can communicate directly with
your carriers. TomTom WEBFLEET also helps improve delivery routes and save fuel and driving times.
TomTom WEBFLEET also provides insight into the performance of your fleet, you are aware of the
current status and you know where and when you might need to take action. With the link between
EasyTrans Software and TomTom WEBFLEET you can automatically send orders to your TomTom
device. Do you use a TomTom Pro device? Then you can also use our Drivers App* on it.

Send order to the TomTom device

An order is sent to your TomTom device as soon as you link your own vehicle to an order. Before the
link can be used, you must link your vehicles to your TomTom device:

1. Go to 'Fleet' in the main menu.

2. Open the vehicle by clicking on the relevant line or by clicking on the edit icon ] in the 'Editing’
column.
¥ By clicking on the icon with the right mouse button you can also open a vehicle in a new tab.

3. Enter the correct data under 'Tomtom object number'.

4. Click on 'Save & Close' to return to the overview.

5. Repeat these steps for all vehicles with a TomTom device.

As soon as you select a vehicle in an order (and save the order), the order will be sent to the relevant
linked TomTom device. If there are inaccuracies that prevent the order from being sent, you will be
notified.

5.9.3 Link Rietveld*
With EasyTrack Fleet Management, Rietveld offers various functions that provide more overview and
ease of planning. With the link between EasyTrans and Rietveld, orders can be sent as tasks to the

If you require additional information or have questions, we are happy to help!
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on-board computer. The tasks can be handled by the driver whereby the data from the question path
(including photos) is sent back to EasyTrans.

Send order to the on-board computer

An order is sent to Rietveld as soon as you link a vehicle from your fleet to an order. Before the link
can be used, you must link your vehicles to your Rietveld device:

1. Go to 'Fleet' in the main menu.

2. Open the vehicle by clicking on the relevant line or by clicking on the edit icon =l in the 'Editing'
column.
¥ By clicking on the icon with the right mouse button you can also open a vehicle in a new tab.

3. Check the option 'has Rietveld on-board computer'.

4. Click on 'Save & Close' to return to the overview.

5. Repeat these steps for all vehicles with a Rietveld device.

As soon as you select a vehicle in an order (and save the order), the order will be sent to the relevant
linked Rietveld device. If there are inaccuracies that prevent the order from being sent, you will be

notified.
*Available as an additional module.

5.10 Extra branches module*

If your company has multiple branches or if you have multiple companies yourself, you can use the
extra branches module. With an additional branch you get a central planning and a planning for the
branch(es). From the central planning you can assign orders to a branch. Such an order will appear
directly at the branch in the order overview.

You can also link customers and carriers to a branch, making this module an ideal choice for franchise
organisations. You can invoice centrally or each branch can perform its own invoicing with its own

invoice numbering. The turnover generated per branch can be displayed quickly and clearly.
*Available as an additional module.

5.11 Multiple company names module*

If your company uses multiple company names, this module can offer a solution. With this module
you get a separate invoice layout for each company name. This means that you can use multiple
invoice layouts within your Transport Management System and you can indicate which layout should

be used per customer.
*Available as an additional module.

5.12 Import*

Within EasyTrans it is possible to import multiple orders in one go, including orders with multiple

destinations. In addition, you can easily import multiple address book items.

Importing data is done via an Excel file. The Excel file must comply with a specific column format. At

'Import' you can download sample files in which an explanation is given about the column layout.

You will find the explanation on the second 'Explanation' tab. Your product and vehicle numbers are

shown on the right of your screen.

1. Prepare the Excel file for import
Make sure you entered the data in the Excel file the right way. If one or more lines are entered
incorrectly, EasyTrans displays an error message, displaying the lines that have not been imported.
Please note: the lines that are entered correctly have been successfully imported. These will therefore be
duplicated in EasyTrans if import files' is pressed again. The easiest solution is to delete the duplicate
data.

2. Select the customer whose data you want to import.

3. Optional; select the correct product.

If you require additional information or have questions, we are happy to help!
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When importing orders you can specify the desired product per order in the import file.
However, you can also choose to leave the product column in the import file blank and choose
the product when importing. If you choose a product both during import and in the import file,
then the import file is the reference.

4. Click on 'Choose file' and select the correct file.

5. Click on 'Import file'.

The results of your import are displayed.
* Not available with a Small Package.

Manual EasyTrans
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6 Customers

Within EasyTrans you can easily create new customers and manage the data of existing customers.
You can enter a lot of important data here, which makes sure that the order entry and the creation
and management of invoices are conducted automatically and flawlessly. You can also enter various
notes that can also be transferred to the orders.

6.1 New customer

1. Click on 'New customer' in the main menu under Customers.
2. Enter the customer details.
Y Most fields are optional, so you can only enter the data that you actually need. Hold your mouse cursor
on an input field for a few seconds or click on @ for more information.
Branch address Branch address
1. You can change the customer number manually with a numeric Customer number: 13 (Change customer number)
entry Company name:
) . EasyTrans Software
2. Should you wish so, you can state an extra company name on Country:
. . United Kingdom v
the invoice, separate both company names by space/space. e o s
BN41 1WR
Address:
Zulu 1, Maritime House
Address 2:
Basin Road Morth
City:
EAST SUSSEX
Invoice address Invoice address
1. With an alternative company name, you can state another Alternative company name: @
company name on the invoice. If you leave the field blank, the e
default company name is used. Administration
. . . .
2. With the button 'Transfer branch address', you can quickly e ——
transfer the already entered address data from the branch. count
. o - . . ountry:
3. By checking 'Send invoice digitally only', a separate print version United Kingdom .
. . . . . . Postcode: H Nr:
of the invoice will not be generated when creating the invoice. TR |
After creation, the invoice is immediately placed in your invoice fiddress: _
X i Zulu 1, Maritime House
overview to be e-mailed. At least one contact must be created Address 2
. . . . Basin Road North
who receives the invoices by e-mail. City:
EAST SUSSEX
B4 send invoice only digital !;'
Other customer information Other customer information
1. Under comments you can enter a customer-specific comment, Comments:
. . . . . . Comment abeut the customer. This comment can be
which can be included on the invoice when you set this up via displayed on the invics if this is set via settings -->
A general. A
Settings -> General. CRM notes:
. . , 2.g. ifi be displ d
2. You can establish CRM notes, which can be transferred as e corit i oot I this 1o oot via SeHinge o
. . . . . I, “
internal notes with orders when you set this up via Settings -> e =
www.easytrans.co.uk
GLeral' IBAN no: BIC code:
3. The customer number field can optionally be used to assign a NL63INGB0004511811
or
number other than the standard customer number to the Bank account number (outside SEPA):
. . . . For banknumbers outside SEPA
customer. The debtor number is then displayed on the invoice CoC number:
. CoC number
instead of the customer number. You can also change the ATINE? ST
customer number yourself and leave this field blank. NL822891682801

Debtor number: 3

1001

Payment reference on the invoice:
Referencenumber

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Customer-specific settings Customer-specific settings
1. Enter the correct invoice type, you can create different invoice ‘\Esas;\?;::sbsr:;;:r:e -
types via Settings -> Invoice types Business where customer belongs to:
2. The choice of a payment method influences the payment T =
instructions on the invoice and in the e-mail with digital Standard = >
. L. Payment method:
invoicing. v
¥ With the Online Payment module*, your customers can easily and VAT obligated: () Yes hd
. .. . . . . Payment period: 14 days
quickly pay their invoices online. As soon as an invoice has been Payment period calculation: ) _From invoice date v
paid you will be notified immediately and the invoice will Distance correction: 1 mi
automatically be marked as paid. D e gorrection o =
¥ Do you use factoring? In that case, an appropriate payment Invoice surcharge/discount: |2 |%
instruction must often be stated on your invoices. EasyTrans Other settings: i
Software can set up the 'Factoring’ payment method for you with Send documents aleng with the invoice: (g
the necessary data. This will place the correct payment Aum_maﬂca”y .SigH‘Ofr O.rders Wi_.m t_he D"W‘-}r fep :::
Email per destination via the driver App: ) ||
instructions on the invoice and in the e-mail. For setting up the Do not sand a delivery confirmation: (@) 0
'Factoring' payment method, a once-only fee will be charged, one Avoid toll roads: 9 L
hour of custom work. Customer reference mandatory_:.b I;I
3. Indicate whether the customer is liable for VAT. L SRR R -
With this option you can choose not to charge VAT on the Method for distance calculation: )
invoice. For customers within the EU, the invoice states that . itz: ::Z ::j 2;2:;22;:;0”
the VAT has been shifted. For customers outside the EU, the (U start and end at another address
VAT is completely omitted. 1?1;121ent language: -
Make sure that the VAT number of the customer is entered as this
must be stated on the invoice.
4. Enter a payment term if it differs from the standard payment term.
5. Under 'Payment term calculation' you can indicate how the due date of the invoice should be
calculated:
e From invoice date; The payment term is added to the invoice date.
e From the end of the month; The payment term is added to the last day of the month from
the invoice date.
6. Distance correction, you can enter the number of kilometres that should be added to or
deducted from the distance of an order (is a number).
7. Distance correction percentage, you can enter a percentage here that must be added to or
deducted from the distance of an order (is a percentage -%).
8. Invoice surcharge / discount, enter a surcharge or discount (-%) that should be applied to the
invoice.
9. Enclose attached documents with the invoice, check this option if attached documents must be
sent with the invoice. You can still deviate from this per invoice, but the documents will be
enclosed as standard.
10. Automatically sign off orders via the Drivers App*: you can specify at customer level that orders
are fully signed off directly in the system when you sign off via the Drivers App*. A sign-off e-mail
will also be sent to the specified contact.
11. E-Mail per destination via the Drivers App, check this option if you have orders with multiple
stops and you want to keep your customer informed in the meantime whether a destination has
been picked up or delivered. For each destination that is signed off via the Chauffeurs App, a
confirmation email is automatically sent to your customer.
12. Do not send a delivery confirmation, select this option if no delivery confirmation e-mail needs to
be sent to this customer.
¥ You also choose at product level to not send a delivery confirmation.
13. Avoid toll roads, if you indicate here that you want to avoid toll roads for this customer, this will

be included in the order in the kilometre calculation.
The modified route is not immediately visible via the 'Show route' button, you must activate
this option in Google Maps itself to avoid toll roads.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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14. Customer reference mandatory, check this option if this customer is required to enter a
reference number with every order. The order can only be closed if the 'Customer reference’
field has been entered for at least one destination.

15. Packs*: No Saturday delivery, if you check this option, the Packs shipments that are booked on
Friday will be moved to delivery on Monday. In order to still deliver on Saturday as an exception,
the delivery date can be explicitly stated at the delivery destination.

16. Method for distance calculation; Indicate here how the distance for an order should be
calculated. Start and stop calculation at your own address, Start and stop calculation at the first
destination or Start and stop calculation at a different address.

17. With document language you can indicate in which language all documentation must be
generated.

*available as an additional module.

6.1.1 Contacts / user accounts

The 'Contacts' window appears, you can now create one or more contacts. Under multiple contacts
you can indicate who has placed the order when entering an order. You can also, for example, enter
departments as a contact so that you can easily send the correct documentation, for example
'financial administration' to send the invoice digitally.

1. Enter the contact's information.
If you give the customer access to your customer portal*, if you forget a password, the e-mail address
entered will be used to reset a password. If several people have the same e-mail address, a new
password cannot be sent.
2. If necessary, give the customer access to your customer portal* by assigning a user name,
password and the correct rights:

Contact persons

Contact person 1:

Salutation: Phone: \' Username:
Mr./Ms. v +44 20 3966 3373 test
Name: Mobile: Password:
Demo contactperson vene
Email: Send an email Permissions: o w
info@easytrans.co.uk Access web-ordering -
Use email for digital invoicing Comments:
Comment about the contact is only
displayed here. i

¥ You can indicate here which person or department should receive invoices digitally.

3. Click on 'New contact' to add more contacts.
4. Click on 'Save & Close' to return to the customer overview.

*Availability depends on subscription type and additional modules.

6.2 Customer overview

The customer overview offers you a view of your customers and your branch(es). Active customers
are marked in green, inactive customers are marked in red. Branches do not have a colour marking
but are indicated in bold letters and have a negative numbering. You can filter and / or sort the
overview as desired.

Filter and sort

At the top of the window you can filter the customer overview by active, inactive and non-taxable
customers, by branches or a search term. You can also indicate here how many lines you want to
display per page.

~
Status filter: | All customers and bran( v | Branches filter: | All branches | Search by customer number, company name or address: 10y

Company filter: | All companies bl ) Reset filters

L Lines per page: [50 ||
o =4

You can sort the overview according to your wishes using the arrows in the column headers.

A Customer ¥

- A Branch W A Company name W A Address ¥ A Mail address ¥ A comments W  Operations

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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6.2.1 Edit customer and branch data
You can open and edit customer and branch data by clicking on the relevant line or by clicking on the

edit icon =l in the 'Editing' column.

@ By clicking on the icon with the right mouse button you can also open a customer or branch in a new

tab.
Changes to the company data of the (main) branch do not lead to adjustments to the invoice etc., these
changes can be entered in Settings -> General.

6.2.2 Delete customer

You can delete a customer by clicking on the delete icon #inthe 'Editing' column.

After clicking on the icon, your system will ask you for confirmation that you really want to delete the
customer. When you click on 'OK' here, the customer is moved to the trash. The customer data is
kept in the background so that corresponding orders can still be viewed.

6.2.3 Deleted customers Status filter: | All customers and bran( v |
If you remove a customer from your customer overview, All customers and branches
it is moved to the trash. Via the status filter you have i:: E':_::i:;sm

access to this trash and here you can not only view the DR SRS

deleted data but also restore it. Only an administrator has Deactivated customers

the option to permanently delete data (from the trash). Sloipips b e e alEes s el

If there are already orders and/or invoices booked on the
customer to be removed, you cannot permanently remove the customer.
You can restore customers by clicking on the undo icon Y in the 'Editing' column.

Deleted customers (recycle bin)

6.2.4 Deactivate / activate customer

You can mark customers as inactive, for example because they have payment arrears. The customer
name is still shown (highlighted in grey) when entering an order but cannot be selected. You can do
this by clicking on the deactivate icon == in the 'Editing' column. You can reactivate a customer by

clicking on the activate icon ':B:' in the 'Editing' column.

6.2.5 Create order from customer overview
From the customer overview you can quickly create a new order for a specific customer by clicking

. . .
on the create order icon | - in the 'Editing' column.
¥ By clicking on the icon with the right mouse button you can also open the new order in a new tab.

6.3 Options from customer data
You can open and edit customer data by clicking on the relevant line or by clicking on the edit icon

=l in the 'Editing' column.
¥ By clicking on the icon with the right mouse button you can also open a customer in a new tab.

6.3.1 Give access to customer portal*
1. Click on 'New contact'.
2. Enter the contact details of the contact and give access to your customer portal by assigning a
user name, password and the correct rights.
e No access
e Access to web ordering; Full access to the web order environment.
e Limited access to web ordering; When creating new orders and consulting existing orders, no
prices are displayed. There is also no access to the invoice overview.
e Access to web ordering with carrier display; Full access to the web order environment
including display of the carrier who executes the order.
e Read access to web ordering only; Read access to the web order environment only. Orders
can be viewed, but no new orders can be placed.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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If you forget a password, the entered e-mail address is used to be able to set a new password. If
several people have the same e-mail address, a password cannot be sent.
3. Click on 'New contact' to add more contacts.

4, Click on 'Save & Close' to return to the customer overview.
*Only available with Premium or Premium Plus subscriptions.

6.3.2 Show invoices
By clicking on 'show invoices' at the bottom of the window, all invoices of the relevant customer are
shown in the invoice overview.

The set period filter of the invoice overview is used to display the invoices. You can change this manually.

6.3.3 Send payment reminder
By clicking on 'Send payment reminder' at the bottom of the window you can send a payment
reminder by e-mail of all invoices for which the payment term has expired.

6.3.4 Show rates
By clicking on 'Show rates' at the bottom of the window you will get an overview of the different
price agreements entered for the relevant customer.

6.4 Create additional users

If you collaborate with others in EasyTrans, give each user their own login account. This way
everyone gets their own planning environment and you can see who has changed what in an order.
1. Open your (main) branch by clicking on the line

In addition to your company details, under 'Contacts' you can see the users who can log in to your
software package.

2. Click on 'New contact'.

Contact persons

Contact person 1:

Sal_utatu::]: Phone: K. Userlname:

Mr./Ms. +44 20 3066 3373 admin___

Name. Mobile: Password:

Main user [ ITYTTTTY]

Email: Send an email Permissions: 0 %

admin@easytrans.nl Administrator (all rights) v

Comments:

3. Enter the user's contact details.
If you forget a password, the entered e-mail address is used to set a new password. If several users have
the same e-mail address, a new password cannot be sent.
4. Create a username and password and give the user the correct rights:
e No access
e Administrator (all rights)
e Planning (limited rights, with rates): No new carriers or invoices can be created. Carriers and
invoices can only be consulted.
No access to: New carrier, new invoicing, recurrent orders, rate management, vehicles,
statistics, export, login history and settings.
¢ Planning limited (limited rights, without rates): The same rights as 'Planning’, but no rates
and invoices are displayed.
No access to: New carrier, invoices, recurrent orders, rate management, vehicles, statistics,
export, login history and settings.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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e Import / Export (computer account), this account is only used if you have an automatic
import or export function for data from EasyTrans. This account cannot be used to log in,
only data is exchanged between systems.

5. Optionally: Click on 'New contact' to add even more users.
6. Click on 'Save & Close' to return to the customer overview.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Page 37 of 71


http://www.easytrans.co.uk/
mailto:info@easytrans.co.uk
tel:+442039663373

EasyTrans

dSoftware

Manual EasyTrans

7 Carriers*

A carrier is the general term for both own drivers and for external charters or other transport

companies. As a carrier you can therefore enter both a personal name and a company name.
*Not available with a Small subscription

7.1 New carrier
1. Click on 'New carrier' in the main menu under Carriers.

2.

Enter the required information.

®  Most fields are optional, so you can only enter the data that you actually need. Hold your mouse cursor

on an input field for a few seconds or click on @ for more information.

Branch address

1. When creating a carrier, you can optionally enter a carrier
number yourself. This number cannot be changed later.

2. If necessary; you can use address line 2 to indicate a
department, for example.

Mail address

1. With the button 'Transfer branch address' you can quickly

transfer the already entered address data from the branch.

Contact information

1.

You can enter multiple phone numbers by separating them
with a semicolon ;
You can enter multiple e-mail addresses by separating them
with a semicolon ;
If you give the carrier access to your carrier portal*, if you
forget a password, the e-mail address entered will be used to
reset a password.
If you send the purchase invoice to another
e-mail address, you can enter this under 'E-mail for purchase
invoice'.*

*Availability depends on subscription type and additional modules.

If you require additional information or have questions, we are happy to help!

Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Branch address

Carrier number: 7 (Change carrier number)

(Company)name carrier:
Easy Fast Delivery

Country:

United Kingdom
Postcode: House Mr:
BMN41 1WR 1
Address:

Zulu

Address 2:

Maritime House

City:

EAST SUSSEX

Mail address

Attn.:
Department logistics

72t Take over branch address

Country:

United Kingdom
Postcode: House Nr:
BN41 1WR 1
Address:

Zulu

Address 2:

Maritime House

City:

EAST SUSSEX

Contact information

Phone: %
+44 20 3966 3373
Maobile:

Email:
info@easytrans.nl

Email for purchase invoice: @
invoice@easytrans.co.uk

Website: @
www.easytrans.co.uk
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Other data

1.

If your carrier only uses one vehicle type, you can enter it
here, the vehicle type is displayed with the carrier when
creating an order. You can enter vehicle types via Vehicles
-> Vehicle types.
The creditor number field can optionally be used to assign
a number other than the standard carrier number to the
carrier. The creditor number is then displayed on the
purchase invoice* instead of the carrier number.
If you do business with a foreign carrier and you make use
of the 'VAT shifted scheme', remove the 'Liable for VAT'
check mark. No VAT is then charged on the purchase
invoice.

Make sure that the VAT number of the carrier is entered as

this must be stated on the purchase invoice*.
Purchase distance correction®, you can enter the number
of kilometres that should be added to or deducted from
the distance of an order
(is a number).
Purchase distance correction* percentage, you can enter a
percentage here that must be added to or deducted from
the distance of an order (is a percentage).
Enclose attached documents with the purchase invoice*,
check this option if attached documents must be sent with
the purchase invoice. You can still deviate from this per
purchase invoice, but by default the documents will be
sent according to this setting.
With document language you can indicate in which
language all documentation must be generated.
The Courier Exchange member ID** is used to link your
carrier to the carrier on the Courier Exchange platform.
There are two options;

Manual EasyTrans
Other data
Assign to branch:
EasyTrans Software v
Vehicle:
Every vehicle A

IBAN number:

ML 63 INGE 0004 5118 11

or

Bank account number (outside SEPA):
For bank account numbers outside SEPA
BIC code:

Bank Identifier Code

CoC number:
S0725769

VAT number:
ML.B22.891.5682.B.01

Creditor number: @

Comments:
Testklant

S
VAT obligated: £ res hd
Payment period: 0 days
Payment period calculation: @ From purchase im v
Purchase distance correction: 2 mi
Purchase distance correction 55 ot
percentage: : -

Send attached documents along
with the purchase invoice: igJ)

Document language:
English A

Courier Exchange Member ID: @
0

Attributes: @

e Assign the order to another Courier Exchange member; Fill in the Courier Exchange ID of the
external carrier that will execute the order. This number can be found at Courier Exchange

under the tab 'CXNetwork'.

e Assign order to own driver; Fill in the Courier Exchange ID of the external carrier that will
execute the order. This number can be found at Courier Exchange under the tab'

CXNetwork'.

Attributes; You can enter here which certificates and driving licenses this carrier/driver has. The
stored attributes are displayed in your 'Carrier overview' and are visible when planning a

transport order.

*Available with Purchasing module.
** Available with Courier Exchange module.

7.2 Carrier overview
The carrier overview offers you a view of your carriers. Active carriers are highlighted in green,

inactive carriers are highlighted in red. You can search, filter and sort according to your wishes in the
overview.

Search, filter and sort

-

Status filter: | &ll carriers W Search by carrier number, name, address or place of residence: @)

p.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Lines per page: | 250 V/,
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At the top of the window you can filter the carrier overview by active, inactive and deleted carriers or
by a search term. You can also indicate how many lines you want to display per page.

You can sort the overview according to your wishes using the arrows in the column headers.

A Cah:;ier ! A Name W & Address W l:::i? A Comments W A Vehicle W A Attributes W Operations

7.2.1 Edit carrier data

You can open and edit carrier data by clicking on the relevant line or by clicking on the edit icon el in
the 'Editing' column.
¥ By clicking on the icon with the right mouse button you can also open a carrier in a new tab.

7.2.2 Remove carrier

You can delete a carrier by clicking on

the delete icon # in the 'Editing' column. After clicking on the icon, your system will ask you for
confirmation that you really want to delete the carrier. When you click on 'OK' here, the carrier is
moved to the trash.

7.2.3 Deleted carriers

) . . L Status filter: | All carriers bl
If you remove a carrier from your carrier overview, it is moved to Al carriers
the trash. Via the status filter you have access to this trash and Active carriers
here you can not only view the deleted data but also restore it. Deactivated carriers

Deleted camers (recycle bin)

Only an administrator has the option to permanently delete data
(from the trash).
If there are already orders and / or invoices allocated on the carrier you want to remove, you can’t
permanently remove the carrier.

You can restore carriers by clicking on the undo icon ) in the 'Editing' column.

7.2.4 Deactivate / activate carrier

You can mark carriers as inactive, for example because they are temporarily unavailable due to a
holiday. The carrier name is still shown (highlighted in grey) when entering an order but cannot be
selected. You can do this by clicking on the deactivate icon = in the 'Editing' column. You can

reactivate a carrier by clicking on the activate icon ':B:' in the 'Editing' column.

7.3 Options from carrier data

You can open and edit carrier data by clicking on the relevant line or by clicking on the edit icon ] in
the 'Editing' column.
¥ By clicking on the icon with the right mouse button you can also open a carrier in a new tab.

7.3.1 Show rates*
By clicking on 'Show rates' at the bottom of the window you will get an overview of the different
price agreements entered for the relevant carrier.

*Available with Purchasing module.

7.3.2 Give access to carrier portal*
Give access to your carrier portal by entering a username and password and granting the correct
rights:
e No access
e Full access; Gives the carrier full access to the carrier portal.
e Limited access; Hides the purchase rates in the order overview and the
order detail screen

The carrier now has access to your Carrier Portal and Drivers App with the entered login details.
When you assign orders to the carrier, they automatically appear in the order overview of the Drivers

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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App. Provide the login details together with the link from your Carrier Portal / Drivers App to the
carrier. The link consists of the link to your own software followed by ‘/carrier’.

For example: www.mytransX.co.uk/carrierABC/carrier

¥ Send the manual of the Drivers App to your driver, this is available on the support page of our website

and explains the installation on the smartphone in simple steps.
*Available with the Premium Plus subscription.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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8 Invoices

As soon as an order has the status 'Checked' it is ready for invoicing. Created invoices are displayed in
the invoice overview.

8.1 New invoice

To create a new invoice, go through the following steps:

1.
2.

9.

Click on 'New invoice' in the main menu.

Optional; Select a specific date period.

By default, all orders up to and including the selected date will
be invoiced. This way, an invoice can never be skipped. If you
only want to invoice a certain period, you can also choose a
specific from date in addition to the up to and including date.
Optional; Select an invoice date

By default, the date of creation is entered, you can adjust the
date manually.

Choose the type of invoice you want to create.

A pilot invoice is for verification purposes only and will not be
saved. An invoice is created and saved, and associated orders
are given the status 'Invoiced'.

Invoice period: "a
® Mo from date
From: -, ..
() specific date: [03-07-2020 [
Untill: [10-07-2020 [EH
Date on the invoice: @

10-07-2020 [

Invoice type: @

Sample invoice - Standard b

Sample invoice - Standard
Sample inveice - Monthly
Sample invoice - Only subtotals
Invoice - Standard

Invoice - Monthly

Invoice - Only subtotals

If you use different invoice types, you can also select them here. Only the invoices for customers
with this invoice type are created. You can create invoice types via Settings -> Invoice types.

Optional; Select customer(s)
Customers whose orders are ready for invoicing (status
'checked') are displayed. You can select one or more
customers (with the chosen invoice type). If you do not make
a selection, all customers will be billed with the chosen
invoice type.
Select whether to print the invoices on blank or pre-printed
paper.
This setting only applies to the once-created collective PDF
with all the invoices you can print.
Optional; Select the next invoice number.
By modifying the invoice number, the next new invoice will
start with this number. If the entered invoice number already
exists, the next free invoice number will be used.
The invoice number must be numeric and can be up to 12
characters long.
If you want to start the new year with a new number, adjust the
number before performing the first invoicing of the new year.

Use enough extra zeros to create invoices for a year, for example:

'20200019'.
Optional; Enter a distinguishing number.
The distinguishing number is added before the invoice

Optional:
Select which customers to invoice: @

Q

| Select all customers
|EasyTrans Software (Standard)

Printing paper:
Sample invoice

() Pre-printed paper

Invoice

) Pre-printed paper

® Blank paper ® Blank paper

Mext invoice number: @
2020001%

Prefix: @

Footnote on the invoice:
Curious about the possibilities of Web-0Ordering?
Please contact us!

number. For example, it can be used to distinguish between different branches or company

names.

Do not use this field to set a year for your invoice number. To add a year, enter the year for the invoice

number in the field 'Next invoice number'.
Optional; Change the footnote on your invoice.

)

¥ The footnote allows you to give a short general message to your customer, such as ‘Happy Holidays’. If

you have specific comments about an order, please use the field ‘Comments on the invoice’ with the

order.

10. Click on 'Run' to create the invoices.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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If you have opted for an invoice type pilot, a collective PDF of all invoices will be created. You can use
this to check the invoicing.
If you have opted for invoice type invoice, a one-off collective PDF will be created with all the
invoices that can be printed. This way you can easily print all invoices at once.

¥ Ifyou no longer send your invoices by post, but only by e-mail, you can set this per customer.

The invoiced orders now have the status ‘Invoiced’. The created invoices are stored in your invoice
overview. From the invoice overview you can send your invoices by e-mail.

8.2 Invoice overview

The invoice overview provides you with a clear overview of created invoices. Paid invoices are
marked in green, outstanding invoices are marked in yellow, invoices for which the payment term
has expired are marked in red. For customers that have been notified that the invoice needs to be
sent digitally, a colour status is also used on the column 'Invoice e-mailed', if the invoice has not yet
b_een mailed, it will be shaded in red. You can filter and/or sort the overview as desired.

e

Status filter: ‘AII invoices V‘ Customer filter: |AH customers v Search by invoice number or customer: | | |O°
Branches filter: ‘AII branches v ‘ ) Reset filters
| Period filter from: [01-01-2020 [ until: 31-07-2020 |4 Other period | Lines per page:[50 v ||
A e
Invoice overview - Number of selected invoices: 6

— & Invoice W A Invoice W A Expire ¥ Payment method A Total ¥ Total Total A Invoice W .
L No. — (D date date Paid date — (EmSETEr excl. VAT VAT incl. VAT mailed ZpSratons
[] 20170016 EasyTrans Software 24-06-2020 08-07-2020 f;‘fg';’_’?ggg card Y praxisB.V. (12) £ 47171 £ 99.06 £ 570.77 15-07-2020 y ol
— Factoring W™ Fictitious Ltd )y
-07- -07- . . .89 Mo
(] 20170024  EasyTrans Software  15-07-2020  29-07-2020 57 V10 CazaE) £ 92.47 £ 1942 £ 111.89 &
— Choose the payment method v .
[J 20170023 EasyTrans Software  15-07-2020  29-07-2020 | | Easytrans £ 712.61 £ 149.65 £ 862.26 No Pl o
15-07-2020 || Software {13)
= Mot paid W™y EasyTrans 7
-07- -07- 15-07-2020
[J 20170019  EasyTrans Software 15-07-2020 29-07-2020 "7 Software (13) £ 2,206.60 £ 463.39 £ 2,669.99 y
[C] 20170015 EasyTrans Software 24-06-2020 08-07-2020 03-06-2020 Wy EasyTrans £ 323.44 £ 67.92 £ 391.36 15-07-2020 KL
— Software (13)
[cn th t method v | Amsterdam
J— oose e payment metho .
[J 20170022 EasyTrans Software 15-07-2020 25-07-2020 : jiarehiolcs £ 814.05 £ 170.95 £ 985.00 No Pl o
15-07-2020 |4 ((Zompar)ly
94658

Selected total: £ 4,620.88 £ 970.39 £ 5,591.27
Selected outstanding: £ 1,526.66 £ 220.60 £ 1,847.26

With selected invoices: | Choose an operation v e

Filter and sort

At the top of the window of the invoice overview you can filter by status (outstanding invoices, paid
invoices, expired invoices, e-mailed invoices, non-e-mailed invoices and non-e-mailed invoices, still to
be sent), by location*, by date, period or by a search term. You can also specify how many lines you
want to display per page.

-

Status filter: Customer filter: | All customers v Search by invoice number or customer: l:l ‘-O‘a
Branches filter: | All branches hd =) Reset filters
\Periud filter from: |01*01*2019 |j until: ‘31*07*2020 ‘j‘ Other period V‘ Lines per page: m

You can sort the overview as you wish using the arrows in the column headers.

A Invoice ¥ A Branch ¥ A Invoice W A Expire ¥ Payment method A Customer W A Total ¥ Total Total A Invoice W

No. date date Paid date excl. VAT VAT incl. VAT mailed PEIEiTS

8.2.1 Manage payments

In the column 'Payment method/Payment date' you can indicate that an invoice has been paid and in

what way.

1. Choose (if necessary) a payment method. If you have already entered a payment method at
customer level, it will be included in the invoice overview.

2. Select the date on which the invoice was paid.

The invoice number turns green, marking the invoice as paid. If the invoice has not been paid, you

can undo the marking by clicking on the undo icon l'}_

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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A Invoice ¥ A Invoice ¥ A Expire ¥ Payment method A Total ¥  Total Total A Invoice ¥ .
No. — GEmEL date date Paid date — IS excl. VAT VAT incl. VAT mailed CEsratians
20170016  EasyTrans Software 24-06-2020  08-07-2020 ‘i;e_gi;‘fgggg Card ) praxis B.v. (12) £ 47171 £ 99.06 £ 570.77 15-07-2020 J
20170024  EasyTrans Software 15-07-2020  29-07-2020 E??;E%zo iy (Filcztgi“’s”;)"td £ 9247 £ 19.42 £ 111.89 15-07-2020 J
¥ Unfortunately, sometimes invoices are not always being paid. With the payment method 'Not paid' you
can mark your invoices as irrecoverable. This marks an invoice as being paid even though no payment
has been made and it will no longer remain open.
8.2.2 E-mail invoices N

In the column 'Invoice e-mailed' you can see if an invoice has been e-mailed and when. With a red 15-07-2020
mark, you have specified at customer level that the customer / contact wants digital invoicing and L5-07-2020

the invoice still needs to be e-mailed.
No
1. Click on the mail icon - in the column 'Invoice e-mailed'. Your mailing will be opened and

the invoice will be sent as an attachment (pdf).
% You can send multiple invoices by e-mail via a quick processing, using the standard mailing with the
settings entered at customer level.

Customer details Customer details

Under customer data you will see an overview of the data entered at A v—
TRITR yTrans Software

customer level, which you can change if necessary, by opening and editing the At Administration

Branch Zulu 1, Maritime House

customer data. The change will be visible in the e-mail; however, the invoice Branch Zulu 1 Matiime |
has already been created and will not be changed by this action. e sssm e

Invoice Zulu 1, Maritime House
address: Basin Road Nerth
EAST SUSSEX BN41 1WR

Payment Customer details --> payment reference
reference: on the invoice
Comments: Customer details --> comments

Contact persons Contact persons @

Here you can select contacts who should receive your e-mail. If at o oG s
customer level it has already been indicated that a contact should Dear Mr. Johnson

. . o o e Tel: +44 20 3966 3373
receive invoices digitally, these are selected by default. Mob: +44 740 088 8900

Email: info@easytrans.co.uk

Comments: Customer details --= comments
by contact person.

Dear Ms. White

Tel: +44 20 3966 3373

Mob: +44 740 088 8999

Email: info@easytrans.co.uk

Comments: Customer details -->= comments
by contact person.

Selected invoice Selected invoice
A brief overview of the details of the invoice that you are going to Lnyolcelnumbar}a0 170023

i lnvt_)lce_date: 15-07-2020
send as an attachment to the e-mail. Expiration date: 29-07-2020

Total excl. VAT: £ 712.61
Total incl. VAT: £ 862.26
Invoice mailed: Mee

Text e-mail Dear Mr. Johnson,
On the right side of your screen you will Attached to this email you will find the invoice for the purchased products and/or goods.
see a display of the e-mail you are about
to send. You can also enter your own
text in the text box.
The text is saved as soon as you send the

invoice. If you change the text for a _
We kindly ask you to transfer the total amount of £ 862.26 to our bank account before 29-07-2020:

particular customer, please make sure Account number:  Test1234
3 R Sort code: 12-34-56

you put it back in place when you send IBAN number: NL63INGBO004511811
i R BIC code: INGBNL2A

the next invoice. In the name of: EasyTrans Software

Payment reference: 20170023

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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2. If necessary, tick the option to send attached documents* on or off. All documentation that
is attached to an order will be added to the invoice, e.g. unsubscribe information from the
Drivers App or attached documents via the additional document storage module.

When attaching the document, did you indicate that it is an internal document? In that case, this
document is only visible in the order, which will of course not be sent along with the invoice.*

. N ] . = 3.Clickon
Check this option if included documents must be sent together with the invoice. gy ‘Send e

mail’.
*Available with the Document storage module.

8.2.3 Open invoice
You can open an invoice by clicking on the display icon # in the ‘Editing’ column.

8.2.4 Delete invoice

You can delete an invoice by clicking on the delete icon in the 'Editing' column X
After clicking on the icon, your system will ask for a confirmation that you really want to delete the
invoice. When you click on 'OK', the invoice will be permanently deleted.
After deleting the invoice, the corresponding orders will be given the status 'Checked' again, so that
they can easily be re-invoiced. This way you can easily send a correction invoice.
Take a note of the invoice number and the date of the invoice if you want to send the same (corrected)
invoice again. You can re-enter this information when creating a new invoice.

8.2.5 Send payment reminder
Click on the Send payment reminder icon “& in the ‘Editing’ column.
Your mailing will be opened, the expired invoice will be sent as an attachment (pdf).

Customer details Customer details
Under customer data you will see an overview of the data entered at Camommer Mo 12 (Q‘N”“f’w)
. . . ) EasyTrans Software
customer level, which you can change if necessary, by opening and i PR
editing the customer data. The change will be visible in the e-mail; Branch Zulu 1, Maritime Houss
. . N .pe dd 3 Basin Road Morth
however, the invoice has already been created and will not be modified adares EAST SUSSEX BN41 1WR
by thIS Change. Invoice Zulu 1, Maritime House
address: Basin Road Morth
EAST SUSSEX BN41 1WR
Payment Customer details --== payment reference
reference: on the invoice
Comments: Customer details --» comments
Contact persons Contact persons @
Here you can select contacts who should receive your mail. If at customer  no. contact data Invoice
level it has already been indicated that a contact should receive invoices Bt e s
o . Mob: +44 740 088 8999
d|g|ta”y, these are Selected by default. L En‘:ailrinfo@easytrans.co‘uk

Comments: Customer details --> comments
by contact person.

Dear Ms. White

Tel: +44 20 3966 3373

Mob: +44 740 088 8999

Email: info@easytrans.co.uk

Comments: Customer details --> comments
by contact person.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Outstanding invoices Outstanding invoices €
Here you will find an overview of all outstanding invoices for the Invoice Invoice date Excl. VAT  Includein
H . . . b D date Incl. VAT i

customer in question. Expiry dates that have expired are marked S S ————— L
in red. 20170015 54 06-2020 £391.36

. . . . Number of previously sent reminders: 0
For each invoice you can also see if and how often a reminder has

H H H - B 15-07-2020 £ 2,206.60 —

been sent. By ticking an invoice, you can add it to the payment ALTINE o s e O
reminder. MNumber of previously sent reminders: 0
You can quickly add all outstanding invoices by selecting the 20170023  13:07-2020 £712.01 0O
check mark in the column headers. Number of previously sent reminders: 1
Text e-mail

On the right side of your screen you will see a display of the mail you are about to send. You can also
enter your own text in the text box.
¥ If you want to adjust the text according to the number of times that you have already reminded a
customer, create some standard texts in advance and save them in a Word file. You can then simply
copy and paste the desired text.
The text is saved as soon as you send the payment reminder. If you edit the text for a particular

customer, please make sure you put it back in place when you send the next payment reminder.

1. If necessary, uncheck the option not to change the number of reminders.

Check if the number of reminders must be incremented by one after sending the email.

2. Click on ‘Send e-mail’.

8.3 Credit invoice

An incorrectly invoiced order can be repaired in three ways. You can enter a correction via an order,
create a credit note or adjust and resend the invoice. Invoices with a negative total amount are
automatically created as credit invoices.

8.3.1 Correction via an order

Is the correction an error in one order? Then you can credit the excess amount paid by means of a
'minus’ order. You can create a new order for this purpose, for example by copying the incorrect
order, and deduct the excess amount by adding a minus sign (-) to the amounts. For example, enter a
comment in the field 'correction XXX (order number)'. The order can now be included in the next
billing round.

EasyTrans creates standard collective invoices, invoices with a negative total amount are created as credit
invoices.

8.3.2 Correction incorrect invoice

You can also delete an invoice and create and (re)send a new corrected invoice with the same invoice

number.

1. Goto the invoice overview

2. Take a note of the invoice number and the invoice date of the incorrect invoice.

3. Delete the incorrect invoice

(all corresponding orders are now given the status 'Checked' again)

¥ Save the old invoice before deleting it. This allows you to easily check whether you have the same
number of orders on the new invoice.

Correct the error in the order(s) or in the customer data.

Go to 'New invoice'.

Set the period and invoice date as for the incorrect invoice.

In the 'Next invoice number' field, enter the number of the incorrect invoice.

Click on the 'Run' button.

PNV

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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The incorrect invoice has now been corrected and can be sent.

8.3.3 Credit invoice

If your customer does not agree to receive a corrected invoice as described above, you can also
choose to create a credit invoice. EasyTrans works with collective invoices by default, therefore all
orders mentioned on the invoice must be credited.

1. Go to the invoice overview.

2. Open the invoice for which you want to create a credit invoice.

3. Gotothe order overview.

4. Select all orders on the invoice and select ‘Copy’ under ‘With selected orders’ for the batch
operation.

5. Open the orders and set a minus sign in front of the amounts.
¥ If necessary, state in the field ‘Comments on the invoice’ that this is a credit of order number xxx.

6. Setthe orders to 'Checked' in order to be able to invoice them.

7. Invoice the orders as usual.

Invoices with a negative total amount will be created as a credit invoice, you have now created a
credit invoice from the previously incorrectly created invoice.

8. Now create the correct orders and re-invoice them as usual.
¥ If necessary, you can copy the existing orders again for this purpose and correct the error.

8.4 Link module with accounting package*

The link module with accounting package allows you to export invoices, customers, carriers and
purchase invoices* created in EasyTrans to your accounting package or your accountant's package.
This saves time and prevents errors.
If you only want to keep track of payments in an accounting package and not in EasyTrans, you can set this
up. Invoices will then no longer be wrongly left open after they have already been paid. You can set this via
Settings > General > Invoices tab > Track payments. Uncheck the box.
* Depending on the accounting software

8.4.1 Prepare link

Before you can use the link, the customer, and optionally carrier numbers of your accounting
package must match the customer numbers in EasyTrans. If you have an existing customer database
in both programs, the customer numbers will have to be changed manually in one of the systems.
This is a one-time event, after the synchronization of the customer numbers, the new or changed
customer data will be automatically read by the link.

Export customer numbers

You can export customer data including the customer numbers from EasyTrans to an Excel file:
1. Click on 'Export'in the main menu.

2. Under 'Choose the data to be exported', select 'Customers & Contacts'.

3. Under 'Choose the export type', select Excel (.xlsx)

4. Click on 'Run'.

Your system now generates an Excel file containing your customer file, in column A of the Customers
tab you will find the customer numbers.
If you work with debtor numbers in EasyTrans they are displayed in column N.

Change customer numbers

If desired, you can change the customer numbers in
EasyTrans. The customer numbers will then be changed

. Il existi d d h. If i . h b Company name:
in all existing orders and such. If invoices have been EasyTrans Software

created under the old customer number, the customer Country:
United Kingdom

Branch address

Customer number: 13 (Change customer number)

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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number on the invoice itself will not be changed. This is because the content of an invoice cannot be
changed afterwards.

You can change customer numbers as follows: Company name: EasyTrans Softwars
1. Close all other open windows before making changes, otherwise

conflicts may occur due to data being stored under the old customer
number. Mew customer number:

Current customer number: 132

Click on 'Customer Overview' in the main menu.

Open the customer to edit the customer data.

Click on 'Change customer number"'.

Enter a new customer number.
Customer numbers must be numeric and must not start with zeros. If you want to process other
characters in your customer numbers or start with a distinguishing letter or number, please enter a
debtor number in “Other customer data”.

6. Click on 'Save'.

Click 'Save & Close' to return to the customer overview.

ukwnN

~

8.4.2 Use the link with accounting package
¥ Back up your accounting package data. If your first export does not go according to plan, you can
easily restore the data.
¥ Try the export for the first time with a small selection of invoices, so you can check that everything is
working properly.

Export invoices - Bwor ]
. . . Data and format Filters
1. Click on 'Export' in the main menu. choose the data to export: @) period filter
- . || Choose the period over which you want to export the data.
2. Select under IChoose the data to be Invoices to Yero From: |15-06-2020 [ until: |16-07-2020  [#8]
exported’: Invoices to ... (your accounting e ® o sy
aCka e) All customers
p g . Branch filter
The correct export type will be selected Optianaly chosse ene ranch to export sepratey
Al ranches v
automatically, you don't have to make a )
. Only data that have not been previously exported. ¥
choice here.
. . . Please note: Running an export may take a long time when exporting a lot of information.
3. Set the invoice period to be exported. 7 Execute || () Back
4. Optional; Select a customer from whom you R RREREEPAEEEARkbNEEEBEEEEPEBEDDESSS

want to export invoices.

5. Optional; To prevent duplicate invoices that you have exported before from being added to your
accounting records, they will only be exported once by default. If you want to export the invoices
again, you can uncheck the box 'Only invoices that have not been exported before'.

6. Click on 'Export'.

Your system generates a file type that can be imported into your accounting package.
¥ In case of a direct link, via an API, the data is read automatically.

Export customers

1. Click on 'Export'in the main menu.

2. Under 'Choose the data to be exported', select: Customers to ... (your accounting package)
3. Optional; Select a specific customer for whom you want to export data.

4. Click on 'Run'.

Your system generates a file type that can be imported into your accounting package.

¥ In case of a direct link, via an API, the data is read automatically.
*Available as additional module.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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9 Purchasing®

9.1 Purchasing module*

The 'Purchasing' component is available with the Purchasing module.

With the Purchasing module you can keep track of your purchase costs and revenues. The module is
particularly useful when you outsource orders to external carriers/charters.

With this module you can, among other things:

Link a purchase rate to each sales rate.

Setting up purchase rates agreed per carrier

See at a glance what an order delivers

Quickly see which carrier is the most advantageous for a particular order

Keep track of actual kilometres driven in relation to calculated kilometres

Create purchase invoices to keep track of the amount that your carriers/charters can declare
or how much you must pay your staff.

Check at a glance whether declarations received from your carriers are correct.

Create self-billing purchase invoices

9.2 New purchase invoice*
As soon as an order is marked as ready for purchase invoicing, it is ready for invoicing.

1. Click on 'New purchase invoice' in the main menu.
2. Optional; Choose a specific date period.

Invoice period: )

MNo from date

From

By default, all orders up to and including the selected date " O specific date: [08-07-2020 i
will be invoiced. This way, an invoice can never be Untill: |15-07-2020  [i4]

skipped. If you only want to invoice a certain period, you
can also choose a specific from date in addition to the up
to and including date.

Date on the purchase invoice: 'Q;"
15-07-2020  |ig]

3. Optional; Select a purchase invoice date Purchase invoice type: )
4. By default, the date of creation is entered, you can adjust Purchase invoice
the date manually. Please note: If you continue, purchase invoices

Choose the type of invoice you want to create.

will be created for all selected orders.

A trial purchase invoice serves as a check and is not saved. Compamins smn 2o petranadl ol dnss Tl

close the PDF document only after you have finished

A purchase invoice is created and saved; associated orders using it.
are given the status ‘Purchase invoice created’.
In the case of a Self-billing purchase invoice, the company  ©Optional:

details are replaced by those of the carrier. This allows

Select which carriers to invoice:

you to send an invoice to yourself on behalf of the carrier.
If you use invoice types, you can select the desired invoice type here. Only the purchase invoices
for carriers with this purchase invoice type are created.

You can create invoice types via Settings -> Invoice types

Next purchase invoice number: )

5. Optional; Select one carrier. 60
6. Optional; Enter a distinguishing number.
The distinguishing number is added for the purchase invoice number. F;rzegf_”“ o

For example, it can be used to indicate a business unit or branch.
7. Click on 'Run'.

9.3 Purchase invoice overview*

The Purchase invoice overview provides you with a clear overview of the purchase invoices that have
been created. Paid purchase invoices are marked green, open purchase invoices are marked yellow,
unclaimed purchase invoices are marked red. You can filter and/or sort the overview as desired.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Filter and sort

At the top of the window you can filter the overview by status (not received purchase invoices,
outstanding invoices, paid invoices), by period or by a search term. You can also specify how many
lines you want to display per page.

- =

Status filter: | All purchase invoices | Carrier filter: | All carriers v | Search by purchase invoice number, invoice attribute or carrier: O°
Branches filter: | EasyTrans Buitenverbliji v ) Reset filters
| Pericd filter from: |01-01-2020  [£3] until: |31-07-2020 |4 | Other period + Lines per page: | 50 V||
ps A

You can sort the overview as you wish using the arrows in the column headers.

a A purchase ¥ A Branch ¥ A Purchase ¥ Invoice attribute A Expire W Paid date A Carrier ¥ A Total ¥ Total Total A Invoice W

- invoice No. invoice date Date received date excl. VAT VAT incl. VAT mailed CE=ehions

9.3.1 Batch operation
From the purchase invoice overview you can perform various batch operations.
1. Select purchase invoices by checking them in the purchase overview.
2. Under 'With selected purchase invoices', select the operation you want to perform on the
purchase invoices.
3. Enter additional data if necessary.
4. Clickon'OK'.
The operation is applied to the selected purchase invoices.

9.3.2 Manage incoming invoices

If you have received an invoice from your carrier, you can easily check it. You can mark Invoice attribute
the invoiced orders ready for purchase invoicing in the order overview and create a LI GZEE e
purchase invoice. Based on the purchase invoice, you can check whether the invoiced ig?g;?-ozifzo

amount is correct. Next, in the purchase invoice overview, in the column 'Invoice NOLO2020123 "\
reference / Receipt date', you can keep track of which invoices you have received. 04-07-2020

1. Enter the invoice reference.
2. Enter the receipt date.
3. Click on the mark as received icon 'ﬁ’/’?.

You can undo the action by clicking on the undo icon l‘}.

9.3.3 Manage payments paid date
You can keep track of which invoices have been paid in the 'Date of completion' column.
1. Enter the date of payment.

2. Click on the mark as received icon ¥ .

14-07-2020 )

10-07-2020 )

You can undo the action by clicking on the undo icon ). 15-07-2020 )

9.3.4 E-mail purchase invoices A Invoice v
You can send the purchase invoice to your carrier. This way, your carrier knows exactly how
much he can charge you. In the column 'Invoice e-mailed' you can see if a purchase invoice has 19°07-2020
already been mailed and when. No
1. Click on the mail icon [ Iin the column 'Invoice e-mailed'. Your mailing will be opened and
the purchase invoice will be sent as an attachment (pdf).
Carrier details Carrier details
Here you see an overview of the data entered at carrier level, which  (Gompanyjname: T
you can change if necessary, by opening and editing the carrier data.  g,.nch addrecs: et (o] iy, R
The change will be visible in the e-mail, however, the purchase D e Wk
invoice has already been created and will not be modified by this Ivoice addrese: et e T e
action. Maritime House
BRIGHTOMN BN41 1WR
Phone: +44 20 3966 3373
Mobile: +44 740 088 8999

Email for purchase invoice: info@easytrans.co.uk

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Selected purchase invoice Purchase invoice date: 15-07-2020
A brief overview with details of the purchase invoice that you will send ?2{';; T 2“’24250
as an attachment to the e-mail. Total incl. VAT: £293.43

Text of the e-mail with purchase invoice
On the right side of your screen, you will see a

Selected purchase invoice

Manual EasyTrans

Purchase invoice number: inkoopbedrijf113-60

Purchase invoice mailed: No

Dear Fast delivery Itd,

products and/or goods.
Please state the purchase invoice number on all correspondence.

display of the e-mail you are about to send.
You can also enter your own text in the text box.

2.

The text is saved as soon as you send the invoice. If
you change the text for a particular customer, please
make sure to restore it when you send the next
invoice.

If necessary, tick the option to send attached documents* on or off.
If at carrier level it is indicated that the attached documentation should be sent along by default,
this option is checked by default.

Check this option if included documents must be sent together with the purchase invoice.
%Y Documents that you can add with the document storage module are sent along with the purchase
invoice.

Click on 'Send e-mail'.

9.3.5 Display purchase invoice

You can open a purchase invoice by clicking on the display icon # "in the 'Editing' column.

*Available as additional module.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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10 Address book

Manual EasyTrans

You can save frequently occurring destination addresses in your address book. You can quickly re-

select saved addresses as destinations in an order.

10.1 Address book overview

The address book overview provides you with a view of your saved addresses and the corresponding

customers. You can filter and/or sort the overview.

Filter and sort

At the top of the window, the overview can be filtered by a search term. You can also specify how

many lines you want to display per page.

Search by customer, company name, contact or city: -C)a

p

Lines per page: | 50 W)
"

You can sort the overview as you wish using the arrows in the column headers.

A Address W A Customer W A Company name W

No. Contact person ol S

10.1.1 Edit address data

A Comment W Operations

You can open and edit address data by clicking on the corresponding line or by clicking on the edit

icon ld in the 'Editing' column.

¥ By right-clicking on the icon, you can also open the address data in a new tab.

10.1.2 Delete address data

You can delete address information by clicking on the delete icon #in the 'Editing' column. After
clicking on the icon, your system will ask for a confirmation that you really want to delete the address

data. If you click on 'OK' here, the data will be permanently deleted.

If you use a customer portal, the address will also be removed from this address book.

10.2 New address

1. Click on 'New address' in the main menu under Address book.
2. Select the customer to which this destination belongs.

3. Optional; Enter a company name and/or contact.

4. Enter the address details.

Address line 2 can be used to indicate a department, for example.

5. Optional; Enter a phone number.
6. Optional; Enter a comment at the destination.
7. Click on 'Save & Close'.
The address has been added to your address book.
¥ You can also easily add addresses from an order by checking ‘add to
address book' at a given destination.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

. Edit Address - Address number: 840

Address information

Customer:
Fictitious Ltd -

Company name:
EasyTrans Software
Contact person:

Country:

United Kingdom
Postcode: House Nr:
BN41 1WR

Address:

Basin Road Morth
Address 2:

Zulu 1, Maritime House
city: =

Portslade

Phone:

+44 20 3966 3373
Recipient email address:
info@easytrans.co.uk

Comments on the destination:
Register at reception

‘f."l Save & Close ' Back
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11 Rate management

Under rate management you can create and manage your products, the services you provide, and
the associated rates.

Manual EasyTrans

¥ Are you creating products and rates for the first time? Then look at the ‘Getting started with

EasyTrans’ manual. It describes how to prepare your subscription for use, including setting up your

products and rates.

11.1 Products

Under 'Products' you will find an overview of the products entered. A product is the general name for
a service that you provide. This could be a rush drive, but also storage or sea freight.

Filter and sort
At the top of the window, the product overview can be filtered by a search term or a product. You
can also specify how many lines you want to display per page.
P

| Status filter: | All products W

Search: -O*

20 W)

Lines per page: )
-

You can sort the overview as you wish using the arrows in the column headers. If necessary, enter a
number under 'Sequence' in order to be able to determine the sequence of display in the event of
multiple rates per product.

A Product W

A Product W
Mo.

11.1.1 New product
In the product overview, click on 'Enter new product HI_:.::I !

1.

w

Enter the product name.

A product is the general name of the service or service you
provide, for example Overnight.

Select the VAT rate.

Select the currency.*

Optionally: Enter a number at 'Order' to determine the
order of display for multiple products. The product with
the lowest number is displayed at the top, for example in
an order.

w  Use tens so you can easily insert lines later.

Select which customers can use this product.

You can indicate whether this product is permitted or
excluded for certain customers, you can use it for example
when you provide a specific service for a certain customer.
First choose whether all selected customers for this
product are allowed or excluded. Then select the
customer(s) by clicking on them.

A vatrate W A Order ¥ Operations

Product data

Product name:
Sameday delivery

Vat rate:

VAT high (21%) v
Currency:

Pound v
Order: o

1

Assign product to specific customers

Through these steps, a product can be assigned to certain
customers or excluded for certain customers. A product is
by default available for all customers.

Step 1: Choose the starting position:

If this product is available to (almost) any customer,
choose 'Exclude selected customers’, If this product is
specific to one or a few customers, choose "Allow selected
customers’.

) allow selected customers

® Exclude selected customers (default)

Step 2: Select the customers to allow or exclude:

Newly created customers will always appear in the left column 'Not selected"'.
Optionally, you can enable or disable additional settings in the product options:

* Only available with the Multiple Currencies module.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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General dISplay OptiOI"IS aneral display options: i
1. With 'one pickup and one delivery address only', a LJonly one collection and one delivery address &)

. S ; Ooi inc O
maximum of two destinations can be entered with — Display second address line @

an order. This option prevents users from entering
multiple destinations in the same order for a
distribution order.

2. With 'Show second address line' you can add an

additional address line to destinations.

3. With 'Hide country selection' you can hide the country selection for destinations, by default the

country of location will be selected unless you enter a different country selection.

4. By selecting a country under 'Country of Delivery Destination’, the selected country is selected
by default for delivery destinations. If you are not allowed to select another country, check the
'Hide country selection' checkbox.

% By combining these two options, you can create products for specific countries.

By default, you can enter one pickup/delivery time for a destination, you can enter window
times (a time period) for destinations if you select 'Show time period for the destinations'.

6. By activating 'Delivery destinations one day later', the date of a delivery destination is

automatically set one day later than the pickup date.
All the above settings also apply to web ordering via your customer portal.

[ Hide country selection 'u
Country selection delivery destination: v U
[_Jshow time period at the destinations (g

O Delivery date + 1 day (for overnight services) ‘;y

o

Display options in the web-order environment Display options in the web-order environment:

1. If your customer portal does not allow the display O s e ot enrmmert
of rates or total prices for this prOdUCt’ you can (L) show date and time at the destinations in the web-order environment"l;r
select 'Do not display rates in the web order [J Extended goods entry per kind of item (uncheck for simple total input) )
environment'.

2. If you do not want to offer the product through your customer portal, you can tick 'Do not
display product in the web order environment'.

3. By default, in a web order no date or time can be entered at the destinations, but only for the
entire order. By ticking the 'Show date and time at the destinations in the web order
environment' box, this will be possible.

4. By default, only totals of the goods to be transported (number, weight, dimensions) can be
entered for a web order. To give access to the extended goods import (equal to the extended
goods import of your own order entry), tick 'extended goods import per type of package'.

[ Hide product in the web-order environment &gy

Required fields in the web-order environment Required fields in the web-order environment:
. . . . . L] i
Here you can select which fields are required to be filled in for a web order. LT S 2 RIS

O Weight field is mandatory
UJ Length x Width x Height is a required field

Other options Other options:
1.  When you sign off an order, you will be asked by default if you want to O oo not send a delivery confirmation €
send a sign-off confirmation. You can disable this by ticking 'Do not [ accept new web-order first @)
send a sign-off e-mail'.
2. By selecting 'Accept new web order first', a newly placed web order will be marked separately so
that you and your customer can see that it has not yet been processed by the planning team.
This gives your customers the certainty that a submitted web order has been seen by the
planning team.

11.1.2 Edit products
You can open and edit products by clicking on the corresponding line or by clicking on the edit icon

=l in the 'Editing' column.
¥ By right-clicking on the icon you can also open a product in a new tab.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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11.1.3 Remove products

You can delete products by clicking on the delete icon # inthe 'Editing' column. After clicking on the
icon, your system will ask you to confirm that you really want to delete the product. When you click
on 'OK' the product will be moved to the trash.

11.1.4 Deleted products Status filter: | Deleted products (recycle bin) v
If you remove a product from your product overview, it will be All products _
moved to the trash. The status filter gives you access to this trash R NI I T Rl

and allows you not only to view the deleted data but also to restore them. Only an administrator can
permanently delete data (from the trash).
If there are already orders and/or invoices booked on the product to be removed, you cannot permanently
remove the product.

You can restore the carrier by clicking on the undo icon “Vin the ‘Editing' column.

11.2 Rates

Under 'Rates' you will find an overview of the rates entered. The rates are used and displayed in the
price calculation of your orders and in the invoicing. The rate structure starts with a product and
vehicle type. When you start working with rates for the first time, first create your products and
vehicle types.

Filter and sort

In the rate overview you can filter the overview at the top of the window by rate number,
description, vehicle, product and search term. You can also indicate here how many lines you want to
display per page.

I Status filter: | All rates v | Product filter: All products v Search by rate number, description, product or vehicle: 'Oa
Vehicle filter: | All vehicles - )] Raset filters
You can sort the overview according to your wishes using the arrows in the column headers.

A Rate ¥
No.

Lines per page: | 250 v |/
=~/

Rate

A Product W A Description W A Type ¥ Minimum

A Vehicle W Rate active A Order ¥ Operations

11.2.1 New rate
First create products and vehicle types before starting to create rates.
To create a new rate, click on 'Add new rate' '::}' in the rate overview.
1. Fillin the description of the rate.
Examples: Per kilometre / Package up to 30 kg / Fuel surcharge / Hourly rate / Extra stop
2. Select the rate type.
This determines how/what the rate is to be calculated, the following rates are possible as
standard:
e Kilometres
e Stops (the first two destinations are not counted as stops)
e Packages (the number of pieces of goods to be transported, e.g. boxes or pallets)
Weight (of all packages added together)
Volume (length x width x height x number of packages)
Waiting time and loading/unloading time in minutes (if your price is in hours divide it by 60)
e Hourly rate
e Fixed amount (e.g. for a city trip, a starting rate or an agreed price)
e Total (can only be used in combination with a percentage. This is calculated over the total
amount)
In addition to the standard rates mentioned above, it is also possible to create your own rates
via the menu item 'Rate types'. This allows you to enter specific names such as pallet, container
or loading meter. Numbers with which the rate type must be calculated can be entered in an
order via the 'Goods & Distribution' button.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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3.

4.

10.
11.

12.

Select the product to which the tariff should be linked.

If the rate applies to more than one product, create the rate for each product separately.
Select the vehicle to which the rate must be linked.

If the rate applies to all vehicles, select 'Every vehicle'.

Example: A mileage rate is different for each vehicle, while the fuel surcharge is often the same
for each vehicle.

Check whether the rate should be standard active by default, non-standard active or dynamic
active.

If you choose 'standard active', the rate will be included directly in the price calculation. If the
rate is non-standard active, you can check it later in the order itself.

Example: You set a kilometre rate to standard active; you set a rate for an evening surcharge to
non-standard active. If there is an evening surcharge, you can then check the rate in an order
and calculate it accordingly.

With dynamic active it is possible to activate rates based on zones, e.g. for postcode areas or
countries. You can enter the rate zones (after saving the rate) via the link 'Set rate zones'. When
setting up the zones, regular expressions are used. Regular expressions are very flexible and
extensive and may therefore be quite complex to set up. Employees of EasyTrans Software will
be happy to help you set up dynamic rates.

Select whether the chosen rate is a price or a percentage.

Example: An evening surcharge can be a percentage of the total or a surcharge per kilometre.
Enter the rate or percentage.

Enter (if applicable) a minimum amount.

If the calculated amount falls below the minimum total amount, then the entered minimum
amount will be calculated.

¥ A minimum amount is always indicated by a dotted line below the amount.

Enter the purchase rate or percentage.*

Enter a minimum purchase amount (if applicable).*

Under 'Don't mention price on the purchase invoice', indicate whether the purchase rates should
be displayed on purchase invoices.*

Select this option if you have costs that you would like to keep for your gross profit calculation,
but not for the benefit of the carrier on the purchase invoice.

Under 'Rate to be selected by customer in web order environment', indicate whether the rate in
your customer portal should be optional.

! Edit rate - Rate number 61 -

_ Deviating rate per customer @
Description: * )

Price per km Customer: Deviating rate: Deviating minimum amount:

Rate type: )
Distance (km) v

product: e o
Sameday delivery v Deviating purchase rate per carrier

vehicle: &) - e . . o :
Van v Carrier: Deviating purchase rate: Deviating minimum purchase amount:

Activate rate: 6

® Rate active by default

‘) Rate not active by default

© Rate dynamically active - Setup rate zones

Rate as price or percentage: 6
® price (per unit)

O percentage (over the total amount of this rate)

Rate: o Minimum amount: ﬁ
0,25 0,00

Purchase rate: 0 Minimum purchase amount: U
0,15 0,00

Do not show rate on the purchase invoice @

| [ Rate selectable by customer in weborder environment )

order:
o

i save ﬂ Save & Close 3 Graduated prices

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Select this option if the client can activate or deactivate this rate in the web order environment.
This is useful, for example, if you have additional services within a product that the customer can
choose, such as additional insurance.
¥ This option is not available in combination with dynamic rates.
13. If necessary, enter a number under 'Sequence' in order to be able to determine the sequence of
display in the event of multiple rates per product.
The rate with the lowest number is shown at the top.
@ Use tens so you can easily insert lines later.
Click on the 'Save' button. Your screen is expanding. On the left you will see the standard rate you
entered. On the right side of the screen you can now enter any customer-specific price agreements
or different purchase rates.*

11.2.2 Customer-specific price agreements

1. Select the appropriate customer.

2. Enter the different rates.

3. Click 'Save' (or Enter) to create another line or 'Save & Close' to return to the rate overview.

11.2.3 Different purchase rates carrier*

1. Select the appropriate carrier.

2. Enter the different purchase rates.

3. Click 'Save' (or Enter) to create another line or 'Save & Close' to return to the rate overview.

11.2.4 Edit rate

You can open and edit rates by clicking on the appropriate line or by clicking on the edit icon el in
the 'Editing' column.

¥ By right-clicking on the icon you can also open a rate in a new tab.
Would you like to apply a rate change to all existing (periodic) orders that have not yet been signed
off? You can easily do this by choosing to edit all existing orders by pressing 'Edit' after 'Save'. This can
be useful in case of, for example, a monthly change in the fuel surcharge or an annual price increase.

)
W

11.2.5 Delete rate

You can delete rates by clicking on the delete icon # in the 'Editing' column. After clicking on the
icon, your system will ask you to confirm that you really want to delete the rate. When you click on
'OK' the rate will be moved to the trash.

11.2.6 Deleted rates

If you remove a rate from your rate overview, it will be moved to the  status filter: | All rates v
trash. The status filter gives you access to this trash and allows you All rates
not only to view the deleted data but also to restore them. Only an CelfeiEe] it g e 2 A,

administrator can permanently delete data (from the trash).
If there are already orders and/or invoices booked on the rate to be removed, you cannot permanently
remove the rate.

You can restore rates by clicking on the undo icon “Vin the 'Editing' column.

11.2.7 Setting graduated prices
By using graduated prices, you can apply a separate rate for different numbers. If the number falls
outside a graduated scale, the standard rate will be used.
1. Create a standard rate as described under New rate.
After saving, the screen expands and you have the option to add graduated rates.
2. Click on 'Graduated prices'.
3. Click on 'Add line' 5.
By default, the line will be filled with the standard rate, you can overwrite it.
4. Enter the numbers and rates that belong to your graduated prices. You can create multiple lines
by clicking on 'Add line' '::}'

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Page 57 of 71


http://www.easytrans.co.uk/
mailto:info@easytrans.co.uk
tel:+442039663373

EasyTrans
)SOft ware Manual EasyTrans

5. Choose a method of graduated calculation.
Number x rate: Price x number, the entered number is done times the graduated price.
Example:
Standard rate: € 0.50 per km
Graduated price scale: (from number) 100 to (to number) 200 km at (rate) € 0.45 per km
Graduated price scale: (from number) 200 to (to number) 300 km at (rate) € 0.35 per km
For an order of 50 km, the price will be 50 x € 0.50 = € 25.
For an order of 150 km, the price will be 150 x € 0.45 =€ 67.50.
For an order of 250 km, the price will be 250 x € 0.35 =€ 87.50.
Number x cumulative: Price scale 1 x number of scale 1 + (price scale 2 x number of scale 2).
Cumulative means that all results are added up from the beginning.
In this method, the second column is a through to number.
Example:
Standard rate: € 0.50 per km
Graduated price scale: (from number) 100 through (to number) 200 km at (rate) € 0,45 per km
Graduated price scale: (from number) 200 through (to number) 300 km at (rate) € 0,35 per km
For an order of 50 km, the price will be 50 x € 0.50 = € 25.
For an order of 150 km, the price will be 100 x € 0.50 + (50 x € 0.45) = € 72.50.
For an order of 250 km, the price will be 100 x € 0.50 + (100 x € 0.45) + (50 x € 0.35) = € 112.50.
¥ This method is also used when you work with a separate price for a first package and for additional
packages. Example: Standard rate: € 6, graduated scale: 0 through 1 package at € 8.
For an order with 3 packages the price will be: 2 x € 6 + (1 x € 8) = € 20.-.
Fixed rate: Number = Fixed graduated price
The number entered determines the fixed amount to be calculated based on the graduated
scale. This method can be used, for example, in the case of a weight surcharge.
Example:
Standard rate: € 0.00
Graduated price scale: (from number) 5 to (to number) 10 kg at (rate) € 2
Graduated price scale: (from number) 10 to (to number) 20 kg at (rate) €5
For an order with a weight of 2 kg the price is € 0.-.
For an order with a weight of 5 kg the price is € 2.-.
For an order with a weight of 10 kg the price is € 5.-.
This method cannot be used in combination with a percentage.
6. Click on 'Save & Close' to return to the default rate.
7. Click on 'Save & Close' to return to the rate overview.

*Availability depends on subscription type and additional modules.

11.3 Rate types

In addition to the standard rate types, it is also possible to create your own rate types, with which
you can enter specific names such as pallet or container, for example. After creating a price/rate for
the rate type, you can enter the numbers with which the rate type should be calculated using the
'Goods & Distribution' button in an order. Under 'Rate types' you will find an overview of the entered
rate types.

Filter and sort
In the overview of rate types, you can filter the overview by search term at the top of the window.
You can also specify how many lines you want to display per page.

Status filter: [ All rate types w]  Search by rate type: Q)

Lines per page: | 250 ¥

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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You can sort the overview as you wish using the arrows in the column headers.

A Rate type ¥ A Order ¥ Operations

11.3.1 New rate type

If you are missing a certain rate type when creating a new rate, you can also create one yourself.

1. 1.Click on 'Enter new rate type' 57 in the list of rates.

2. Enter a description under 'Rate type', for example euro-pallet.

3. Indicate whether the rate type should be shown on the transport documentation.
By default, the rate type is displayed. Select this option if you do not want the entered number
of this rate type to be counted in the total number of goods to be transported. You can use this,
for example, if the rate types are not physical goods such as sqm warehouse storage.

4. If necessary, enter a number under 'Sequence' in order to be able to determine the sequence of
display for several rate types.
e Use tens so you can easily insert lines later.

5. Click on 'Save & close'.

Your rate type has been created; you can now select it when creating a rate.

A rate type does not necessarily have to have a corresponding rate. Example: You do want to be able
to enter several euro-pallets, but calculate the price based on the hours driven.

A 'rate type' can therefore also be a 'goods type'.

11.3.2 Edit rate type
You can open and edit rate types by clicking on the corresponding line or by clicking on the edit icon

] in the 'Editing' column.
¥ By right-clicking on the icon you can also open a rate type in a new tab.

11.3.3 Delete rate type

You can delete rate types by clicking on the remove icon & After clicking on the icon, your system

will ask you to confirm that you really want to delete the rate type. If you click 'OK' here, the rate

type will be moved to the trash. Status filter: [ All rate types o

All rate types '
11.3.4 Deleted rate types

If you remove a rate type from your overview, it will be moved
to the trash. The status filter gives you access to this trash and allows you not only to view the
deleted data but also to restore them. Only an administrator can permanently delete data (from the
trash).
If there are already orders and/or invoices booked on the rate type to be removed, you cannot permanently
remove the rate type.
You can restore rate types by clicking on the undo icon “Yin the 'Editing' column.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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12 Vehicles

A vehicle type is the general name for vehicles used in your products (services), for example a van, a
box car or a passenger car. If you use a customer portal*, your customer can select a vehicle type
with a web order. In addition to vehicle types, you can also enter and manage your own fleet under
'Fleet'. You can also schedule a specific vehicle for an order.

12.1 Vehicle types

Under 'Vehicle types' you will find an overview of the entered vehicle types. A vehicle type is the
general name of a vehicle that is used for your products (services), for example a van.

Filter and sort
At the top of the window you can filter the vehicle type overview on a search term.
You can also specify how many lines you want to display per page.

Status filter: | all vehicle types v Search by vehicle type: -Q‘

Lines per page: | 250 ¥

You can sort the overview as you wish using the arrows in the column headers.

A Vehicle type ¥ A Order ¥ Operations

12.1.1 New vehicle type

In the vehicle type overview, click on 'Enter new ] courier Exchande vehicle size:
Vvehicle type: £ ge ve\l:lcle size:

vehicle type’ o
1. Enter the general name of the vehicle. Minimumkdistance@

Do yOU Offer WEb Ordering*? Then your Minimum purchase distance: o

customer also has the choice to choose a km

vehicle type. So, use general names here and no order: €

license plates or anything like that. You can

enter this under 'Fleet'. '] save & Close - Back

2. Optional; Enter a minimum distance, if you
want to calculate a minimum mileage for this vehicle.

3. Optional; Enter a minimum purchase distance*, if you want to calculate a minimum purchase
mileage for this vehicle.

4. Optional; Enter a number under 'Sequence' in order to be able to determine the order of display
for several vehicle types. The vehicle type with the lowest number is shown at the top, for
example in an order.
¥ Use tens so that you can easily insert vehicles later.

5. Click on 'Save & Close'.
* Availability depends on subscription type and additional modules.

12.1.2 Edit vehicle type
You can open and edit vehicle types by clicking on the corresponding line or by clicking on the edit

icon |« in the 'Editing' column.
¥ By right-clicking on the icon, you can also open a vehicle type in a new tab.

12.1.3 Delete vehicle type

You can delete vehicle types by clicking on the remove icon # in the 'Editing' column. After clicking
on the icon, your system will ask you to confirm that you really want to delete the vehicle type.
When you click on 'OK' the vehicle type will be moved to the trash.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Page 60 of 71


http://www.easytrans.co.uk/
mailto:info@easytrans.co.uk
tel:+442039663373

EasyTrans
)SOft ware Manual EasyTrans

12.1.4 Deleted vehicles Status filter: | All vehicle types 4
If you remove a vehicle type from your overview, it will be All vehicle types

moved to the trash. The status filter gives you access to Lioldben beilie e bpan iise sle Ll
this trash and allows you not only to view the deleted data but also to restore it. Only an

administrator can permanently delete data (from the trash).
You can restore vehicle types by clicking on the undo icon “Vin the 'Editing' column.

12.2 Fleet

At 'Fleet' you will find an overview of the entered vehicles that belong to your own fleet. You can use
this to plan your own vehicles for an order.

Filter and sort

In the fleet overview you can filter the overview of all vehicles, deleted vehicles or a search term at
the top of the window.

You can also specify how many lines you want to display per page.

Status filter: | All vehicles hd Search: ‘Q‘

Lines per page: | 250 Vv

You can sort the overview as you wish using the arrows in the column headers.

A Vehicle type ¥ A Registration plate ¥ A Manufacturer ¥ A Model ¥ A Type ¥ A Colour ¥ A Capacity ¥ A Comments ¥ A Order ¥ Operations

12.2.1 New vehicle

Click on 'Enter new vehicle' & in the fleet overview.

Select the correct vehicle type.

Enter the registration number.

Click on the Vehicle Authority data retrieval icon b= or manually enter the other vehicle data.
Optional; Enter a number under ‘Sequence’ in order to be able to determine the sequence of
display for several vehicles. The vehicle with the lowest number is shown at the top, for example
in an order.

i

¥ Use tens so that you can easily insert vehicles later.
6. Click on ‘Save & close’.

ik wnN e

12.2.2 Edit vehicle
You can open and edit your own vehicle by clicking on the corresponding line or by clicking on the

edit icon 1=l in the 'Editing' column.
¥ By right-clicking on the icon you can also open your own vehicle in a new tab.

12.2.3 Delete vehicle

You can delete your own vehicle by clicking on the delete icon #. vour system will ask for a
confirmation that you really want to delete the vehicle after clicking on the icon. When you click on
'OK' the vehicle will be marked as deleted and can no longer be selected for an order. You can view
deleted vehicles by filtering the fleet overview on 'deleted vehicles'. Here you can also reactivate a

deleted vehicle by clicking on the undo icon l‘}.

12.2.4 Deleted vehicles

If you remove a vehicle from your overview, it will be moved to the trash. The status filter gives you
access to this trash and allows you not only to view the deleted data but also to restore it. Only an
administrator can permanently delete data (from the trash).

You can restore vehicles by clicking on the undo icon “Vin the 'Editing' column.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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13 General
13.1 Statistics

In statistics you will find an overview of the total number of orders, customers and invoices, the total
order turnover and the average invoice amount. You can also request the number of orders and the
corresponding turnover for a certain period. More detailed statistics can be obtained by using the

export function® to Excel.
* Available with a Premium and Premium Plus Package.

13.2 Export*

With the export function you can export data from EasyTrans to various file types, filtering by period,
customer, product, carrier, vehicle and order status.

The following export data can be exported by default:
Orders — Basic
Basic overview of all orders in the selected period. This export consists of one worksheet with the
destinations summarized in one column.
Orders — Expanded
Expanded overview of all orders in the selected period. This export consists of two worksheets. The
first worksheet displays the order details, the second worksheet displays the destinations.
Customers & contacts
Expanded overview of all customers. This export consists of two worksheets, the first shows the
customer details, the second the contacts.
(Purchase)Invoices*
Overview of all sales or purchase* invoices in the selected period.
Turnover period (orders) per customer
Overview of the order totals per customer in the selected period.
Orders - Rates
Overview of all rate lines of the orders within the selected period.
Carriers
Overview of all carriers.
Address book
Overview of all addresses in the address book arranged by customer.
Orders for import into other EasyTrans
With this export, orders can be imported into another EasyTrans system. Before the file can be
imported, the product number of the target system must be entered.
Different rates per customer
Overview of all different rates per customer. This allows you to quickly see with which customers you
have made which deviating price agreements.
Y on request, we offer various custom export functions such as links to various accounting packages. If
you are interested in a custom export function, please contact EasyTrans Software.
Export

1. Select which data you want to export.
2. Select afile type.

3. Optional; Set filters.

4. Click on 'Run'.

Your export file is being downloaded.

* Availability depends on subscription type and additional modules.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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13.3 Login history

Under 'Login history' you will find an overview of all login attempts. You can see which customer or
user has logged in and when. Red marked logins are failed attempts, for example by entering an
incorrect password. Successful logins are marked green.

Filter and sort

In the login history overview, you can filter the overview at the top of the window by period,
successful logins, unsuccessful logins or a search term.

You can also specify how many lines you want to display per page.

Status filter: | All V| Search by customer, username or IP address: | w@a
Period filter from: [17-06-2020 || t/m:[17-07-2020  [i4] - Yesterday | Today Lines per page:

You can sort the overview as you wish using the arrows in the column headers.

A Date ¥ A Customer W A Name ¥

Time (Username) A 1P address W A Result ¥

13.4 Password

Under 'Password' you can change your own password.

1. Enter your old password.
2. Enter your new password.

3. Repeat the newly selected password.
4. Click on 'Change’.

Change Password

You are signed in with the following username:
Planning

Fill in the details below to change your account’s password.

old fassword:

New password:

A minimum of 4 and a maximum of 20 characters)
Confirm new fassword:

= Modify E‘,_J Back

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Under 'General settings' you can manage your company data and general settings. You can adjust the
white-coloured input fields as you wish, only you cannot change your company name yourself, please

contact EasyTrans Software for more information.

14.1.1 Company details

The company data entered here is transferred to documentation

created in EasyTrans.

1. The address and contact details of your company.

If you want to change your company name, please contact
EasyTrans Software.

2. Website, the web address of your website.

The web address will be copied on documentation, so enter your
web address without http:// or https.//

3. E-mail address, the general e-mail address of your company.
This e-mail address is used as sender for mailings from
EasyTrans.

4. Invoice e-mail address; This e-mail address will be used as
sender when invoicing and will be shown on the invoices.

If you leave this field empty, the general e-mail address will be
used.

5. Copy e-mail address; Copies of all e-mails sent from EasyTrans
will be sent to this e-mail address, if you do not wish to receive
copies you can leave the field empty.

6. Copy invoice e-mail address; this e-mail address can be used if
you wish to send copies of all e-mails relating to invoices,
purchase invoices and payment reminders to an e-mail address
other than the general copy e-mail address. If you leave this
field blank, these copy e-mails will be sent to the general copy
e-mail address.
¥ If you want to send different e-mails such as copy order

confirmations and copy invoices to your own folder or mailbox,
please use a 'rule’ in your e-mail program.

14.1.2 Payment settings

If a surcharge or discount has to be calculated on the total invoice
amount, a description and a percentage can be entered here.

You can also enter a percentage at customer level, this value will
then overwrite this default value.

If you require additional information or have questions, we are happy to help!

Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Company details

Company name:
EasyTrans Software

Country:*

United Kingdom
Postcode:* House Nr:#
EMN41 1WR 1
Address:*

Zulu

Address 2:

City:*
Portslade

Phone:*

+44 20 3966 3373
Website:
www.easytrans.co.uk

Email address:* U
info@easytrans.co.uk

Invoice Email: U
invoicing@easytrans.co.uk

Copy email address: u
info@easytrans.co.uk

Copy invoice email address:

Bank Account Number: Sort code:
Test1234 12-34-56

IBAN no: BIC code:
NLG2INGBO004511811 INGENLZA
Optional: 2nd IBAN no: BIC code:

CoC number:

50725769

VAT number:
NL.822.891.682.B.01
Vehicle operator's licence:
123456789

Payment settings

VAT rates:
VAT high:* 21 %
VAT low:* 6 %o

Surcharge/discount on the invoice total:
Description: Discount

Percentage: -2.8 %

* = This field is required
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14.1.3 Orders (tab)
Display settings for the order overview:

1.

5.
6.

Display destinations among each other; Affects Order settings
1 . . 1 . Display settings for the order overview:
the DeStInatlonS CO|umn n the Order Summary' Show destinations under each other(including dateftime)"i
Destinations are displayed in the column below Ei:i e
each other (including date and time). This Eoisplaycommentscol_umno
. . . . . & show goods column
function also displays orders with a destination Dot e beteen doys ©
date within the selected date period, even if the Settings for dealing with orders:
. . . . se order status 'checked’
order date IS OUtSIde thls perIOd' UserI When :utificatiuntfotrincumplats ::stumer contact information when placing a new Drdarﬁ ~
WO rking With Orders that are Spread over Take over comments from the customer to the comments on the delivery note Dfa_new order gy
|_I Take over CRM notes from the customer to the internal comments of a new order &
seve ral dayS. Difference between the order time and the pick-up time at the first destination: |10 minutes o
H H H [Juse central address book
Display company name at destination; Affects e contral sadress book &

the 'Destinations' column in the order summary. In addition to the place name, the company
name of each destination is also displayed.

Display vehicle column; Affects the 'Carrier' column in the order summary. An additional row of
'vehicle' with planned vehicles is added to the column.

Display the delivery note column comments; Adds an extra column 'Comments' with the
comments on the delivery note to the order summary.

Display goods column; Adds an extra column with the entered goods to the order summary.
Displaying a line between days gives a bold line between different days in the order summary.

Settings for dealing with orders:

7.

10.

11.

12.

Use order status ‘Controlled’; If you do not wish to use the order status ‘Controlled’, you can
disable it; orders are then ready for invoicing immediately after signing off.

In case of incomplete contact details when placing a new order; If the name, telephone number
or e-mail address of a contact are not entered, EasyTrans can give you a notification when
entering an order. You can then add this immediately.

Copy comments from the customer in the comments on the delivery note of a new order; This
allows you to copy entered ‘comments' at customer level as 'comments on the delivery note’ in
orders.

Copy CRM notes from the customer into the internal comments of a new order; This allows you
to copy entered 'CRM notes' at customer level as 'internal comments' in orders.

Optional; With this setting an extra time can be added to take into account the driving time of
the carrier.

Central address book, if you come to the same locations for several customers, you can choose to
centralize the address book. When consulting your address book, you can then choose all your
saved destinations. Of course, only the address book will be centralized in the planning system; a
customer using your customer portal will always only have insight into their own address book.

Driver App settings:

1.

Using arrival and departure time in the Driver App settings
Chauffeurs App, when using the Chauffeurs Settings for the driver App: i
App the driver can enter the arrival time Use arrival and departure time in the Driver App U

’
and any delay time at the destination. || Directly save waiting time in the waiting time field U
HOWEVEF, if you prefer the driver to fill in his || Directly save loading/unloading time in the loading/unloading time field ()
arrival and depa rture time, you can activate 4 Directly save the total distance in the purchase distance field o
this option. The arrival and departure time will be displayed at the actual time of the destination.

You will have to enter any resulting waiting time yourself in the price calculation.

Cuse separate comments field for comments from the driver App ‘;y

. Use separate comments field for comments from the Chauffeurs App, when using the Chauffeurs

App, the driver can enter a comment when signing off at the destination. If this option is
activated, this comment will be placed in a separate field at the destination. This prevents the

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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comment from being inadvertently included in the delivery confirmation to your customer. If you
would like to include the driver's comment in the delivery confirmation, uncheck this option.
The delay and loading/unloading time given by the driver will always be placed in the carrier's separate
comment field.

. Save waiting time directly in the waiting time field, if the driver enters a delay, it will be saved in

the comments field of the carrier. The planning department can then determine whether this
delay time can be passed on to the customer by including it in the delay time field. If you prefer
that the passed on delay time of the driver is saved directly in the waiting time field, then you
activate this option.
If the order consists of several destinations, the total delay time of the destinations will be added
together.

. Save load/discharge time directly in the load/discharge field, if the driver enters a load/discharge

time, it will be saved in the haulier's comments field. The planning department can then
determine whether this loading/unloading time can be passed on to the customer by transferring
it to the loading/unloading time field. If you would prefer that the driver's loading/unloading time
is saved directly in the loading/unloading time field, you can activate this option.
If the order consists of several destinations, the loading/unloading time of the destinations will be
added together.

. If the driver specifies the distance travelled*, this is displayed separately in the price calculation.

In this way, the planning department can see whether the calculated purchase distance
corresponds to the driven distance. If you would prefer the driver's specified distance to be saved
directly in the purchase distance field, you can activate this option.

* Available with the Purchase module.

Web-order settings*:

1.

Requesting quotations and displaying them
in the web order environment; Your

Web-order settings
Settings for the web-order environment:

Enable quote requests and display quotes in the weborder environment ‘;’

customer is given the option to send a new
order as a request for quotation.
The order then enters the planning as a

Welcome message in the web-order environment: &3

[red]Red letters[/red]

<em:>Emphasize content</emz

<small>small letters</small>

<strong=bold</strong=

<font color="red"= <strong=>bold red</font color></strong= e

guotation, after you have awarded a price
to the order, the quotation can be sent to the customer. The customer can approve the quotation
directly via a link in the e-mail.

. Welcome message in the web order environment; Enter the text to be displayed on the start page

of your customer portal.
% You can also use HTML to format the text to your liking or to add images or links.

* Available with a Premium and Premium Plus Package.

14.1.4 Order e-mails (tab)
Standard options for order confirmation and quotes:
1.

Standard options for order confirmation and quote
Display sales rates on the order confirmation and quate: )
) Detailed

() Total price only

® Do not display

Selling rates are listed on the order confirmation and quote; Comment on the quatation: @
Please tick if and how you want to display selling rates on ,

order confirmations and quotations.

Breakdown (all rates), only show total price or no prices.
With each e-mail you will still be given the option to deviate
from the default setting.

Note on the quote; Enter a standard text that must be
included in the e-mail with the quotation.

Selling rates are listed on the delivery confirmation; Check if
and how you want to display sales rates on delivery
confirmations.

If you require additional information or have questions, we are happy to help!

Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373

Standard options for delivery confirmation

Display sales rates on the delivery confirmation:
O Detailed

O Tota price only

® Do not display

Enclose signed transport document with the delivery confirmation: )
O Delivery note

O order list

Oemr

@® Do not endase document

Standard options for transport order

Display customer information on the transport order: £
®) pisplay

(_) Do not display

Display purchase rates on the transport order: )
O Detailed

O Total price only

® Do not display
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Breakdown (all rates), only total price or do not list prices. With each e-mail you will still be given
the option to deviate from the default setting.

4. Specify customer details on the transport order; Tick whether you want to display the customer
details on transport orders. You will still be given the option to deviate from the default setting
for each e-mail.

5. Purchase rates listed on the carrier order*; Check if and how you want to list the purchase rates
in carrier orders. You will still be given the option to deviate from the default setting for each e-
mail.

*Available with Purchasing module.

14.1.5 Delivery documents (tab)
Default print options:

1. Settings preselected copies for delivery note; Check which copies of a Default printing options
consignment note must be created by default. Copy preset settings for delivery notes:
. . . . Delivery note for sender
This default setting is also used in your customer portal and when # Deivery note for receiver
printing via a batch operation. & peiivery note for carrier

|_| Delivery note for second (sub)carrier

2. Enter customer details; By default, the customer details are displayed at )
Djfplav customer details: @

the top of a waybill. However, if the recipient is not allowed to know @ Display

this information, the data can be hidden with this option. This standard © Do not display

setting is also used in your customer portal* and when printing via fast e e
processing. ::: :: (subcarrier

3. Enter carrier details; If the order is executed on behalf of another ) Do not display

carrier, this option can be used to hide the carrier's details. You can also
choose to enter the details of the other carrier.

4. Document language; Enter the standard language of transport
documentation. You can deviate from this at customer and carrier level.
When creating documents, you will also be given the option to deviate from the default setting.

* Available with a Premium and Premium Plus Package.

Document language: @
® Dutch

14.1.6 Customers (tab)
Default settings for new customers:

1. Standard payment term; Enter your standard Default settings for new customers:
payment term here. You can deviate from this at Due days: |14 days @ |5 i
customer level. Distance correction: |2 mi &9 5
g . i i 1 LTS -
To copy the payment term to existing customers, click Distance correction percentage: | 2.2 =@
h . ] Method for distance calculation: 9 [
on the copy icon. ® sStart and end at own address
2. Standard distance correction; Here you can enter the () Start and end on first destination
number of kilometres that should be added or (U start and end at another address

. . — N
subtracted from the calculated number of kilometres Send enclosed documents along with the invoice: @ |

by default (-number). You can deviate from this at
customer level. To copy the distance correction to existing customers, press the copy icon. "=

3. Standard distance correction percentage; Here you can enter the percentage that should be
added or subtracted from the calculated number of kilometres by default (-%). You can deviate
from this at the customer level. To copy the distance correction to existing customers, press the

Do not send a delivery confirmation by default: O @ i=

copy icon. "]

4. Standard method for distance calculation; Indicate here how the distance for an order should be
calculated. Calculation start and stop at your own address; calculation start and stop at the first
destination or calculation start and stop at another address. You can deviate from this at
customer level. To copy the remote calculation to existing customers, press the copy icon. -

5. Include attached documents with the invoice by default; Tick this option if you want to include
attached documents with the invoice for each new customer that is created by default. You can

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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deviate from this at customer level. To copy the setting to existing customers, press the copy

icon. i=

14.1.7 Carriers (tab)
Default settings for new carriers
1. Standard purchase distance correction*;
Here you can enter the number of kilometres that

should be added to or subtracted from the calculated
number of purchase kilometres by default. (-number).
You can deviate from this at carrier level. To copy the

Default settings for new carriers:

Due days: days @ =]
Standard purchase distance correction: [2 mi @ =]
Standard purchase distance correction percentage: |2.2 % @

Y i=|
Send attached documents with the purchase invoice by default: @ i=|

distance correction to existing carriers, press the copy icon. "

2. Standard purchase distance corrected by percentage®; Here you can enter the percentage that
should be added to or subtracted from the calculated number of purchase kilometres by default.
(-%). You can deviate from this at carrier level. To copy the distance correction to existing

carriers, press the copy icon. "

3. Include attached documents by default with the purchase invoice*; Tick this option if you want
to include attached documents with the purchase invoice for each new carrier that is created by
default. You can deviate from this at carrier level. To copy the setting to existing carriers, press

the copy icon. '
*Available with Purchasing module.

14.1.8 Invoicing (tab)

Invoicing settings

1. Keeping track of payments; In EasyTrans it is
possible to manually keep track of the payments
of your invoices. Do you not keep track of the
payments in EasyTrans, but in your own
accounting program? Then you can disable this
functionality. This means that invoices do not
remain open unduly. This is useful, for example, if
you are using a customer portal. In that case, the
wrongly outstanding invoices will no longer be
visible to your customer.

2. Display goods on invoice; This option prints the
entered goods lines under each delivery address.

3. Here you can put your general sales conditions in

Dutch.

4. Here you can put your general sales conditions in
English.

5. Here you can put your general sales conditions in
German.

Billing settings
System settings:
Track payments &)

Invoice layout settings:
[ show goods on the invoice €

Payment reminder settings:
Payment period on reminder: |7 days @

Conditions on the invoice and transport documents

Conditions Dutch:
Op al onze activiteiten zijn, afhankelijk van de aard van de werkzaamheden van toepassing
*Grensoverschrijdend wegvervoer, de bepalingen van het CMR-verdrag (Gengve 1956)
*Binnenlands wegvervoer, de Algemene Vervoercondities (AWC 2002), gedeponeerd ter
griffie van de arrondissementsrechtbanken te Amsterdam en Rotterdam, alsmede de
Algemene Voorwaarden Koeriersdiensten (&VK 1950), gedeponeerd ter griffie van de
arrondissementsrechtbanken te Amsterdam en Rotterdam. Betaling: NOB algemene
betalingsvoorwaarden, gedeponeerd ter griffie van de arrondissementsrechtbank te 's-
Gravenhage. Van deze voorwaarden, die alle bij ons ter inzage liggen en bij ons op
@anvraag verkrjgbaar zijn, geldt telkens de laatst gedeponeerde versie. y
Conditions English:
On all transactions, the general sales conditions apply as they appear on our website,

P
Conditions German:
Bei allen Transaktionen, gelten die allgemeinen Geschaftsbedingungen, wie sie auf unserer
Website erscheinen. y
Conditions French:

6. Here you can put your general sales conditions in French.
¥ You can also use HTML in the general terms and conditions. Useful, for example, to include a link to the

terms and conditions on the website.

14.1.9 Outbound e-mail and telephony (tab)

Because EasyTrans does not actually send e-mails via your own e-mail server, but only indicates that
you are the sender, many e-mail providers see this as a high risk for SPAM. This is because e-mail can
easily (unwantedly) be sent on behalf of someone else. You can send e-mails from EasyTrans via your
own e-mail server, for this you need to set the settings of your outgoing SMTP e-mail server in
EasyTrans. These are the same settings that you use to set up Microsoft Outlook, for example. You
can request this information from your e-mail provider.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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Outbound e-mail settings:

1. Fill in the required information.

2. Send a test e-mail to check the correct settings.

3. Go through the next steps under ‘Check settings’ to verify that you have set up your outgoing e-
mail correctly.

Server settings for outbound email
SMTP server:

Port: (Standard ports: Insecure: 25, TLS: 587, SSL: 465)
Security: Mone | (Preference: TLS)
Usermame:
Password:
H Save

Check settings
After setting up the outbound email you can check the correct functioning here.

1. Use the link below to send a test email to the copy email address and check if you receive it.
Send test email to info@mytransport.co.uk

2. Use the link below to open Mail Tester and copy the given email adress in the field.

www.mail-tester.com

Mail Tester email address: (For instance: web-abcde@mail-tester.com)
. Use the link below to send a test email to the specified email address.

Send test email to Mail Tester
4, Check your score on Mail Tester.

w

Oubound telephony settings Outbound telephony settings
Display the icon for calling phone numbers; Displays a phone icon s with ~ Communication settings
phone numbers, which contains a link that allows you to use matching

programs such as Skype or VOIP software to start a call directly. When using EasyTrans on a

smartphone, the phone number can be called directly.

Display icon for calling phone numbers @

14.2 Countries

Under 'Countries' you will find an overview of countries that can be selected within EasyTrans.
Activated countries can be selected in an order, deactivated countries are not shown.

Filter and sort
At the top of the window you can filter the overview by active and deactivated countries or a search
term. You can also specify how many lines you want to display per page.

Status filter: | All countries A Search: Q...

q Reset filters
Lines per page: |50 %

You can sort the overview as you wish using the arrows in the column headers.

B A Country code W A Country code W

A Country name W J letters 3 lett Operations

14.2.1 Activate/deactivate countries
Activated countries can be selected when entering an order, you activate a country by clicking on the
plus icon ':EF', you deactivate a country by clicking on the minus icon ==. Deactivated countries will no

longer be shown.
¥ You can also activate or deactivate countries using the batch operation.

14.3 Invoice types

In addition to the standard invoice type, it is also possible to tvoice Lype: @
onthly invoice

create different invoice types.

This allows you to create a type of 'weekly invoice' so that you

Invoice type intended for sales or purchase invoice:

) Invoice type for sales invoice

know which customer should or should not be invoiced on a O Invaice type for purchase invoice
weekly basis. In addition, there are some options to change the Print options (for sales invoices only):
content of the invoice. Under Invoice types you will find an U only show subtotals (hide rates) @

[JHide destinations @@
[ 1nvoice every order separately &

overview of the entered invoice types.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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14.3.1 Enter a new invoice type

1. Click on 'Enter new invoice type' 'ﬂ::'

Give a name to your invoice type.

Select the type of invoice, sale or purchase*.

Optional; Adjust the content of the invoice.

e Display only subtotals; Rates are not displayed separately, only the subtotals are visible.

e Hide destinations; No destinations will be displayed on the invoice.

¥ Combine ‘Show subtotals only’ with ‘Hide Destinations’ to create a very compact invoice view. This
allows you to place many orders on one page.

e Invoice each order separately; A separate invoice is generated for each order.

5. Click on 'Save & Close'.

You can specify the type of invoice to be used at customer and carrier level*. When creating new

invoices, you can see for which customers, carriers* and invoice types orders are ready to be

invoiced.
*Available with Purchasing module.

PwnN

14.4 Order sub-statuses

It is possible to create a sub-status for orders, e.g. for signing off an order with a sub-status as
delivered to the neighbours, or not at home.
Under 'Order statuses' you will find an overview of the entered sub-statuses.

14.4.1 New order sub-status

L. Click on Create new ordr sub-status %

2. Give a name to your sub-status. Substatus name: € Colour:
3. Select one or more order statuses where this sub-status can -
B i rd :
be selected. The sub-status can only be selected if the Assian to order status; € s

corresponding order status is active. As soon as an
unassigned order status becomes active, the order sub-
status is automatically deleted. Ll show only interally @ ]
. [ selectable option in Driver App @

4. If necessary, enter a number under ‘Sequence’ in order to
be able to determine the sequence of display for several
sub-statuses. The sub-status with the lowest number is shown at the top.
¥ Use tens so you can easily insert lines later.

5. Optional; Select whether the sub-status should only be displayed internally, the sub-status will
not be displayed in your customer portal*, the Track & Trace page and the Drivers App*.

6. Optional; Specify whether the sub-status can be selected when logging out via the Drivers App*.
@ This is useful, for example, for the sub-statuses 'Not at home' or 'Delivered to neighbours', etc.

7. Optional; Select a colour. By selecting a colour, the sub status will be highlighted in your order
summary and in the order summary of your customer portal*.

8. Click on 'Save & Close'.

Order: @

17 save & Close (5 Back

* Availability depends on the type of subscription.

14.5 Colours

If desired, you can adjust the order status, table and login screen colours via 'Colours'.
1. Select the desired colours.
2. Click on 'Save & Close'.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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15 Support

If you have any questions about the use of EasyTrans, you can always contact our helpdesk.
Manuals, frequently asked questions, etc. can be found on our support page:
www.easytrans.co.uk/support

You can find our contact information on: www.easytrans.co.uk/contact

Through the menu you have various support options at your disposal:

15.1 Manual

Gives a direct link to the support page of EasyTrans Software, here you will find several manuals and
an overview of frequently asked questions.

15.2 Contact

Gives a direct link to the contact page of EasyTrans Software, here you can ask questions to our
support department.

15.3 Remote support

For telephone support we offer remote support, where employees of EasyTrans Software can use the
program Teamviewer (after approval) to watch your screen and therefore give a targeted
explanation. Via the link you can download and open the program Teamviewer.

If you require additional information or have questions, we are happy to help!
Web: www.easytrans.co.uk| E-mail: info@easytrans.co.uk | Tel: +44 20 3966 3373
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