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INTRODUCTION

This getting started manual is intended to introduce you to general features which are not specifically related to freight, warehousing etc within FREIGHTMAP. Please take the time to read through this manual, it should help you to quickly become familiar with general FREIGHTMAP operation.

1. GETTING STARTED

1.1 STARTING FREIGHTMAP

You should start your PC as normal and log into your network if necessary. For information about starting your PC and your network login, please contact your system administrator, or refer to your operating system manuals.

Your PC should already be configured with the FREIGHTMAP software and necessary desktop icons. If not, please contact your system administrator to have your PC correctly configured. You should have an icon on the desktop for FREIGHTMAP.
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Figure 1 - FREIGHTMAP Desktop Icon
1.2 LOGIN SCREEN

Double click on the FREIGHTMAP icon and after a few seconds the Login form will appear
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Figure 2 - The Login Form

If this is the first time you have run FREIGHTMAP your User ID and Password will be supplied to you by your Administrator. The User ID and Password are case insensitive, therefore a User ID of AA, aa or aA are all treated identically. Once logged in you will see the FREIGHTMAP main screen.

1.3 CHANGING YOUR PASSWORD

Sometimes FREIGHTMAP will insist that you change your password. This may be if this is the first time you have used your account on FREIGHTMAP. You can also change your password whenever you wish by selecting the appropriate option from the main menu.

When you set a new password, there are a few rules which you must follow. The new password must have a minimum of 5 characters, it must contain at least one digit (0-9) and at least one punctuation character (.,!” etc).

2 – CUSTOMISATION

FREIGHTMAP is very customisable. Different screens and options can be enabled or disabled by your Administrator to suit the way your organisation works.

It is possible to customise FREIGHTMAP to work differently within individual departments within the same organisation, it is also possible to customise it to an individual user. Some screen layouts throughout this document may appear slightly different to your layouts as a result of this customisation.

FREIGHTMAP can also have general customisation by authorised users, departmental customisation and individual customisation. For a detailed description of customisation please see the FREIGHTMAP Administrators Guide and FREIGHTMAP Advanced Topics manuals.

3 – QUICK TOUR OF THE MAIN SCREEN

3.1 MAIN SCREEN

The main screen is the first screen you see once you have logged into FREIGHTMAP. From this screen you can access the various parts of FREIGHTMAP.
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Figure 3 - The Main Screen
The most important aspect of this screen is the toolbar. This is the grey bar at the top of the screen with small tool buttons with a picture to represent the button’s purpose. These buttons directly relate to the most commonly used menu items. There are over 150 menu items on the FREIGHTMAP main menu but the toolbar only shows the 15 most commonly used ones. 
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Your main screen and actual tool bar buttons displayed may appear different to the one

above. This may be due to licencing options or your System Administrator may have

configured FREIGHTMAP for other display options.

3.2 MAIN SCREEN TOOLBAR
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Figure 4 - Toolbar buttons and their purpose
Click on a button once to open the relevant screen.

4 –USER SETTINGS

You can access your user settings, either from the main menu (System, Change User Settings) or by clicking the ‘User Settings’ button on the main screen toolbar. The System Administrator can also access and modify your user settings.
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Changes to your user settings may not take effect

until you exit and restart FREIGHTMAP

4.1 USER DETAILS SECTION

Unless you are an Administrator, many of the options on this tab will already be set and you will be unable to change them. For standard users, the only item you may change is your email address. This address can be included on all reports which you produce.
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Figure 5 - Change user settings - user details
4.1.1 User Id

Your user ID is issued by the System Administrator. This is the ID which you will use to login in to FREIGHTMAP and which will be used in various parts of FREIGHTMAP to identify you. This may appear in messages to you, on reports you produce and stored against work you do.

4.1.2 Name

Your user name is issued by the System Administrator and will be used in various parts of FREIGHTMAP to identify you. This may appear in messages to you, on reports you produce and stored against work you do.

4.1.3 Email

Your email address can be changed at any time by yourself, or by the System Administrator. It can be used on reports which you produce.

4.1.4 Report Access

Your level of report access can only be changed by a System Administrator. Different reports in FREIGHTMAP have a different required level of access in order to be produced. The access levels are


MANAGER
- Can run all reports regardless


ACCOUNTS
- Can run operational reports and reports of a financial nature


OPERATOR
- Can only run operational reports.

4.1.5 Account Disabled

When an account is disabled, the user can no longer log into FREIGHTMAP. 

4.1.6 Administrator

This signifies whether or not this user account may administer FREIGHTMAP. System Administrators have additional privileges such as creating users, resetting user passwords etc.

4.2 DEPARTMENTS SECTION

The departments section lists all departments within FREIGHTMAP within which you may work, and what type of work you may perform in that department.
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Figure 6 - Change user settings - departments
Only a System Administrator can change any of the details in this section. There is an entry (row) for each department in which you have privileges and the settings are as follows

4.2.1 Department

The name of the department to which this entry applies.

4.2.2 Deactivated

The System Administrator may choose to temporarily disable a department privilege. This can be done by ticking the deactivated box. The privilege may be enabled at a later date by removing the deactivated tick.

4.2.3 Home Department

In a multi department environment, FREIGHTMAP considers one of your departments to be your primary or ‘Home’ department. This will affect which report templates are used in job related reports. Atleast one department and only one department should be marked as your home department.

4.2.4 Allocate Job

This setting controls whether you may allocate a job within this department to a master file or load. 

4.2.5 Create Job

This setting controls whether you may create a job within this department.

4.2.6 View Job

This setting controls whether you may view a job within this department.

4.2.7 Edit Job

This setting controls whether you may edit a job within this department.

4.3 COST CENTRES SECTION

The cost centres section lists all cost centres within FREIGHTMAP within which you may work, and what type of work you may perform in that cost centre.
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Figure 7 - Change user settings - cost centres

Only a System Administrator can change any of the details in this section. There is an entry (row) for each cost centre in which you have privileges and the settings are as follows

4.3.1 Cost Centre

The name of the cost centre to which this entry relates.

4.3.2 Deactivated

Whether the privilege for this cost centre is deactivated or activated. Occasionally your System Administrator may choose to deactivate a privilege. 

4.3.3 Home Cost Centre

In a multi cost centre environment, FREIGHTMAP considers one of your cost centres to be your ‘Home’ cost centre. This determines which report layouts are used when you produce reports. It may also control access to certain information when operating cost centres as internal billing accounts.

4.3.4 Create Master

This controls whether you may create a master file in this cost centre.

4.3.5 Edit Master

This controls whether you may edit an existing master file in this cost centre.

4.3.6 Allocate To Master

This controls whether you can allocate jobs to a master file in this cost centre.

4.3.7 View Master

This controls whether you can view master files in this cost centre.

4.3.8 Manage Warehouse

This controls whether you have any warehousing privileges in this cost centre.

4.4 PRIVILEGES SECTION

The individual privileges listed on this page control specific access to certain areas of the software and also what procedures you can perform within the software. These privileges can only be changed by a System Administrator.
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Figure 8- Change user settings – Privileges

Many of these privileges work in conjunction with your department and cost centre settings. For example, to create a job you need to have the “Create & Modify Freight Jobs” privilege as well as a department with ‘Create Job’ privileges. In summary, the privilege on this tab (Create and Modify Freight Jobs) gives you access to the jobs lists. The privilege on the departments tab indicates in which departments you may create specific jobs.

4.4.1 Create And Modify Currencies

FREIGHTMAP maintains a list of currencies and prevailing exchange rates. This option controls whether a user may create new currency codes and set new currency rates.

4.4.2 Create And Modify Freight Jobs

This privilege controls access to the jobs screen. In addition to this privilege, you also require a department with ‘create job’ privileges to actually create a job.

4.4.3 Push Jobs

In a multi department environment, FREIGHTMAP will ask the user for which department (from their list of allowed departments) in which to create a job. Once created, a user with the above privilege and department privileges may push the job to another department. This is useful for example in a sales environment where telesales may produce a quote and manage it until such time as the client accepts the quote and proceeds. At this point the sales department would push the job to the actual department who will undertake the work.

4.4.4 Create And Modify Rate Schedules

FREIGHTMAP has a comprehensive rate schedule system. This option controls whether you may create new rate schedules or modify existing rate schedules.

4.4.5 Create And Modify Warehouse

This option controls whether you have access to the warehousing screen. To actually create lines or deal with movements in the warehouse you will also need the ‘manage warehouse’ privilege for an appropriate cost centre. 

4.4.6 Push Lines

This option works in the same manner to push jobs. If a user has multiple warehouse cost centres, FREIGHTMAP will ask in which cost centre to create a new warehouse line. This warehouse line can then be pushed to a different cost centre.

4.4.7 Create And Modify Freight Loads

This privilege controls access to the master files/loads screen. In addition to this privilege, you also require a cost centre with ‘create master’ privileges to actually create a master file or load.

4.4.8 Push Loads

This option works in the same manner to push jobs. If a user has multiple master file cost centres, FREIGHTMAP will ask in which cost centre to create a master file. This master file line can then be pushed to a different cost centre.

4.4.9 Create And Modify Organisations

All users by default have access to the Organisations screen. This option controls whether you can also create or modify an organisation. In some environments (depending on your specific accounting software) you may never be allowed to create an Organisation as this will be read directly from your accounting package.

In environments where the Organisations are read directly from your accounting package, the information which you may edit for an Organisation may be limited.

4.4.10 View Organisation Financial Data

Although all users have access to the Organisations screen, not all users can see financial information about the Organisations. This option controls whether or not you can see that financial data or whether it is hidden from you. Financial information includes credit limits, account balances and value of work in progress.

4.4.11 Create And Modify Organisations Addresses

Each organisation can have multiple addresses. These addresses can be flagged as head office, accounts, default collection, default delivery etc. This option controls whether you can create or modify addresses for an Organisation.

4.4.12 Create And Modify Organisations Contacts

Each organisation can have multiple contacts. These contacts can be flagged managing director, sales, accounts etc. This option controls whether you can create or modify contacts for an Organisation.

4.4.13 Create And Modify Prospects

FREIGHTMAP can distinguish between prospective customers and actual customers. A prospective customer can have a quote created, but the quote cannot be accepted as a real consignment until such time as the prospect is turned into a real customer. This option controls whether you can create accounts for prospective customers.

4.4.14 Manage Customer Relationship

For each organisation, FREIGHTMAP allows you to maintain a contact history with followup dates etc. This option controls whether you can create contact history entries.

4.4.15 Create And Modify Drivers

FREIGHTMAP maintains a list of drivers. This option controls whether you can create or modify drivers.

4.4.16 Create And Modify Vehicles

FREIGHTMAP maintains a list of vehicles. This option controls whether you can create or modify vehicles.

4.4.17 Clear Actuals For Invoicing

Estimated sales amounts must be confirmed before they can proceed to invoicing. All users with access to specific departments and cost centres can enter actual sales amounts, but only users with the ‘Clear actuals for invoicing’ privilege can mark the sale amount as ready to be invoiced.

4.4.18 Raise Individual Invoices

FREIGHTMAP allows for bulk invoicing whereby all sales items marked as ‘cleared for invoicing’ are invoiced en masse. It also allows you to produce individual invoices on demand, either for a single sales entry or for all sales entries cleared against a job or master file. This options controls whether you can raise the individual invoices on demand.

4.4.19 Perform Bulk Invoicing

Bulk invoicing is the process by which all sales transactions marked as ‘Cleared for invoicing’ are actually invoiced to the customer. This option controls whether you can perform bulk invoicing.

4.4.20 Edit Loaded Jobs (On Jobs Screen)

In some environments it may be preferred that once a job has been loaded onto a master file or load, that it is not edited. This option controls whether a job which has already been loaded can still be edited by you on the jobs list.

4.4.21 Edit Loaded Jobs (On Loads Screen)

In some environments it may be preferred that once a job has been loaded onto a master file or load, that it is not edited. This option controls whether a job which has already been loaded can still be edited by you on the loads list.

4.4.22 Issue A Credit Limit Override

Depending on your specific credit limit enforcement criteria (this is configured by your System Administrator) FREIGHTMAP may allow new jobs to a customer where the credit limit has been or will be exceeded but only where a credit limit override has been issued. This option controls who can issue a credit limit override. Credit limit overrides are specific to each customer and job number or file number. In this manner individual jobs may be allowed but any new jobs will require a new override.

4.4.23 Create And Modify Ferry Routes/Rates

FREIGHTMAP maintains a list of known ferry routes, their valid dates, vehicle criteria and prices. This option controls whether or not you can modify these rates and routes.

4.4.24 View Live Management Data

Live management information (MI) are overview reports which are be refreshed in real time to give an overview of current performance, workload, work value etc. This option controls whether you can view this information.

4.4.25 Enter Purchase Invoices/Costings

You may choose to enter all, some or none of your purchase invoices through FREIGHTMAP. Where estimated costs are entered against jobs (ie sub contract haulage) you would generally need to enter the purchase invoice in order to match the expected cost with the actual invoice, or place the invoice on dispute etc. Other costs (such as overheads, vehicle depreciation etc) can also be entered within FREIGHTMAP.

This option controls whether or not you can enter purchase invoices or other costs. 

4.4.26 Issue Sales Credit Notes

All operators with privileges to edit jobs, master files or warehouse lines can also enter estimated sales rates for those jobs etc. This option controls whether you can enter a negative value on the sales rate (which is printed as a credit note).

4.4.27 Enter Vehicle Mileages

For vehicle costing, FREIGHTMAP needs to know mileages against jobs or vehicles. Individual vehicles can be configured to obtain mileage via the tachograph charts on a daily or weekly basis, or to have the actual mileage of each collect deliver point entered.

This option controls whether you can enter the vehicle mileages.

4.4.28 Restore Or Edit Archives

Once a job, master file or warehouse line is completed it can be archived. Once archived it can not be edited in any form. In order to edit an archived item you must access it through the archives menu. This option controls whether you can access this menu and edit an archived item.

4.4.29 Modify Map Locations/Postcodes

The mapping edition of FREIGHTMAP is pre-loaded with many world locations. It is likely however that you will wish to create further locations and/or assign postcodes to locations to distinguish between identically named towns or areas.

This option controls whether you can create new map locations and amend or delete existing locations.

4.5 USER SETTINGS SECTION

There are a number of settings which you can change yourself to adapt how you interact with FREIGHTMAP and how it interacts with you.
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Figure 9 - Change user settings – User settings
The various settings are as follows

4.5.1 Alert me about changes to my jobs

If this option is checked then whenever another user edits or modifies a job that you have created, FREIGHTMAP will send you a message informing you of the change. 

4.5.2 Alert me about changes to my loads

If this option is checked then whenever another user edits or modifies a load that you have created, FREIGHTMAP will send you a message informing you of the change. 

4.5.3 Show application hints

This enables or disables the displaying of hints by FREIGHTMAP. When you hover over an option with the mouse, FREIGHTMAP will display a textual description of the option in the lower left corner of the main screen.

4.5.4 Show toolbars

The toolbar on the main screen can be enabled or disabled. Some people prefer to have more screen space without the toolbar. This option controls whether the toolbar is displayed or not.

4.5.5 Track last customer for next job

When selected, FREIGHTMAP will default any new job to the same customer as the last job you created. You can still change the customer but it can be useful when you regularly enter a number of jobs for one customer.

4.5.6 Faster grid refreshes

Whenever a list is opened on screen, FREIGHTMAP has to wait for the entire list to be supplied by the database in order for it to count how many entries are in the list. Using this count of the number of entries, FREIGHTMAP can accurately decide how large the scroll bars should be on the right of the list.

Having this option disabled is aesthetically preferable but means that opening each list can take slightly longer as FREIGHTMAP has to wait for the database to finish supplying its list before allowing you to continue.

With this option enabled, FREIGHTMAP sacrifices the initial accuracy of the scrollbar but can open the list and allow you to continue working much quicker. Because of this the scrollbar will not accurately reflect the number of entries in the list.

4.5.7 Clear saved screen layouts

Whenever you customise the columns to be displayed in a list, FREIGHTMAP saves this to the database. If a new version of FREIGHTMAP is released which has removed or added new columns to a screen, it is possible that the saved layout will not be compatible with the new format. Whenever a layout is restored, FREIGHTMAP will always attempt to verify that it has not been invalidated by a new version, however there are situations which it can miss. 

Using the buttons for each of the individual layouts you can erase your customisation settings for each individual screen.

It is very rare that you would have to do this, and to date it has not occurred.

5 –USER MESSAGING

FREIGHTMAP includes a messaging system with which you can send and receive short messages from other users. It is by no means a full message management application such as Email. You might consider it more akin to mobile phone text messaging where short messages are sent directly to a user and they are immediately notified. You can send messages to other users and check for messages from other users by selecting the appropriate option from the messages menu.
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Figure 10 - Messages Menu

5.1 SENDING MESSAGES

You can send a message to one or many users from the ‘Operations, Messages, Send New Message’ menu option. The new message form is displayed.
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Figure 11- Sending a new message

To choose the recipients of the message, click on the small yellow button next to the ‘To :’ in the upper left corner of the form. A list of all users will be displayed from which you can choose the recipient(s). You can double click an individual recipient to have the message sent to the one individual, or hold down the control key to select multiple recipients. 

5.2 RECEIVING MESSAGES

If you are logged into FREIGHTMAP and a new message is sent to you, a notification will automatically be displayed the instant it is sent. If a user sends you a message while you are not logged into FREIGHTMAP you will be notified the next time you log into FREIGHTMAP or during the regular message checking cycle. This is usually every 15 minutes.

A message notification is shown in the upper right corner of the screen with summary details about the message. 
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Figure 12- New message notification

You can double click the notification to view the message.
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Figure 13 - Read new message

This particular message is a system generated message. It has been sent by FREIGHTMAP to the user because a different user has modified this users job, and this user has the ‘Notify me about changes to my jobs’ option ticked in their own user settings.

Because it is a system generated message it cannot be replied to and will automatically be deleted once read. For messages sent by other users, you will be able to click the Reply and Delete buttons.
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� FREIGHTMAP will check for any automatic updates each time it starts. If updates are available, there may be a short pause of approximately 2 to 10 seconds while FREIGHTMAP is installing the update
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