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Chapter 1 - Loading & Running The Software
Installation and Updates
The procedures for initially installing the software and performing updates are identical.

YOU WILL NOT BE ABLE TO OPERATE THIS PROGRAM WITHOUT A
GAZETTEER FILE CREATED FROM PARCELTRAK

Windows By Disk

Click on START.

Select RUN

On the command line type A:\SETUP.EXE
Click on OK the program will start to load.

Once the program starts loading it will ask if wishto load it into the default directory illustrated or
enter another one. It is probably best to leaveit asit is unless you know what you are doing.

Choose Next at each stage and finally Finish.
Networking the Customer Implant
If you wish to run the Customer Implant across aLocal Area Network you should install the

program on all PC’ sthat are to access the program. Y ou should then look at the * Data Path’
Section in the Initial Setup Chapter of this manual.
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Chapter 1 - Loading & Running The Software

Multiple Copies on one PC

If you work with more than network and your customer distributes freight for each - ie, parcels and
pallets you may install more than one copy of the implant on the same PC. When the installation
begins you will need to select an aternative directory at the point where is says whereit is going to

install
Choose Destination Location
Setup will inziall Zipzap Despatch 200 (WUl ger) in the
Falkowyitg Folder |
1
Teviretall into 2 different fiolder, click Browse, and select '
anather Foldes.
"ong can choose nob to install Zipzap Despatch 3.01
[Multi-User) b clicking Cancel 1o sxit Setup. ;
- Deztinatbion Folder
CAZDESE Browze
< Back Cancel |
Select Destination Direchory Select Browseto see a
|E:EDE SF2 AE screen as below:
(C 2000 J Cancel
o 20m T
(£ =3
£ acrorzad
[C adobaapp
[C] &wery
[ hackuplf
£ backupa?
£ blue2000
) bluebS
=1 bluedsomot ;I

= = =]
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Chapter 1 - Loading & Running The Software

Alter the destination directory as indicated and select OK.
Y ou will now need to create a shortcut to the second copy of the program.

Creating a Shortcut
Right click on the main desktop and Select New from the menu that appears. Select Shortcut from
=] the next menu.

l Create S hortcut

Tupe the Incation ard name of e ikem gou want b creals
& shartcut bo. O, search for the tem by cloking Browse,

LCommarnd line:

I
Bromss |

= Lack [ =t Carcel
Browse X1 select Browse and
Lok in: | = (T -] & &l et locate the
- - - directory where
“lenr Clwindows Fatoesec oo
] Tempaip (] 'Windows Updats Sstup Fles 5] backupaps: . .
] testhalp 01 Zdesp 5] backuped | installed ie,
_JtHelp -w @& Crnapset ex C\ZDESP or
] wesather 1 Zipzap = commande C:\ZDESP2
0 winge ] i =] daily st
4 _ 1 |
File pame: | pen
Files of types | Program: =l Cancel
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Bowse  WE
Logk jn. | &3 Zdesp2 hd @ L:ﬂ Iﬁ

C hapte Dzpiop3lens

r 1 - Topscan e

. Tpsfie. exe

LOﬂdln Uiz, ez

g &
Runnin

g The
S()ftwar Fila pyanie: Iz:d:snEHE [pen
€ Files af hype: IF'rmgrarns _ﬂ Cancsl
2

Double Click

to open the folder and locate the ZZDESP.EXE file.

Select a Tikle For the Program

Select a name for the shorkcut:

Irmplant For Fallets

< Back Firizh Cancel

Double click

onthefileto
be returned to the create shortcut window. Select Next and enter a name for the shortcut.
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Select Finish to complete the process.
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Chapter 1 - Loading & Running The Software

Useful tips for Windows Novices

A line under aletter of amenu item or atitle on abutton illustrates that you can use the ALT key
and the underlined letter to select that item instead of the mouse.

Fields can be moved through by using the TAB key. If you wish to go back afield use Tab and
Shift.

Highlighted items can either be accepted by pressing enter or clicking with the mouse.
Double clicking on a highlighted item will access that record.

Remember to close windows down as you finish with them, keeping too many open just clogs up
the memory and slows everything down (it will eventually grind to ahalt)!
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Chapter 1 -Loading & Running The Software
Loading the Program

Option 1
Click on the Despatch icon on the main windows screen.

Option 2
Click on Start, Programs, ZipZap, Despatch.
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Chapter 2 - Initial Setup

Initial Data Directory

When you first go into the program awindow will appear asking you to select a data directory as
below:

Select Initial Data Directony

[Diirectom |

Direclom - [C\ZDESPY |EI Ej (i]4

If you are running this program on anetwork then you must browse for the shared data directory on
the network by clicking on the browse button.

If you are running the program on asingle PC you should accept the default setting as shown.
Click on OK once you have selected the correct directory.
Setup Wizard

The very first time you run the program the ‘ Setup Wizard” will run to assist with the basic settings
for the program. These settings are unique to each customer.

Thefirst screen you see will be as below:
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Chapter 2 - Initial Setup

Enter your customer account details exactly asthey are held within Parcel Trak at the depot then

Setup Wizard

What are 1he delailz of the Carrien pou e ™

Cende IEE

Mame . |ZipZap Parcel D eliveries
Address | [ Linit 14
Fnrt Bamez
[Rookery Lare
| Lincoln

FPostcode : [LME 7P

Tel: [01522 52595+

a4 Hack l Forward ¥k | Carcel HI Faa sy q_,ff-

click on Forward to go to the next screen as below:

Enter the local depot details here including the depot code that you wish to be shown as the sending
depot. Click on Forward to move to the next screen as below:

What are yoor Account Debailz with e Parcel O epot

&cc Mo: |2IF'IZIEI1

Mame : | ZipZap Computer Corsullants
addiess: | Unit 14

| Fort Barres
| F ogkery Lane
| Lincaln

Postocods | LWNE 7P

Tel: | 01522 525954

14 fraci I Faomward H-I Cancel HI Fady j‘l
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Choose the paper size for any documents to be printed ie., manifests. Click on Forward to move to
the next screen as below:

Cetup Wizard

What Faper Size does vour Documenl Prinker uze ?

& 15z

" Letter Size

44 Back I Fonward H'I Lancel M| =i -;—fE
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Chapter 2 - Initial Setup

Setup Wizard

Wihat [ pcumentz do pou wish bo pant stter a Dezpatch iz added

11 Back I Forveand Hl Cancel ul Firis f 1

Mark which documents you wish to be automatically printed during consignment entry. Only tick
the EPL box if you are using an EPL compatible printer on a COMMUNICATIONS port instead

of aPRINTER port. Click on Forward to move to the next screen as below:

Setup Wizard

Wihat are the Consignment Mote details 7

Frirter : [Lexmark 2390 Phas J

¢ Pack | Forward H‘l Cancel ul Fndi  af||

If you are printing consignment notes you need to click on the browse button and select the printer
for this documentation. Also enter the paper dimensions. Click on forward to move to the next

screen as below:

Chapter 2 - Initial Setup
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Cetup Wizard

What zre the Consignment Label details 7

Prirter : [Eibian Orion _J

Pace Sizelr: € Centimehes  * Inches

Height ; | £.0000
Warichth : 4.0000
o Back  |[Tommd o] Covest | fms 2]

If you are printing consignment labels you need to click on the browse button and select the printer
for this documentation. Also enter the paper dimensions. Click on forward to move to the next
screen as below:

Cetup Wizard

Wrhat aie the Delaullz when entening Despatches 7

Items | i
Weight - [ 1
Mest Mo . I 1

I {0n Save zlocate Docket Number

«4 Back Forward b | Cancel 3| fwey o7

This section holds some default settings which will speed up data entry. Enter the number of items
you normally send out within each consignment and the normal weight. These values will
automatically appear in the consignment entry screen. The Next No relates to the first consignment
number to be used in this program. Y our local depot will advise. ‘ On Save allocate Docket

number’ if checked means that the consignment number won'’t be allocated to the entered job until
the OK button is selected. Click on Forward to move to the next screen:
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Chapter 2 - Initial Setup

Selup Wizard

Conzolidation Options -

¥ £S5l Flag
Amencme=nis ;

o Back | fovess 3o Carcel %] mrsh o

This screen deal s with the consolidation of consignments. If you wish to enable consolidation of
consignments check the CSol Flag box. Y ou may then select the printing options by dropping down
the amendments box. Y ou may choose: No - which won't print anything, Just items added - which
will print additional labelsfor theitemsjust added or All Items - which will re-print all the labels for
this consignment. Click Finish to close the wizard.

Gazetteer

The next and most important step isto import a gazetteer file produced by your *local depot. This
will ensure that your consignments are routed correctly. The Gazetteer import routine import should
be performed every time there are routing changes within the network you are putting freight into.

Click on Operations, Links, Day Start(Import) if the gazetteer is on afloppy disk leave the
location set to A:\. If the gazetteer is elsewhere you will need to browse for the correct directory.
When the correct location is shown in the box click OK to proceed with the import.

Y ou are now ready to proceed to the Setup Menu for some final settings.

Impmt Gazetteer Data
limpot |
Lacation of G azetteer Fie - @ k.
" o
4 III Carrel

* See Creating a Gazetteer Disk in the chapter dealing with Depot Instructions
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Chapter 3 - Setup Menu
Work through this chapter methodically to ensure smooth running of the program.
Customers

Click on Setup and select customersto reveal a screen as below:

= Browse Customers

Setup Customers I

Laocate : |

Ao Mo Aee Mame F‘uatwglle [ A Tel | Ae Last Used

LR ENEI RN ]
Irzet g&} Livnnn @ Close

Thiswill show any customers you despatch to that are already setup on the system. Click on Insert
to enter anew customer. Y ou will see ascreen as below:
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Chapter 3 - Setup Menu

Customers Cont’d

[ 2= Cuztomer will he Addad [Mew)

il Disaite |

Aeocha: W

Mame: | Test docount
Addiess: | Ut 1

{an Indusrizl Estate

| Gmith Road
= ¥ &
Postcods: JLNT
Tal W Carieal
Fas: (1522546612

Contact: [Jule

Males . |Sionetura must be chtsined

Lazt [aepatched To - |

. Custarmer wil be didd=d

Enter and account number for this customer and their details. Last Despatched to will show when a
consignment was last despatched to this customer and will be automatically updated during
consignment entry. Click OK to save the details.

Ticks

This section is specific to pre-printed notes and sometimes |abels. If the documentation you are

using requires
for you to tick
boxes T thisis
where Mo | Tickbox Description yOU
should Saw o set up
what the ticks
represent | : . Click
Change ? to alter
detallsas .2 shown
below:

Sl I | i

@ Change lE Cloze

18 Customer Implant for Parcel Trak Depots © ZipZap Computers Limited 2003



Customer Implant for Parcel Trak Depots © ZipZap Computers Limited 2003 19



Chapter 3 - Setup Menu

Service Levels

Thisisthe section where you need to setup the delivery services you have contracted to with your
customer. You will see a screen as below:

= Howsze Seivice Levels

Service Lavals

ARl

R

g adl a2l wlenlnn] 4| | : 3

@ | nzerk | @ Lhange [jj Lelete @ Cloze

Click
enter a

on Insert to
new service:

a Update Records. .

Mair Detals |

Level: |aM Delivery
FT Lewed: [2 =]

FT Su: IAH

@ 0,
rg] Cancel

Ll R I

IE}. |nzert ‘ @ Q-langel Delete

Reacord wil be Added

Enter aname for this service level. Keep it simple and descriptive so your customer can see at a
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glance what kind of delivery they can expect from the selected service. The PT Level should equate
to the Parcel Trak equivalent that you have setup in Parcel Trak, Pricing, Surcharges.
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Chapter 3 - Setup Menu

Services Cont’d

If you are using paperwork with tick boxes thisiswhere you should allocate the tick number to the
service. Click on Insert and select atick number (or multiple ticks) from the drop down list.

Service Types

Enter here the types of service you offer this customer. Click on Insert to enter the description and
number of labelsto print for this service type.

= Browse Records

Service Trpss |
Daccrintion No of Labels |
P2t 4
Ld | 2l
E’ Ireert [@ Changs Delela @ Close
Invalid

It is normal within Parcel\Pallet networks for certain delivery services not to be valid for certain
areas. For example it would be extremely difficult if not impossibleto achieve a9 am delivery to
KW postcodes in the far north of Scotland. This section of the program allows you to say which
postcodes have invalid services. When your customer then triesto enter a premium service for an
invalid postcode they will receive awarning.
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Chapter 3 - Setup Menu

Invalid Cont’d

- Browsze Invalid Services

Irvalid Semices |

Pt code: |

oE 45 M el Dlau

ER1 NEFERET
Eo2 Pzl D
ER2 W ERE
BG4 el D
ERS WM ERE

(#] Inzert Delote B*| Cloe=
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Click on Insert to select postcodes and ainvalid services.

Choose a service from the drop down list. Either enter a start postcode in the locate box or

Chapter 3 - Setup Menu

Invali d Cont’d
- Inzert Postendes for Invahd Sernce |
scroll iiana I through the
list of ' postcodes.
When = S@vie . [AM Delivery - ' you locate
the ! postcode
you locse « [FA~ want to
assign ?;Lme [] i | - asir::a]id
click ) ontheTag
button o nlt _ e ||| A tick will
appea SE _ Unaaal | et || T NEX tO the
postc P24 Revtag | ——1 odeandthe
highlig I — | | ' ht bar will
move patly - down to the
Pa1g )
next Pt 'oneinthe
list. R Keep
taggin [ K R TS = ' g until you
have | done all the

postcodes not valid for this service and select OK when finished.
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Parameters

This section holds al the details that are specific to this customer. Y ou will have filled in most of this
section when you completed the wizard during theinitial setup. There are four tabsin al that require
information.

* Setup Paramelers Hi=E B2
Llient Distails |Dep-:t Detaile | Despatch Dptions § LI
AoccMo: m

M arme IEpZap Computer Consukants
Address ; [Linic 14

| Fout Barmes

IF—'h:-:duetq,I Lare
| Lincoln @ [k
Postcode ; ILNE TP

Tel: [01522 S28964 Cancel
Client | PaperTepe: [44 See E details are the
custo mer who will be
despa tching the goods. It
isvita that the Account
Numb er shown hereis
identi cal totheone held
in Parcel Trak for this

customer. Enter the details and click on the Depot Details tab to reveal a screen as below:
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Chapter 3 - Setup Menu

Parameters Cont’d

= Setup Parameters M= E3
Cliend Details Depot Detalk | Despatch Dptione ¢ E1LY
[epot Code | IE

Hame | |Zipsan Parcel Dalivanes
Acddrmes - ]LIril. 14

|Fort Bamre:

|Rockzm Lane

| Lincaln [Ei Ok
o ode: |LME S

Tel [01522 526364

@ Carncel

The Depot Details relate to the depot that this account belongs to. The Depot Code in this section
will appear on the Labels and Consignment Notes as the sending depot. Click on the Despatch
Options tab to enter

further = Setup Paramelers

Iy
¥

Ciiert Dietails | Depot Details Despaich Dptions

Mest Paks 0003

i—Frirtt Options [Lozal]
C Mone & Labele © Holes © Both

Defaulk Service Lewel iﬁ,h.-i Delivens B @ =
Dafaulk Service Type: |
[kemns I 1
E Carmcel
ol gt - l 1 e
W 5ol Flag
Amendmentz:  [Alltems =l
[ On Save allecate O ockel Nurmber
[ EFL
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Chapter 3 - Setup Menu

Parameters Cont’d

Thefields on thistab are primarily to speed up consignment entry.
The entry fields are explained asfollows::

Next Note: The consignment number that will be assigned to the next consignment
that is entered.

Print Options (local) : By clicking on the options you may select which documents you want
to be automatically printed each time anew consignment is entered.
These settings are specific to this computer so care should be taken
when the program is run on a network.

Default Service Level :Choose here the service level that goods are most often despatched on.

Default Service Type :Choose here the service type that goods are most often despatched on.

ltems: Enter here the number of items you usually despatch in asingle
consignment.

Weight : Enter here the normal weight of each individual consignment.

Csol Flag: If you wish to enable consolidation of consignments check this box.

Y ou may then select the printing options by dropping down the
amendments box. Y ou may choose: No - which won’t print anything,
Just items added - which will print additional l1abels for the items just
added or All Items - which will re-print all the labels for this

consignment.

On Save dlocate

Docket number : If checked means that the consignment number won't be allocated to
the entered job until the OK button is selected.

EPL : Only tick the EPL box if you are using an EPL compatible printer on a

COMMUNICATIONS port instead of a PRINTER port. The program
is currently supplied with a standard NCN label format. If you require a
non standard format you should contact ZipZap on 01522 526964.
There will be a setup fee for this service which will be dependant upon the
format required.
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Select the next tab to enter modem details. Thisisonly required if you are using the program to
access bulletin boards.

= Semup Paiamalers

Chap Diazpaich Optione  Modam Datails [Lacal] )¢ ter 3 -
Setu Modem Port p Menu
* COMt ¢ COM2 ¢ COM3  © COM4
Paramet  —pjodem Baud ers Cont’d
2400 T SR00 14200 ¥ 38400
—todem Fante
& Mone ¢ DOdd " Ewen Ej i
—tadem Data (2] Canesl
& i 7 .8
~Modem Stop
&1 §

Modem Init; |"ATF

These settings can be found in your modem installation instructions.
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Chapter 3 - Setup Menu

Layouts - Notes\Labels

This section allows you to define note and label layouts to match your own paperwork or that of the
network you belong to. The procedure is exactly the same for both Labels and Notes. We shall

look at Labels.

= Labhel Layout [_ | 1] ]
Labed Laysut !
_g"il[:“:e _ = :i.r':_‘;{....lH-lﬂighl' [ E oo Brirnt | i
fbimetes = '__ Tey . I'__-_
| Lafidts 4.000 :
Frinter ;| Elion Ciicn J

Thez aboye detads are Local bo s PC

ehd Mo | Fisld Wams Field Pichure| H Fos
001 | FEOMPT = [ | 0050 @ Bl

o2 COMN-DOCEET = 07 0520 oos0
002 EROMPT (B30 1,400 0.050 el
oog COMDEFPOT_COLDE =H02 1.920 noso T
Q0S| FROMPT (a0 2,550 l].lZIEIII_I
OOE|COMN-OESPATCH_DATE P YN[ 2070 noso
007 | FROMPT (@rs 30 0 250 0280
002 CON ORDEFA_HUMBER L ] 0620 0260
0n3| B O s a0 0060 ny3n
O1OCON:COMSIGNEE =0 A0 0100 n7an

4l a7l wleele] o] | A

@ Ingert I"@ Charegs Delete L:_ﬂ Fraviesy

Y ou will need aruler and one of your labels. Decide which unit you wish to work in and place adot
in the relevant option by clicking on it. - We shall work in Inches.

Enter the Height and Width of your label in the units stated.

Now select the default printer for the Labels. Click on the button with the three dots on it. Thiswill
bring up alist of available printersfor this PC. Select one and click on OK.

Y ou may find that some fields have already been set up for you. If thisisthe caseit is probably best
to print off alabel to see how closeit isto your requirements. Do this by putting some plain paper
in the printer, enter adummy consignment and print a label. (See Despatch Entry). If the fields look
asif they arein the right place double check by printing another label but thistime on the correct
paperwork.
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Chapter 3 - Setup Menu

If any fields need moving highlight the field and select CHANGE within the label layouts screen.

¢ Field will be Added [Mew]

Popuiz Field ]

Fid Mame:: [COM-CONSIGHEE Ed|
Fighd Type ; IHHH‘-"E
Field Pichure : |@E:p:|

HFa:: | 0700 Py | n7an

widh: [ INEE Heigt | o000 Argle [0 =)

E"j oK
X Cancel

whndows Forts | Bul inPrioter Fonis |

I4Z Sans Sarit = |

L] B

Fiald wall be Addsd

Move down to the H Pos field and enter the new Horizontal position. Then moveto the V Pos
field and enter the new Vertical position. If you wish to change the Font of the field click on the
Windows Fonts button and select afont. Thereis aso an option to use Built In Printer Fonts.
This option will show the fonts used by the chosen printer. Selecting one of these fonts will
dramatically increase printing speed. Y ou can only use this option if you are setting the program up
with the correct printer attached.

If any fields need removing simply highlighted the desired ones and click on DELETE.

If you need to add any fields select INSERT. Click on the down arrow to the right of the field
name section. Choose afield from the list and set the dimensions the same way as if you were
changing the settings.

EPL

Thissection isonly of useif you have an EPL compatible printer plugged into the
COMMUNICATIONS port instead of a PRINTER port. The program is currently supplied with a

standard NCN label format. If you require anon standard format you should contact ZipZap on
01522 526964. There will be a setup fee for this service which will be dependant upon the format
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required.
Chapter 3 - Setup Menu
Template - CSV

Thissection alowsyou to setup thefacility toreadin order filesthat arein CSV format and convert

= Ordesz Template [CSY]

W Generate

b Drelault Semice
W Delault Type
I Dozl ltems
[ Default wWeight
W OneAccount

Wwhich bcoount. [C35H

< ok

™ Update Orders
E spremsian IE Carciad
A WUMBER IR D Fiald1 T
7 ATCH_DATE TOD&EY ]
OM:COMSIGMNEE ORD:Figld2
MN-COMSIGHMEE _ADDRESS_ 1 ORD:Field3 _I
MCOMSIGNEE _ADNDHESS_? OADFialdd
MH:COMSIGMEE_ADDRESS 3 QRD:Fields
QM COMSIGMEE_ADDRESS_4 QRD:Fieide
lIl'.IE‘ m | MH-COMSIGMEE _POSTCODE ORD:Figld?
pfaa] a2l elme]m] 4] | _rtl

Lnzett I @ Ehang:l Delete

them directly into consignments for despatch.

The options are explained below:
Ignorefirst lineof import:  Check this box to ignore the first line of any file imported. Thisis
useful when thefirst line contains information of field contents.
Check with the customer to see if these are to be included in the

datafiles.
Generate : Generate Docket numbers during the import
Default Service: Use the default service that is setup in Parameters.
Default Type: Use the default service type that is setup in Parameters.
Default Items:: Use the default number of itemsthat is setup in Parameters.
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Default Weight : Use the default weight that is setup in Parameters.
Chapter 3 - Setup Menu

Template - CSV Cont’d

One Account : Assign al the imported orders to one account - state which
account.
Update Orders : Update existing orders.

Designing the File Template

Within the Template (CSV) option Click onlInsert. A file selection box will appear allowing you to
sect theordersfileto beread in. Y ou will moveto the next window which will show the first record
inthefile.

Sdect afiddinthe Assgn to box. For example: CON:Order_Number. L ocate the order number in
the examplefilefrom your cusomer. Make a note of the field number in the left hand column that
corresponds and put thisin the Expression box. Click onthe Check button. If atick appears then the
informeation has been entered correctly. Click OK to completethe assgnment of thisfield. Click Insert

to = Aszrignment will be Changed

co M zin I
nti
Fizhd Farins Al escard 1 =
NU  [GRD Feldi Fop——
e [|ORDFeRz Marme =
DR O-Faeld Rpr—
as |OREC:Fiekdd Luddiess?
. |oRDFedS Fy—
S| |ORC:Fields udcliessd
ORO-Fiald? Podcode
gN  |oRoFiedds Tel
in [ F C-Fishdd =k
DR D:Fiedd10 Corlact Eﬁ
g [|DRDFek Femnaiks K
m Sgggm::% Bircevsing fields for the ordse fils |
or [DRD:Ficki14 Cancel
DR G-Feddls .
e  |[ORCFweidiE
G NRL-Fiedd 17
L = 19
e i -Mr':j el e lew]r] 2] | A
Id :
S Agsign te; [COMACC_MO =
" | Espresson, [ORCFisldi o Check |
Condimrn : | Fune I

Azzigrmert will be Changed
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Chapter 3 - Setup Menu

Template - Fixed

This section allows you to setup the facility to read in order filesthat arein Fixed Length format.

= Orderz Template [Fized]

I ain

R Delault Tppe
o Delault lems
W DelaultWeight
W Ore fccount w'hich Account | i
™ Update Orders
Seq Copsignooents E sprezzion [‘Zj 2 [
Fiedd e | Field M arme:
0o ACOMORDER NUMEER FOR:FI=ED D&TA LIME[T:
IEI Cancs|
IR R T 5|

(#] Inset | LChange

i F=iv's] I
Delete highlighted &esignment

The options are explained below:

Default Service: Check this box to use the service set in Parameters.

Default Type : Check this box to use the type set in Parameters.

Default Items : Check this box to use the default number of items set in Parameters.

Default Weight : Check this box to use the default weight set in Parameters.

One Account : Check this box to allocate al the consignments to one account. If you
select this option create an account and enter the reference in ‘which

account’. If you do not select this option you will see another choice as
below:
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Chapter 3 - Setup Menu
Template Fixed Cont’d

Auto Create : Selecting this option will generate numeric account numbers for each
consignment asit isread in. Only use thisoption if you have not
assigned an account field in the file template.

Update Orders: Check thisfield if you wish to amend orders that have already been
imported. A check will be made on the order number of any existing
entries. If it matches any that are being read in the record will be
amended instead of a new one being created.

Designing the File Template

Within the Template (Fixed Length) option Click on Insert. A file selection box will appear allowing
you to select the ordersfile to be read in. Y ou will move to the next window which will show the
first record in thefile.

The screen will show thefirst line of the data file you are going to read in. The numbers above it
illustrate the field positions Y ou need to allocate these positions to the respective fields. Click the
down arrow in the assign box and pick up the corresponding field. The expressionis
FOR:Fixed_Data Line[StartPosition:EndPosition]. FOR:Fixed Data Line represents the whole
line of data. The start position and end position represent the array within the line to assign. When
you have entered the information click on Check. Thiswill check the syntax of the assignment.

If you wish to add further assignments like todays date, click on the function button to seewhat is
available. Alwaysclick on check after creating an assignment. Do not proceed until it shows atick.

- Assignment will be Changed

Fizld rame s FORFESED_DATA_LIME which g2n be weed moen Espresamn,

a a a 8 8 8
1 2 3 4 5 6
e a 8 8 9 9
—— ] —— | ———— | —— | —— | ——— |-

[(AELB®1 Abklc Freight Forwarding LtBell House

) ox
Cance|
4] | 3
Asign o [CoMaCT_mO i
Expraszion : [FORFED_DATA_LIME[TE] 2 Check
Cordition | Eurc

Asmgnmert vwill be Changed
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Chapter 4 - Operations
Despatches

Thisisthe section where your consignments are entered and the information of previous
despatchesis stored. (Items shown in red have had the address altered).

= Browsc Deapatches

By Dider | By Dockat | By Cust Flef| By Postends|

Dz kumbsr I

Dokt | Cusl Fsfemnce

'J & e H|-1||1| IIPEi

F'-:nstcu:la remiz | 10

Drder Hunnbe

{44 | 7]k |[kr| kD

Sigred by -

Ficmank -

Al

Change .,

#] lnset ||E Chang

Dizlete

Click

I nsert
anew
ment.

Main Detais ]

Aoo blo;
Ceeap. Drabe
Diacket

e
Cahirignze |
Addizas -

B2

Tel:
Conlact
Senw Ll |
Cami Tama
Hﬂ'ﬂﬂ"‘:ﬂ }

[ZFom £|
I W OES 00
I [ROTNES

| Cigt Ref; |

= Despatch will be Added [Hew)

[ZpZap

[EETRE]

|Fort Bames

| Ficokeery Lane

|Lincoin

ILNE-?FW'

| 01522 526564

[Tulia

1404 Delivery

Z

[Parcel

=

| Do ol doceslep

o

Tezrne - 1
LS Eighl 1

) ar

[Vezpustch wall b Oordsd
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Chapter 4 - Operations
Despatches Cont’d
Click on Insert and enter a Customer Account Number. If you don't know the account
number enter thefirst part and select Tab - alist will come up of al existing customers for you

to select one.

Once an account has been accepted you are now required to enter the Despatch Date. It will
default to today but you may change it if required and it will be held back until that date.

The Docket Number will have comein from the Parameters screen.
Enter your Order Number and Customer Ref if you have them.

The Address details will already have been entered when you accepted the Account Number,
if the delivery addressisto be different to that shown just type over it.

The Service Level and Type will default to the one setup in Parameters but you may change
them by selecting from the drop down list (click on the down arrow to the right of the box).

Enter the number of Items and Weight or accept the default 1 item at 1KG.

The remarks will have been brought in from the Account screen, again you can type over them
if required.

Click OK to accept the details. If your Parameters are set to print notes and labels they will
now come out of the printer.

36 Customer Implant for Parcel Trak Depots © ZipZap Computers Limited 2003



Chapter 4 - Operations

Bulk Despatch

From time to time you may wish to Bulk Despatch to many customers. Select Bulk
Despatch from the Operations Menu.

+ Bulk Despatch [Main Accounts Only)

Customes |Despatch Ditail |

AccHo M ame Fostcode ﬂ
af ARLOON Wble Freight Fonwandimg Lhd M22 4RF
+f CCS001 CCS Counzig e 7PF

« CyBOOI Wurora Exports TlAa CVE Parcels CORATE

W0 :r:-|'n|-..-.:;. Fallet 5 petem: RES 7IR UrMank I Ej Ok
HI=0M Highway Express Limited IGATY b Al I
MEYOM  [Go-Man Couriers BaA AlY X Cancel
NCWO20 [Mencury Speedink Lod [(MCH Bri B52 3EB M‘
MEFON Matiorwide Express Parcek SK13 7al
=Foo Qiford Legishizs 014 4RT
el al 2o lmm| 4] | JaARd

All existing customers will beillustrated in alist box. Y ou may select Mark All if the despatch
isto goto al customers, alternatively you can highlighted customers by clicking once on them
and either select Mark, Press Space or Double Click to produce atick next to those
reguired. Once the customers have been selected move onto Despatch Details.
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Chapter 4 - Operations

Bulk Despatch Cont’d

= Bulk Deapatch [Main Accounts Only) = B
Custorners Despateh Dietail: !

w'might I ]
Herwarks: | @ [k

@ Cancel

Enter here the despatch date. It will default to today but again you can over typeit. Enter the
Service Level and Type followed by the Items and Total Weight for each individual
consignment. Enter any Remarks specific to thisBulk Despatch and click on OK to accept.

If for any reason you get a message saying "Some Accounts could not be despatched to!", it
probably meansthere is an invalid postcode in the delivery address. OK the message. Any
problem accounts will be shown with ared cross. Go onto Setup Accounts and check the
account details. (Y ou can open this over the top of bulk despatch). Once the details are correct
you will be able to proceed with the Bulk Despatch by changing the crossto atick. Those
with no indicator went through OK.

When using the Bulk Despatch facility you will need to print the paperwork afterwards.
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Chapter 4 - Operations

Labels\Notes

Select this option to print all notes or labelsfor aday. Only select EPL if you have setup for this
mode of printing.

Enter Manifest Date

[rate |

Manifest Dale - I_m [E'j 0k

M UnDapended

Putting atick in the Un-Dayended box will only print paperwork for those jobs that have not
aready been day ended.

Manifest
Select this
Enter Manifest Date option if you
Dats | want to print
amanifest at
Manifest Daie . [ ITWIRZINE the end of
¥ UnDagended the day.
Level Tag | 7
ak
Newl Day kag 21 ]
Untag al I
Bev tags I
Showal |
raaal « | 7| e |rr] 0]
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Putting atick in the Un-Dayended box means only undayended freight will appear on the
manifest.Tag any services you do not what to appear on this manifest.

Chapter 4 - Operations
Links\Accounts\CSV
Y ou can use this section to import a customer account datafilein CSV format. The desired
layout isillustrated on the import screen as shown below. Thisfile can be created directly from
Sage™ or within Microsoft Excel ™.

In Sage Line 50 (version 5.01.0063) select Customers, Reports. Look down thelist for a

report Import C5Y Accountz File called
Customer — Record CSV.
Select File | =" | for the Output.
Select Run| Fiie [z75aLEs 5w and enter an
account range. When
5 Fie [Fishdz Fenuirad) . .
presented with aFile
Didlogue | [[iccount_¥e Length 10 [a] +] o box select CSV
. Account_NHams Length 30 .
inthe Save Aocount Address 1 Length 30 file astype.
Choose a Account _Address_2 Length 30 [z] Cancel location and file
Aooount_Addre=s 3 Length 30 _———— .
name and Acoount_ Addre=s 4 Length 30 = click OK to
savethe Account Postcoode Length B file,
Arcount_Tel Tength 15§ |
In Microsoft Excel
with the datafile open

choose Save as from the File menu. Change the save as type to CSV. Choose a location and
filename and click OK to save thefile.
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Links\Accounts\Quick Despatch

Use this section to import accounts from Quick Despatch.

= Impoit ZMINI Cuzbomer File

Pleaze zelect the direston where Quck Dezpatch e oaded

Diractory | |

Iﬂ ok, | () Eancell
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Chapter 4 - Operations

Links\Day End(Export)

Select this section to export your consignments to afile for your collecting depot. Normally you
would do thisto floppy disk but you can select an alternative location by prior arrangement with
the depot if you wish to email the data.

Euspot |
Maril= Date Ej -
Iv Un Dayerdad
[ esired Localion of Expo file - Cancel
[ J

Putting atick in the Un-Dayended box will only print paperwork for those jobs that have not
aready been day ended.

Links\Day Start(Import)

From timeto time you will be sent Gazetteer updates. These should be imported immediatley
on receipt to ensure accurate routing of freight despatched. Select this option and locate the file

which will normally
e supplleion
floppy | Import | disk.

Location of & azetteer File - Ej Ok

Ak

| B Lancel
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Chapter 4 - Operations
Links\PODs

If you have requested POD information back from the depot thisis where you need to import
them.

Import Pod Data

|rngort |
Location of POD fks - &) oK
(= ] Cancal

Locate the file to import and select OK to proceed.
Links\Orders (CSV)

If you have setup the program to import ordersfilesin CSV format thisiswhere you need to

import them.
= Import Order Critena [C5Y) | 1]
Ciritenia I
& ok
Orders File: | D e
Cancel

Locate the file to import and select OK to proceed.
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Chapter 4 - Operations

Links\Orders (Fixed)

If you have setup the program to import ordersfilesin Fixed Length format thisiswhere you
need to import them.

= Import Order Criteria [Fized)

Criteria |

#) ok
Ordes File ; l

] Cancel
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Chapter 5 - Enquiries/Reports

Statistics\Daily

If you want to see a graph of the consignments you have despatched on a certain date showing
service levels and amounts select this option. Enter a date and select Tab to reveal agraph as

below:

* Dailp Statistice (Right Click an Graph for Dplions)

Stablics |

tdanfest Dals; | D5A02/2002

Despalches per Senvice

a8

L1

Close |

L)

e spatohes i

a8

JEruims

Right click on the graph to select alternative display formats.
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Chapter S - Enquiries/Reports
Statistics\Monthly

If you want to see a graph of the consignments you have despatched in a certain month select
this option. Select amonth and year and click on the graph button to reveal a graph as below:

== Despatches for Fehisary 2002 (Right Click on Graph for Optionz)

Stalitice 1

Mo Mame ; |F|5hnml "]
Wearfla | 2002 Ak [[Graph |

Despatches for February 2002

Right click on the graph to select alternative display formats.

46 Customer Implant for Parcel Trak Depots © ZipZap Computers Limited 2003



Chapter 5 - Enquiries/Reports
Statistics\Yearly

If you want to see a graph of the consignments you have despatched in acertain year select this
option. Select ayear and press the tab key to reveal a graph as below:

= Graphmg for 2002 [Fight Chck on Giaph for Ophens|

Statizlics |
vea: [ EBAD]
Despatches for Year 2002
[ Ciess |:
Despatches

Month Names

Right click on the graph to select alternative display formats.
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Chapter S - Enquiries/Reports

View Despatches

Select this option to view the despatches for a specific customer within a date range. Enter the
account number and the date range you want to view datafor.

Ernter Account amd Date Hamge
Citeriz |

hann:lZ]Fm1 @ T

| ZinZap

Fram: [ oi/0z/2002 ke Dale: [ 28/02/2002 Cancel

= View Dezpalches

Dezpatches I

Ace Mo [ZIPO0T | £ipap fram - [ mJnz/20n2
ko= | ZHO02/007

IEL IR O o ]
Eired by - :
Remaiks -
Total Cans | i Total Ibemns | 2 Toral wWeight | E
[1#) Close

Click OK to reveal ascreen as below:
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Chapter S - Enquiries/Reports

Cubing

If you are despatching a bulky item that needs to go on a cube rate select this option to

calculate the * cube weight'.

~+ Congignment Cubing

Ciikeria |
tMeasurement

" Centimetres 1 Inches
Lerath: [ 50.00
whdh: [~ 100.00
Height [ 60.00

+ Consignment Cuhing

Cikerig Totalz

The Consgrment Cubing is Caloulated & l 89834.22  KgE.

i 0.38) Tormes.

[bernabonal Cubing of I 490 Cubic Metres comeetig to -

I 0,52 &0 Tonnes)
| 430 /4 Seall onnes|
I 1.63 ¢ Foad [Tonnes]

@ Cloze

(b4 Hose

Enter
the
measure
ment
unitsand
the
dimensio
ns. Click
onCac
to
perform
the
caculati
on.
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Last Despatched to Report

ALL M3 Hame of Arcourt Date Last Despatched
ABLODT  Able Fraight Forearting Lt 074022002
CCs0  CCS Couners 0EA0Zr2002
CYBO011  Aurora Exports T/a CYE Panels

EXFO01  Express Pallet 5ystems Dez 200
HIGOC! Highway Express Umied 07izr200z
MAYOD  Go-Man Couriers NeDz/200z2
MCNO2O  Mercury Speedink Lbd (MCN Bri 07022002
NEPOU1  Hatiomde Express Parcels 07/02/2002
OxFO1T Cwford _ogstics 0740272002
SAMDOT  Sanders Crane Freight Logiste 01¢402r2002
SURDI1T  Suremay BXOress Transport 2.C0 07102r2002
TRADIT  Translink Fanca Exaress {Leic

ZIPOD1 ZinZap 07022002

Chapter 5 - Enquiries/Reports
Last Despatched

Select this option to generate areport showing when you last despatched to customers.
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Chapter 5 - Enquiries/Reports
Query Despatches
This section is a highly advanced tool for querying the consignment datafile. With alittle time

and effort you can extract information from the file matching any criteriayou set. It isalittle
complex but with some experimentation you should get the hang of it.

# Query Options E3

Pleaze Select a Query Option

\% Select A Previpush Saved Diery

w] Creat= a Hew Querp

@ Do Mot Apply & Queny

€ Cancal Without Continuing

Thefirst time you use this section select ‘ Create aNew Query’ to revea ascreen as below:

Query Wizard
Field Salaction
Select afield rom the [t balow,

Fields ko Evakuate ]

Conzignes Address 1
Conzarnes sddress 2
Conzigriee Address 3
Consiones Address 4
Cansigres Cantact Mame
Cansigres Mame

Conzignes Fodcode
Consighes Telephone Mo
Conznnmeant | ahel Prnksd
| 4 k|

o | e Newt > Concet |
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Chapter 5 - Enquiries/Reports
Query Despatches Cont’d

You will see herealist of al the fieldsin the file which can be interogated. Click on afield and

Newowo)

next -
Query Wizard for
Operation Salectian exampl
S ot a query operabon bo perform on the selscted feld “ Accou
Account Number nt
Quemn Dperations Numbe
[+ HOT Equal To r.
|z Greater Than
|z Leaz Than

|z Greater Than or Equal To
I+ Legz Than or Equal To

B =gire: Wwith

Comtairs

Dioex NOT Eeqit itk
Does HOT Contamn

% Back et = Cance I

You will now seealist of query operations to perform on the selected field. Choose a query
and select Next - for example ‘IsEqual To'.
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Chapter S - Enquiries/Reports

Query Despatches Cont’d

Query Wizard
Value Eniry

E nter 2 value to complets pour espies son.

i ConctantYalus  Anather Fisld 7 Expression
docount Mumbe |3 Equal Te
|zIPoO1

Query WiTgng

[T Compare Lsing Casze 5 ensziive Matching

M anual | < Bk Mext = Cangel |

Enter avalueto query and select Next.
Y ou may now repeat this process and add a further criteria by selecting and or select Finish

no
o
Query Wizard to
Add condtions by preszing e AMD or OF buthons. pro
Frezz Change or Delete o modify a condiion, cee
Curient @ uer d.
T S R T e
i
aMo | or | Change |  Delse |
Frush Cancel |
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Chapter S - Enquiries/Reports

Query Despatches Cont’d

Y ou will be asked if you want to save this query. If so say yesand giveit aname for future
retrieval.

A report will then be generated showing consignments that match the query performed.

Adhoc Guary Bulder (Despstehes|

Test
Docket/Crcer No Date Consigree Details ServicerType temsfveighbiChrge
00an2o 010272002 ZlpZan hEst Cany 1
Urit 14 Farcel |
Fort Barmes 000
Haokery Lang Pod Detalls -
Lincoln
LMG TR
dna04s 07272002 ZinZap Next Day 1
Unit 14 Pallet d
Fort Barmes 0.00
Rookery Lane Fod Detals -
Lincoln
LME TFY

Top Despatches

Select this option to produce alist of customersin ‘number of consignments despatched’ order.
Select the number of customers to report on and a date range applicable.

Enter No of CustomersfDate Hange

Crkeria |

ToRepart On: [ THE =] @ ok
Stail Date I
End Crate: I [2¢] Cancel
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Chapter S - Enquiries/Reports
Address Labels

Use this section to print address labels for all your customers. The formatting is 2 addresses
across and 7 down.
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Chapter 6 - Utilities

Purge

Delete old consignments off the system here with caution. Enter the date range of datato purge.

Procezsing Records

Purge Dezpatches
0% Complated

Stark Diate | I |
End Date l

Go | Caneel |

Initial
If your depot has created an initial setup disk thisiswhere you would import it.
Backu

Thisisavery important feature and it should be used on aregular basis, ideally daily but asan
absolute minimum weekly. The process takes a minimum amount of time which iswell spent if it
means you don’t have to manually key in details after amajor disaster ie., fire, theft, severe disk
errors.

The back up procedure we recommend is as follows:

Grandfather, Father, Son rotation
Y ou will require three sets of |abelled disks. Labelled asfollows: One set = Grandfather. One
set = Father. One set = Son.

Y our first Backup should be put onto the Grandfather disks, the second onto the Father disks
and the third onto the Son disks. When you do your next Backup you should start back at
Grandfather and carry on from there in rotation.

We aso recommend that you keep at least on recent back up off site incase of Fire or Theft. It
isno good having a Backup if that goes as well as your computer!
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Chapter 6 - Utilities
Restore
Should you ever have to restore a back up then thisisthe part of the program you need to be
in. Once you have your first disk in the A drive click on OK and the restoration will commence,

you will be prompted for subsequent disks as required.

Remember that arestoration will overwrite any data that is left on the program and take
everything back to the date of the Backup you are restoring.

Diary
Use thisfacility to enter diary information.

Double click on adate to enter details.

= February 2002 [ [ =] Dates shown in blue have details already
assigned.
‘ Su Mo TuWe Th Fr Sa
1 2

10 11|12 12 14 15 16

17 18 19 26 21 22 23

24 20 26 27 Z%

ol [ e Y [
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Chapter 6 - Utilities

Gazetteer

Browse gazetteer entries here. If there are any missing you must notify the local depot.

+ Browse Gazelteer [View Only) s k3
Qaiettee |

Fostcode |

Fostende Depat | Ba a
AR E=

LB 2 E=

AET 3 E3

BT 4 E3

LETE E2

SE1E E:

= E cor |
Rlajes) B2

LE 24 E= —I
5B 2R E2 r‘-\

30 ]

&E T E3

Aade B3

sE T EZ

e E=

B R E=

(g B2

444 4| 2| ¥ ]rE]| KL 1| | "I"I

Internet

Thisroutine will call your internet browser so you may ‘ surf the net’.
Dial Service

Thisalowsyou to dial aBulletin Board Service from within the program.
EPL Command Mode

Y ou will need guidance from ZipZap if using this option. There may be a charge involved which
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will be advised if required.

Chapter 6 - Utilities

Set Background

» et Background
Dexals | Select this option if you

Tie: | want to choose your

' own wallpaper for the

Iz 2 V) o program.

[ izplan Type

¥ Cancel
" Shretched + Cerfered  Tied | ——
File Manager

This section isfor emergencies only and should only be used as alast resort - ie. When no
backup is available. Useit for fixing data corruption in files.
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Tag thefilesto be fixed and click on Fix. USE WITH CAUTION.

+ Runtime File Manager E = B Chapt
File FBecorde  Dizk name er 6 -
Altermative dddissses 7 @’ Leg Al
Lo dzzigrmmants ) 1163
Consignment B ecord 7 x Mritag All Utlhtl
Customer Hecaord 7 — es
Ciary Recornds ? Buid
EFL_Termplsta ? =
Fived Azzsignmernis 7 .
Gazettest Hacard 7 Pack Validate
[valid Servicss ?

Lated Detal B econd ?
Mute Detail Fecord ? Eeems The
Faperhizes [ atabase g )
Pm Record ? Fix vaidate
Sevice Level Ticks 7 T
Emvice Levek Fecond ? S facil ity
Semvice Tick Hecords ? iz checks
Service Tups Aecond 7
e | Info through
your
SHests customer
4 I I § [E Eﬂna data. ba%
_I - for
postcodes

that are either invalid or not in the current gazetteer. A report will be generated showing
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problem areas. If the postcodes are invalid you must amend them. If the postcodes are missing
from the gazetteer and are valid you must notify your depot who will perform an update.

Change Data Dir

If you are using the program across a network thisis where you need to point to the data
directory. Browse for the directory and click on OK to accept.

Change Drata Direclom
Directory I
L | ock
Directery: [C-UDES ] ¥ o |
w - henyou leave
yo ur desk you may
Wi 'shtolog out the

program without actually exiting the program. Just select lock and log back in when you return.
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Chapter 7 - Depot Instructions
Creating a Gazetteer Disk
Take ablank formatted floppy disk and place it in the drive.
Go onto Gazetteer, Export Gazetteer, choose Implant and continue.

Thiswill go through the gazetteer and then put it onto the floppy disk.

Setting up ParcelTrak to receive data from the customer.

Y ou need to enter some settingsin Parcel Trak so any consignment disks from your customer
can be read straight into the program.

Select Manifest Menu, Customer File Import, ASCII Parameters.

Enter the customer account reference to import from (the one you set up in Parametersin the
customer system).

Enter the file name asfollows A:\ZIP001.CSV (where ZIP0O01 is the customer account
number).

Select Import Con No Yes, Import Rems Yes, Depot Yes, move down to the bottom of the
screen and enter your depot code.

Y ou don’'t need to worry about the other fields.

Exit Parcel Trak.
Reading data into ParcelTrak from the Customer.

Go into Parcel Trak. Put the disk containing the export file in the floppy drive.
Select Manifest Menu, Customer File Import, ASCII Import.

Enter the customer account ref and continue.
The screen will flash before your very eyes asit reads in the data.

Y ou should now be able to go onto View Consignments and see the ones that you have just
imported.
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Chapter 7 - Depot Instructions

Sending PODs back to the customer.

In Parcel Trak go onto the POD menu. Transfer PODs and then enter POD information for
these consignments.

Put adisk in the floppy drive and select Export to Customer System from the POD menu. Enter
the account ref, select ZipZap Despatch and continue. Y ou can e-mail the file off the floppy
disk to your customer or take it with you next time you go.

Slow Label Printing
If you are experiencing slow printing it it possible to speed things up by priting through the
computer’s COM port. You can only do thisif your printer understands the EPL programming

language - ELTON ORIONS do. In Parameters on Despatch options check the EPL box. Do
not try to adjust the layout without assistance.
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