Q-Manager Help Document

What is Q-Manager?

Q-Manager is a complete traffic management software product that provides simplified bill of lading preparation from stored
files. Q-Manager has automatic rating capability with ABF Q-Rate or rating for other carriers using SMC CZAR rating files.
The software product also generates piece and pallet labels.

Pre-Installation Requirements

e System Requirements:
= Personal computer with a Pentium 166 or higher processor
=  Windows 95, Windows 98, Windows ME, Windows NT Version 4.0 or Windows 2000
= 64 MB of memory
= 60 MB of available hard disk space
= CD Rom drive
= Dot Matrix, laser, deskjet, or thermal printer

e Ifyou are going to be using Q-Rate to obtain rates from inside of Q-Manager, you MUST install the Windows version of
Q-Rate BEFORE you install Q-Manager!!!

e  Windows NT and/or Windows 2000 users MUST logon on as an Administrator to install Q-Manager. If you do not have
Administrator rights or do not know if you are an administrator, you should contact your information services
department.

e Due to Windows constraints, the Q-Manager program itself cannot be installed on a file server and accessed from
workstations. However, the database CAN be shared on a network. Install Q-Manager on each workstation and refer to
the “Other Utilities” section to see the procedure for sharing the database.

Installation

Close all Windows applications.
Insert the Q-Manager CD into the CD-Rom drive.
The installation program should automatically run. If it does not, run the “Setup.EXE” file on the CD.
Follow the instructions on the installation screens. The easiest method of installation is to accept the defaults that the
installation program provides. The default installation directory is:
C:\Program Files\ABF Freight System\ABF Q-Manager For Windows.
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Running Q-Manager

1. Check “Yes, Launch the Program File” on the final installation screen, OR double-click on the Q-Manager icon placed
on your desktop (and in your Start menu list) by the installation program.
2. The opening “Splash” screen will be displayed while the program and files are loaded.
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Help

< Q-Manager Help [ (O] x|
. . File Edit Bookmark Opti Hel|
Help is available throughout the system. =5 5 5
Qontenlsl Index I Back | FPrint I
& ABF Help Desk
Toolbar Icon: The AEIE Help Desk wi[.I work witlh you to answer questions
Menu access: Help Contents/Index concerning any of ABF's Q-Family products.
Help. ...Search For mare information or additional help, please contact the
HotKey: F1 ABF Help Desk at:
{501) 785-8500
Setting up your files

The first time you run Q-Manager, you will see the following screen, which will give you the opportunity to convert
DOS Q-Manager files. If you have DOS Q-Manager and want to convert your files, click “Convert”, otherwise click
“Cancel”. The conversion can be done at a later time. Access to the conversion is located on the “Tools....Convert” menu.
If you have files from another software product, the “Utilities” section contains instructions for using the “Import” utility.

E DOS Q-Manager File Conversion

Welcome to [-M anager for Windows!

If you have an exigting DOS version of Q-Manager. you Locate DOS O-Manager
may convert pour data files now.

. . . Pleaze specify the directory where DOS-Lkanager was installed.
If you do not wizh to convert the files now, a conversion
utility iz alzo available in your Toolz menu.

Directory: IE:\BManager\E!Manager.e:-:e

LCancel | ok I Cancel | Browse

Converting your files from DOS Q-Manager

You will be prompted for the directory path where your DOS Q-Manager is installed. Click “Browse” to search for the
file if your DOS Q-Manager is not installed to the default directory path.

Click “OK” and the conversion will begin running. The progress for each file will be displayed as it runs.

Any errors encountered with your data will be placed in the “CnvtErr.txt” file located in your Windows Q-Manager
directory. You are given the option of viewing this file at the end of the conversion.

4. You will now see the entry screen for bills of lading.

You will want to follow the steps for updating your Carrier to verify your rating settings. You will also want to verify
your printer settings.



Creating your files from scratch or updating your converted DOS Q-Manager files:

Consignee, Shipper, Commodity, Carrier, and Bill To records are all located on one “User Table Maintenance”
screen, a tabbed dialogue accessed from the primary “Q-Manager” screen.

Toolbar Icon: g

Menu access: Edit....Edit/Add Records
HotKey: F5

The basic procedure for adding and updating information is the same for each of the tabs.

Adding records

Click on the relevant tab.

Click “New”.

Enter a unique code for particular record you are adding. This code allows you to “lookup” the record later on.
Enter the information relevant to that tab.

Click “Save” and repeat the process to add additional records.

Modifying records

e  Click on the relevant tab.

e  Type in the unique “Code” of the record you want to modify and press the “TAB” key. If you do not know the code,
refer to the section in “Utilities” about using the “Record List View” screen to view and select records.

e  The record will display. Make the appropriate modifications.

e Click “Save” and repeat the process for additional records.

Navigating through the files

The —‘ILILILI arrows allow you to ”move to the first record”, “move to the previous record”, “move to the next
record”, and “move to the last record” respectively.

Bill To records

ﬁ User Table Maintenance
Bill-To T Carrier T Comment T Commodity T Consighee T Shipper

1. Click on the “Bill To” tab. ]
Code : [BTOO1

2. This tab provides complete address and contact Name : [Bill To Company Name
information for the parties that will be billed for the Address] - [Bil To Address

shipments. Addiess2 :
City, State : |Fort Smith fas

Zip, Country : | 72908 us

Contact : [Jim Doe

Title : |Accounting
Phone : |[123) 456-7830 Ext:{123
Fax: Ext:
E-Mail ; |Eiling@BillToCo.Com

New Save | Save/Exit Delete | LCancel | Help I

| | | /



Comment records

1. Click on the “Comment” tab. Bil-To T Carrier T Comment Y Commodity T Consignee T Shipper
Jrir]
2. Comment records provide a means to print important Code: i
messages on the bill of lading. Comment
Mote :

Lengthy comments may be truncated when the Bill of Lading is printed
due to font sizes, type of form selected, and other factors.

New | Save I Save/Exit Delete I LCancel | Help I

\ | | /

Commodity records

1. Click on the “Commodity” tab. BilTo | Comer | Comment Commodity| Consianes| Shipper |

2. Usually the only commodity information that should . %ﬂﬂﬂ i
be entered is information that will stay constant for
that commodity. Information that varies can be Pieces: [t = Puchase
entered as the bill is created. ikl Cortainer: [ETN =] :'de’ L

Total Customer rcgl;é: |23331

3. Checking the “Hazardous Material” field will display weigh:[54 tem 2334
the “Hazardous Material Descri'ption Formatter” ' Clee[775 ]\ NMPC ™ | Nomall Shipped an Palkets?
screen. When hazardous .materlals. are printed on a bill [ Headous  NMFC | o e =
of lading they must contain a certain amount of aul e =
information in the “Commodity Description”. This Commodity Description :
screen provides a means for typing the required BASKET BN URGANIZER
information. When the “OK” button is clicked, the

fields are organized and combined with the

. L. N 5 S ave/Exit Delet Cancel Hel
Commodity’s description. ue Save | Saveley Dete | _Cancel | _ Heb |
l | | Y
Consignee records
x
BikTo | Camier | Comment | Commodiy Consionee| Shipper |
1. Click on the “Consignee” tab. e rir]
Code : [09 _J Bil-Ta: [10239
. . Carrier : | ABFS
2. Th1s tab prov1des complete address and contact Name : [Customer 1 .. T
information for a consignee. Addess] : |Customer Address Payment [ppp =
Address2 Tems :

City, State : ['*"/est Hempstead NY 7 . .P- 0. Required
Zip. Country : 11552 us Commodities

IDISPLAY vl

3. Ifyou want a particular Bill To party, Carrier,
Comment, Payment Term, or Commodities to display

when this Consignee is selected, select those codes. Contact : |Jane Doe Add | Femove |
The defaults for the consignee override the global il ecsiving Manager CommodiyCode__| ConmodiyDd
Phone : [(516] 2923345 Ext DISPLAY | DISPLAY BOJ

defaults, which can be set from the Options screen.

Fax: Ext:

. E-Mail ; |ianedoe@customer. com
4. Determine whether or not a P.O. Number should be Location # - [2343234 | N

required on the bill when you are saving and printing.

New Save I SaveJEgitl Delete | LCancel I Help |
|

| |
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Carrier records

Bil-To Cargier | Comment | Commodity | Consighee | Shipper I
RIRTN|
Eals IABFS il — &uto Generate Pro Mumber
Fro Length : [10 =
Name : |8BF Freight System, Inc - W_J
Address1 : |Carier Address Low: Dooom
Address2 : High- [0oosss
City, State : [Fort Smith ] Check i [T
i -[72a08 = 3
Zip. Country : [ Test Check Digh Check Digit Test
Contact : JJohn Doe [~ Include Check Digit in Barcode ‘”i" Calculated from the low range entered, the first twelve
Title : |Sales Rep pra numbers generated using the selected check digit
Phane : [[500) 1234567 ext[i000 [ Pro Ngmber Bequlrec.i will be as follows :
[ Handling Units Required
Fau:|(B70) 1234567 | Ewt ®QRse  OSMe 0010004852 0010004834 0010004935
E-Mail : ISaIesHep@abfs.com e - 001000486 0 0010004301 001000494 3
Rating... | 001000487 8 0010004519 00100043951

0010004336 0010004327 001000436 3

New | Save | Savea’EgitI Delete ] LCancel | Help

\ \ /

Click on the “Carrier” tab.
This tab provides complete address and contact information for a carrier.

If your Carrier has given you a range of pro numbers, you can set that range up here, and it will automatically be
calculated on your bill of lading when you select this carrier. The most common check digit calculations are also
provided. Total length of the pro number must include the check digit.

Determine whether or not the check digit needs to be included in the printed barcode on the BOL. When using ABF as
your carrier, keep in mind that ABF requires the check digit be printed separately from the barcode.

Decide whether or not the pro number and handling units should be required on the bill.
Determine whether or not handling units should be required on the bill when you are saving and printing.

Setup your rating information here!!!! If you are going to use ABF Q-Rate rates for this carrier, verify that Q-Rate has
been selected and the click the “Rating” command button. Set the “Rate Path” to the location of your Windows Q-Rate
directory. If you will be rating with SMC rates for this carrier, and have already installed the SMC files, verify that SMC
has been selected and then click the “Rating” command button. Use the “Find” buttons beside the “Data Path” and “Rate
Path” fields to locate the files specified in the Windows dialog boxes. Then choose the tariff from the dropdown list.
New SMC users should run the “Install.exe” located in the SMC folder of the Q-Manager directory. Accept all defaults
provided except when prompted for the location of your tariff files.

Q-Rate Rating Information SMC Rating Information
Rate Path T ariff Data Path T ariff
|- \PROGRAM FILES\ABF FREIGHT SvSTE| | Find | [ End | | -
. : When applying discounts from this O-Rate Rate Path
[-Rate Rating Profile rating profile, treat me as if | am the : T B I
[Defaul A w Shipper I Consignee [ Third Party -
Treat zip codes that are not serviced by ABF as : Direct  Connect
@ NotServed O Direct O Connect Minimum Charge Fuel Surcharge I
L5C (0-499) Pl
bsolute Minimum
oK ersion LCancel | oL, [FIDEEE] Charge Tier Break |
I | 1M [(1000-1933) g
2M (2000-4339) AMC Below Tier
BM (5000-3339) Bresk |
108 (10000-19933)] AME Above Tiar
20M [20000-23399) Break I
30M [30000-33399) Semvice T
ervice Type
408 (40000-43393) Dverride yp I
oK Ersian | LCancel |




Shipper records

EUSEI Table Maintenance
. . Bill-To T Carrier T Comment T Commodity T Consignee T Shipper b
1. Click on the “Shipper” tab.
JIET [T [ [
. . Code : [STOO B
2. This tab provides complete address and contact i
information for a shipper. Name : [Shipping Company Bil-To: [BTOOT -]
Address] : |Shipping Company Address
. . . . Auto Generate BOL Number
3. If you want a particular Bill To party to display when ;dd:::slz' — - SR
N . . “Ds s ity, State : |Fork S Length: |10 =
this Shipper is selected, select a default “Bill To” code. Zip, County- [72507 = e ——I—BDL
: : : Contaet: [John Doe i
4. Ifyou need to use a particular range of bill of lading it Ml High- [3539995
Title : | Shipping Manager

numbers, set that range up here to automatically R E

calculate on the bill of lading when selecting this e et Emegency 175 57550
Shipper~ E-Mail ; |JohnDoed@ShippingCo.Com FTEs

New Save I Save/Exit Delete | LCancel | Help I

| | | 4

Your Printer, Print Options, and all other Global defaults are located on the ”Options” screen which can be accessed
from the primary “Q-Manager” screen or any print dialogue box.

Menu access: Tools....Options
Users
—Add User
- 133 ¢E) I— A
e  Multiple users can be added/deleted when the “User Profile” button l [2s ]
on the “Options scrqe{n” is pressed. Estabhshmg multiple users L
gives you the capability to have multiple preference profiles. The |
“Default User” can never be deleted. S _Grenge |
~ Delete User
I 'I [VElete I
Settings
x

Settings | Messages | BOL Print | EieceLabeIl PalletLabeIl Reports |

1 e T 2
l' Cth on the Settmgs tab Default Shipper : — Default Commodities
= bdd_|
: . . Code:l v] =
2. This screen allows you to choose the default information Default Consignee : Bemove
that will automatically be filled in when you are creating = Default Commodities List
a new bill. Default Bil-To: | CommadityCode | CammadityDescription

3. Select an existing code from any dropdown list or i Beiiil

highlight and erase the code to eliminate the display of I - ]
. . . Default Carrier :
the information corresponding to that code. TS — | Ll o

Default Payment Terms: I "I
Default Handling Container: I vl Additional Defaults |

User Profile Save | Save!gxitl Lancel | Help |
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Message Control

Click on the “Messages” tab.

Messages that appear throughout Q-Manager with a
“Show this message again” checkbox can be turned
on/off on this screen. Turn a message off if you
always want the program to always do the action for

Eﬂplions for Default User | |

Settings | Messages TﬁUL Print TEiece Label T Pallet Label Tﬂepmts ]

Almost out of Pro and BOL #s
Alrnost out of BOL Numbers
Change User?
Delete Active User?
Delete Description?
Delete Filter Criteria?
User Deleted

which it is prompting you. Clicking on a message Ee'e‘f e
. . . - wpar aster
list line displays the full message at the bottom in the Filter Criteria Riequired Id|
(3 T : 2
Description” box. R
User has been added to user profile.
Click on the check box to turn the message on/off.
User Profile Save Save/Exit Cancel Help
BOL Print
[Giostons forpefauteuser ———
Click on the “BOL Print” tab. Settings l Messages ~ BOL Print I Piece Label | Pallet Label | Reports |
. . ¥ Print BOL?
From the dropdown list, select the printer that you
want to use fOI' your blllS Bill of Lading Printer: Form Type:
Epson LO-G00 > |aEF |
Select the form e. Print Copies: |1_'f| Printer Type
Rl = @ Dot Matrix / Pin Feed
Select the type of printer you have (very important!). i ::: T:wd\iodis . S i
. . . e
This option controls how the ABF and Plain Paper o e
formats print. If you are using a “Laser / Other Plain I CoponeslCon = e
Paper” printer, you will not want to use the Moore or Gk Eanioes ham
Altemate fOI‘l’l’lS [~ Show Print Dialog Box Before Printing BOL and Labels
V¥ Show Rates on Bill
Enter how many copies to print and check the
checkboxes corresponding to the optional | P T — =
. . . . User Profile Save ave/Exil LCancel Help
information that you want to print on your bills.
Piece Label
x

Click on the “Piece Label” tab.

Select the Printer you want to use for your piece
labels from the dropdown list.

Select the type of printer you have (very important)
and then select the label size based on the type of
printer you have entered.

Select the number of labels that you want to print
and check the checkboxes corresponding to optional
information that should print on the label.

Settings I Messages | BOL Print  Piece Labell F'alletl__abell Reports ]

Label Printer:

] Epson LO-500

— Printer Type
@® Dot Matrix / Pin Feed

O Laser / Other Plain Paper
C Themal

Label Size:

|4.?5H3.3?5 'I
v wICS? IStandard VI

r— Mumber of Labels
: oo, =
C Print ¥ Labels Per Piece: |k =

v Print 1 of 52
I~ Print Shipper

2 . =
@ Print % Total Labels: |13 = [¥ Print PO# Barcode
I~ Print Comment on Label
User Profile Save Save/Exit | LCancel Help |




Pallet Label

1. Click on the “Pallet Label” tab.

2. Select the printer that you want to use for your pallet
labels from the dropdown list.

3. Select the number of labels that you want to print.

4. Select whether or not you want the label count to
appear on the pallet label.

Eﬂplions for Default User | |
Settings T Messages T BOL Print T Piece Label T Pallet Label I Reports |

¥ Print Pallet/Handling Unit Label?

Pallet Label Printer:
|Epson LO-500 =

Mumber of Labels Per =
Palet/Handing Unit. 1 —]

¥ Print 1 of 52

User Profilel Save | Savefﬁxitl Cancel | Help |

Report Print (Includes Bill of L.ading Reports and Table Maintenance Listings)

1. Click on the “Reports” tab.

2. Select the printer that you want your reports and
listings to print to from the dropdown list.

3. Select all other settings that are relevant to the
reports you will be printing

User Profile for Default User

Settings I Messzages I BOL Print |Eiece Labell Pallet Label

Report/Listing Printer : |HP Laserlet 45i =l

— Summary Report Options i~ Table Listing Options

¥ Print Totals On Sort Order
CFull Summary

= | Bririt Shippen W ame
i~ Include Consignee:

OlCade
C Name
C Both

¥ Print Condensed Bill Ta List

[¥ Print Condensed Carrier List

[~ Print Condensed Consignee List
[~ Print Condensed Shipper List

r~ Outbound Shipments Log Options
[V Print Totals On Sort Order

@® Short Summary
i~ Include Consignee:
@ Code

C) Name

[~ Print Commodity Descriptions

User Profile | Save |

Save/Est | Cancel Help

Click “Save/Exit” to exit the “Options” screen when you have finished setting all of your options.




Create a Bill of Lading

Bill of lading entry takes place on the “Q-Manager” screen containing a two-tabbed dialogue that gives quick access to all
bill of lading information.

O =i

File Edit Tools WebLinks Help [

BRI EE T

Create Bill of Lading | Add BOL Commodities | You are CREATING a NEW BOL
Bill of Lading Mumber : Pra Mumber : Ship Date : Created On :
EI I |2lJU1 /07724 3 2001/07/24
 Shipper ————— Consighee Bil-To

Carrier: l vl Location ﬂ:l PO #: I
. Payment Add
— Comment

| = e

| | | 2001/07/24

1. If the message adjacent to the tabs DOES NOT show “You are CREATING a NEW BOL”, then click: m
OR, Menu: File...New
Hot Key: Ctrl+N

2. The new bill will be populated with any defaults that you have specified.

3. The “Shipper”, “Consignee”, and “Bill To” sections are organized by: Code, Name, Address 1, Address 2, City, State,
Zip, and Country. The records that you have created can be accessed from the code or name fields by typing the field,
typing partially and then using the dropdown, or pulling completely from the dropdown. The “Comment” field is also
accessed in this manner.

4. Additional purchase order numbers can be entered on the “Purchase Order Numbers” screen by clicking on the “P O #s”

button.

5. Customer Reference numbers can be entered on the “Customer Reference Numbers” screen by clicking on the “Ref
Nums” button.

[EGeurchase Order Numbers P JT=757] l  custome Reference Numbers S
PO Number: II ol CR Number: I
PO Number: I
add | Remove | HofPackages: | | Locaton#i[ Add/Update | Remove |
Purchase Order Numbers UEER: i3 eles Customer Reference Numbers
4986545 | [~ Palletized? Dept#:
Additional
Shipper Info:
[~ SCCBarcade

[T | Calculate Check Dig|
.ﬁdd/UpdateI Bemove |

oK Cancel OK Lancel
— xance Purchase Order Number
PO Number | # of Packages [ Total
16655332 | 4523 1321
K| i




6. The commodities in your

Commodities file can be accessed by Ele Edt Tools weblinks Help

Q-Managel SIS B3 l

clicking on the first column of the DE&Eals E".-Il \O E|
commodities grid and then c]icking on Create Bill of Lading i Add BOL Commodities |0y are CREATING a NEW BOL
the dropdown that appears. _ - - .
Record ID I Pieces I Class ‘Weight | Container | MMFC Code | P.O. Number | Palletized =
Commodity Description Tot'wat | HazMat | NMFCSub Product Num | Num Pallets
7. Ifyou are going to use a flat rate for " | [ r
rating, you can click on the “Flat — ‘ O] ’
Rate” button which will bring up an
additional information screen to record
the flat rate amount and quote id. S dditional Services :
[] Single shipment charge - GetRate Flat Rate I
[] Customs Administrative Fee
8. If you have Q'Rate or SMC rates for [ Arrival Notification/S pecial Handling
the cgrrier that you can sglegt, you can gg:z:g:gzz: ggiﬁy -
preview those rates by clicking on the ‘
“Get Rate” button. M e e
| | 3 | | [~
9. Some additional services require
additional information. You will be ‘ | 2000/07/03
prompted for that information once
you have selected that item.
10. To save the bill:
Toolbar Icon: E
Menu: File...Save
Hot Key: Ctrl+S
11. To print the bill:
Toolbar Icon: @
Menu: File...Print
File...Print Preview
Hot Key: Ctrl+P
Ctrl+V
Record List View: “Print” command

12. The following dialog will appear if you checked the “Show Print Dialog Box Before Printing BOLs and Labels”

checkbox on the “BOL Print” tab of your “Options” screen.

Qmanager Print

inal Copy C Test Copy
¥ Frint Label(z]?

Preview

Options...
IV Print Pallet Label(s)?

LCancel

i

IV Shaw This Window Again

A new concept incorporated into Q-Manager is “Open” bills and “Closed” bills. A bill is considered “Closed” when the
“Final Copy” option has been chosen on the “Q-Manager Print” Screen and the bill has been rated and printed. You should
choose “Test Copy” if you have further modifications to make to the bill. The section covering the topic of managing your

bills (the “Record List View” screen) will explain this concept further.
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Manage Your Bills And Table Maintenance Files

=
Statuz | BOL Mumber Rev | Pro Number Carrier Trailer Payp Terms | POMum
| P | Closed | 1671534 0 |017383668  |ABFS PFD RAHTO35
|| Closed| 170801 0 |017389669  |ABFS CoL NS L~
|| Closed| 170549 0 [07383670  |ABFS CoL 00-168 -
| |Closed| 170648 0 |017389672  |ABFS TRD AN-SEM-MFE
|| Closed| 170333 0 (017389671 ABFS COoL 5154 [EE]
| |Closed| 168665 0 |01738967. ABFS coL MCI i
|| Closed| 169508 ] ABFS PPD 87247 o7
|| Closed| 17060 0 ABFS TRD AN-571 ﬁ
|| Closed| 170623 0 ABFS PPD 5105 -
| |Closed| 168665 i} ABFS CoL MLl |
Clozed| 170811 0 ABFS FPD C-000 |
4
Clone | Wiew | Today | Month [[ZEREE] Beports | Trace
Madify | Print | week | Sot | wFiter | BOL Infa Pickup
Transmit
| Record Count = 56 | User defined filter criteria | 2000/11/07 A

From the “Q-Manager” screen:

Toolbar Icon and button beside the “Bill of Lading Number” field: —|
Menu: Edit...BOL Record List
Hot Key: F4

From the “User Table Maintenance” screen:

Button beside the “Code” field: —|
“Record List View” Features:

e The grid provides the advantage of being able to view all columns of information for a bill. Updates are not allowed on
this screen.

Sort by a particular column by clicking on that column’s heading.

Customize the order of columns according to your preference by dragging and dropping the columns.

You can select multiple documents to print (using the “Shift” key).

To delete a bill of lading record, use the Database Utilities delete function explained in the “Other Utilities” section.
Find, Repeat Find Next, Repeat Find First dialogue/functionality is accessed through standard Windows binocular icons.

Find [X]
Find I| ,l - Search Direction
ClUp ®Down
— Search Preferences

C Less Than <] Column To Search:

C Less Than or Equal [<=) EOL Mumber

@ Equal (=] Rew

Pro Nurnber

C) Greater Than [>) Carrier

C Greater Than or Equal [=) II'[:}:l?erms

ClLike PONum

~ Carrier Mame =l
Find I Cancel
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Command buttons (not all of these functions are available for user table maintenance records):

1.

S A

“Clone” — Create a new bill of lading or table maintenance record with general information copied from the selected
bill of lading or table maintenance code.

“Modify” — Modify an existing bill of lading or table maintenance record. If the selected bill of lading is closed, a
revision of it is created. If it is open, modifications are done on that record.

“View” — View, but don’t update, a bill of lading.

“Print” — Print one or more bills of lading, labels or pallet labels or print a table listing.

“Today” - Show today’s bills of lading.

“Week” — Show this week’s bills of lading.

“Month” — Show this month’s bills of lading.

“Sort” — Displays a dialogue to sort the list of bills or user table maintenance records.

& Sort Options
Sort by
Iﬁ @ Ascending
C) Descending
Then by
l—_l @® Ascending
C Descending
Then by

l—j ® Ascending
C Descending

oK I LCancel I Default |

e  Click “Default” to return the list to its default order that is displayed when the screen is first displayed.
e Sort by up to three columns of data. Use the dropdowns to select the name of the column(s).

e  The columns can be sorted in ascending (a..z) or descending (z..a) order.

“Filter” — Displays a dialogue to filter out records that you don’t want to see.

Filter Critera Open Filter

Find records where

EOHum]
)| =l BOiFio e

I
Use ? torepresent any single character  Use * to represent any series of characters Shipperl Cancel |
Add to List | Delete |

Find recards that match these criteria

Filker Criteria [anp] or |
Save Filter I
Filter Name :I
Bemave | Clear &l |
Save I LCancel
Find Now Cancel | SaveSeach| LoadSearch

10.
11.

e The first dropdown corresponds to a column on the table that the filter is being performed on (BOLNumber,
PaymentTerms, CarrierCode, etc.)

The second dropdown contains the criteria operator (equals, not equals, greater than, etc.)

The third field is the criteria that you want to filter by.

Click “Add to List” to add that criteria expression to the filter list. An unlimited number may be added.

The “AND” and “OR” columns must be considered (checked/unchecked) if more than one filter criteria is used.
“xFilter” — Remove the filter and show all bills or user table maintenance records.

“Reports” — Print reports based on the list of bills that is currently displayed. This should be utilized in
conjunction with the Sort, Filter, Today, Week, or Month buttons. There are four different bill of lading reports
available.
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12. “BOL Info” — Displays a dialogue, which allows access to the other files tied to the bill such as the bill’s
commodities, additional services, etc.

ﬁ Select View View : Additional Services for BOL # 1000000023
Vvt Eorrmacitiss T s seleiad .'f\dQ|tlonaISBIV|ceEDde .'?.ddlltha!Sel\.r'll.::EDBSCIIDlIDn AddlllanaISerwceCharng AddSwvel)serE]
Bill of Lading pECLIAF Customs Adminiztrative Fee 0
: » : | |HAZ Hazardous material charge E5 =
Wiew the Additional Services for the Additional CORWT Comect shipment weight 10 -
selected Bill of Lading Services I : ]
—— i
Wiew the COD Charges for the selected =
Bill of Lading COD Charges Ty
Wiew the Purchase Order Mumbers far g
the selected Bill of Lading PO Numbers —
_— w
YYiew the Customer Reference Mumbers Reference =
for the selected Bill of Lading Mumbers -
View the Comment for the selected Bill L | il
of Lading Comment
Sort I
LCancel |
| Record Count = 3 | &l Records Shown [1999/11/04 i

13. “Trace” — Allows you to select one or more bills shipped with ABF Freight System and trace their status by pro
number on the ABF Freight System Web site.

14. “Pickup” — Allows you to select one or more bills shipped with ABF Freight System and submit a pickup request
for those bills via the Internet to the ABF Freight System Web site.
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« . Database Maintenance
From the “Q-Manager” screen: o P
Menu: Tools...Database Utilities PRI
rchive Uate hange
Hot Key: F10 Begin [07/01/1333 -] End [07/31/1393 |
. L. . . O Restore Previous Archi
1. “Archive Records” — Periodically archiving your bills enables | kbt n

the Q-Manager program to access your data faster.
2. “Restore Previous Archive” — Restore a set of archived bills. O Repair Database
3. “Compress Database” — When a database has many records [ [E

written and deleted from it, it becomes inefficiently organized. =
Compressing the database will efficiently organize your

records.

Database Utilities

C Compress Database

CDelete Table Records

] [Eaurt | LCancel | Metwork

4. “Repair Database” — If you suspect that your database has become corrupted, this option will attempt a repair.

5. “Delete Table Records” — Displays a list of all of your records from the file that you select from the dropdown, and
allows you to delete unwanted information.

6. “Network” — Allows you to share your Q-Manager database on a network. The first user specifies the network path and
when the command is executed, the file from their machine is copied to the network path. All subsequent users just
specify the path.

A. First user:

Sets files up (in “User Table Maintenance” screen, Conversion, or Import).

Clicks “Network” on the “Database Utilities” screen.

Types in the path to where the database should be shared or Clicks “Browse” to find the path.
Clicks “OK”.

Q-Manager copies the first user’s database to the new location.

B. All remaining users:

Click “Network” on the “Database Utilities” screen.

Type in the path to where the database was copied to by the first user.

Click “OK”. If the database in the current location contains data you will see a message warning you that
the data will no longer be available for viewing or updates.
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Import
This tool has been expanded in Windows Q-Manager to have functionality similar to importing in Microsoft Excel. The
input file has to be in one of the following formats: fixed length text file, delimited text file (can be delimited by comma, tab,
space, or semicolon), Access, Excel, or Paradox. To begin the import:

From the “Q-Manager” screen:

Menu: Tools...Import Records

=
Source File Type: |Te:-ct File [Delimited) j ¥ Skip Duplicate Keys
— Delimited Text File
Delimiter Character: I Comma j' [V First Row Has Field Mames
Update I
Source Data:
BillT oPrimaryKey| BilToCode  [BilToName [ BilToéddress1 | BillTodddiess? | BillT oCity
393330 AMERICAN CR: 163 SOUTH ST MORRIS
4935391 WALTER E. SM 911 W IRVING | ITASCA
5 93332 GILBERT SPEC DBA GILBERT t 8255 CASCADE COMMEF
6 93933 SCANDIA DOW 501 NICHOLS F KANSAS
»
Target Table:
x| ggggoncme |BilToName  [BilToéddress1 | BillToéddiess2 [ BillT oCity | BillTostat
93991
{Change ! 99332
99333
Source Table: M
| | »
Target Table:
|BiII-TOInfolmati0n j New | Save I Start I Stop I Heport | Undo | Exit l
e Load. | _Cancel | Drag data from source to target [ Y

To do a new import:
1. Click the “Change” button (under the “Source Database” caption) to open a standard Windows open file dialog box.
2. Choose your file type from the “Files of type” dropdown, locate and select your data file, and click “Open”. The

“Source Database” field will be filled in and “Source Table” field will either be filled in, or the dropdown list will

have choices for you to select from depending on your input file type.

Choose the name of the file where your data will be imported to from the “Target Table” dropdown list.

4. Click “OK”. The input file and output file formats are loaded into layouts and displayed on the “Import Data”
screen.

5. If you have already loaded data into the Q-Manager table and want the import to skip over any duplicate codes it
encounters, check the “Skip Duplicate Keys” box. Uncheck the box to overwrite any duplicate codes.

6. Map the columns of data by dragging from an input file column and dropping it into the corresponding output file
column with your mouse.

W

To load an existing import:
1. Click the “Load” button.
2. Select the layout name of the import that you would like to load from the listbox, click the “Open” button.

e Ifthe user plans on using the same source file and target table to import data in the future, you can save the layout so that
the columns will be automatically mapped. To do this, click on the “Save” button. Type in a descriptive name of the
layout on the Save Import Layout screen and click ok. If they are importing BOL records, then they will be asked if they
have any child data. This concept is explained below.

e  Click “Start” to begin the import. When the import is complete, you will see a status box showing the total number of
records imported.

e If the user wants to remove the data that they just imported from our table, they can click the “Undo” button

e Click “Report” to view a report about the import, “New” to import another file, or “Exit” to leave the import utility.

The report is saved in your Q-Manager directory as “ImpErrs.log”.
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Importing Bill of Lading records:

e Ifauser wants to import bills of lading, they will probably have several files that relate to the bill. Some
possible files would be a header file containing summarized information about the bill, a file containing the
commodity information, a file with the comments which have been added to a bill, and so on. The following is
a list of what kind of information that we currently store with each bill:

-- Additional Services Information

-- COD Charges Information

-- Comment Information

-- Commodities Information

-- Customer Reference Numbers Information
-- Purchase Order Numbers Information

= To import a BOL header file and its child data (the information listed above), the user will need to follow these
steps.

1. Select the source BOL header file, and select BOL Master Information as your target table from on the
Source and Target Selection Screen.

2.  Map the fields for your BOL Master data.

3. Click the “Start” button on the Import Data Screen.

4.  When asked if there is any child information, click “Yes”.

5. On the Select Child Tables Screen, select the Child tables for which they have data to be imported.
Click “Ok”.

6. Based on the number of child =l
tables that they have selected, a Source File Type: IEHCE| 5.0 Spreadsheet ﬂ
number of screens will appear. ~Datebase
The first will be a screen that is Source Data: o Al s G s
similar to the Source and Target BOLLink |__AddServCode| Desc

30 ImportFees
50 ImportFees2

ImportT est
ImportT est

Selection Screen, where they will
select the location of their source
file. Then you can map the fields
to the target child table(s). Each

screen will correspond with only

one child table. The Link to BOL laigetiable:

Mast bo b ds to b t AdditionalS erviceCode| AdditionalS ervic | AddSvellseiEnt | AddSvellserEnt | AdditionalServic | Re
aster combo box needs to be se 0

to the field in the source file that 50

links to the BOL Number field in

the BOL Master table. Use the

“Back” and “Next” buttons to -
progress through each child table.
lc?lf(t:l:(rt}lllzlt‘gi?sg}’e;ii:oilhﬂg;illl())l\;, Link to BOL Master IBDLLink vl Cancel | < Back | et | Finish |
is an example of one of the child | Drag data from source to target | y:

table mapping screens.
7. The above mentioned screens will also appear if the user performs a “Save” on a BOL Master record.

This will allow the user to save the BOL Master and child mappings, so that if they need to import data

from the same files and the same field layout in the future, all they have to do is load the layout and
click the “Start” button.

Express Import:
=  This tool expedites the import process for users who import from the same file on a regular basis. Import for a selected
saved layout can be executed immediately via the shortcut tool provided on the main screen.
= After a layout has been saved, a default layout must be selected.
1. From the Q-Manager screen, go to Tools...Options.
2. Select the Settings tab, click on the “Additional Defaults” button.
3. The combo box next to Default Import Layout will show all of the Import Layouts that have been saved. Select
the one that they want to use with the express import, click “OK”.
3. Click “Save/Exit” on the Options Screen.
=  Run the Express Import

-- Either click on the ﬂ button on the main screen, or go to Tools...Express Import. A Screen will appear showing the
progress of the Import. When the import is complete, you will see a status screen showing the total number of records
imported.
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Export

From the “Q-Manager” screen: & Export Table
Menu: Tools...Export Records

e e =R == =8 Bl of Lading [no Additional Infarmation)

This tool has been expanded in Windows Q-Manager to
export any of your table maintenance files or bill files

to one or more of the following file formats: text file,
Access, and Excel. Ok Cancl |

Target Table : II:' YPROGRAM FILESWSBF FREIGHT SYSTE Erowse |

Choose the source table from the dropdown list.

The default export action is to export the file in an ASCII Text format to the Q-Manager program directory with a
filename of “Export.txt”. Click “Browse” to change the filename, file type, or location of the destination file within the
Windows dialog box.

Click “OK” to begin the export.

VICS Bill of Lading and Label Fields

One of the bill of lading formats available with Windows Q-Manager is the VICS standard. This standard format
includes some additional information on the bill and associated labels.
1. Location Number
= This field can be entered on the User Table Maintenance screen (Edit...Edit/Add Records...Consignee tab).
When the consignee that it is associated with is selected on the main “Q-Manager” screen, the Location Number
field will automatically be filled in.
2. Customer Order Information (PO Number, Number of Packages, Weight, Pallet/Slip, Additional Shipper
Information)
= These fields can be filled in on the PO Number screen (click on the “PO#s” button on the main screen).
a) Enter a PO number.

b) Click the “Other Info...” button on this screen. B
¢) Enter information in the other fields. Click “OK”. # of Packages: I_' Lacation #: l—'
d) Click the “Add/Update” button to save. Total Weight I_ PO Type: I_
3. Some companies require additional information to be ; ’

included on a VICS BOL piece label. These additional fields [ Palletized?  Dept #: I

(Location Number, PO Type, Department Number, Customer Sh“?;'nd;trifl’;‘g

Item Number) are related to the purchase order number and '

commodity information. ok | Cancel |

a) Fields relating to PO Number (Location Number, PO
Type, Department Number)
-- These fields can be filled out on the above-mentioned screen (“PO Number” screen).

b) Field relating to Commodities (Customer Item Number)

-- The Customer Item number is entered on the User Table Maintenance screen (Edit...Edit/Add
Records...Commodity tab). For a Customer Item number to appear on a label, the commodity that it is assigned
to must be selected on the Add BOL Commodities screen.

¢) This additional information will only be printed on the piece labels if the label option is set to a VICS Custom
Label.
1) From the Q-Manager screen, go to Tools...Options...Piece Label.
2) Check the box next to VICS?, and select Custom from the combo box.
d) Printing Custom VICS labels
1) From the Q-Manager screen, go to File...Print.
2) Check the box next to Print Labels on the “Q-Manager Print” screen, click the “Print” button.
3) On the PO Number — Label Match Up screen, enter the number of labels that you want to print for each PO
number, and assign each Customer Item Number with the appropriate PO Number.
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PDF Creation

e  This feature allows the user to create a Bill of Lading in a PDF file format, based on an existing BOL. The PDF file can
be saved, which offers additional flexibility in the distribution options of the Bills of Lading.

e Requirements:
1. A PDF can only be created from a bill of lading that has been saved.
2. Ifa BOL has more than 5 commodities, only the first 5 will be shown on the PDF.
3. Inorder to view the PDF, they must have Adobe Acrobat Reader installed.

Creating a PDF
1. Create and save a BOL (or open an existing one).

2. Go to Tools...Create PDF (or click the button on the toolbar). An Internet browser will open with the PDF
displayed. From this window, the file can be saved or printed.

Links
Web Links

From the “Q-Manager” screen:
Menu: Web Links

Link to your favorite ABF tool on ABF’s website.

ABF Home Page

From the “Q-Manager” screen:

Toolbar Icon: ﬂ

Menu: Help...ABF Web
Connect to ABF’s home page on the internet.
Q-Rate

From the “Q-Manager” screen:

Toolbar Icon: =
Runs the Q-Rate program.
Email Q-Manager support personnel

From the “Q-Manager” screen:

Toolbar Icon:

Send an email to Q-Manager support personnel.
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Electronic Bill of Lading (EBL)

The Electronic Bill of Lading features are available on Q-Manager for Windows version 1.2.0 and greater. It allows the user
to send/transmit their Bill of Lading directly to ABF via the Internet. The EBL feature is inactive until the user is provided
with the necessary information to login.

How it Works

When a BOL is created, the user will have the option of transmitting the bill by using the EBL. Once the BOL is
transmitted, it will be marked as a CLOSED bill. For pickup, the user can choose to print either the BOL itself, or the trailer
manifest to give to the ABF driver. Please note that Q-Manager will not automatically print a copy of the BOL when the
transmission is completed.

Once the transmission is completed, the data will automatically be processed and stored in ABF's system. When the
ABEF Billing clerk receives a paper copy of the BOL or Trailer Manifest, it will be compared to the transmitted data in our
system, and any discrepancies will be corrected before a Bill is issued.

Activating EBL features

The user needs to contact Sandy Osborn to obtain the necessary login, password and sender ID needed for the EBL.
Certain requirements may be necessary in order to obtain it. Once the user has this information, they need to activate the
EBL.

From the “Q-Manager” screen:
Menu: Tools...Transmit Options... Transmission Profile

File Edit | Tools ‘WebLinks Help

| | ¢ Database utiities...  F10 | (7) [} ) 4
Creat 53 Import Records. .. IL Commodities IYnu are
(%] Export Records...
Bill of L M3 convert... urnber :
~ £ options... )
Shipper — _ )
’7— Transmit Options 4 E Transmission Profile
= Transmission Histor
Slliag =L i

This will open the Transmission Profile screen, which allows the user to enter the login information from ABF. There are

several things to note:

=  Please make sure that the information is entered exactly as it is without any changes made to it. Although the program is
not case sensitive, it is recommended to enter the sender ID in uppercase.

= Once the necessary information is entered successfully, a message will appear and ask the user to exit and restart Q-
Manager. The EBL features will not be accessible until the user exits the program and restarts it again.

If the BOL is intended for a " =1 These text fields correspond
government agency (e.g: Login Name: | <4— with the information provided
shipping to the Postal Password : | <4— by ABF.

Service), checking this box | It is very important to have
will allcz;v Q-Man%lger to - ErED the infm)',magon entered
prompt for additional FEm A=y correctly

. . ¥ | have Govermment Shipments going to N .
information whenever the / the following Consignees: If the login name/password is
BOL is saved/ready for [ =] entered incorrectly, the EBL
transmission. It also allows Add Flemave features will not be activated.
the addition of government ConsignesCode | Cansignes Nam If the sender ID is entered
agency data via the User incorrectly, it might cause
Table Maintenance screen problems in processing the
that can be added later on. o > shipment.

LCancel | 1 9




Government Information

For users who ship to government agencies, additional information can be added into the BOL that will be sent via EBL. This
additional information can be entered on the User Table Maintenance screen, under the Govt Tab.

x
Bill-To | Carrier I Comment | Cor_nmodityl Consigngel Shipper Govt I
1 KA
Code : il
|zsuing Office :
Issuing Officer :
Address1 :
Address2 :
City, State :
Zip, Country :
Contact :
Est. Charges :
T ariff Auth =
Mew Save | Save/Exit Delete | LCancel | Help
| | /

The information entered on this screen can be invoked later on, when the user is saving a Government BOL.

Saving & Transmitting EBL

1.

When the user has finished entering all the necessary information, and is ready to transmit the EBL, there are 3 steps that
need to be completed.

Validation:
To ensure that invalid data will not be transmitted, an EBL Bill must have the following information:

1. Shipper information (Shipper Name, Shipper Address, Shipper City/State/Zip)

2. Consignee information (Consignee Name, Consignee Address, Consignee City/State/Zip)
3. Billto Information (BillTo Name, BillTo Address, BillTo City/State/Zip)

4. Atleast | commodity must be included in the bill.

5. Handling unit & container.

Saving the Bill:

When the bill is ready to be transmitted, it is recommended that the user save the bill first before transmitting it. Once the
EBL features are active and the designated consignee is among the consignees specified for a government shipment, Q-
Manager will automatically prompt the following screen:

This screen allows you to specify whether the shipment
is intended for a government agency (shipped via ABF),
and whether the government agency is responsible for
the payment. When both checkboxes are selected, the
user will be prompted for additional information on the
Government EBL screen.

>

EGovernment Shipment # ] i[

[~ Iz this a Government shipment being shipped by ABF
Freight Spstem, Inc. 7

[~ |z the Government responsible for payment ?

(o]

Cancel
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| T (0l

Govt Code: || ﬂ

Issuing Office : _:J
Issuing Officer :
This screen allows the user to enter additional P
information about the government agency to ez
which a particular shipment is being sent. The City.State
drop down boxes enable you to select ——®  ZpCouny:

information that was previously saved on the
. Contact Mame :
User Table Maintenance screen. B0 s
Tariff Authority
Corcel_|

Please note that when EBL features are active, this screen is also accessible from the main screen by pressing the F6 key.
Q-Manager will automatically display this screen the first time user saves the bill, but not in any subsequent saves.

Note: Although it is highly recommended that the user provides ABF with this information when shipping a Government
shipment, it is not required.

3. Transmitting an EBL
There are 2 ways Q-Manager can transmit a bill via EBL.

1)  From the “Q-Manager” screen:
Menu: File...Transmit

e  Only the currently displayed bill will be transmitted via EBL if user chooses this method. If the bill has not been
saved previously, it will automatically save the bill. If validation encounters any kind of errors, the transmission
will be cancelled and the bill will not be sent.

e If the validation and saving processes are successful, a bar indicating the progress of the bill transmission will
be displayed. When the transmission is completed, and the bill is received by ABF successfully, a message box
will appear to notify the user.

2)  From the RecordListView Screen

The RecordListView screen allows EBL transmission via the Transmit button. Multiple bills can be selected for a given
transmission and be subjected to the same validation process as described above.

View : Bills of Lading B ] 5
Status | BOL Number Rev | Pro Number Carrier Trailer Pay Terms | POMum
| » | Closed[ 1671534 0 |017389668 | ABFS PFD RAH7035 In the Record List View screen, the user
Closed | 170801 0 |017383663  |ABFS oL NS | : : :
[ | Closed| 170543 0 |oi7aess70  |ABFS coL 00168 | a can select. multiple bills of lgd{ng to be
|| Closed | 170848 0 |017389672 | ABFS TRD  |ANS3MA— included in the EBL transmission.
- T R— o Multiple selections can be made by
[ | Closed | 163508 0 74 |aBFS PPD g7247 1= holding down the Ctrl key while clicking
! AEES E-EE ﬁ:‘r‘lfﬁ — on bills to be included in the transmission.
0 ABFS ) 5105 - R
o ABFS coL MCI — Once the selection has been made,
Llased 0l L s Eid = clicking the transmit button will start the
Clone J View I Today | Month J Bepoltsl EBL process.
Modify | Print | week | Sot | #Fiter | BOLInfo | Pickup
Transmit
| Record Count = 56 | User defined filter criteria | 200011707 4

= [Ifa validation error occurred when transmitting multiple bills, a message box will be displayed, indicating which bill
has the errors. As long as any single bill has some type of validation error in it, no EBL transmission will occur.

=  When EBL transmission has been completed successfully, any open bill will automatically be closed by Q-Manager
(no more changes can be made to the bill).
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Viewing Transmission History and Retransmission of EBL

Q-Manager keeps track of the date and time of each EBL transmission. Users can view this data by selecting the following

options from the toolbar menu:

From the “Q-Manager” screen:

Menu: Tools...Transmit Options... Transmission History

iEix
Batch Mumber Date Sent Time Sent
P fqmanEEL] 2000/11/02 13:45:05
| |amanEBLZ 2000411402 13:47:06 =
| |gmanEEL4 2000411402 13:52:38 -
| |amanEBLS 2000411402 14:0410 =
|| amarEBLE 2000/11/02 14:33:58 |2
| |amanEELE 2000411407 08:36:42 @
B
=
I~
L4 | o
Today I Wweek | HMonth | Sort I Filter | wFilter I Transmit
|Record Count =6 | &l Records Shown [ 20ﬂ0.-“11.f'0? A

/

Select a transmission ID and
click on the transmit button to
re-transmit the bills associated
with that transmission

The transmission history screen provides the following information:

Batch Number: For Q-Manager internal use, identifying a particular transmission
Date Sent: The day at which the transmission commenced
Time Sent: The time at which the transmission commenced

If the EBL data is not received correctly at ABF, the bill can be retransmitted. An ABF billing clerk will provide a batch

number matching the one in the user’s transmission history. To retransmit the bill, just select the corresponding row in the

grid and click the Transmit button.

Please note:

=  Only one re-transmission can be done at any given time (multiple selections are not permitted).

= Retransmission will not replace existing data in the ABF system if there are differences between the old and new data

being transmitted.

22



