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Freightdata Document Storage

1 Concept

Many of our documents are now sent to us electronically. We don’t want to waste the earth’s
resources printing them to store in filing cabinets. We want everyone to have access to them. Speed
is often at an essence.

Freightdata’s Document Storage system (FDS) offers a solution to this for the Freight Industry by
linking Freightdata’s Freight Forwarding system with electronic paperless storage that is quick and
efficient to use.

Simple referencing systems allow you to instantly access all your stored documentation, locally and
wordwide. Users of FDS will not only be able to store and access their own documents but will have
access to these and other branch offices worldwide.

For example: Via the internet, using FDS simple referencing system, an Head Office operation in New
York will be able to access and locate documentation from a branch office in Los Angeles. Or perhaps
an office based in Frankfurt can access documentation for an expected shipment in their office in
Hong Kong in an instant.

All these documents can be printed remotely or locally. They can also be emailed to other offices or
customers.

FDS’s unique referencing system operates by not only storing all the documentation relating to a
shipment in one place, but allows the users to be able to search for multiple shipments that may be
related so that documents can be accessed for all of them simultaneously.

As documents are printed within Freightdata, they are automatically referenced, details stored and a
PDF copy is filed directly against the shipment.

New printed documents can be scanned and stored directly to a shipment.
Electronic documents saved elsewhere can be copied and pasted directly to a shipment.
A document already stored on one shipment can be copied and pasted onto another shipment.

Any document stored can be printed, faxed, emailed or opened from within Freightdata.

You can start using FDS from day one. Once Freightdata knows where you want to store your
documents, the system starts storing your prints as soon as you ask Freightdata to print a document.



2 Why is FDS better than normal Cloud Storage?

2.1 Manual vs Automatic

Normal cloud storage is a very manual process. You send documents to the cloud, but you have to
manually create folders and manually decide where they are stored. Then you have to make sure that
other users know where they are stored. How do you make sure everyone follows the conventions
your company wishes to use? Will you need a member of staff to constantly monitor this?

With Freightdata, documents are automatically named and saved to the correct folder for a
shipment with no user intervention.

2.2 Where are the documents stored?

With normal cloud storage, documents are actually stored in many different physical places. You
have no control over this.

With Freightdata you have a simple storage system. You choose whether to store the physical copies
on alocal Server, aremote Server, your own storage with your ISP, or Freightdata’s Document
Cloud. You have the control. You make your own backups.

2.3 Costs

Cloud storage can be very expensive. The more space you use — the more expensive it is. The more
users you have accessing it — the more expensive it gets. Again, will you need a member of staff to
constantly monitor how documents are being stored?

Freightdata will cost you nothing, if you use your own servers or have storage space already with
your ISP. If you need to buy extra space with your ISP or use the Freightdata Document Cloud, the
costs are reduced. And the document saving and naming is automatic, so no dedicated member of
staff needed!



3 Getting Started

To take advantage of Freightdata’s unique document storage solution there are a few basic steps.

Firstly, you need to ensure that you have selected the option to use the document storage in your
Company Details section.

Secondly, you need to know where you are saving your documents and also where the database is
that controls the saving. On a networked installation this must be in a shared area so that everyone
can take advantage of the Freightdata Document Storage system.

Thirdly, you should be aware of the how the document names are made up and the possibilities
there are for the storage of re-prints.

Go ahead and get started.

3.1 Company/Branch Details Section
Accessed from your Freightdata Administrator/Security module, the Company/Branch Details choice
is on the Administration menu. You must be a Full Administrator to have access to this area.

Simply ensure that the box for Document Storage for each Company/Branch is checked.

Company/Branch Details

Branch # Branch Code Telephone Company #
|1 ﬂ |JEDD3 |718-553-6740 |Compary Registration No - A
Company Mame and Address Fax VAT # v
|Exel Ltd |712-553-0953 [Compary Tax MO
Ksa Tatliah 5. Telex oder g a
Jeddah [GB12322 |GB522940943001 —_—
E-Mail Address Deferment # I:H:
[nyc@arames com |EEEF7TTT e
Post Code Web Address 14T 4 Code
11434 [ arame. com [1234567
Cauntry Certificate of Origin - Countmy D.0.T. Listed Agent # —
| Saudi Arabia | [EUROPEAN COMMUNITY/UNITED KING [DOT LISTED AGENT NUMBER @
Country Code Agent/Shipper I
’3&7 Internet Tracking I~
|Exel Ltd as Agent o
Curmency Place Of [ssue Intemnet - AWE Transmizsion r
[5audi Riyal > [leddan AES r
|5 audi Arabia Palicy Holder Customs Transmission
2 [Evel " ASM
Cantact Inzurance Cover 3 {+ Customs Transmission
|Infnrmation Technology |[;|_|;r554321 £~ Transmit to Other

Document Storage v |Cust0ms Transmission

When Freightdata is first installed, this screen is displayed after entering your serial number and the
database pathnames, but can be accessed at any time after this as shown above.




3.2 Where are my documents stored?

Freightdata will need to know where the database that holds the documents information is stored.
In addition, it stores the physical copies. These need to be in a shared area so that everyone in the
company with permission, can have access to these documents and storage areas. You may wish to
store your documents on a local or remote server. You could have storage with your ISP or on the
Freightdata Document Cloud.

Once you'’ve decided you will need to enter the information into Freightdata. This screen can be
accessed as follows:

3.2.1  From the Freightdata LOGON screen

Check the box marked Change Database
Pathnames BEFORE entering your logon name
and password.

4] Freightdata - Logon

Logon - Hame

Logon - Password :i i

[+ Change Databasze Pathnames
[ Clear Users

The next screen displayed will show where
your databases are stored and pathnames to
common storage areas.

3.2.2  From the Freightdata - Management Menu

Choose the menu option for Database. The next screen displayed will show where your databases
are stored and pathnames to common storage areas.



3.2.3 Screen for choosing where to store your documents and data

ﬂ Database files WorkStation: AVENTURA_L

=
Database - Drivers -
Database - Type @
Driver do Microsoft Paradox [*.db ) - r saLs §
Driver para o Microsoft ¥isual FoxPro erver -
Microsoft Access dBASE Driver [*.dbf. * ndx. *.mdx " Oracle
Microzoft Access Driver [~ mdb e
+ M5 Access
Database - COMMON Database - FREIGHTDATA Database - DOCUMENT STORAGE
| Server Server Server
|A\I"ENTUHA_1 \SOLEXPRESS201432 AVENTURA_1\SOLEXPRESS 201432 AYENTURA_1\SOLEXPRESS 201432
Database Database Database
F:\FD2000A\FD2Common_mdh M F-\FD2000\FD2000.mdb M F:\FD2000%FD2D ocD epot.mdb M
Logon - Hame Logon - Name Logon - Name
G G o G o G
o qory Ll gory g gory
Logon - Password Logon - Password Logon - Password
Connection String Connection String Connection String
|Dlivel={Micmsn[t Access Driver [*.mdb)};Dbg=F:\FD |D|ivel={Micmsuﬂ Access Driver (<. mdb)}:Dbg=F:\FD |D|ivel={Micmsu[t Access Driver [<.mdb)}:Dbg=F:\FD
Lack File Location Accounting Link File Location Falder for docurment storage
[FAFD2000%D 2Lack [FAFD2000%D 28ccs [FAFD 20000 D 2Documents

This screen is used to inform Freightdata where all the data is to be stored and accessed. The third
panel holds the information used by the FDS. On first installation, this will point to your local C Drive.

For networked installations, all pathnames should be altered to point to common areas that can be

accessed by Freightdata users.

Databaze - DOCUMENT STORAGE

Server

AYENTURA_1A\SOLEXPRESS201432

Databasze

FAFDZ2000AFD 2D ocD epot. mdb

4l

| Logon - Mame

George Gregory

The Document Storage information is held
in the third panel.

Freightdata will need to know where the
shared database is. This may be and MS
Access database, SQL Server database or
an Oracle database. The MS Access
database FD2DocDepot.mdb is supplied, as
well as scripts for creating the database in

SQL Server. This database would normally

| Logon - Pazzword

be in the same location as the other

Connection String

Freightdata databases.

The pathname for physical document

|Driver={|’-‘|icrusuft Access Driver [~.mdb]};Dbg=F:A\FD

Faolder for document storage

storage will default to the folder
FD2Documents but this can be any named

shared location.

|F:'~.FD 200008FD 2D ecuments




When you have set the correct paths and tested and accepted the details with the Connect button,
you will exit Freightdata.

This screen will also appear after entering your Freightdata Serial Number and Activation key for the
first time, or after installing a new version of Freightdata. In which case it will be followed by the
Company/Branch details screen.



4 Controlling Document Names

Documents printed within Freightdata will automatically be named according to the pre-set defaults
supplied with the system. There is no need to alter these, but users may wish to change some of
them if they prefer or if they want to name them in another language.

These names can only be changed by entering the FD Administrator/Security module and choosing
Documents from the Administration Menu or the Documents icon on the toolbar.

&l Freightdata Administration - Main M
- _a— -

Administration

]

it

Options  Window |

The next screen will display all the available ! documents
that can be printed and stored directly from Freightdata.
= Documents EI IEI
Diocument | D escription | Reprint Option | Prefiz Suffix | Usze ... | Barcode Type
Faonwarders Certificate of R...  Forwarders Certificate 0. Owenwrite Qriginal FCR Mone
Freight Statement Freight Statement Ovenwrite Original FREIGHTSTATEMENT  Mone
Global Print Options Setting...  Global Print Options Set...  Owenwrite Qriginal GLOBALPRINTOPTIO.. Mone Ma
Groupage CHMR Groupage CHR Ovenwrite Original GROUPAGECKR Mone
Groupage SAD Groupage SAD Ovenwrite Original GROUPAGESAD Mone
Héw'B 2B Conditions Ha&w/B AWE Conditions  Qwenwrite Qriginal HawWBCOMDITIONS Mone = |
Header Document Header Document Oivenwrite Original HEADERA Mone T
Header Dacument 2 Header Document 2 Oivenwrite Original HEADERZ Mone
Header Dacument 3 Header Document 3 Oivenwrite Original HEADERZ Mone
] [More | [ |
House AWE Label House &WwB Label HOUSE&WELABEL MHone
Houge Bill of Lading House Bill of Lading Qvepwrite Original HEOL Mone
Houge Bill of Lading 2 House Bill of Lading 2 Qvepwrite Original HEOLZ Mone i
4 T 3

HAWB

HAWB E 123 1 _pdf

Name |House AWB

Description House AWE

[# Use Global

FReprint Option

Prefix

=

Sulfix

[HAWE

Barcode Type Position

| =

X Y

| S|

= [

Every document has a Name and a Description and Prefix, which can be altered by selection the

document and then pressing the EDIT button.




4.1 Global Settings

There is one special ‘Document’ that appears on the Documents list. This is the Global Print Options
Setting. It is not an actual document, but it can be used to globally control what happens when a
document is reprinted in FDS. All documents will initially be set to use this Global option. This can be
overridden for any document by selecting it for editing and removing the check against the USE
GLOBAL option.

4.2 Reprints

You need to decide what happens when you reprint a document in Freightdata. The default is that
the Original is stored and the last reprint is stored. Again this can be changed by using the EDIT
button on the Global Print Options Setting document.

The choices for reprints are:

4.2.1  NONE
When a document is reprinted, nothing is stored. Only the original print is saved.

4.2.2  ALL PRINTS

This option will save a copy of every reprint of the document. To distinguish between copies, there
must also be a Suffix chosen from the dropdown suffix list. A suffix of NONE is not permitted. The
possible name of the document will change depending on the Suffix chosen.

4.2.3 ORIGINAL AND LAST PRINT
As explained, this will result in the original document being stored and only the last reprint being
stored - suffixed as COPY.

4.2.4 OVERWRITE ORIGINAL
This option will simply overwrite the last copy printed. Therefore only the most recent print copy will
be saved.



4.3 Suffixes

As mentioned before, if the ALL PRINTS option is chosen for a Reprint, you must also choose a
Suffix. The choices are as follows:

4.3.1 DATE
This option will add the date to the end of the document name in the format YYMMDD.

4.3.2 DATE and TIME

This option will add the date and time to the end of the document name in the format YYMMDD

HHMM, using the 24 hour local time.

[FvBiEs Original and Lastpiit | INVOICE [
KMSM Kroonburg Bill of La...  KMNSK Kroonburg Bill of .. Original and Last print KMSMBOL Mone
Label Label Original and Last print LABEL Mone
Local Collection Mote Local Collection Mote Original and Last print LOCALCOLLECTION Mone

. |I i o e — P VR [T . X

Invoice INVOICE E 123 1 150520 1724 pdf «

Name |Invnice —

Description Invoice *

[~ Use Global @

Reprint Dption

IAII prints ;I [T Use Barcode
Prefiz Suffix
[InvoIcE |Date and Time |

4.3.3 SEQUENTIAL NUMBER
This option will add the next sequential number for the copy to the end of the document name.



4.4 Naming Convention

Each document printed and stored by FDS conforms to a naming convention that makes it easy to
recognize what document has been printed and which shipment it belongs to.

Every document name starts with the Prefix as defined in the Documents section of the
FDSecurity/Administrator module.

This is then normally followed by the shipment Job Number. IE. The flow (Export, Import or
Domestic), the movement number and the consignment number within that movement.

This would then be followed by the Suffix, if required.
Some documents will also have extra details in the name if appropriate.

For example an Invoice will also have the Invoice number after the Prefix. A local Collection or
Delivery Note will have the Collection or Delivery Note number after the Prefix. A MAWB will have
the MAWB number after the Prefix. Etc.

L PROFORMA PF605-HO E 211 &.pdf

T QUOTATION QT 10AVC E 211 8.pdf

L LOCALCOLLECTION COL-33-NY E 211 8.pdf
L RateRequest E 211 8.pdf

E RateRequest E 211 & 150215 1849, pdf

E RateRequest E 211 8 150215 1850, pdf



5 Using the Freightdata Document Storage System

The beauty of the FDS is its simplicity and lack of user intervention. The default settings for naming
the stored documents will allow Freightdata users to be able to use the system as soon as they print
their first document from within Freightdata.

5.1 What do | have to do to save a document in Freightdata?

Any document that has the option of being printed on Plain Paper from within Freightdata will
automatically be saved against that shipment when you print or email it. This will work, even if you
have asked Freightdata to print a Pre-Printed copy.

This includes all Freightdata’s own prints, such as Headers, Arrival Notices, Invoices, Delivery Notes
etc. as well as many others, including Master and House Air Waybills and certain Bills of Lading.

Some documents, such as CMR Notes and pre-printed Bills of Lading cannot be saved in this manner.

5.2 How do | save a document that doesn’t have a Plain Paper
option in Freightdata?

The FDS system has been integrated into Freightdata so that you can easily scan a copy of Pre-
Printed documents directly into the folder where all the other documents for a shipment are stored.

5.3 What about documents posted to me?

The same applies to these. You can scan them from within Freightdata, directly into the shipment’s
folder.

5.4 How about documents that are emailed to me?
There are two ways to deal with these:

5.4.1  Right-Click and Copy the Document

Then in Freightdata, open the shipment. Select the View Documents option from the EDIT menu
choice oricon on the Toolbar. Expand the folder. Then right click and Paste or use the icons on the
toolbar.

5.4.2 Save the document locally
You can save them to your normal local documents folder or download area. Then you can Copy and
Paste as above.

5.5 What if | want a copy of an email saved?

You will need to save the email as a FILE from within your email system. This will have an EML
extension. You can then perform one of the options explain in 5.4.1 or 5.4.2 above.

If saved in this format, you will always be able to access it within Freightdata and it will open within
your default email program.



You also have the option of printing it from within your email system and saving the print as a PDF
file. Again you can import this into Freightdata. However if saved as a PDF instead of an EML file, you
will not be able to open the email directly in your email program.



6 Viewing Documents for a Shipment

When you create or open a shipment in Freightdata you will find a View Documents for Shipment X
xxx [ x option on the Edit menu or use the View Documents T,  iconon the toolbar.

This will open the Document List for the shipment.

o

.-

7 | Document List for E 211/8 EI@
= A Z
] I = 21 2165 O
Documents
= ‘ C:\FD2Documents\Exports\21118 [21/05/2015 11:14:00, 345 KB ~ |-Document | Date | Type | Description _ «
3 [] > LOCALCOLLECTION COL... 28Jan1... LocalCo... Local Collectio
INVOICE 0984 Copy E 211 8.pdf [21/05/2015 11:14:00, 12 [] > LOCALCOLLECTION COL... 28Jan1... LocalCo.. Local Collectio
[] > LOCALCOLLECTION COL... 28 Jan1.. Other LOCALCOLLEC
INVDICE DF-JED-984 Accounts Copy E 211 8.pdf [21/05/Z £ [ > LOCALCOLLECTION COL... 31 Jan1... Local Co.. Local Collectio L
[] > LOCALCOLLECTION COL... 31Jan1... LocalCo... Local Collectio|”
INVOICE DF-JED-984 E 211 8.pdf [21/05/2015 11:14:01. 1 [] > LOCALCOLLECTION COL... 08 Feb 1. Other LOCALCOLLEC
[] > LOCALCOLLECTION COL... 08 Feb1... Other LOCALCOLLEC
INVOICE DF-JED-984 Office Copy E 211 8.pdf [21/05/201! [1 > PROFORMA PFEOT-HD E... 11 Feb 1... Proforma Proforma E 211
[] > PROFORMA PFE02-HD E... 11 Feb 1... Proforma Proforma E 211
INVOICE INV JED-984 Copy E 211 8.pdf [21/05/2015 111 |[7] >~ PROFORMA PF602-HO E.. 11 Feb1.. Profoma  Proforma E 211
[] > PROFORMA PF603-HO E... 11 Feb 1... Proforma Proforma E 211
LOCALCOLLECTION COL-32-NY E 211 8 (1).pdf [21/05/20 | . proFORMA PFE04-HO E... 11 Feb1.. Proforma  Proforma E 211
[] > PROFORMA PFE04-HD E... 11 Feb 1... Proforma Proforma E 211
LOCALCOLLECTION COL-32-NY E 211 8 [2).pdf [21/05/20 [] > PROFORMA PFE04-HD E... 11 Feb 1... Proforma Proforma E 211
LOCALCOLLECTION COL-32-NY E 211 8 [3).pdf [21/05/20 [] > PROFORMA PFE05-HO E... 11 Feb 1... Pm[om}a Pm[om}a E 211
[J > QUOTATION QT 10AVC ... 11 Feb 1... Quotation Quotation E 21
12Feb1... Local Co... Local Collectio .

LOCALCOLLECTION COL-32-N¥ E 211 8 [4).pdf [21/05/20 ~

4 T b

[J > LOCALCOLLECTION COL...

4 T

3




7 Viewing Master Air Waybill Documents

In Freightdata you will find the View Documents option on the File menu. Take the MAWBs option
and then you can choose between Export and Domestic MAWBs.

You can also access this from the View Documents

This will open the Document List for the MAWBs.

IJI‘ -

icon on the Freightdata toolbar.

| %] Document List for MAWBs Export

fo o=

=F-21 3OO

@=EPrI ¢

MHAWEB HAWE 123 E_pdf [21/05/2015 11:14:03, 54.5 KB]

@ Export

C:AFD2D ocuments\Exportsi\Master AWE [21/05/2015 11:14:03.1

J}- MAWE 057-44455566 E_pdf [21/05/2015 11:14:03, 51.4 K

J>- MHAWE HAWE 123 E_pdf [21/05/2015 11:14:03, 54.5 KB’

4 m 2

| Value
MHAWE HAWE 123 E_pdf

Profile

> Document

Description MHAWE HAWE 123 E_pdi

Type Master House Air Waybill
> Format PDF

Date Created 22 Apr 15 10:52

Created By fduser

Last Printed Date 22 Apr 15 10:52

Printed By fduser

Altered

Altered By

Signed By

Signed By Date

4 L}




8 Viewing Alert and Master Manifest Documents

In Freightdata you will find the View Documents option on the File menu. Take the Alert
Manifest/Master Manifest option and then you can choose between Export and Domestic.

You can also access this from the View Documents - icon on the Freightdata toolbar.

This will open the Document List for the Alert and Master Air Manifests.

- >— ALERTMAN HAWE 123 E.pdf [21/05/2015 11:14:04, 9.66 KE]
- >- MAWBMAN 057-44455566 E_pdf [21/05/2015 11:14:04, 6.63 KB]
>— MAWBMAN 125-68107852 E_pdf [21/05/2015 11:14:04, 7.59 KB]

- >~ MAWBMAN HAWE 123 E (1).pdf [21/05/2015 11:14:04, 9.80 KB]

. >v- MAWBMAN HAWE 123 E (2).pdf [21/05/2015 11:14:04. 10.2 KB]

« T 5

T

| Document List for Alert Manifest/Master Manifest Export EI@
g |l A Z
B I = 21 A1¢5 O
D ocuments
m = | Document Date Type Description
[] > ALERTHAN HAWB 123 E... 22Apr15... Other ALERTHMAN HAWB 123 [
=]~ C:AFD2Documents\E xports\MAWB Manifest [21/05/2015 11:14:03_86.4 KB]| | | ] >~ ALERTMAN HAWB 123E... 22Apr15... Other ALERTMAN HAWE 123 |
- . [] > ALERTHAN HAWB 123 E... 22Apr15... Other ALERTHMAN HAWB 123 [
> ALERTMAN 12568107852 E.pdi [21/05/2015 11:14:03, 6.32 KB] [ MAWBMAN HAWB 123E... 22Apr15... Other MAWBMAN HAWB 123 E
- [ > MAWBMAN HAWB 123 E... 22Apr15... Other HMAWBMAN HAWE 123 E
= >~ ALERTMAN HAWE 123 E (1).pdf [21/05/2015 11:14:04, 9.66 KB] [] > MAWBMAN HAWB 123 E... 22Apr15... Other HAWBMAN HAWE 123 E
; = |0 > ALERTMAN 125-6810785... 22 Apr15... Other ALERTHMAN 125-681078!
= >v- ALERTMAN HAWB 123 E (2).pdf [21/05/2015 11:14:04. 16.7 KB] [ > MAWBMAN 125-6810785... 22 Apr15... Other MAWBMAN 125-681078¢
[] > MAWBMAN 057-4445556... 22 Apr15... Master Ma... Master Manifest MAWBM




9 Viewing Documents for a Multiple Shipments

In Freightdata you will find the View Documents option on the File menu. Take the Documents
option. —

You can also access this from the View Documents @ icon on the Freightdata toolbar.

This will open the Freightdata Document Viewer.

File Options Window Document Storage Help  About

£ 0 HO ¢

From here you can Search for shipments using the File menu Search option or by using the Search

icon on the toolbar. p



In a similar way to the Job Tracking search option in Freightdata you can bring up a list of shipments
that match your entered criteria.

Job Tracking
Flow Time Period - bor ot Hames and Addresses
@ Export q emember Settings
o lnmat From S B o BP SOLAR CSPANA, 54 [BPS00Z] a
N To [21 May 2015 1l Active BP SOLAR LTD Goods out [EPS003]
" Domestic el E BRENSON FASHION [BRENTT]
Corsignor/Exparter/Shipper Cauntry Container/Urit # ggmg: ?E‘gggamtmégﬁéﬁE%EEEFEETTU]'I]
|1 PACKAGINGS LTD [Turkey [EReTza BRITTON C. [TOPMAKING) LTD [BRITG2]
; BRUNETTO MORGANTI AND C [BRUNDT]
Consignee City Purchase Order BRONSWICK + FILS [BRUNGZ]
|AITEC GLASS+DISHWASHING MACHIN |Bologna | BUITONI FACTORY NESTLE [BUITO1]
i i C&H FABRICS [CHFAOT]
Agent Delivery Point Site ID C WHEELER LTD [ahwioomn]
[sLESSI4 CORNICI [Bolngna [Aberdeen [ALL ENERGY 20141 | |CBEXCLUSIVE [CBEXD1]
CILFE. SPA[CIFEDZ]
ETD : 14 Feb 2012 ETA: [15 Feb 2012 [ALL ENERGY 2014 CIFE SPa[CFE] -
Bill Of Lading House-4WE # Airine-A\WE 8 Flight/Dates
|HAE /203 (0551 |Hag /309 55 | 0 [taFeb12 |
Our Reference Shippers Rieference Flight/Vsssel Issued:
[Eziire [ [ 14Feb12 [
Job Status
Current Signed By Date/Time )
Cleared by Customs 24 Jul 2014 11:03:27 Job is
B Active
Booked Collected/Received at depot Shipped
20 May 2014 Updated
8 May 2015 18:19:53
Ariived Delivered/Collected from depot Customs Cleared
24 Jul 2014 11:03:27 fduser
Jobs Found
E 223 /1 [K29]

Select a shipment in the list and press the View Documents

button to display the list of
documents stored for that shipment.

Select another shipment from the same or a new search and press the View Documents button for
the Document List for a second shipment.

This can be performed for many shipments simultaneously.

T
Job Tracking

A Document List for N 26/1
Flow T

" Export =
" Import 'L___J \24 @ I__-[

&+ Domestic

T Documents HEADERZ N 26 1_pdf [21/05/2015 11-13:54_ 9.40 KB]
i - + | _Profile | Value
| >+ CREDITNOTE JED-72 Dffice N 26 1.pdF [21/05/2015 11:13:53. 24.6 )
|A1 PACKARINGS LTD > pdf | > Document HEADERZ2 N 26 1_pdf
B \ i
SHEE | [> DELIVER N 26 1 pdf [21/05/2015 11-13'53, 8 42 KB] Description Header Document 2 N 26
[4BCO ENGINEERING LTD - e ia
Agent 5| Document List for 1186/1 [
[4L-BARRAK SHIPPING AGENCIES
= L8l=:-51{¢0s
ETD : 24 Apt @ —_— Z+ A3
Bil 0f| B Document List for E 211/8 Dacuments
Import Document ‘ Date | Type
OuHl : []> INVOICE FR-JED-980 1 1... 24 Apr15... Invoice
=l F C:\FD2D ocumentshimports\18611 [21/05/2015 11:13:53, 42.2 kB | C] > INVOICE JED-981 1186 ... 24 Apr15...  Invoice
N 26| [Documents - [] > INVOICE 0980 1 186 1.pdf 27 Apr 15 ... Invoice
Jab > LOCALCOLLE 1> INVOICE 09801 186 1.pdf [21/05/2015 11:13:53. 8.77 KB] | [~ INVOICE 03811186 1.pdf 27 Apr 15 Invoice
Cur| § .
Bo - > LOCALCOLLE ~| > INVOICE 09811 186 1.pdf [21/05/2015 11:13:53, 8.82 KE]
Bo - 5> LocALCoLLE . /> INVOICE FR-JED-980 | 186 1.pdf [21/05/2015 11:13:53, 1.
26 s [
> LOCALCOLLE " T> INVOICE JED-981 | 186 1.pdf [21/05/2015 11:13:53, 12.3
Al A
e T LOCALCOLLE
Job - T PROFORMA P
N1 ’
N1 - ]> PROFORMA P




10 Document List Buttons and Icons

Now you have a list of documents for a shipment, what options do you have and what do all the
buttons and icons mean?

Let’s start with the opening Document List screen.

The left hand side just shows two icons.

Export

Think of the top one
as being a section in
your storage facility.
In this case it is the
Export section.

one
represents the filing
cabinet where all the
documents for this
particular shipment
are filed.

Click the ‘+’ sign
next to the cabinet
or the cabinet itself
to OPEN/EXPAND it
to view the
contents.

The left hand-side
opens to show a list
of all the documents
stored for this
shipment.

At this stage, the
right-hand side
appears to have a
similar list, but with
a check box against
each document.

7| Document List for E 97/2 [re| -2 [ESa]
Documents
Export Document | Date | Type | Description
| C:AFD 2D ocuments\Exportsh 9742 [21/05/2015 11:14:02. =
il |
4 1 3 4 1 3
.
7 | Docurnent List for E97/2 EI@
g == = A 7
E I =|: 721 A1 ¢ ©
D ocuments
= F C:\FD2Documents\Exports\97\2 [21/05/2015 11:14:0; * | Document | Date Type Descripfs
d [J > LOCALCOLLECTION COL... 31Jan.. Local... LocalC
[T | Correspondence with Shipper [21705/2015 11:1{ | | [ Aramex.eml 21 May... Other Aramex,
=y [ AwBSignlAWB2 [1).bmp 21 May... Dther AWBSic
.......... (@) Aramex.eml [21/05/2015 11:14:02. 637 KB] | _| || = AwWBSignlAWB2 bmp 21 May... Other AWBSic
7| |J:-BO2CCB7D P35FD (1).TIF 21 May... Other BO2CCE
.......... w5 | AWBSignlAWB?2 (1).bmp [21/05/2015 11:14:02,| | | (]2 B0O2CCB7D P35FD_TIF 21 May... Dther BO2CCE
E []l. & Changes to Freightdata 2... 21 May... Dther Change |
---------- AWBSignlAWB2 bmp [21/05/2015 11:14:02, 15 [] > Collect COL-30-NY E 97 2... 21 Map... Other Collect | =
[] > Collect COL-30-NY E 97 2... 21 May... Dther Collect
""""" ., BO2CCB?D P3SFD (1).TIF [21/05/201511:14:0: | 7] > Collect COL-30-NY E 97 2... 21 May... Other Collect
B 1 [] > Collect COL-30-NY E 97 2... 21 May... Dther Collect
.......... = BO2CCB7D P3ISFD.TIF [21/05/2015 11:14:02. 1 ] > Collect COL-30-NY E 97 .. 21 May... Other Collect
C B [1 > Collect COL-31-NY E 97 ... 21 May... Other Collect
---------- Eé Changes to Freightdata 2014 _docx [21/05/2015 [ * ComputerTermsForeign.CS¥ 21 May... Other Comput
---------- > Collect COL-30-NY E 97 2 (1).pdf [21705/2015 1 O & Emailagent2.JPG 21 May... Other Emailc
g [ 2 HouszeDFPf¥rong JPG 21 May... Other Housel
---------- 1> Collect COL-30-NY E 97 2 (2).pdf [21705/2015 1 | L] = InvCrnNo2.gif 21 Map... Other  InvCmb/
4 1} 3 4 1 3




10.1 Document Format Icons
Each document format is represented by a different icon.

10.1.1  Adobe PDF
>_ The most common icon you will see is the one that represents an Adobe PDF document.

When you print in Freightdata a copy of the print is created as a PDF file.

10.1.2 MS Word Document
'—1 This icon is used to show that the document is a Microsoft Word document.

10.1.3 MS Excel Document
x: Thisiconis used to show that the document is a Microsoft Excel document or a CSV (Comma
Separated Values) file.

10.1.4 Email Document
77111 This iconis used to show that the document is an email.

10.1.5 Text File Document
" .y Thisiconis used to show that the document is a text file document.

10.1.6  JPEG
¢ Thisiconis used to show that this is an image saved in the JPEG compression format.

.Y.
| |

10.1.7 GIF

I This icon is used to show that this is an image saved in the GIF compression format.
[ GiF |

10.1.3 BMP
L. Thisiconis used to show that this is an image saved in the BMP compression format.

10.1.9 TIFF
This icon is used to show that this is an image saved in the TIFF compression format. This is
= often used for faxes and can also be created from scanned documents.

10.1.10 Folder Icon

#] Thisiconis used to show that there is a sub-folder (a folder within another folder). This may
“Y be there because someone has created a sub-folder to categorize some of the documents

stored.



10.2 Document List Toolbar Buttons - Initial Display

When you first expand the ‘filing cabinet’ many of the icons on the toolbar are grayed out or
inactive. This is because you have not selected any particular document or file.

: @ =i-2151 0

At this stage your options are as follows:

10.2.1 Change your display to Small Icons

This will alter the display to appear as small icons. When this is selected the icons for the
documents and files will appear smaller and the button on the Toolbar will change to allow
you to display large icons.

=]

10.2.2 Change your display to Large Icons

This will alter the display to appear as large icons. When this is selected the icons for the
H] documents and files will appear larger and the button on the Toolbar will change to allow
you to display small icons.

10.2.3 Paste from Clipboard

If you have copied a document or file in Windows Explorer, it will be on your Clipboard. When
I_‘.r you press this button on the toolbar, the document you have copied will be pasted into the
open folder and added to this shipment.

10.2.4 Scan a new document or documents
You will use this button to open a new screen with scanning options. You will then be able to
== scan a document or documents that will be saved in the open folder and added to this
shipment.

10.2.5 Change your View
This button and its options changes the way the right-hand panel is displayed.

1 -

If the Large or Small Icons view is chosen, the option for Auto-Arrange will also become
available. Documents/files are normally displayed in chronological order.

10.2.5.1 Details View
o This view gives the most information, such as Name, Date, Document Type, Description,
: Format and User who created it.

10.2.5.2 Large Icons View
Large Icons are displayed with just the document filename.

=




10.2.5.3 Small Icons View
Small Icons are displayed with just the document filename.

10.2.5.4 List View
Small Icons are displayed in a list format with the document filename to the right.

10.2.6 Change the Order of Documents Displayed
When first displayed, the right-hand documents/files list is displayed in date/time order, starting with
the oldest one. You this order to appear in alphabetical order.

10.2.6.1 Ascending Alphabetic Display
Aﬂ This will change the order of the documents and files displayed to appear in ascending
Z + alphabetical order.

10.2.6.2 Descending Alphabetic Display
i ﬂ This will change the order of the documents and files displayed to appear in descending
A+ alphabetical order.

10.2.7 Refresh the Display
Use this button to refresh the display. All folders will be closed and when expanded, the
"' right-hand display will again be in ascending date order.

10.2.8 Exit Button
@ Use the exit button to close the Documents List for this shipment.



10.3 Document List Toolbar Buttons — Document Selected Display

When a document or file is selected in the left-hand panel, the right-hand panel changes to give
information about the selection and the toolbar icons change to reflect the options available.

As the right-hand side now reflects the choice on the left, the display View and Order icons are no
longer active.

7| Document List for N 26/1 EI@
=1 5 | 4
=] e [EJ I-‘ i - =
== @ | == ¢ O
Documents [ACKNOWLEDGE N 26 1_pdf [21/05/2015 11:13:53. 8.58 KB]
= F C:\FD2Documents\Domestic\26\1 [21/05/2015 11:13:53, 456 kg] * |-Frofile | Value
= Altered
---------- §-2 ACKNOWLEDGE N 26 1.pdf [21/05/2015 11:13:53. 8.58 Ki Altered By
? = Created By fduser
---------- > ADVICE N 26 1.pdf [21/05/2015 11:13:53, 8.69 KB] Date Created 17 Apr1510:31
- Description Acknowledgement N 2671
---------- > COLLECT M 26 1.pdf [21/05/2015 11:13:53, 8.33 KB] > Document ACKNOWLEDGE N 26 1_pdf
- > Format PDF
---------- >~ Commerciallnvoice N 26 1_pdf [21/05/2015 11:13:53. 5.85 | Last Printed Date 20 Apr 15 18:50
- Printed By fduser
---------- > CREDITMOTE 0072 Copy N 26 1_pdf [21/05/2015 11:13:53 Signed By
| Signed By Date
---------- > CREDITNOTE JED-72 N 26 1.pdf [21/05/2015 11:13:53. 2 Type Acknowledgement
---------- > CREDITMOTE JED-72 Accounts N 26 1.pdf [21/05/2015 11
---------- > CREDITMOTE JED-72 N 26 1.pdf [21/05/2015 11:13:53, 2¢
---------- > CREDITNOTE JED-72 Office N 26 1.pdf [21/05/2015 11:13 ~
4 L [ 4 L 13

You now have the following new icons:

10.3.1 Open the Document

=1 This icon is the Open Document icon. When this button is selected the chosen document or
S file will open using the most suitable program. IE If it is a PDF it will open in Adobe Acrobat

Reader. If it is a Word document it will open in MS Word. If it is an email, it will open in your default

email system.

10.3.2 Print the Document

This icon is the Print Document icon. When this button is selected the chosen document or
“= file will open using the most suitable program. IE If it is a PDF it will open in Adobe Acrobat
Reader. If it is a Word document it will open in MS Word. If it is an email, it will open in your default
email system. Images (BMP, JPEG, GIF and TIFF) will normally open in Windows Photo/Picture
Printer.

10.3.3 Copy the Document

This icon is the Copy Document icon. When this button is selected the chosen document or
file will be copied. The file is copied onto the Windows Clipboard. This means that the
document [file at this point can be pasted into any other program such as a Word document or
embedded in an email. Also it can be pasted into any other Document List screen that you have open
for any other shipment.



When this button is pressed, another button becomes active on the same shipment. This is described
next.

10.3.4 Paste the Copied Document

@ This icon is the Paste the Copied Document icon. When this button is selected the document
or file that you have copied will be pasted as a copy into the same folder for this shipment. It

will have the same name but will be followed by a sequential number in brackets. The sequential

number starts at one. If there is already a copy existing with that number the next number available

is used.

The same icon will become active on other open Document Lists for other shipments and the same
document/file can also be pasted into other shipment lists.

10.3.5 Email the Document

7. Thisiconis the Email the Document icon. When this button is selected your default email

b=+ application is launched, allowing you to choose addresses and type a message. The document
or file that you have selected will be attached as a copy to the email message.



10.4 Document List - Right-Hand List Check Boxes

When a folder is expanded on the left-hand side of the display, a list of documents and files within
that folder are also displayed on the right-hand side. Each document or file on the right also has a
check-box against it.

The reason for this is so that multiple documents can be selected at one time.

7| Document List for E 21,1 EI
e > Y i | e | =, A Z @
FE | @B e =% 3¢
Documents
E ------ “] C:AFD2Documents\Exports\21131 [21/05/2015 11:13:57, 162 k)~ | Document
=l 23 May 15...
---------- J::— AGENTSLOADINGLIST E 211 1.pdf [21/05/2015 11:13:5] 23 May 15...
s 23 May 15...
---------- J)— DELIVER E 211 1.pdf [21/05/2015 11:13:57. 6.03 KB] ... 23 May15...

[] > NADCEANBILL2 HAB-304... 23 May 15... MAOCEANEI
---------- }- DockReceipt E 211 1.pdf [21/05/2015 11:13:57. 857 KB [] > MOVEMENTLDADINGLIS... 09Apr15... Movement... Movement L
: [ > SPECIALMAMNIFEST E 21... 09Apri15 ... Special M...  Special Mani
] > MANIFEST E 211 1.pdf 09 Apr15 ... Manifest Manifest E 2

NVOICE FR-JED-958E 2... 13Apr15 ... Invoice Invoice E 21
---------- }- IATACONDITIONS E 211 1. pdf [21/05/2015 11:13:57. 18 ATA 055- E 211 1.pdf 17 Apr15... IATA AWB IATA AWE E

g ] HAWB HAB-304 E 211 1.pdf 17 Apr15... House AWB  House AWB
""""" }' INVOICE FR-JED-358 E 211 1.pdf [21/05/2015 111357, | | 7] . AGENTSLOADINGLIST E.. 20 Apr15 ... Agents Co... Agents Cons

---------- ;)— MANIFEST E 211 1.pdf [21/05/2015 11:13:57. 25.3 KB] | |

---------- }- HAWBCONDITIONS E 211 1.pdf [21/05/2015 11:13:57. 1

m

---------- ;)— MOVEMENTLOADINGLIST E 211 1.pdf [21/05/2015 11:1

---------- j}- MAOCEANBILL2 HAB-304 E 211 1_pdf [21/05/2015 11:13 =

] 1 | b “ 1 3

As you can see, in the same way as when a single document is selected on the left-hand side, extra
icons become active on the toolbar.

This means that you can Open, Print, Copy or Email multiple documents with one press of the button
on the toolbar.



10.5 Document List - Right-Click Pop-Up Menu

Just like in Windows, when you right-click in a folder, you can right-click in the left-hand side or the
right-hand side of a Document List to get a pop-up menu.

B By a2 Yl EEE YW @ e OSS e.  aee
File Options Window Document Storage Help  About
P 0oE0Q
i
Job Tracking |+
Flow Time Period Names and Addiesses
@ E - a9 4. anon ™ R her Setinn.
(f: || 571 Document List for E 97/2
o | % Al Z
rel=: -3¢0
[38C0 B
Conggr| [Pocuments =
. 14 - Date | Type [ ipti e
[alF55 F C:\FD2Documents\Exports\9742 [21/05/2015 11:14:02, 3.11 MB | &
A E o P [ 1 - [ > LOCALCOLLECTION COL... 31Jan15 ... Local Colle... Local Collection Note
gent r
[&s Hew] [ 7| Document List for E 21171 =8 =R 5 ).bi |
- o Al Z o | || =
SsEWro =
= R ¢ = -2 fl¢d @ B o ||
BilOF L. - i
’m Documents — el :
Our Rk = F CAFD2Documents\Exports\21141 [21/05/2015 11:13:57, 162 k) © | Document Dats Tupe Description | |} =
A [ > DELIVER E 211 1.pdi 23 May 15 Other DELIVERE | || || |1/ _
RER(IT > AGENTSLOADINGLIST E 211 1.pdi [21/05/2015 11-13:5] | | ] > DockReceipt E 211 1.pdf 23 May 15...  Other DockReceip] |, 3
o 5t > HAWBCONDITIONS E 21... 23 Map15... Other HAWBCOND| | |
Cure + 1>+ DELIVER E 211 1.pdf [2105/2015 11:13:57. 6.03 KB] > IATACONDITIONS E 211 _ 23 May 15 Other IATACONDIT| | |
Colle: [] > NAOCEANBILL? HAB-304__ 23 May 15 Other HAOCEANEI| |
}- DockReceipt E 211 1.pdf [21/05/2015 11:13:57, 8.57 KB| | | [] > MOVEMENTLOADINGLIS... 09Apr15... Movement.. MovementL( ||
Baok, [ > SPECIALMANIFEST E 21 09Apt 15 Special M. Special Mani| || |
21 S¢ > HAWBCONDITIONS E 211 1.pdf [21/05/2015 11:13:57, 1= | | [] > MANIFEST E 211 1_pdf 09 Api 15 ... Manifest Manifest E 2 5
. [ JINVOICE FR e : Invoice E 21
Arrive - S )> IATACONDITIONS E 211 1.pdf [21/05/2015 11:13:57, 18 ~ IATA 055. E Scan AAWE  IATAAWE E =2
{ > HAWB HAB Open use AWD  House AWB | |
. ;I> INVOICE FR-JED-958 E 211 1.p¢f [21/05/2015 111357, | | 5 % agenreio 2 | orts Co..  Agents Cond
Jobs Print
i > MANIFEST E 211 1.pdi [21/05/2015 11:13:57. 25.3 KB | el
> MOVEMENTLOADINGLIST E 211 1.pdl [21/05/2015 11:1 Copy
- > NAOCEANBILL2 HAB-304 E 211 1.pdf [21/05/2015 11:13 = . Paste from Cliphoard .
] i b L4
< m v
Dosument Listfor € 21141 1142 236205 =

The choices on the pop-up menu will vary and will normally reflect the active buttons on the toolbar.

This example shows Paste from Clipboard, but as a Copy has not been made on from any open
document lists, the option Paste is not visible.

Choosing Copy at this point, will add the Paste option to toolbars on any Document Lists that you
now open or change to. Then right-clicking on any Document List will also add Paste to the pop-up
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11 Scanning Documents

The Scan Icon on the Document List toolbar and the Scan option on the pop-up menu, allows the
user to scan in documents directly to a shipment’s list of documents.

When the Scan option is chosen, the scanning screen will be displayed. If you have used this option
before, the program will attempt to communicate with the last chosen scanning device.

11.1 Scanner Not Connected

If the device is not connected or is off-line, sometimes the device’s own driver will issue a message,
such as:

i =5

EPSON Scan 8

% Cannot communicate with the scanner.

@' Make sure the scanner is on, correctly setup and connected with no
errors indicated,

For detailed information, see Solving Problems in the User's Guide.

0K

L -

Just accept any such message.

[ n
1 Scam E97/2 - [

The program will also issue its own message:

You can accept this as well. But do remember, that if you selected scanner not connected

want to use the selected scanner, you need to re-connect
it or turn it on!

OK




11.2 Scan Screen
The scan screen that displays will remember your last settings.

— Scanm: E97/2 -

—Select Device

| [EPSON WwF-2630 Series ~| o
[~ Use Default Interface
[~ Use Duplex function of scanner., if available
[+ ADF [Automatic Document Feeder] .ﬂ

—Save Image to File
|PDF -

= Single Page File

+ Single Multi-Page File [ﬂ
= Several Multi-Page Files

Filename
C:AFDZ2Documents\Exportsh 97424

ShippingOrderFromastralensca

— Device Configuration

Pizel Type IGre_-,Jscale =

Resolution [dpi) ISDD _%l

Layout

Ilnches ;I

Top |0.000 §| Left [o,000 §|
Bntlnm|11_593 % Hightlg_zsg %

Get Cumrent Yalues




11.3 Select Scanning Device Section

11.3.1  Select a Scanning Device
The drop-down list at the top of the Scanning screen will display a list of scanning devices associated
with your workstation. This does not mean that they are all attached or powered up.

— Scan: E97/2 -

Select Device

EPSOM ies
EPSOM WF-2630 Series
KODAK ESPZ Ail
KODAE, 5000 Series 410
KODAk ESP A0

Canon MP430 zer
Canon Mx470 series Neabwork

T T

When you select a device the program will attempt to communicate with it. If it is not attached or
available you will receive a message or messages as explained in the Scanner Not Connected section.

If the scanner is connected, tests will be automatically made to check the scanner’s capabilities. Any
options, such as using ADF (Automatic Document Feeder) or Duplex functions will be greyed out and
unavailable if the scanner cannot support them.

11.3.2  Use Default Interface

You can use the scanning devices own interface. Our experience is that some older scanners and
some newer scanners that only support Version 1 of the TWAIN driver interface work much better
and quicker using the Freightdata Document Scanning interface. This seems to be especially true of
CANON scanners.

Check this box if you wish to use the scanning device’s own interface. The section for Device
Configuration will not be accessible if you are using the device’s own interface

11.3.3 Use Duplex Function of Scanner
This option will be available if the selected scanning device supports this function.

11.3.4 ADF (Automatic Document Feeder)
If your scanning device has an ADF, you can scan multiple pages with one press of the Scan button.

If you choose PDF or TIFF formats from the dropdown list in the Save Image to File section you will
be able to save multiple pages to one or more files.



11.3.5 Information about the Scanning Device
You may wish to know more information about your scanning device, or this may be needed for

trouble shooting. In which case you can use the Device Information button to display this.

For example:

il .y
Device Information @

EPSOM WF-2630 Series

Twain Device Version: 21

D5SM Supports Version 20 True

Device Supports Version 21 True

D5Min useis: SA\Windows\SysWOWGEd\twaindsm.dll
Twain Default Device Mumberis: 0

QK




11.4 Save Image to File Section

This is where you enter details about the type of file or files you want to save and the name of the
saved file. They will automatically be saved in the correct storage area for the shipment you have
chosen.

11.4.1  Type of File
Choose the type of file you want to save from the dropdown list. The most common option for a
document will be a PDF. If you choose PDF or TIFF you will also be able to save multi-page files.

Save Image to File

PDF |

11.4.2 Single or Multi-Page Files
Choose whether the scan will be a one-page file or multi-page.

(~ Single Page File
f* Single Multi-Page File
(~ Several Multi-Page Files

You may want to save more than one page in a document. In this case you must have first chosen
PDF or TIFF as the file format. If you have an ADF you can also choose to scan several multi-page
files. To do so you will need to separate each new document with a single blank page.

11.4.3 Filename
The last filename used will be inserted here when the screen is loaded. Change this to a meaningful
name for the document you wish to scan and save. The pathname will be correct for this shipment.

Filename
|E:"'|.FD 2Documentz\E xportsh 97424

|5hippingElrderFr-:nrru'i'-.straEeneca




11.5 Device Configuration Section

If you use the Freightdata Document Scanner interface instead of the scanning device’s own
interface, you will also have the options here to alter the image scanned.

Device Configuration

Pixel Type |I3re_l,lsu:ale ﬂ
Rezolution [dpi] I?ﬂﬂig

Layout

| Inches ﬂ

Top[0000 & Left [ooon 4
Bottom [11 53 % Right |5 265 %

Get Current Yalues ‘

11.5.1 Pixel Type

Choose the Pixel Type from the dropdown list. We recommend using RGB Color when scanning
multi-page multiple files to ensure that the blank white page is recognized as the new document
separator.

Pizel Type [T j

Resolution [dpi) |Elack white
Greyscale

If using the device’s own interface, we also recommend scanning in color if using blank white pages
to separate documents.

11.5.2  Resolution
This may display as a text box with spin buttons to decrease or increase the size or as a dropdown
list of resolution sizes acceptable to the selected scanning device.



11.5.3 Layout
The document layout can be altered here in the selected measurement units.

— Layout

inches 4
Top[0000 & Left [ooon &
Bottom [11 533 % Right [ 268 %

The Top and Left options tell the scanning device where the document is positioned and are
normally zero.

The difference in the measurements between the Top and Bottom is the height of the document.
The difference in the measurements between the Left and Right is the width of the document.

The dropdown list will give all possible measurement units.

Inches LI

Centimeters
Picas
Points
Twips
Pixels
Millimeters

An error message is displayed if a unit of measurement is chosen that is not supported by the
selected device.

i B
Scan: E 97/2 - M

Twips
This setting is not supported by this device

OK

The measurements for Top, Left, Bottom and Right will convert if the units are acceptable.

— Lapout

I Centimeters ;I

Top[0000 % Left [ooon &
Buttumlgg_mn % I‘_|i£Iht|21.IIIIII1 %




11.5.4 Get Current Values
The selected device’s current settings can be obtained by pressing this button.

Get Current Yalues




12 Scanning

Having set up your required criteria, you can scan and save your documents.

12.1 Single Page File

This is a typical setup screen for a single page document that will be scanned. You can use the ADF if
your scanning device supports it. In this example ADF is unchecked as you are scanning from the
Flatbed.

-

= Scan: E97/2 -

Select Device

|EP‘SEIN WE-2630 Series j i
[ Use Default Interface —
-

[ ADF [Automatic Document Feeder] b

Save Image to File

\PDF -]
(* Single Page File
~ Single Multi-Page File H
(" Several Multi-Page Files

Filename

|[::"\FD 2D ocumentz\E xportsi 37424

|Shipping[l rderfFromé.stradeneca

Device Configuration

Pixel Type |RGE Color |
Resolution [dpi] lemi%

Layout

| Centimeters ﬂ

Top[0000 % Left [ooon &
Bottom [29 700 %I Right |21 oo %I

Get Cumrent Yalues |

Press the Acquire Image \;\ button to start the Scan process.



If your scanning device has an ADF and the ADF is also loaded, the following message is displayed
and you have the option of using the ADF.

8 A

Scam: E 972 - i—

. ADF is loaded
-'_Ié\ Do you wish to use ADFT

Yes Mo

r

At this point, we want to use the Flatbed scanner so we will say no.

You may receive a message from the device if it is not yet ready as is warming up:

Progress —

Scanner iz warming up. Please wait.

Time remaining: lezs than a minuke. Cancel
E S
——

Otherwise you may have a message to say that it is scanning;:

Progress - : l 23 |

Scanning

Time remaining: lezs than a minute. Cancel




12.2 Scanned Image
The scanned image and its details will display in the right-hand area.

True Color 24 Bit Height: 3510 width: 2550 Pikelz
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Rotate Image
The image can be rotated using the Rotate button.

12.2.2  Flip Image Vertically

The image can be flipped vertically using this Flip Vertical button.

the button.




12.2.3 Flip Image Horizontally
The image can be flipped horizontally using the Flip Horizontal button. +
R il

12.2.4 Zoom In
You can zoom in on the image using the Zoom In button.

.\__i

12.2.5 Zoom Out
You can zoom out on the image using the Zoom Out button.

12.2.6 Selection
Not yet active.

12.2.7 Crop
Not yet active.

12.2.8 Exit
This is the Exit button. @ Use this to Exit from the Scanning screen.

You will ask if you want to exit if an image has been scanned but not saved.

'“- Bl DRrTR— . el .
Scan: E 97/2 - lﬂ

. Changes have been made but not saved!
- l % Press [Cancel] to Return or [OK] to Bt

QK Cancel

12.3 Save File
When you are happy that the image is correct, save it using the Save button. E




12.4 Single Multi-Page File

When you choose a single Multi-page file, the process is similar but will depend on whether you are
using the ADF option.

12.4.1 Not using ADF (Automatic Document Feeder)
Press the Acquire Image button to scan the first page.

Adjust the page if necessary.
Press the Save button to save the first page.

A message is displayed confirming that the first page is saved.

PR T — P r =

rSt:an:EEEI'?JI’E - lﬁ

Pagel
Added to the file
CAFD20ocuments\Exports\07 2\ SingleMultiPageDocument.PDF

OK

L 4

When the OK button is pressed, a further message is displayed asking if there are more pages.

rSl::an:EQ?,n“E- l — J1

I L Scan ancther page?

Yes Mo |

b 4

You will then see the following message:

rSu::an: EO97/2 - Iﬁ1

Please scan ancther page

oK

b

Change the document on the Flatbed of the scanning device and press the Scan button again.



When happy with the image, press the Save button again.
Repeat this procedure until all pages of the document have been scanned.

When you answer NO to the Scan Another Page option, you will receive a message confirming that
the multi-page document has been saved.

rScan:EQ?;"E - ﬁ

Single Multi-Page File
Saved
CAFD20Decurments\Exports\ 8724 SingleMultiPageDocument.PDF

OK




12.4.2 Using ADF (Automatic Document Feeder)
When the ADF option is chosen, a message is displayed reminding you about using blank pages
between multiple documents.

2

[ Scan: E97/2 - [

To save separate documents with an
ADF (Automatic Document Feeder)
place a single blank sheet

between each new document

0K

—

This time you are using the ADF. As before press the Acquire Image button to start the scanning
process.

If the ADF is not loaded (or not loaded properly) you will see the following message.

rScan:EEI'TJ"E S ﬁ

EPSOM WF-2630 Series
ADF not loaded

If the ADF is loaded, you will be asked if you wish to use it.

[ RS -

Scan: E97/2 - — -

. ADF is loaded
JE\ Do you wish to use ADF?

Reply Yes and the selected scanner will then start scanning the first page.



As this is now using the ADF, each page will automatically scan and be displayed until the final page
has been scanned.

At this point the software will try to save the file.

If the file already exists, a message will be displayed:

Scam: E97/2 - —

. CAFD2Documents\Exports\ 972\ SingleMultiPagelocument. POF
/ l}-_ already exists. Do you want to replace it?

Answer Yes to overwrite the existing document.
Answer No and the software attempts to use the same name with a sequential number starting at 1.

If this also exists, you will be asked again if you want to overwrite it. If not the next number will be
added to the end of the name.

; ] ] IH L.l
Scan: E 97/2 - ﬁ

Saved
CAFD2Decumentsi Exports\ 8724 SingleMultiPagelocurnentl ,PDF

As can be seen the ADF makes it very quick to scan multiple pages.



12.5 Several Multi-Page Files

When you choose Several Multi-page files, again the process is similar but will depend on whether
you are using the ADF option.

12.5.1 Not using ADF (Automatic Document Feeder)
Press the Acquire Image button to scan the first page.

Adjust the page if necessary.
Press the Save button to save the first page.

A message is displayed confirming that the first page is saved.

[T e, e — | LTI N I N UL CLN S = L L |

[ scan: E97/2 - [

Pagel
Added to the file
CAFD2Documents\ Exports\ 9724 SeveralMultiPageDocuments.PDF

T e T (AR

When the OK button is pressed, a further message is displayed asking if there are more pages.

r Al

Scan: E 97/2 - — -

; l\ Scan another page?

Yes Mo |

")

You will then see the following message:

[ Scan: E97/2 - [ |

Please scan ancther page

oK




Change the document on the Flatbed of the scanning device and press the Scan button again.
When happy with the image, press the Save button again.

Repeat this procedure until all pages of the first document have been scanned.

Put a blank white sheet on the Flatbed of the scanner and Acquire Image.

This time when you press the Save button, the software recognizes that the document has ended
and will display this message:

[ scan: £ 9772 - [

Several Multi-Page Files
Saved
CHFD2Docurnents\Exports'\ 97424 SeveralMultiPageDocuments.POF

Continue changing the pages on the scanner, acquiring the image and saving until the final page.

When you answer NO to the Scan Another Page option, you will receive a message confirming that
the multi-page document has been saved.

[ Scan: E97/2 - [

Several Multi-Page Files

Saved
CAFD2Documents\Exports\ 3742 SeveralMultiPageAnotherDoc, PDF




12.5.2 Using ADF (Automatic Document Feeder)
When the ADF option is chosen, a message is displayed reminding you about using blank pages
between multiple documents.

2

[ Scan: E97/2 - [

To save separate documents with an
ADF (Automatic Document Feeder)
place a single blank sheet

between each new document

0K

—

This time you are using the ADF. As before press the Acquire Image button to start the scanning
process.

If the ADF is not loaded (or not loaded properly) you will see the following message.

rScan:EEI'TJ"E S ﬁ

EPSOM WF-2630 Series
ADF not loaded

If the ADF is loaded, you will be asked if you wish to use it.

[ RS -

Scan: E97/2 - — -

. ADF is loaded
JE\ Do you wish to use ADF?

Reply Yes and the selected scanner will then start scanning the first page.



As this is now using the ADF, each page will automatically scan and be displayed until the blank page
has been scanned.

At this point the software will try to save the file.

Each file saved will use the name entered with a sequential number. The first will add 1 to the name.
If the file already exists, a message will be displayed:

Answer Yes to overwrite the existing document.

Answer No and the software attempts to use the same name with a sequential number starting at 1.

If this also exists, you will be asked again if you want to overwrite it. If not the next number will be
added to the end of the name.

rSu::an: EO97/2 - ' @1

Several Multi-Page Files
Saved
CAFD20ocurments Bxports\ 97424 SeveralMultiPageADF2.PDF

0K

L.

Scanning will continue automatically until the final page of the final document has been scanned.

[ scan: £ 972 - [

Several Multi-Page Files
Saved
.| CAFD2Decuments Exports\87 24 SeveralMultiPageADFS.PDF

As can be seen the ADF makes it very quick to scan multiple pages and multiple documents.



13 Saved Documents and Files

All documents and files that have been scanned will have been saved and stored in the same folder
as all other documents for the shipment.

On returning to the Document List for the shipment, the newly scanned documents and files will be
added to the list when the Refresh button on the toolbar is pressed.






14 INDEX

Acquire Image, 43, 48, 50, 52, 53, 55

Acrobat Reader, 29

ADF, 36, 39, 43, 44, 48, 50, 51, 52, 55, 56

Administration Menu, 12
Adobe, 25, 29

Alert Manifest, 20

ALL PRINTS, 13, 14
Ascending, 27
Auto-Arrange, 27

Automatic Document Feeder, 36, 48, 50, 52, 55

blank page, 39, 56
blank white page, 40
blank white pages, 40
blank white sheet, 53

EML, 17
Excel, 25

Exit, 28, 46

EXPAND, 25

Export, 15, 19, 20, 24
faxes, 26

FD Administrator, 12
FDS, 5, 6, 7, 10, 13, 15, 16
FDSecurity, 15
filename, 27, 39

first page, 48, 50, 52, 55
Flatbed, 44, 49, 53
FlatBed, 43

Flatbed scanner, 44

BMP, 26, 29 Flip Horizontal, 46

Bottom, 41 Flip Image, 45, 46

cabinet, 24, 25, 26 folder, 7, 10, 16, 26, 27, 30, 31, 32, 57
CANON, 36 Freightdata Document Cloud, 7, 9

Change Database Pathnames, 9 Freightdata’s Document Cloud, 7

check-box, 31

Clipboard, 27, 29, 32

cloud storage, 7

Comma Separated Values, 25
Copy, 16, 29, 31, 32, 33
COPY, 13

Crop, 46

Csv, 25

Default Interface, 36
Descending, 27

Device Configuration, 36, 40
Device Information, 38

display, 12, 22, 26, 28, 29, 31, 36, 38, 40, 45, 53
Document List, 18, 19, 20, 22, 24, 26, 29, 30, 31,

32, 33, 34, 57
Document Storage, 5, 8, 10, 16
Domestic, 15, 19, 20
dropdown list, 36, 39, 40, 41
Duplex, 36
Edit, 18
EDIT, 12, 13, 16
email, 16, 17, 25, 29, 30
Email, 25, 30, 31

Get Current Values, 42
GIF, 26, 29

Global Print Options, 13
height, 41

Import, 15

Job Tracking, 22

JPEG, 26, 29

large icons, 26

Layout, 41

Left, 41

Master Air Manifests, 20
Master Manifest, 20
MAWSB, 15

MAWSBs, 19
measurement, 41
Microsoft Word, 25

MS Excel, 25

MS Word, 25, 29

mUIti'Page; 39: 407 497 53

multiple documents, 31, 50, 55, 56

multiple files, 40
multiple pages, 36, 51, 56
Multiple Shipments, 21



OK button, 48, 52

open, 16, 17, 18, 19, 20, 21, 27, 29, 30, 32, 33

OPEN, 25
Open Document, 29

overwrite the existing document, 51, 56

Paste, 16, 27, 30, 32, 33

PDF, 5, 17, 25, 29, 36, 39

Pixel Type, 40

pop-up menu, 32, 33, 34
Pop-Up Menu, 32

print, 6, 13, 16, 17, 25

Refresh, 28, 57

reprint, 13

reprints, 13

Resolution, 40

RGB Color, 40

Right, 16, 31, 32, 41

right-hand, 25, 27, 28, 29, 31, 32, 45
Rotate, 45

Save, 16, 36, 39, 46, 48, 49, 52, 53
Save File, 46

Save Image to File, 36, 39
Saved Documents and Files, 57
Scan Another Page, 49, 53
Scan Icon, 34

scan screen, 35

Scanned Image, 45

Scanner Not Connected, 34, 36
Scanning, 34, 36, 38, 43, 46, 56
Scanning Device, 36, 38
Search, 21

section, 8, 15, 24, 36

Selection, 46

sequential number, 14, 30, 51, 56
Several Multi-Page Files, 52
Single Multi-Page File, 48
Single or Multi-Page Files, 39
small icons, 26

Suffix, 13, 14, 15

text, 25, 40

TIFF, 26, 29, 36, 39

Toolbar, 16, 26, 29

Top, 41

TWAIN, 36

USE GLOBAL, 13

vertically, 45

View, 16, 18, 19, 20, 21, 22, 27, 29
View Documents, 16, 18, 19, 20, 21, 22
warming up, 44

width, 41

Zoom in, 46

Zoom In, 46

Zoom Out, 46



