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Notice
© Copyright Trackload.com Limited 2001

All rights reserved. This document contains proprietary information of
Trackload.com Limited including company—developed, confidential information
and ideas, no part of which may be reproduced, copied or transmitted in any form
or by any means, electronic, mechanical or otherwise without the express written
permission of Trackload.com Limited. Any unauthorized use is strictly prohibited.

Trackload.com Limited shall not be liable for errors or omissions contained herein,
nor for incidental or consequential damages suffered in connection with the
furnishing, performance or use of this material.

The information contained in this document is subject to change without notice.
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Introduction

TOMS™ offers a complete on-line application for freight forwarders that combines
easy-to-read menus and panels with relevant shipping information to give you
control over your freight business 24/7.

TOMS™ useful features allow you to:

1. Create Air Waybills On-line;

2. Automatically create Tracking Records with links to the airlines’ tracking
systems;

3. Send automatic Pre-Alerts by e-mail;

4. Store all data and download it in the form of Reports;

5. Have a fully integrated Import & Export Module, which includes a door-to-
door tracking system for all shipments by air, road, or sea, anytime, anywhere.

Logging on to TOMS™

All of Trackload.com’s freight and logistics systems are Internet based. Therefore,
before any of our services can be accessed, you must have your computer
connected to the Internet and your browser located at your tracking page, hosted
by Trackload.com servers. If you do not know this address please contact your
system administrator or Trackload.com.

Once you are at the Log In screen for your TOMS™ system, as shown below, you
will have two options: Search Only or Log In. By clicking on the Search Only
button, users who do not have password access to the system, such as some of
your customers, may still look for shipment information in a quick way.
Alternatively, you can enter your Login ID and Password, then click on the Log In
Button and go into your system full for shipment management.

) shadDemo Track Log-in - Microsoft Internet Explorer T =1a8ix|
Fie Edt Vew Favortes Tooks Help ‘
Ghack - & - @ 2] A | @oeach CEFavortes @Medin (B | By S =

Address [{] Mtp:4/10.0.0.2/cgibinjtrackdemofxtr k. coi =] pe

mywaysearch = |

- Google || Ask Jeeves | Cursor Manis [ Moves = 2 Highiah Links >

Quick Searches, no password needed

ShadDemo Track Log-In

Flease enter your Login ID and your password,

Login ID:

Hint: password: | |
Click here to [ Save Login: ™

save your

Login ID.

Shipment management

Figure 1. Login Screen
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Your
company’s
name and
the
Submenu
currently in
use.

Main Menu
Bar:
Choose the
task you'd
like to
perform.

Getting Started with TOMS™

Once you have logged in, the workspace might look a bit confusing if you haven't
used the program before. However, because the system is so simple to use, you
will become an expert in no time. TomMs™ newly developed integration features
allow you to switch between menus and panels with ease and without getting lost.
Moreover, the HELP function is always available to give you quick and
understandable explanations of terms and procedures.

The HELP is found within the system, one can click on either any label (term) one
wants to learn or on the Glossary button, both will open a smaller window with the
corresponding definition(s). Moreover, the HELP is structured by chapters for
faster search.

Let's begin by showing you around the workspace, explaining some of the
terminology, and giving you a general introduction to the software. Once you
know your way around, you will be able to use the program effectively and
effortlessly.

As shown below, in Figure 2, you will be taken to the Search screen after logging
in. Search is one of TOMS™ four Main Menu Bar functions that is always
accessible from anywhere in the system.

¢ shadDemo Track Search - Mozilla g -8] x|
. File Edit Wiew Go Bockmarks Took Window Help ‘

d ®0 Q @ @ “%http:ﬂf1EI.EI‘EI‘chg\—hlnﬂtra(hjamnﬂxtrak.[g\7L T ek TsUBSVS=aTPsET=5CN . | [l Search | ’:go;
»

| 48 Home | PIBookmarks % Thermal Sensors N D05 S Seznam S Google N Oskar S Diccionarios.com S WAMU S HSBC S Yahoo! Mall S hotmall %% Webopedia ©...

ShadDemo Track Demo User o
Search superuser

Search Data Download

Partisl MAWE (MB/L, Refoy [ ] P weight
Partial Hawe (HB/L [ ]

order number: [ ]

sbrumoeri [ ]

From>>To [ Jaf>=[ |4

-
-
-
From Date: [ <[ =1f =l [Entered =] -
-
-

AWB

Create TOMS Record { Air, Sea, Road)

Yolume

Customer

Job Number

ETD

To Date: [ < =1f =l [Entered =]

Shippers [ ] Expart/Impart
consignee: [ | Created by
Shiprment class: ﬁ —
Delivery Status: [an 7] summary Report: [Yes =]
customer: [ =] Display: [Standard =]

Limit to |25 x| items

Search

Figure 2. Search Screen - Main Screen after Logging In

The upper left corner of the screen will be customized so that it always shows your
company’s name. Additionally, it will have the name of the submenu in use. In
the upper right corner, you will find the Glossary button, the name of the user
currently logged in and the link to Log Out from the system. The Main Menu Bar
will always be underneath these at the top of the page.

© Trackload.com Limited 2004  ‘Tomorrow’s Supply Chain Management Solutions Today  Version 2.4
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The Main Menu Bar
Search Data Download LCreate TOMS Record {Air, Sea, Road) AWB

Like almost any computer application, TOMS™ has a Main Menu Bar to help you
get the most out of the system. You can use this section as a quick reference
guide to help you better understand what the system does. Further on, you will
find a more detailed explanation of key features and actions that the program
performs.

There are four submenus:

Search finds shipment reports previously saved in the system. Once the record is
retrieved, you will be able to update the information regarding the shipment. Data
Download is the logical extension of the Search function, as they both produce
reports. However, the Download function allows you to download those reports
to your computer and save them. The submenus also include Create TOMS'
Records and the AWB module, which ultimately gives you control over Air
Waybills to be created using TOMS™.

1. Search: You are taken to this screen by default every time you log in. (See
Fig. 2.) This submenu lets you find a shipment and produce on-line reports by
using a variety of criteria (Shipper, Consignee, Customer, From, To, Date, etc).
Once you have the desired report on your screen, you can click on the Show link
to update and/or edit a shipment’s information.

2. Data Download: This submenu allows you to create customized reports and
send them to your computer. The system lets you export the reports to an Excel,
Word, or HTML file as necessary.

%2 shadDemo Track Data Download - Mozilla B _ @]
. flle Edk Yew Go Bookmarks Tools Window Help

QO O @ Q [ Se httpi10.0.0.2/cqrbinfira k. comL IPTY ERER —tSETSLESYS=sHTPoET=8ckd | [ Search | Ego
o A Home | CJBookmarks S Thermal Sensors % IDOS % Seznam - Google % Oskar = Diccionarios.com - WAMU % HSBC %% Yahoo! Mal % hotmal %% webopedia O... 3

ShadDemo Track Demo User siossary
Data Download superuser

Search Data Download Create TOMS Re(’:br’d’(Air, Sea, Roadj [ aws

Col.1:| Master Number Col.&:
Caol.2:| House Number Col.7:
Col.3 Caol.g8:
Col.4: Col.9:
Cal.5: Col.10:

New Report Template: [ | Store Partial MAWE (MB/L, RefNo: [ |
Customized report: [(Custom - set above) = pelete Partial HAWE (HB/L): l:l

order number: [ ]
Download Format: [ Open: CSY (Comma-Separated) ] Job Mumber: l:l
Include Header: From => Tao : l:lﬂ = l:lﬂ
From date: [ =] =1l =] [Entered =]
Todate: [ F[ =3l [entored 3
B —
S —
Shipment class: [all ]
Delivery Status: [l ]
customer: [ 7]
Lmit ta[all ] items

Download Data

[ & & £ &3 pone == =] e

Figure 3. Data Download Screen
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TOMS™ — User Guide Page 8 of 8

3. Create TOMS™ Record (Air, Sea, Road): This is the primary tool for creating
a Shipment Tracking Record for an import shipment sent via air, sea, or road.
Shipment Tracking Records may likewise be created through this function for
export shipments. However, it is advisable to create a record when issuing the
corresponding AWB.

G Q @ O |% http: [10.0.0.2jcgi-binjtrackdemo/xtrak, coi7UISER =BPASS=HTPSE T=8SHIP TYPE=AIRECMDMNEWFORM=1 | HEE
I ShadDemo Track Demo User siossn| I
Air Shipment Input sHperison

Search ] Data Download I Create TOMS Record {Air, S8ea, Road) [ AwWB |

Customer: ,m Qrder Numbers:
Expart Partner: [ =]
Pickup Date/Time: [12 =[[Jul r][2004 =] 12:21
Departure Date/Time: [12 ~|[Jul ~|[2004 =] [12:21
From == To: [ |4 == 4
ETD {consignee): [ =] = =] O
Master AirwayBill: l:l
House AirwayBill: l:l
Job Number: l:l
Carga: | | pieces, | Jka, [ | m? Set as Road
] —
Consignae: l:l

Flight Segment

Comments {optionaly: | J for shipment x|

Address Book
Clear StoreDef

Do not email this shipment data: -

Email to {optional): ‘

Mote to be Mailed: ‘

File to Attach: Browse.
Create recard | ...and display it ~|_Create | Reset Form | Close Window

Figure 4. Air Shipment Input

4, AWB: This submenu enables you to create an Air Waybill on-line for export
consignments. Once you have created an Air Waybill, you have the option to
Create a TOMS Record (usually from a HAWB) for tracking and further reporting
purposes. This revolutionary function gives you the ability to have your shipping
information in many forms, and you only have to enter the data ONCE!

© Trackload.com Limited 2004  ‘Tomorrow’s Supply Chain Management Solutions Today  Version 2.4
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Recall a Sorted
AWB:

If you need to recall a
previously created
AWB, use this field to
find it by keying in the
corresponding AWB
number.

Recall an AWB by
Internal Number:
When you create an
AWB, the system
automatically assigns
it an internal number.
If you know this
number, you can also
use it to recall the
desired AWB.

' shadDemo Track Air Waybill Main Menu - Mozilla i =] x|
. Ble Edt View Go Bookmarks Iools Window Help

| @0 @ @ @ [ hetpiff10.0.0 2jcg binjtr ak. cOPUSER =8P ASS=8SHIPTYPE=AIRSREFERER= ETSUBSS=eHTPSET=6C1. ) | [Cly Search | é?;e .

. Homei [JBookmarks %% Thermal Sensors %% 1005 % Seznam % Google % Oskar "% Diccionarios.com % WAMU - HSBC = vahoo! Mall % hotmail =% Webopedia O... »

ShadDemo Track
Air Waybill Main Menu superuser

Search Data Download
Shipper: | =l I]sf ;:E‘ desired contart address
’ =] it may be adde;
Ean=ignes: I —I using the Contact ow,
Issued by: | ;I Contact List Menu
Issuing Agent: | =l
Person: Demo User

Create TOMS Record (Air, Sea, Road) AWB

Location: |Prauue - Maurice Ward & Co, s.r.o. ;I
MawE number: [ create mawn |

AWEB number: |PRG #DEFAULTq Create HAWB I

P ——_—
awe 10: [ |_Recall AWB by internal ID

Figure 5. Air Waybill Main Menu

AWB Module

From an Operations point of view, this is the most important module that the
system offers. This module has countless features and is the most effective and
efficient way to enter an export Shipment Tracking Record.

With the new AWB Module, not only can you issue a genuine AWB, which you can
print and electronically attach to your tracking shipment records, but you can also
do all of the following:

1. Create AWBs on-line so the information can be accessed from any
computer anywhere in the world at any given time.

2. Make Shipment Tracking Records of export consignments that can
automatically be stored in the program for your own reference. Later, you
will be able to Track and Trace shipments until they reach their final
destination and retrieve customized activity reports.

3. Save time by cloning AWBs from preexisting ones containing similar
information.

4. Print in one of two formats. You may print directly onto the preformatted,
internationally-accepted AWB form that will be attached to the
consignment. Alternatively, you can print the entire layout complete with
information onto blank paper. The latter option is ideal for maintaining up-
to-date files. Please see Appendix B for further details.

5. Find and print AWBs in a matter of seconds without the hassle of
searching through physical documentation.

6. Send Pre-alert E-mails to your overseas agent/Export Partner, shipper
and consignee with all of the information relevant to the shipment.

© Trackload.com Limited 2004  ‘Tomorrow’s Supply Chain Management Solutions Today ~ Version 2.4
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7. Send AWBs to your overseas agent/Export Partner as attachments to Pre-
alert E-mails. This will enable him to begin the import and/or clearance
process. For more information and details about the “Export Partner”
concept, please see Appendix D.

8. Make a record of the Shipment in your Export Partner’s TOomMS™ system
and save him the trouble of having to enter the information again.

9. Avoid unnecessary phone calls, faxes and other expensive forms of
communication by allowing your overseas agent/Export Partner to Track
and Trace shipments on-line.

10. Build a secure and reliable source of information.

Creating a Master Air Waybill (MAWB)

If you are reading this manual you have undoubtedly seen a MAWB form before.
With TOMS™ however, filling out a MAWB will be easier than ever before. The Air
Waybill Main Menu has 5 dropdown menus, all of which are linked to the
information stored in the Contact List Menu. (See Appendix A) The menus

include:
1. Shipper
2. Consignee
3. Issued by (i.e. the airline)
4. lIssuing Agent (i.e. the forwarder creating the AWB)
5. Location (i.e. the forwarder’s office or branch where the AWB belongs)

There is also a sixth field for the MAWB Number. You will need to complete this
manually by entering the 11-digit MAWB number. The first 3 digits identify the
carrier and the other 8 digits identify the shipment.

'8¢ shadDemo Track Air waybill Main Menu - Mozilla : =T
. Flle Edit Yew Go Bookmarks Tooks Window Help

Y @Q Q @ @ [ % hetpuis10.0.0.2)cgibintrackdsmoptrak.cgnts P ek TsUBSVS=aTPsET=8CN . | [l Search | ‘:J, m
- & Humei [EJBaokmarks % Thermal Sensors S D05 % Seznam % Google % Oskar 3 Diccionarios. co m S WAM S HSBC %% Yahoo! Mal %% hotmail %5 Webopedia 0.

shadDemo Track . Demo User s

Air Waybill Main Menu superuser
Search % Create TOMS Record (Air, Sea, Road) AWB

Shipper: B

e P i
it may be added for the fi
using the Contact List menu belaw,

Consignee: [ -

Issued by: [ =1 Contact List Menu
Issuing Agent: [ =l
Ferson: Demo User
Location: [ Prague - Maurice Ward & Co, s.r.0. | .
M&WE number: I:I:l Create MAWB contaCt LISt Menu:
HAwWB number: [PRG_[*DEFAULTA_Create HAWS | Manage and display

your contacts. These

o [T msconasis| contac_ts will appear in
the Shipper, Consignee,

awe 1D:[ | Recall AWB by internal 1D Issued by’ and Issuing

Agent dropdown menus.

© Trackload.com Limited 2004  ‘Tomorrow’s Supply Chain Management Solutions Today ~ Version 2.4



TOMS™ — User Guide

Page 11 of 11

Creating a MAWB:
Once you have filled in
the boxes above, click
here to create a

MAWB.

After having filled in the six boxes with the proper information, click on the Create
MAWSB tab and the system will take you to the Air Waybill Input Screen. You will
note that the format of this screen is very similar to that of a usual MAWB form,
and that Shipper’s, Consignee’s, Carrier's and issuing agent’s information has
been automatically filled in by the system from the previous data entry you
performed. You can fill in the rest of the AWB information by simply placing the
mouse on each box and clicking once. See figure No. 6 below.

@Q@G [ % http:i710.0.0.21cqibinjtrackdemoptrak. i AWBshipper =%423C ONT# 2368AWB nes="23CONT%23 1 08AWBissuedby=":23CONT % 23238AWBagent=1 | aEE

ShadDemo Track

Air Waybill Input Screen
| Search Data Download

Deme User Glnssarl

superuser

AWB

Create TOMS Record (Air, Sea, Road)

bill: 2311

P13 ]| p1312312

Shipper's Name and Address

AMERICAN AIRLINES

Shippsr's Account Hurmber
Not tiabl

MAURICE WARD & CO SRO.,
NA RADOSTI 399,

PRAGUE 5,

ICZECH REPUBLIC

Air Waybill
Issued by

[Copies 1, 2, and 5 of this Air Waybill are originals and have the same validity.

Consignes's Hame and Address

Consignee's Account Mumber
[t 5 sgueea (nal ine gaaas desciibed nevein a1e sccmpled in appaiengaad a.de: 2nd canaian
{2z pi 43 natea) fai caiiiage SUBIECT TO THE CONGITIONG OF CONTRACT ON THE

MENTORAIR

BRUCARGO, BUILDING 747
B1931 ZAVENTEM
BELGIUM

[REVER SE HEREQF. ALL GOADS HAY EE CARRIED BV ANY OTHER MERNS INCLUDING

[ROAD: R ANV CTHER CARRIER UNLESS SPECIFIC CONTRARY (NSTRUCTIONS ARE GIVEN

IHEREQN B THE SHIFFER. SND SHIPPER AGREES THAT THE SHIPMENT MAY BE CARRIED
It INTERMEDIATE ETOPPONG PLAC EE WHICH THE CARRIER: DEEME APPROPRATE,

et value fan caniage

MAURICE WARD & CO SRO.,
NA RADOSTI 399,
PRAGUE 5, CZECH REPUBLIC

Tssuing Carrier's Agent Narme and City:

[Accaunting information:

Agent's TATA Code Account Mo,
15-4 7095
Wirpart of Departure {(Addr. of First Carrier) and Requested Routing
PRG |
Routing and destination Chgs WT/VAL Other Declared Value for  Declared Value for
To By First Carrier To B To B Curreﬂcv‘CDdE ‘TPD ICOLllJ‘JPD ICOLlﬂCarr\agE ‘ |Custums
Airport of Destination Flight/C ate Flight/Date Amount of Insurance i:‘ziﬁ:ff - Mcar e = iequesled

[ ] Eal

Handling Infarmation

sC1

Figure 6. Air Waybill Input Screen.
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Some AWB Options:
Print an AWB on
blank paper or print
just the data onto
preformatted paper.
Edit, E-mail, and
Recall AWBs.

Creating a MAWB from
a MAWB:

Enter the new MAWB
number before clicking
on the Create MASTER
from MASTER button.

Creating a House Air Waybill (HAWB)

There are three ways to create a HAWB using TOMS™:

1. From Scratch: Follow the same directions as described in Creating a
Master Air Waybill. However, instead of clicking on Create MAWB, you
will click on Create HAWB. Complete the form with the corresponding
information and then click on Create New AWB to generate the HAWB.

2. From an Existing HAWB: To create a HAWB from an existing HAWB,
search for the desired HAWB through the Air Waybill Main Menu using
either its internal number or its HAWB number. Alternatively, you can use
the Search submenu to find the Shipment Tracking Record related to the
original HAWB. Click on the “H” link in the second column from the left to

retrieve the HAWB.

After the HAWB opens, select the Create HOUSE from HOUSE option

and a new Air Waybill Input Screen will appear.

Make the necessary

changes and then click on Create New AWB to issue the new HAWB.

3. From a MAWB: Please see the figures below.

As HAWBs are usually directly related to MAWBS, this final method is the
simplest and best way to create a HAWB.

Note:

HAWB numbers are UNIX timestamps that can be understood by

various systems. The number represent the total seconds that have occurred
since the 1% of January, 1970. Because HAWB prefixes are specific to a
given location, there is little chance that two people in the same place will
submit a HAWB at the exact same moment.

@O Q @ [ npus10.0.0.2/cqibinftrackdamoprakocai

| & H BEE

ShadDemo Track

Air Waybill
Recall awn | _Edit awe

Print AwB [:x=[0 |y= | | _print w/ borders
Mail AWB to: [ Addrbook

Demo User siossan|

supetuser

213 |31312312

Create TOMS record |

PRG #DEFAULTq

Create HOUSE from MASTER |

CT— 1

Mster Air Waybill # 21331312312 """

Create MASIER from MASTER

213/ 31312312

\

213 31312312

Shipper's Hame and Address Shipper's Account Ny

MAURICE WARD & CO SRO.,
NA RADOSTI 399,
PRAGUE 5,

GZECH REPUBLL

ot negotizhle
Air Waybill
Issued by

AMERICAN AIRMINES

Capies 1, 2, and 3 of this Air Waybill are ariginals ar‘have Hehan e aiaty

Consignee) Address Consignee's Account Number

MENTORAIR

BRUCARGO, BUILDING 747
B1931 NEW YORK

usa

L agie=a tal Ine gaods desciibed nevsin aie aceepied it appaienl gasd

na canditian

izin e in appaienl gaaa Yhes o
(excepl +x maled) far caviisge SUEJECT TO THE CONDITIONS OF CONTRAC
REVERSE HEREQT. ALL GDODS MAY GE CARRIED BY ANY OTHER MEANS (NELWEN

ROAD OR ANY OTHER CARRIER UNLESS SPECIFIC CONTRARY (NSTRUCTIGH.
HEREQH EV THE CHIPPER. AND CHIPPER AGREES THAT THE CHIPMENT MAY B
Lt INTERMEDIATE STOPPING PLACES WHICH THE CARRIER DEEMS APPROPR)
125 3u20 milatian af kalilty by declaing 4 ngne vale b

na paying 4 Suppkmanial chaige 1 aquien

Create a HAWB
from a MAWB:

Tssuing Carrier's Agent Mame and City:

MAURICE WARD & CO SRO.,
NA RADOSTI 399,
PRAGUE 5, CZECH REPUBLIC

Accounting information:

Agent's IATA Code Account Mo,

13-4 7095

[@irport of Departure (Addr. of First Carrier) and Requested Routing
PRG

By clicking on this
box, you will

produce a HAWB
input screen. See

Routing and destination

Chgs WT/VAL  Other Declared Walue for
CurrencyCodePPD COLLPPD COLLCarriage
CZIK P P

the next figure for
further details.

To By First Carrier To By To By
IFK OK
Airpart of Destination Flight/Date Flight/Date
NEW YORK/JFK OK050/13

Armount of Insurance mg“”:“ =

Handling Information

it

—

Figure 7. Issued MAWB
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@@@G |%http:#lD‘D‘D‘Ztcg\-h\nftratkdemntxtrak.cg\ | EB|%|
ShadDemo Track Demo User oussn
Air Waybill Input Screen supsruser

Search Data Download Create TOMS Record (Air, Sea, Road) AWB

House Air Waybill for MAWB #z1331312312]
[PRG | - [t0896385] g

Shipper's Name and Address Shipper's Account Number MAURICE WARD & CO SRO
. Notnegotisble  |ALP185 KNEZEVES N
HAWB Input Screen: ﬁlnﬁé;s#?mmu o1 Air Waybill 252 68 STREDOKLUKY
(CZECH REPUBLIC
Just replace the Local 528205 Suitavy ssued by
Zecl epublic
and Overseas (Sopies 1, 2, and 3 of this Alr Waybill are originals and have the same validity.
5 . . Consignee's Mame and Address Consignee's Account Number
Agents’ info with the e e
, ) AEERPHARMAGELTICAES: LESEA: et eamok AL s Y B CARRIED, 5/ At O R EANE DR Lo
Shipper’s and 650 CATHILL ROAD FREo 7 THE SvEeER ' Shrce S EE TR THE CAPHENT My o EARRIED
. y . SELLERVILLE PA 18960 ;3 e ESToREutaLaEs ”HET THE“CALR_[ER DECHS APPROPRIATE,
Consignee’s info and U5, e Sl el o e s e e

save. ssuing Carrier's Agent Name and City: |accounting information :
MAURICE WARD & CO SRO.,
NA RADOSTI 399,

PRAGUE 5, CZECH REPUBLIC

Anent's IATA Code Account No.
15-4 7095 |
lAirport of Departure (Addr. of First Carrier) and Requested Routing
PRG |
Routing and destination Chgs WT/VAL Other Declared Value for Declared Value for

To By First Carrier To B To B CurrencyCode PPD COLLPPD COLLCArriage Custorns
.30 - S 0 125 0 |
Airport of Destination Flight/Date Flight/T ate Amount of [nsurance [NSURSKCE - I i and = requesl
NEW YORK/IFK [okoso/13 | [ | [ | R "
Handling Infarmation
[E-T.A.15 AT 15:55 ON 13.J0LY 2004

Figure 8. HAWB Input Screen

Creating a Tracking Shipment Record from a AWB

Whenever you issue a HAWB or MAWB, you will have the option to create a
Shipment Tracking Record from the AWB for further tracking. Additionally, you
will be able to prepare a Pre-Alert E-mail with an AWB attachment to send to your
overseas agent/Export Partner.

Start by clicking on Create TOMS Record. This will copy and transfer all of the
common information from the AWB to the Shipment Tracking Record. All that is
left for you to do is to complete the few remaining empty fields, such as,
Customer, ETD, Order Numbers, and the e-mail addresses of the Pre-Alert
recipients.
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Create a TOMS
Record from HAWB:
Click on Create
TOMS Record and
you will be taken to
the Shipment
Tracking Input
Screen. See next
figure.

The system assigns

each AWB an internal
number which you can
later use to search the

AWB Internal Number:

Air Waybill Main Menu.

Q @ @ G \ % hitp:/{10.0.0.2/cgi-binftrackdemojxtrak.cgi

mo Track

Air Wa

9142 Recall AWB Edit AWB

Print AWB IX:EW’:E | _Print v/ borders
addrbook |

IPRG 10896385

Create TOMS record |

| @ @ BEEa

Demo User M

superuser

IPRG #DEFAULTq

Create HOUSE from HOUSE

Ho

e Air Waybi" for MAWB 21331312312 Related awBs: M:213-31312312  Related TOMS:

PR 1089638515

PRG 1089638515

frers Hame and Addrass

CILAG AG
NAMESTI MIRU 201
52-8205 Svitavy
Gzech Republic

Shipper's Account Nurmber

CZECGH REQUBLIC

e MAURIQE WARD & CO SRO.,
Aligifaybll e,
eeuetiby

[Capies 1, 2, and 3 of this Air Waybill arefriginals and have the same validity.

Consignee's Name and Address

ALFA PHARMACEUTICALS U.S.A.
650 CATHILL ROAD
SELLERVILLE PA 18960

U.8.A.

Consignee’s Account Mumber

Il = agizes thal e ganos Qesericen neizin aie sccplea

[REVERSE HEREQF. ALLGOODS MeY BE CARRIED EY ANY OT)

e piznl gang aiges
124) fai caivage SUBJECT TO THE CONDITIONYOF CONTRACT ON THE

21 ama canaitan

[ROIAB OR ANY CTHER CARRIER UNLESS SPECIFIC CONTRARY

[HEREQN BY THE SHIPPER. AND SHIFRER AGREES THAT THE 5
s (NTER MEDLATE STAPFING PLACES WHICH THE CARRIER D!

[Enppar may us Imitslian al lauTiy by gechaiing o nfphe]
na paying & antal thage T i2auied

[ssuing Carrier's dgent Name and City:

MAURICE WARD & CO SRO.,
NA RADOSTI 399,
PRAGUE 5, CZECH REPUBLIC

lAcoounting information:

Agent's IATA Code
13-4 7095

Account No.

Shipment Tracking
Input Screen:
Most of the info has

| Search Data Download
Customer: | other &

[@irport of Departure (Addr. of First Carrier) and Requested Routing

PRG

Routing and destination Chgs WI/YAL _Gther Declared bl
To By First Carrier To By To By |CurrencyCodePPD COLLPPD COLLCarriage
JFK oK CZK P P

Airport of Destination Flight/Date Flight/Date Arnount of Insurance  (MNSURE [
NEW YORK/IFK 0K050/13 i
Handling Information
ET A 18 AT 15:55 AR 12 1LY 2004

Related AWBs:

These links mean that
there are additional
HAWBSs concerning the
AWB in question.

On the right, there are
links to related TOMS’
records for this shipment.

*

Figure 9. HAWB

Q@ © © @ [ ntp:i10.0.0.2/cqbinftrackdema/xtrak.cal

ShadDemo Track

Air Shipment Input

Create TOMS Record (Air, Sea, Road)

Order Mumbers:

| & B BEE

Deme User m;]

superuser

AWB |

been copied from the
AWB. Just complete
the empty fields and

Export Partner: -
Pickup Date/Time: [12 =[[Jul z][2004 =] [13:35
Departure Date/Time: [12 ~[[3ul x[[2004 ] [13:35
From >» To: PRG | #] »> [NEW vq ¥

enter the e-mail
addresses of Pre-Alert
recipients.

E-mail with AWB:
Enter the e-mail
addresses of your
overseas agents to
send an electronic
copy of the related
AWBs as well as a
Pre-Alert.

E-mail without AWB:
You have the option of
sending only a Pre-
Alert to your shipper
and consignee.

ETD (consignee}: [ =] =

Master AirwayBill:

House AirwayBill:
Job Mumber: [

|

Carga: ‘1 ‘ pieces, ‘12

ko ‘ | s Set as Road

Shipper: [CILAG AG

-
* Critical

Flight [ok0504 Segment

PRG-JFK

Ifur shipment ;]

\:mments (optional); |
mail with AWBs to (optional):
Address Book

Clear

Email without AWBs to (optional):

Address Book

Do not email this shipment data: o

File to Attach:
You can attach an
array of documents,

Note to be Mailed:

including scanned

File to attach:

7
-

This file will be sent to both the AWE and non-AWE recipients

copies of commercial

Create record | ...and display it ~|_Create

Reset Form |

invoices, to send to
Pre-Alert recipients.

Figure 10. Air Shipment Input from HAWB
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Hint:

This function is
useful for creating
import
consignments in
TOMS. However,
the AWB function
described in the
previous section is
the most effective
way to create an
export shipment
record. That way,
you simply create an
AWB and then, by
clicking the Create
TOMS record, all
the information will
be stored for track
and trace purposes
and further
reporting.

NOTE: The Air Shipment Input Screen is a great feature that allows you to
send Pre-alerts to overseas agents as well as your customers without revealing
any confidential information.

1. Pre-Alert with its corresponding MAWB and HAWB as well as an
attachment (e.g. a scanned copy of the commercial invoice): This is the
perfect way to alert your overseas agent about the status of a shipment.

2. Pre-alert with an attachment: This is ideal for notifying customers about the
status of their shipment.

Once you have completed the pre-alert process, all future Notes, Comments, and
PODs will be sent to the indicated e-mail addresses you selected from the On-line
Address Book.

Creating a Shipment

After logging into the system, you will be taken to the Search screen. To create a
new shipment without issuing an AWB, click either on the Air, Sea, or Road link at
the top of the page next to Create TOMS Record.

The link will take you to Shipment Entry page, where you can enter the new
shipment’'s data. (See Figure 10.) If you would like to change the type of
shipment you are preparing, merely click on Set as Air, Set as Sea, or Set as
Road.

@ © @ @ [ retpu//10.0.0. 210 binytrackdemoftrak cotSER =5PASS=5HTP SET=8SHIFTYPE=ARSCMDNEWF ORM=L ] BHEIE
B

ShadDemo Track Demo User siossan|
Air Shipment Input superuser

Search [ Data Download Create TOMS Record { Air, Sea, Road) AWB
Customer: | other ~ Order Numbers:

Export Partner: -

Pickup Date/Time: [12 =[[Jul =][2004 =] (2:21
Departure Date/Time: [12 x|[3ul x|[2004 x| fl2:21
From>» To: [ | »>[ 4
ETD (consignee): [ =] = =l
T critical
Master AirwayBill: l:l

House airwayBil:
L g

Cargo: ‘ | pieces, ‘ I kg, | ‘ 3 Set as Road

Flight Segment

Comments {optionaly: | J for shipment x|

Address Book

Clear StoreDef

Do not email this shipment data:

Email to {optional): ‘

Mote to be Mailed: ‘

File to attach: Browse.
Create record | ...and display it x| _Create | Reset Form | Close Window

Figure 11 . Shipment Input Screen.
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To complete the Shipment Entry form, enter data into the following fields:

Customer: Select the correct Customer from the dropdown menu.
Please note that not all shipments will have an individual Customer so
leave as Other if necessary. For further information regarding the
Customer function, please see Appendix C.

Export Partner: Select the shipment’'s Export Partner from the
dropdown menu. Once the Shi';w)ment Entry is complete it will be copied
into your Export Partner TOMS™ system so that the information does not
have to be entered again. For further information regarding the Export
Partner function, please see Appendix D.

Pick-up Date and Time: This indicates the date and time when the
shipment will be picked-up from the shipper. Select the date using the
dropdown menus and enter the time in hours and minutes based on the
24-hour clock. For example, enter 13:30 rather than 1:30.

Departure Date and Time: This indicates the date and time when the
shipment is scheduled to depart. Select the date using the dropdown
menus and enter the time in hours and minutes based on the 24-hour
clock. For example, enter 15:45 rather than 3:45.

From: Enter the departure point in this space. For air freight, enter the
airport code as the point of departure. For sea or road freight, enter the
name of the town or city that is the departure point.

Master Air Waybill: Include the 3-digit prefix (e.g. 000-12345678) when
entering the MAWB number.

House Air Waybill: Enter the HAWB number for the shipment.

Job Number: Enter the internal job number for the shipment.

Pieces: Enter the total number of pieces that the shipment contains.
Weight: Enter the shipment’s total weight in kilograms.

Volume: Enter the shipment’s total volume in cubic meters.

Order Numbers: Enter any order numbers that identify the shipment,
such as internal reference numbers, invoice numbers, or purchase order

numbers. Each reference number must be entered on a separate line.

Critical: If the shipment is of critical importance, check this box so that
the shipment’s critical status is noted in all e-mails and reports.

Flights: Enter the airline and flight number for each segment of the
shipment. For example, British Airways flight 34 should be written as
BA34; American Airlines flight 45 should be written as AA45. (For air
freight shipments only.)

Segment: Enter the origin and destination for each specific flight using
airport codes. For example London Heathrow to Los Angeles should be
written as LRH-LAX. (For air freight shipments only.)

Comment: Enter any comments regarding a shipment in this field (e.g.
This shipment is urgent. Please deliver ASAP!). These comments will
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be displayed when a client or overseas agent views the Shipment Status
page.

E-mail to: Enter up to 30 e-mail addresses in this field. TOMS™ will
send all of these addresses a copy of Shipment Pre-Alert E-mail once
the form has been completed.

You do not need to manually enter each address; rather you can select
them from your Address Book. To select an address or add a new one
to you Address Book, click on Address Book. If you would like more
information on the on-line Address Book, please see Appendix E.

Note: We suggest that you send Shipment Pre-Alert E-mails to the

following addresses:

¢ Your overseas agents (for consolidation purposes only);

e Your own address to ensure that you receive a copy of the POD and
any e-mails indicating a change in status;

e The shipper; and

e The consignee.

Do not e-mail this shipment data: Even if you don’t want to send a
Pre-Alert E-mail, you can prepare and save a list of e-mail addresses so
that you can send a POD later. Create an e-mail list and then check this
box so that you can use the list later.

Note: This option is not exclusive to the shipment creation process, and
you will find it throughout the system. Whenever you update waypoints,
add comments, issue a POD, or edit a shipment’s information, the
system automatically sends a Pre-Alert E-mail notification to all of the e-
mail addresses you originally listed. However, by checking this box, you
can stop the system from sending them.

Notes to Be Sent: Write an additional message to be sent with the
Shipment Pre-Alert E-mail. Any messages entered into this field will only
be sent with the Pre-Alert E-mail and will not be accessible later.

If you would like to include additional attachments, you may use this
function at anytime, even after the shipment has been created.

File to Attach: If you have an electronic copy of any of the commercial
documents saved to your computer, you may attach it to the Pre-Alert E-
mail. Simply click on the Browse button and select the file you want to
include.

Once you complete the above-listed fields, you will be ready to save the shipment.
Before you click on Create Shipment, you may select one of the following options
from the dropdown menu:

Display It: This option saves the shipment and then displays it in a new
window.

Clone Now: This option saves the shipment and then copies the details
to a new Shipment Creation window. To complete the new shipment, just
add the Flight Dates, MAWB, HAWB, and Order Numbers.

Clone HAWB: This option is designed for consolidating shipments. By
selecting this, you can save the existing shipment and then copy the
details to a new Shipment Creation window. To complete the new
shipment, merely fill-in the new HAWB details and any related information
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Click on the MAWB
number to be
automatically linked
to the airline’s
tracking system.

Click on the log in
link to be taken to
the TOMS™ Log In
screen.

Click on the current
status link to get the
latest update on a
shipment.

(i.e. the number of pieces, weight, shipper, etc.). The system will
automatically copy the other details (i.e. the MAWB, flight dates, etc.) form

the previous shipment entry.

e Create New: This option saves the shipment to the database and then
opens another Shipment Creation window so you can enter a new

shipment.

After selecting one of the listed options, click on Create to save the shipment to

your on-line database.

Shipment Pre-Alert E-mail

TOMS™ will send a Shipment Pre-Alert to all of the e-mail addresses requested

during the Shipment Creation process.

The Shipment Pre-Alert contains several helpful links to help you both to monitor
and/or update a shipment’s status and to navigate through the system.

77 shadDemo Track: Pre-alert and AWB for Air Shipment 064-12345678:PRG01245 - Mozilla

e [re e

Subject: ShadDemo Track: Pre-alert and AWB for Air Shipment 064- 12345678 PRG01245
From: ShadDemo Track - Demo User <trackdemo@shaddack trackload. com>

Date: 20 Jun 2004 14:36:11 +0200

To: NATALIA <nataliarssi@trackdoad. coms

Deear all,
We are pleased to confirm the following shipment details:

Master AtrwayBil: 064-12345678 (Adrfreight: Czech Airlines)
HAWE: PRGO1245
Order Numbers: 78A24, 70425
Pieces: 5
Weight: 5.5 kg
Volume: g 3
Picloup Time: 20th Jun 2004, 12:28
Shipment Departure: 30th Jun 2004, 15:00
From/To: PRG / LON
Shipper. CLONEXPRESS
Consignee: MICROSYSTEMS2
Flight: 045 PRG - LOM
ETA (airporty. 2nd Jul 2004, 15:00
Waypoints:

-- Mo comments for this shipraent --

Cormment:
Mote: testing

Please log-in to the system for more details or check the current status of this shipment or issuga POD \

Best regards,
Demo User

- . Powered by Trackload com (www.teackaad, con), the web-based salition for the freight industry,

Figure 12. Shipment Pre-Alert Email

=18l x|

Click on issue a
POD link to be taken
to the Shipment
Status screen. Only
the consignee will
be able to issue a
POD without having
access to the rest
your system.
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Checking a Shipment Status

You can check a shipment’s status by clicking on the Quick Search option at the
top of the Log In screen. Simply enter one of the following numbers to find a
shipment:

* MAWB

* HAWB

e Ocean Bill of Lading

e House Bill of Lading

e Any reference numbers entered in the Order Numbers field on the Shipment
Input screen

Zj shadDemo Track Log-in - Microsoft Internet Explorer

Fle Edt View Favortes Took Help |
d=pack - = - @ [0 4| Qsearch GFavortes Greda | BY- S =T 5]

adress [ hps//10.0.0.2Jcg-binjr schdemagarak.cai | @eo
' Google | | Ask Jesves [ Cursor Mania (5 Moves = 42 Hidhiioh Links

mywaysearch - |

Quick Searches, no password needed

ShadDemo Track Log-In

Please enter your Login ID and your password,

Login ID:
Password:

Save Login: T

Shipment management

Figure 13. Quick Search Screen

If you do not know any of the details required to perform a Quick Search, you can
use the Search screen to find the shipment. However, you first must log into the
system with your ID and password to be able to search using any one or
combination of the following options:

e Date range

e Shipper

e Consignee

e Agent

e Customer

e Shipment Class (e.g. Air, Road, or Sea)
¢ Origin (From)

e Destination (To)

e Job Number

e Delivery status (e.g. Delivered or Undelivered)
Partial MAWB or HAWB (e.g. 124-122...)
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Click on Search once you have entered your search criteria. TOMS™ will then
display a list of shipments that match the information given. Find the consignment
you were looking for and then click on the Show link to display the shipment
status. For more information regarding the Search screen see page 22.

The Shipment Status Screen

The Shipment Status screen displays the current status of a particular shipment.

QQ@ Q |% http:f/10.0.0.2fcgi-binjtrackdemojxtrak. cgi | =@ |x|
a

ShadDemo Track

Shipment Report

Demo User slossan|

superuser

Greate TOMS Record (Air, Sea, Road)

gearch Data Download T

Customer: other

Exported to
Master AirwayBill:
HAWE:

Related AWES:

Related TOMS Records:
Job Mumber:

Order Numbers:

Pieces:

Pickup Date:

Departure Date:
From-=Ta:

Trackdemo 3 (IMPORT)
074-94445890 [MAWE] (Airfreight: KLM-Royal Dutch Airlines)

PRG1089643177 [HAWB]

House: PRG-1085612335
House: PRG-1089643177
07494445890:PRG1085612335
852852

040711

11 Weight: 69 kg Yolume: m®
12th Jul 2004, 14:41 (data entered by Demo User)
12th Jul 2004, 14:41

PRAGUE ->» SEL/SEOQUL

Related AWB &
TOMS Records:
Just click on one of
these, for instance,
to monitor another

Shippar: OMEGA 8.R.O Sh|pment from a
Consighee: AEROSPAGE .
Flight: KL1356/3 PRAGUE-AMS consolidated cargo
KL865/4 AMS-SEL A
Est. Time of Delivery (consignee): 15th Jul 2004, 14:14 Sh|Dment.
—
-- No cormments for this shipment —
Attachments:
. Ernails to: natalia.russi@trackload.com
If a shipment =
Do not email this shipment update Hint:

stops before
reaching its final
destination, you

Waypoints:

aypoint: [Arrival to ;"—1
pate: [12 =[3ul =][2004 =[]
signe

Click on Edit to
add or remove

can add a Comment: | J for shipment x|_set comment any el
Waypoint. Set Critical | _Edit | Cighe | Note | _Print POD form address to be
TOMSTM Wi" send Delivery Date: |12 L"JU| LIIZUU:‘LI \—1 T pre'alerted
a Pre-Alert to the ST —
listed e-mails to i Fr——— e, |
announce the Reload
shipment’s arrival -
at and departure
from the Figure 14. Shipment Status Screen
waypoint.

The Shipment Status screen also allows users to perform the following tasks:
Hint: Enter a Waypoint: To include a reference to a stop before a shipment
Remember that

reaches its final destination, simply type in the name of the waypoint city

any comments that and the arrival and departure dates and times.

you enter will be
displayed with the
shipment’s status.

\‘
e Enter Shipment Comments: Explain any additional details about a
shipment by including comments here. (E.g. “Shipment is door-to-door.

Please clear and deliver to consignee. All charges to Company X.”) Once
you have entered a comment, click on Set Comment to save the

comment. Then, when TOMS™ sends an e-mail regarding the shipment’s

Hint: status, it will include the message you wrote in the comments box.
With the Edit
function, you can e Set Critical: Click this button to mark a shipment’s status as critical.

add new e-mail
addresses to
receive shipment
updates as well as

comments, notes
and PNNe

Edit: If you need to make changes to a shipment’s information, click on
Edit and a new Shipment Creation window will open in edit mode. Once
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Hint: J
Do you frequently

send shipments to

the same clients at

the same address?

Don’t reenter the

same data again

and again! Use the

Clone function

instead!

Great feature: = .

Tell consignee
and/or overseas
agent to use the
ISSUE A POD link
in the bottom of
email Pre-Alert to
POD a shipment.
Neither the
consignee nor the
agent will need
access rights to
your system to
perform such
action if done from
the email.

the shipment has been edited, click on Save Shipment and TOMS™ will
e-mail an edited version of the shipment. Alternatively, you can save the
changes without sending a Pre-Alert by checking the “Do not e-mail this
shipment” box.

Clone: Create a new shipment by merely clicking the Clone button. A
new window will open with the same information. All you need to do to
create the shipment is complete the blank fields with the following:

MAWB;

HAWB;

Order Numbers;

Date and Time of Pick-up; and
Date and Time of Departure.

Note: Clicking on Note will open an e-mail window, which will allow you to
communicate quickly and conveniently with overseas agents or clients
about a particular shipment. TOMS™ will even include shipment
information with the e-mail. This note is designed for easy communication
and will not be stored in the system. Please see Appendix E for more
information.

Proof of Delivery (POD): — Once a shipment has been delivered, the
delivery information can be entered into TOMS™ in one of four ways:

1. By clicking on the Issue a POD link at the bottom of the Pre-Alert
E-mail;

2. By going directly to the Shipment Status screen;

3. By selection the Serial POD option when running a report; or

4. By SMS-ing the information.

For more information on PODs, please see page 29.
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Shipment Reporting / Search

From the Search screen, users can create reports based upon a variety of criteria.

'8¢ shadDemo Track Search - Mozilla - -] 5[

. File Edit View Go Bookmarks Tools Window Help

@ Q @ Q [ S http1/i10.0.0.24cq-binjtrackdemoftrak.coPUSER=8PAS5=8SHIPT PE=AIRBREFERER—8SETSLESYS—sHTPSET=8cH.. | [Cly Search | Cﬁ m ‘

-\ ko Hume\ [E3Bookmarks S Thermal Sensors % 1D0S S Seznam ¢ Google 3 Oskar % Diccionarios.com % WAMU %3 HSBC S Vahoo! Mail S hotmal %% Webopedia O.

shadDemo Track Demo User osssn
Search superuser
Search Data Download Create TOMS Record (Air, Sea, Road) AWB
Partial MAWE (ME/L, Ref Mo, ): : :
Weight
Partial Hawe (He/L: [ ]
R — ik
Jobnumber: [ Customer
Use any From s> Toi [ >> [ ] o
combination FromDate: [ =] S| o] [entered ¥ | - Lo
To Date: &3 =l =] [Entered =]
of these L — Export o
factors to consignes: ] created by
Seal’Ch fOI’ Shipment class: | aNl - _—
data and Delivery Status: | all = SHmATREDOTEH] Yos :,v
) S ,ﬁ Display: | Standard [
run online Limit to [25 =] items
reDOf‘tS. Search

[ = &F E) & [ Done == |4

Figure 15. Search Screen

To run a report, just follow these simple steps:

1. Select the report criteria. You may run reports based on a single factor
or on a combination of these factors:

e Shipments by Airline: Enter the carrier’s prefix in the Partial
MAWSB field.

e Destination or Origin of Shipment: Enter the destination or
origin for which you would like a listing of all shipments.

e Shipments by Date: Enter the dates in question in the From
Date and To Date fields.

e Shipper and/or Consignee: Enter the shipper's and/or
consignee’s name in the appropriate fields.

e Delivered or Undelivered: Select which option you would like
from the Delivery Status dropdown menu.

e Customer: Select a customer from the Customer dropdown
menu.
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Click on any of the following check boxes to include additional columns
with information regarding:

Weight

Volume

Customer

Job Number

Export/Import (i.e. your export or import partner)

Note: Customer is a subsystem with TOMS™.

Decide which kind of report you would like: a full report, a full report with
a Summary Report, or just a Summary Report

The Summary Report is a brief synopsis based upon your set report
parameters (e.g. origin, destination, date range, etc.) and allows you to
monitor basic shipment details, such as, total number of shipments and
total weight, between two places and/or over a period of time.

Select the format in which the report will be displayed. The options
include:

e Standard: The Standard report screen merely lists the
shipments.

e With Cloning: This option allows you to copy the information
from any of the report’s shipments to a new Shipment Creation
window. When you select With Cloning, the report will include
an extra column labeled Clone. If you click on the Clone link for
any shipment, a new Shipment Creation window will load
containing the original shipment’s details. All that is left for you
to do is to enter the relevant Flight Dates, MAWB, HAWB, and
Order Numbers for the new shipment.

e Serial POD: This option allows you to enter the POD
information for multiple, recently delivered shipments. For more
information, please see the Proof of Delivery section on page 19.

Select the number of shipments (i.e. 25, 50, 75, 100, or All) to be
displayed per page.

Click Search to run the report.

Once the Shipment report screen loads, you may print the report by
pressing the Print button on your browser.

The next section explains the Shipment Report screen in greater detail.
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Hint:
Click on the Show
link to view the

Shipment Status

screen and to add
additional

information, like
comments, notes

or POD details.

Shipment Report Screen

This screen contains the list of shipments according to your selected criterion.

/% shadDemwo Track Shipment Report - Mozilla 2 & x|

_ Fle Edt Vew Go Bookmarks Took Window Help

Hint:

Click on the
MAWB and
TOMS™ will link

you directly to the
airline’s tracking
system.

This column
indicates the
mode of transport:
A for air, S for
sea, and R for

|
| [E Search | ‘:gg ‘

. 4% HomeNCTBookmarks % Thermal Sensors S IDOS % Seznam S Google S Oskar S Diccionarios.com S WAMU S HSBC S Yahoo! Mal S hotmail <% Webopedia 0. »

Demo User Slossan|

superuser

Create TOMS Record (Air, Sea, Road) AWB

Search Data‘Download
Master No. House Na. POD Datails

#rd Mar 08:24 ‘Show: 999-77284455 999FTEB4455 2nd Mar 10:40, natalia russi
ard Mar 08124 599-77884455 99977824455 4th Mar 11:00, natalia
2nd Mar 08:45 222-88779944 14700 no POD yet
2nd Mar 08144 = 444-88779944 4448794 DEP: 3rd Mar 00:00, frankfurt
2nd Mar 08:25 444-88552222 44488552222 2nd Mar12:00, natalis russi
29th Feb 11:29 123-88997744 12388997744 no POD yet

- F87-123387 98FLZ39BT no POD yet
29th Fab 0 020-66839124 PRG12345678 na POD yat
29th Feb 04:18 020-86239124 PRG12345678 no POD yet
28th Feb 12:5¢ 987-88552211 98788552211 28th Feb 18:04, natalia
28th Feb 11:14 123789123 no POD yet
7th Feb 07:07 123387654 no POD yet

Summary Report
To date: 12th Jul 17:08
Total shipments: 12
Totsl weight: 73 kg

Reload

Figure 16. Shipment Report Screen The background is color
coded to indicate a
shipment’s status. Green
means the shipment has
been delivered. Red
means that the shipment

is undelivered.

This column indicates if there
is one of the following:
Comment (C), Attachment (A),
MAWB (M), HAWB (M) and/or

if the shipment was copied to
(ex) or from (im) an Export
partner. The MAWB and
HAWRB link to their respective
documents.
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Data Download
Any older data relating to previous shipments can easily be downloaded from the
Internet to your own computer with just a few keystrokes. This data can not only
be used to create monthly reports and customer activity reports, but it can serve
as a valuable internal auditing tool as well.
. Ele Edt Vew Go Bookmarks Tools Window Help \
@ O @ O \%httpmo0ozﬂcgwbm/trackdemafxtvakchUSER-&PAss ASHIPTYPE=AIR&REFERER=RSET SUBSYS=4HTPSET=8CH |[G\5earch] Qg
o 4% Home [Joockmarks S Thermal Sensors %% 1D0S % Seanam % Google " Oskar % Dicconarios.com e waMU S HSBC S Vahoo! Mal % hotmal %% webopedia 0., 3
ShadDemo Track Demo User siossan
Data Download T
Search I Data Download Create TOMS Record (Air, Sea, Road) AWB
Col.1:| Master Number | Col.g: = EalA =
. Col.2:| House Number i Col.7: I Col.12: =
Customize col.3; =l Col.8: =] col.13: B
Col.4: = Col.9: Jid Col.14: =
reports by Col.5: =l Cal.10: I Cal.15: Jhd

selecting the
data you want to
include using up
to 15 columns.
You can save
formatted

Enter the criteria
of the shipments
to be downloaded.
(E.g. To include
shipments with
London as their
destination, enter
London in the To
field.)

= Shipment class: [all -

Mew Report Templats: [ |_store Partial MAWE (MB/L, Refbo): [ )
Customized report: [{Custom - set above) | pelete Partial HAWE (HB/L: [ ] B
e —— i

Download Format: [Open: CS¥ (Comma-Separated) | Job Mumber:

]

/ From=>To: [ |#»>>[ |4
From date: [ = =1 =] [Entered =]
Todate: [ o = | [Entered =]

Include Header: ™

Delivery Status: [all b2
Customer: hd
Limit to|all x| items

Download Data =
O & B &2 [oone = e

Figure 17. Download Data Screen

To download your data, select Data Download from the main menu bar and the
follow these steps:

1. Select the data would like to download by using any number of the 15
dropdown menus. Each of the dropdown menus has 30 different criteria
from which you may choose. Just click on a dropdown menu, decide
which field you require, and repeat this process until you have chosen
the requisite data fields.

If you need create reﬂorts containing the same type of information on a
regular basis, TOMS™ allows you to save specific sets of variables to be
used again for future reports. Once you have selected which criteria you
would like to use, enter the name of the report in the New Report
Template field and then click Store. You may save as many reports as
you need. Just use the Customized Report dropdown menu to retrieve
one of the stored reports whenever you need one.

2. Choose one of three formatting options for downloading the report.

CSV for display in spreadsheet programs, such as Microsoft Excel.
TXT for display in word processing programs, such as Microsoft
Word.

e HTML for display in web browsers, such as Microsoft Internet
Explorer and Netscape Navigator.
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3. Using the same process for running a Shipment Report, enter the
shipment criteria in the fields on the right side of the screen for the data
that you wish to download.

4. If you would like the report to display the name of each category, tick the
Include Headers box.

5. To download the data, click the Download Data button at the bottom of
the screen. A separate window will open and ask you to save the file to
disk or to open the file from its current location. Select one of these
options and click OK. Now your data is ready to be used in
presentations and reports.

File Download E3

Y'ou have chozen to download a file from this location.

fronn s trackload. com

Wfhiat would pou like to do with this file?

i~ Open this file from it current location
o 5 5ve this file to digki

| &liways ask Befare apening e peiaf e

OE. I Cancel More Infa
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Enter POD
information here
and then click on
Send POD to
issue it. The
shipment color will
change from red
to green on the
Shipment Report
Screen.

Entering Proof of Delivery Information

You can enter POD information using one of the following four methods:

1. Click on the Issue a POD link found at the bottom of the Pre-Alert E-mail,
which will take you to the Shipment Status screen;

2. Go directly to the Shipment Status screen;

3. Select the Serial POD option when running a report; or

4. SMS (Short Message Service) the information. Please note that this
option requires GSM mobile technology.

The first method is the quickest and most convenient way to enter POD

information.

1-2. Entering POD Information Using the Shipment Status Screen

Use the Search option to recall the Shipment Status Screen.

0 © @ [ htei/10.0.0.2/ca binjrackdemafxirak.ca

| [ & E EEE

ShadDemo Track
Shipment Report

Search Data Download

Customer:
Exported to:
Master AirwayBill:
HAWE:

Related AWES;

Related TOMS Records:
Job Mumber:

Order Mumbers:

Pieces

Pickup Date:

Departure Date:
From-=Ta:

Shipper

Consignee:

Flight:

Est. Time of Delivery {consignes):

Demc User m;]

superuser

Create TOMS Record (Air,'Sea, Road) AWB
other

Trackdemo 3 (IMPORT)

074-94445890 [MAWRB] (Airfreight: KLM-Royal Dutch airlines)

PRG1089643177 [HAWB]

House: PRG-1085612333
House: PRG-1089643177

07494445890:PRG1085612335
852852

040711

11 Weight: 69 kg Wolume: m
12th Jul 2004, 14:41 (data entered by Demo User)
12th Jul 2004, 14:41

PRAGUE ->» SEL/SEOQUL

OMEGA S.R.O

AEROSPACE

KL1356/3 PRAGUE-AMS
KL865/4 AMS-SEL

15th Jul 2004, 14:14

3

-- No cormments for this shipment —

Attachments:
Emails to:

natalia.russi@trackload.com

T 5o not email this shipment update
Waypoints:

Waypaint: [Arrival to

E

Date: [12 =|[Jul ~|[2004 =]
signed

Add Waypoint

Caomment: ‘

|fur shipment ;I Set comment

Set Critical | Edit | Clone | Note Print POD form

—»

Delivery Date: [12 =|[3u ~|[zo04 =]
N —

Send POD

POD attachment: [

Browse,

File will be sent to all recipients

Reload

Figure 18. Shipment Status Screen
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Enter the date,
time and receivers
name in the POD
fields.

3. Entering POD Information Using the Serial POD option

When you select the Serial POD option in the Search screen, the Shipment
Report screen will load with empty fields to be completed with the relevant POD
information. Just enter the POD information for as many shipments as required
and then click on Enter the PODs to issue them.

% ShadDemo Track Shipment Report - Mozilla L : - (o] x|
. Ele Edit View Go Dookmarks Tools Window Help |

@_Q @ Q [ hetpiif10.0.0.2fcqbinjtrackdemefxtrak.cg | [y search | ’fgﬂ e
S —— S ea

' 45 Home [JBookmarks %% Thermal Semsors %% IDOS % Seznam %% Google % Oskar 5 Diccionarios.com S WAMU 3 HSBC %% Vahoo! Mail % hotmail %% webopedia 0., 5|

ShadDemo Track Demo User siossan|
Shipment Report S
Search Data Download Create TOMS Record (Air, Sea, Road) AWB

details  Master No. House No. Order No. _PODINPUT
b BdeRdidSEA0.  DEGLASAGS [tz =]5ul =][z007 =]
[12 =][3ul =][200a4 =]

AUl Cax PRG HKS 22 sShows 356-41556665 PRG15641335 040731

R sshow» 23243242324 [12 =[[3ul =][2004 =]
n M ouB SHANGHAI/PYG 100 <+Showy 963-12378956 |12 L”Jul L”zﬂnglll
Al ex Pra sin 3000 sShowr 253-51352165 PRGE1135125  Home [1z =][3u =l[zooa =]
A 1l ChexM PRG Lon 6.6 «Shows 064-12345678 PRGO1245 78424, 79425 [13 ~|[ul =] 2004 <]
A Aex PRG LON 5.5 #shows 789-88552200 PRGD4125 ABTET4 |12 ;"Jul L”ZUU“LI
A AexM FPRG CcLE 0 «Shows 222-74125883 25457 [1z =][3u =l[zo04 =]
A CAMH FRG 1z oShows 583-78945612 PRG10S5111561 [1z =][3u =I[zo0a =]
A M & «Shows> 020-8683%124 PRG12345678 |12 ﬂIJ“I ﬂ|2|m4j

J

Enter the PODs |

_Reload |

Figure 19. Shipment Report Screen

4. Entering POD Information by SMS
Once a shipment is delivered, delivery can be confirmed from a GSM mobile
phone by sending a SMS to a gateway mobile number. The information must be
formatted in the following ways:

e For Air shipments: PODMH4#system’s name#MAWB/HAWB

e For Road shipments: PODR#system’s name#Ref.Number

e For Sea shipments: PODBL#system’s name#BL
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Hint:

Click on Print POD
Form to create a
physical copy of the
POD. A complete
shipment report will
be printed with
spaces for a
signature, time of
delivery, and a

Once the SMS is sent, the shipment’s status will change to delivered and the color-
coding on the Shipment Report screen will change from red to green.

@Q @ @ [ hitpif10.0.0.2jcqibinjtrackdemofxtrak.cai

ShadDemo Track

Shipment Report

|__search Data Pownload |

Customer:

Exported to

Master AirwayBill:
HAWE:
Related AWES:

Related TOMS Records:
Job Number:

Order Numbers:

D11 Weight: 69 kg Yalume: m?
Pickup Date:
Departure Date:
From-=To:
Shipper:
Consignee:
Flight:

Pieces

Est. Time of Delivery {(consignes):

| [ & E gEd

Demo User slossan|

superuser

Create TOMS Record ('Air, Sea, Road) AWB

other

Trackdemo 3 (IMPORT)

074-94445890 [MAWE] (Airfreight: KLM-Royal Dutch Airlines)
PRG1089643177 [HAWB]

House: PRG-1085612335

House: PRG-1089643177

07494445890:PRG1085612335

852852

040711

12th Jul 2004, 14:41 (data entered by Demo User)
12th Jul 2004, 14:41

PRAGUE ->» SEL/SEOQUL

OMEGA 8.R.O

AEROSPACE

KL1356/3 PRAGUE-AMS
KL865/4 AMS-SEL

15th Jul 2004, 14:14

-- No cormments for this shipment —
Attachments:
Ernails to: natalia.russi@trackload.com
T 5o not email this shipment update
Waypoints:

Waypaint: |Arriv =

pate: 1 " |
signed: Add Waypoint

stamp. Also, you Comment: | Tor shipment. | _Set comment |
Wi” find inStriJCtionS Set Critical | Edit | Clone | Note Print POD form
on how to send the Ty e L sendpon
POD via SMS. POD attachment: [ Fr
File will be sent o all recipients
Reload

Figure 20. Shipment Status Screen — Print POD Form
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Appendix A — AWB Contact List Menu

The Contact List Menu is a database that you can use like a general address
book to store contact information for carriers, customers (i.e. Shippers and
Consignees), overseas agents, or business partners. It is essential for creating
AWBs as the contacts you include will be listed in the dropdown menu of Air
Waybill Main Menu screen. Thus, it is highly recommend that you add as many
of your important contacts as possible before you begin to create AWBs.

¥ ShadDemo Track Air Waybill Contact List - Mozilla _1ol x|

. Fle Edit Yiew Go Bookmarks Tooks Window Help

TS
| Q Q @ @ “%http:ﬂflU‘U‘U‘2fcg\-b\nﬂtvackdemo/xtrak.cgl?AWEsh\pper:&CMDWR]TETFL%3Aawbcor\t:cor\tact+L\st+Menu&AWEi}f| G search | d:ZO .IH

EdBookmarks S Thermal Sensors % IDOS % Seznam - Google S Oskar % Diccionarios.com N WAMU % HSBC %% Yahoo! Mail % hotmail %% Webopedia ©. .. »

ShadDemo Track Demo User Giossan|

Air Waybill Contact List superuser
Search | DataDownload |

I: M.WARD MANUFACTURING SRO

AWB

Create TOMS Record (Air, Sea, Road)

;I Show Contact | Edit Contact | Delete Contact | New Contact

Name:

Account#:
address:
Caontact Person:
Contact Phone:
Contact Fax:
Caontact Mail:

Contact List
Options:
Just click here to
display, edit, delete, or
add a contact.

Air Waybill Menu

D (2 & £ B oone

Figure 21. Air Waybill Contact List
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Appendix B — AWB Printing and E-mailing Options
TOMS™ provides you with two options for printing AWBs:

1. With borders: Click on Print w/ borders to print a complete AWB with
both the information and the formatted frames. Please use a standard
laser or inkjet printer when selecting this option. You may print on
standard office paper.

2. Without borders: Click on Print AWB to print just the text of the AWB.
Please use a dot-matrix printer, fed with official pre-formatted AWB
paper, when selecting this option. You will attach the finished product to
consignments.

It is possible to e-mail a AWB. When doing so, you may either enter the
recipients’ e-mail addresses manually or automatically.

1. Manually: Type the e-mail addresses to which you want to send the
AWB. If there is more than one address, separate the addresses with a
comma followed by a space.

2. Automatically: Just click on Addrbook and select the desired e-mails.

Note: The address book is the same used on the Shipment Input
screen.

/J shadDemo Track Air Wayhill - Microsoft Internet Explorer == x|

Fle Edt WView Favortes Took Help |

w=ack - = - @[3 | Qoearch Garavortes Pveda H| Y- S =1 5

Address [ hitp:(/10.0.0.2/cgibinftrac) gL pref 41258838 MDAWENUMSHO =1 1

|

- Gioogle | -| AskJesves [ CursorMania [ Moves = 2 Highiahe

wpwaysearch <[ | Print w / borders:

This option prints the

Print AWB: This
option prints the text

on a pre-formatted i‘i&‘r“%ma" T;i;‘ /‘ | text and borders on
page to be attached to b standard office paper.
Consignments. \__ Search Data ownload Create TS record (Air, Sea, Road)

[0117 ][ search awe || Edicawe |

222 [74125883 || Create TOMS record

|
PHRERWBI] <=0 |0 | | (At e erier [PRG J#DEFAULTY| Create HOUSE from MASTER |
|

| Mail awB to: [ | addrbos

[ | I Create MASTER from MASTER

Mail AWB to: Either Master Ail’ Waybill # Related AWBs: H:PRG-1088199165 Related TOMS: ggg;:}ggggg;PRG1066199165

key-in the recipient’s 22274125883

e-mail addresses or ool Eiziosans 297 74175888
]USt SeleCt them from Shipper's Mame and Address Shipper's Account humber S

the AdeMrbOOK and GONCORDIA LTD "‘;ﬁ_"ﬁ“;:ﬁ‘;m g;zg\l:tel!‘::ﬂs:‘itc

TOMS ™ will fill-in the SIS e

HOUNSLOW TW4 6NF
UNITED KINGDOM

addresses for you!

Copies 1, 2, and 3 of this Air Waybill are originals and have the same validity.

Consignes's Name and Address Consignes's Accaunt Number
iz agizea tnat ine guacs azaziioea nerein ave accepied in sgpaient aiia
empi 42 naiea) fo: 2avage CUEIECT 0 THE
REVER SE HEREQF. ALl GODS MAY BE CARRIED BY AHY OTHES ouie
M.WARD MANUFACTURING SRO ROAD OR ANY OTHER CARRIER UNLESS SPEC(FIC CONTRARY (NSTRUCTEONS ARE GIVEN
KOROZLUKY 1 HERECN EY THE SHIPPER . AND SHIPPER AGREES THAT THE GHIFMENT HAY EE CARRIED
I INTERK FINS PLCES WHICH THE CARAIER DEEH APPROPRUATE
434 01 OKRES MOST limiatian af labity 0y azciaing o nqnel vl falCatviage
CG7ECH REPUBLIC an ge i eauied.
&] Done [ | B8 Localintranet

Figure 22. Air Waybill
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List of
Customers
entered into this
TOMS™ system.

Appendix C — CUSTOMERS

TOMS™ uses the Customers settings to provide your clients with limited access
to your TOMS™ system. This way, your clients will have access to the
information they require without compromising the confidentiality of any of your
other clients or business partners.

In the administration section, you can create a Log In ID for each client and link
that ID to a specific Customer. Clients can then access their shipment
information, run shipment reports, and download shipment data by accessing your
TOMS™ system via the Internet.

Once clients have been entered as Customers into your TOMS™ system, you
will be able to select the corresponding Customer when creating a shipment. That
shipment will then be entered into the Customer’s subsystem. Your clients will
ONLY be able to see the shipments in their own Customer subsystem.

Trackload.com’s technical support experts can establish your Customers settings
in a matter of minutes. Alternatively, your own technical support staff can manage
the administration of the system and establish the Customers settings. Please
see the TOMS™ Administration Guide for instructions and details.

-5 QA OEII B-SGEHE |
ShadDemo Track Demo User

E = superuser
Air Shipment Input
Search Data Download | Create TOMS record (Air, Sea, Road) AWB
stomer: m Order Numbers:
Export partnar: |other =] =

Beatriz

Pickup Date/Time: |Group 1 pood ~| (15:06

Group 1A

Departure Date/Time: |Group 1B Pooa =||15:06 =
Import
From = To: =ul||ler

[ I critical

ETD {consignee):

Master Airwaygil l:'

House AjrwayBill: l:l
lobNumber [ |

Cargei [ pisces, [ kg, [ |w®
S —

Flight Segment

Comment: (optional | Jfor shipment x|

Email to: (optional) .

Inhibit sending mails: [
Mote to be sent N

in the mails: ¥
File to attach: [ Browse. |

Figure 23. Air Shipment Input - Customer Selection
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Appendix D — Export Partners

This function allows you to take a shipment created in your own system and copy
it to the recipient Export Partner’s TOMS™ system

When you create a shipment, select the desired Export Partner from the second
dropdown menu on the Shipment Input screen. Once the shipment is created, it
will be copied to the selected Export Partner. Additionally, the system will send
PODs in both directions and update comments in both systems.

o RRdoEEd B SEE
ShadDemo Track e e
Air Shipment Input superuser

Search Data Download | Create TOMS record (Air, Sea, Road) AWB
Customer: |gther - Order Murmbers:

List of Export — ceonlyg [ d
pickup Date/Time

Partners entered Departure Date/Time: Rgztg:rmmﬂ] g %}m;ggl%)

into this TOMS™ From >> Tai .dr.!'\R__I)__ 5

system. ETO (consignee): [ =] = =] I critical

Master AirwayBill: l:l

E—
House AirwayBill: I:l [ Set as Sea ]
Job Number: l:l Set as Road

Carge: [ Jpieces, [ kg, [ me
1

Shipper:

Flight Segment

Comment: (optional) ‘ |fnr shipment x|

Email to: {optional) =

Inhibit sending mails: [

Mote to be sent -
in the mails: 2
File to attach: [ Browse.. |

Figure 24. Air Shipment Input - Export Partner Selection
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Hint:

It is important to
include your own e-
mail address when

selecting addresses.

This is necessary
because TOMS™
sends Status
Update E-mails and
PODs only to the
addresses you
originally sent e-
mails to.

Appendix E — On-line Address Book

The quickest way to enter e-mail addresses on the Shipment Creation screen and
on the AWB screen is to select them from the on-line address book. To access
the on-line address book, click on Addrbook and choose the required e-malil
addresses.

Selecting Addresses

On the On-Line Address Book screen, click on the e-mail addresses you would
like to receive a Shipment Pre-Alert e-mail or an AWB. Once you have selected
all of the necessary addresses, click on the Confirm button. This will return you
to the Shipment Creation screen, where you will find all of the addresses entered
into the appropriate field.

/2 demonstration’s Addresshook - Microsoft Internet Explorer

Addresshook: Send to:

Graeme Edwards <gecwards@trackload.ca
Trackload.com <infof@trackload.com>

« COMFIRM » CLOSE | ADDNEw | EDIT |

Figure 25. On-line Address Book
Adding New Addresses

If the address you need is not listed, click on Add New and enter the name and e-
mail address in the new window that will appear. If you need to add more than one
address, click on Save and Add Another. Once you enter all of the addresses,
click on Save and Return.
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Hint: You
can add
more than
one
attachment

to an e-mail.

Appendix F — Shipment Notes

A quick and convenient way to communicate with other parties regarding a
specific shipment is by using the Note function on the Shipment Status screen.

From the Search screen, recall the Shipment Status screen for the required
shipment and then click on the Note button. Enter your message in the Message
field. Click on Addressbook to select the recipients’ e-mail addresses. Once you
complete these steps, click on Send E-mail. TOMS™ will then e-mail the Note
and any additional attachments to the selected addresses.

Please be aware that these Notes will not be saved in the system and will not be
accessible later.

/3 Email Comment for the Shipment - Microsoft Internet Explorer o ] (|

‘P.c_ldress @] hirtp://10,0.0,2/cgi-bintrackdemofxtrak. cg?ISER=8PASS=RRECNUM=9468CMDSE ¥ | (¥ Go |

mywaysearch vl j—) Google || Ask Jeeves PEUlsolMania 2

Email-only Comment for Shipment
789-88552200:PRG04125

From: trackdemo@shaddack.trackload.com
To: |NATALIA <nataliarussi@trackload.com:>

Message: |This shipment is delayed due to a flat tire in flight
047! Thanks in advance for your understanding.

-

File to attach: | || Browse...

Send E-mail ~ Addressbook Cancel

|&] Dore [ | | |BE ocalintranet -

Figure 26. Shipment Note Screen
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The text of your
message will
appear here and
the shipment
information will
appear below for
easy reference.

Q ShadDemo Track: Note for Air Shipment 789-88552200:PRG04125 - Inbox for natalia. ackload.com &%

. Eile Edt Yiew Go Message Tools Window Help

éoi‘fj @@% Q% I

A Get gz Gompase Reply  Repiy Al Forward Hext ik Gelete | meies
[= subject: shadDemo Track: Note for Air Shipment 769-86552200:PRGO4125
From: ShadDemn Track - Demo User <trac ddack.trackload.com
Date: 17:13
To: NATALTA Kload.com
=
Dear all, 1
We have a note for the following shipment:
ﬂotﬁ This shipment is delayed due to a flat tire in flight 047! Thanks in advance for your understanding.
Master ArwayBill: 789-88552200 (Airfreizht: Alpi Engles SP.A)
HAWE: PRG04125
Order Numbers: AB7854
Pieces: 5
Weight: 5.5 kg d
Volume: 5 |
Pickup Time: 29th Jun 2004, 13:09
Shipment Departure: 30th Jun 2004, 13:09
FromTe: PRG / LON
Shipper: ClonExpress
Consignes: Microsystems 2
Flight: 047 PRG -LON
ETA (airport): 2nd Jul 2004, 15:15
Waypoints
- Nor camments for this shipment —
Please log-in to the system for more details or check the current status of this shipment ot issue a POD il
>
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Figure 27. Shipment Note E-mail
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