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Learning Outcomes

In this lesson you will learn how to:
1. Setup the Freight Manager add on
2. Set up individual Fuel Surcharges
3. Create Invoices

Requirements and Prerequisites

SoEasy should already be installed on your PC.
You should have completed the training modules on
o Cash Book
o Platform

Video

There are videos available on this subject.
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Overview

The Freight Manager Module is an add-on module to SoEasy Accounting’s
Professional and Enterprise versions.

The Freight Company Module (FCM) is a specialist version of SoEasy that is
designed specifically to:
- Keep accounts
Produce GST returns
Monitor individual truck costs and revenue
Bill clients for freight charges
Recover the increased fuel costs with a special Fuel Surcharge factor
built into the invoice

Freight Manager Module

The Freight Company Module is very easy to use and has been designed to be
very fast at creating invoices.

You can also email your invoices direct to your clients saving you time and
postage. This is a great feature if you happen to be an owner/operator and
want to keep your accounts up-to-date whilst on the road.

Specific Module Set up

For general set up of the software you must consult the other manuals on Cash

Book and Platform.

To set up the Freight Manager Module
1. Go to Platform — Set up — Set up Enterprise (Arrow 1)

ﬁ_‘iﬁEnterprise Set up

SoEasy

System Tests

Email Module

Enterprise
Edition Set up

Set up Platform and Specialist Modules

Platform Module Set up

Platform is the standard module of the SoEasy Small Business Yersion.

To set up or change settings, select the appropriate button on the right and work
your way through the various options,

It is worthwhile watching the Set up video Tutorials available by selecting the
"Wideo and Help" button,

System Tests provide advanced analysis of your debtaors ledger,
Only run these procedures if you have completed training on the
subject of "Testing Data".

System Tests

The "Email Module" is an additional module you can

add to your system that provides a wide range of

features designed to help you manage your business

maore efficiently. Find out more by selecting the Email Module
"Email Set up" button,

The Enterprize Edition is an add on moduls tes, fEssional and
Multi User versions of SoEasyAccounting.
It provides many performance enhancerents ance

designed to increase sales and increase efficiency. ¥ .
9 ¥ Set up Enterprise
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2. Choose the tab on the right called “Freight Company” (Arrow 1) and set
up the module to suit your needs.

Arrow 2: Activate the special features of the module
Arrow 3: Set up the default Fuel Surcharge.
Companies can be set up with their own individual surcharges

and you can edit the surcharge value for each invoice you
create.

3. Once complete you must exit SoEasy for the changes to take effect.
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Monitoring Individual Trucks

You can report on the profitability of individual Trucks by setting up the Chart of
Accounts with each Truck details. (Detailed instructions on setting up the Chart
of Accounts is available in the manual — “Cash Book Set up”)

1. Go to “Cash Book — Accounts”
2. Select “Divisions”
3. Add a Division of a Truck, e.g. TRUCK 1 — INTERNATIONAL

a. Keep the Division’s abbreviation short e.g. “T1”

b. Adding the division will automatically create a sales account
code called T1-TM-SLS. You can edit the Account code name to
suit but leave the abbreviation as it will be used by the system

4. Select the “Accounts” tab at the top of the screen and create
appropriate account codes for managing the financial transactions of
the truck. (If you are not familiar with creating account codes please
refer to the Cash Book Set up Guide or consult your accountant.)

Note: If you have multiple trucks then
1. Add all trucks as Divisions
2. Set up one Division with all accounts required for managing the truck.
3. Use the menu option “Build Function” to duplicate account codes from
one Division to another

Products Register

When you are billing freight charges against a customer’s invoice, you can use
a code to recall a pre-set freight charge.
e.g. Code LH = Long Haul $100 + gst per pallet

You could just bill freight by using a code called NSI (None Stocked Item) but
this will not be as efficient as creating a range of freight charges in the
“Products Register”.

You can always edit the rate you set in the Products Register when you add the
item to an invoice so there is no problem at meeting a special price
requirement.

We recommend that you set up your standard freight charges in the Products
Register.

(For detailed instructions on manage your products and services register,
please refer to the “Products and Services Register” guide.)

Adding Products
1. Add your company to the Database (Platform — Database)
2. Make sure you are set up as a Supplier
3. Go into the “Products Register” and add products for standard Freight
Charges that you bill out.

Adding Customers

To bill a customer their details must first be loaded into the database or you
could use Cash Sales.

For more information on adding customers please refer to the guide “Using the
CRM Database”
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Setting Individual Fuel Surcharges and Trading Term s

Once you have added a customer to the Database you can set up individual
Fuel Surcharges and Trading Terms.

Arrow 1 Go to the “Trading” Tab in the Database

Arrow 2 Select “Change” at the “Custom fuel surcharge” and change to suit for
the currently selected customer

Arrow 3 Change “Trading Terms” to suit

Note

Changes you make here will apply to any new invoices you create only. Past
invoices will not be automatically changed.

To change any existing invoices you need to edit the Invoice Header by
selecting the Invoice address area with your mouse. (See invoicing next.)
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Creating an Invoice
1. At the database find the customer you wish to bill (Arrow 1 and 2)

2. Arrow 3 Select the Invoice button

If there are no previous invoices for the customer, you will be prompted to
select a customer to bill as per the next figure.

The customer would actually already be selected for you and you just need to
select "OK” or press the enter key on your keyboard. You will then be prompted
with the Invoice Header dialog box (See next section)
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If there are previous Invoices

If there are historical invoices for the customer then their latest invoice will be
displayed. You can scroll through the customer’s invoices by using your left and
right arrow keys on your keyboard.

If an Invoice is open (Closed checkbox is empty) you can add items to it.

To add a New Invoice when there are previous Invoic  es
Select the “Add an Invoice” button to create an Invoice Header (Arrow 1)

Arrow 2: If an invoice is open you can edit and even delete the header by
clicking your left mouse button on the header.
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Invoice Header Dialog Box

The details in the Invoice Header dialog box come over from the customer’s
settings in the database.

1. You can add details about the delivery (Arrows 1 and 2) at the creation of
the invoice header.
(These field names can be customized by going into Platform — Set Up —
Invoices and selecting the “Optional user-definable fields”)

2. You can also set the values for each individual item as you add to the
Invoice (see next topic).

3. You can add a description of the job. (Arrow 3)
4. Once complete select “OK” and if you have added Truck Divisions into the

Chart of Accounts, you will be prompted to choose a Division/Truck for the
job.

Select OK and the invoice will display on screen as per the next figure.
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Adding Items to the Invoice
To add a charge to the selected invoice, select the “List” button. (Arrow 1)

From the pick list that appears, choose the code of the item you wish to bill.

A special dialog appears where you can add the details of the charge.

Note
If you added details such as order number, destination and docket number to

the Invoice Header, they will be transferred to each new item you add to the
invoice. You can edit this information to suit your needs and multiple deliveries
on the same or different days can be added to the invoice.

© Copyright 2009 — The Matrix Trust



Page 10 Freight Manager Module

Printing

This is what a Freight Module invoice looks like.

The Freight Manager Module uses a specific Invoice layout so only some of the
standard set up options for standard invoicing will work

These include some of the invoice layouts and the default print values.

To make changes go to “Platform — Set Up — Invoices” section.

You can apply for a invoice custom layout via “The Front Company Menu - Get
Support - Services”

Account Management

SoEasy provides a very comprehensive customer account management
system. To find out more please refer to the “Debtors Management” guide.

Reporting
Income and Expenditure reports per division/truck can be found in
“Cash Book — Reports” section.

Sales reports can be created through “Platform — Reports — Sales filter — Sales
Analysis report”.

It is worthwhile reviewing all the report options by reading through the manual
“Reporting”

© Copyright 2009 — The Matrix Trust



Freight Manager Module Page 11

Conclusion & Summary

SoEasy’s Freight Manager Module makes it easy to bill customers for
freight.

The ability to leave invoices open enables you to add items to an
invoice until the invoice is closed.

SoEasy is a fully integrated business administration system with many
features and modules to help you manage and build your business.
We have on-line training programs that enable you to learn these
features at your own pace and at a time to suit you or you can arrange
to have a personal trainer.

This manual only provides an overview of the Freight Managers basic
features. To gain a thorough understanding of SoEasy’s capabilities
please review our manuals and videos available in the Training Kit or at
our Web Site www.learn.soeasyaccounting.com
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