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GENERAL FEATURES  
 
 
Using the calendar feature  
 
In areas of the web that allow selection of a date range, a pop up calendar icon will be displayed as illustrated 
here: 
 

 
 
When you click on this icon a calendar is revealed: 
 

 
 
Click the orange band at the top of the calendar and the view will be minimised (1.). Click on the month 
required, and the calendar will display that month (2.). Simply select the date required and the date field will be 
populated with this (3.). To illustrate this we will select a start date of 10/09/08 and finish date of 10/10/08. 

1       2.   
 



 3 

3. Click on Finish Date calendar icon 

 
 
 

4.                5.  
 
 

6.  
 
To select a different year simply click on the orange band when in month title mode: 
 

1.         
 
Click on orange band and you will get the following view. 
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2.   
 
Click on the year required and the month by month view will be displayed for the year selected. 
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Country Selection  
 
In a number of areas a country selection pane is in place. This can be viewed and used as follows: 
 

 
 
Simply click on the drop down arrow on the right of the field  
 

 
 
Move through the list using either the scroll bar or by typing the initial letter of the country you require. Let us 
look for Germany: Just type G and you will see the list move: 
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Keep typing G until you get to Germany. Click on Germany and the country field will be populated. 
 

 
 
 
 
 
My Reports  
 
There are a number of reports available to you providing details on your shipments and stock movement.  See 
the text below the report title for a summary of the information available in each report format.  
 
Whichever report you choose to run, the operating functions are consistent throughout. Whatever report you 
choose to run to give you the detail you require, the selection functions are consistent throughout. We have 
already seen how to use the calendar feature. Let us look at some of the other functions. 
 
Report by Reference Number  
 
Use this option to report on a specific shipment or range of shipments sharing a common reference number. 
Having selected the report you wish to run, drop down the selection list under the field heading “Reference 
Type”: 

 
 
Choose from the 4 options listed to match the reference you want to search on. 
 

·  Client Reference  – normally the reference you & your consignee recognise as the lead order number 
·  ILG Reference  – this is the unique ILG number applied to an order when received into our 3EX system 
·  Web Reference - this is the confirmation number you receive when placing orders online 
·  Shippers Reference  –Optional 2nd reference number normally associated with manual orders,  client 

order file imports or bulk distributions 
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We will show how to search using Client Reference 0412083. We select the Client Reference option. 
 
 

 
 
The Reference Number field (right hand side) is now showing a prompt to enter the number, enter the number 
in this field and click on the submit button. When the date range is populated make sure you amend this to 
capture to the despatch date(s) of the order you are searching for. 
 

 
 
Once you have submitted your search criteria, the screen will show as follows when the report is being 
generated: 
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Your report will then be displayed: 
 

 
 
 
When you see a field that has an option to enter specific criteria, you can use this to report on a specific item by 
entering the data in both the start and finish fields. Or by a range by entering the start and finish points (as with 
a date range). 
 
Report Filters  
 
When you run a report that covers a data range, you can use header filters to group together orders sharing a 
common element (i.e. same consignee, same destination). Let us see how this works by running a despatch 
report for 01/10/08 – 31/10/08. The report generated initially looks like this and runs in date descending order: 
 

 
 
You can see in some of the header rows there is a up/down arrow indicator. Where you see this appear on a 
report header it means that you can filter the detail in this column. We want to look at the shipments to different 
countries so would filter by the Country field. By clicking on the up/down icon in this field the view changes as 
follows: 
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As you can see the report is now order ascending alphabetical order by the Country field. This filter technique 
can be used wherever the up/down arrows appear in the header row. 
 
 
Report Formatting  
 
Once you have run the report of your choice you may want to export the data into a format that can, for example 
be saved to your pc. There are number of formats that can be used, we have found the most useful to be Excel 
or PDF file. The first step is to run your report and get to this stage: 
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Click on the drop down arrow alongside the “Select a Format” box this will give the formats available to export 
the report to: 
 

 
 
Choose the desired format, let us Export the report to Excel: 

 
 
Having chosen the format, click on the Export link alongside the format field: 
 

 
 
The normal warning window will display that is common when exporting data from the web, click on Open or 
Save as preferred and your report will then be available in the required format. 
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YOUR ACCOUNT 
 
 
Delivery Address Maintenance  
 
Take control of your delivery address database. Edit an address or delete records no longer required. 
 
Select one of the 4 search options listed. In this example we will look to edit our United Kingdom addresses.  
 

 
 
In this instance we have selected the Country option then we used the selection box to pick United Kingdom (it 
looked like this): 
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You can use this to search on a specific country or any of the other options. If you chose to search on postcode 
simply click this option and enter the postcode in the search field. 
 

 
 
However, back to our United Kingdom search. Having clicked the search arrow a list of the addresses matching 
the criteria is then listed: 
 

 
 
Sort the list to find duplicates or narrow down to find the record you are looking for, click on the appropriate 
header and this will then filter the list by that criteria. Use the inner scroll bar to look down the list. Or use a 
different search option to locate records. 
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Let us group our records by town, see the list change: 
 

 
 
To remove a record click on the red delete option to the right of the screen, a confirm delete option (green tick) 
will appear.  
 
Mrs Gadget is no longer trading… 
 
1.

 
2. 

 
3. 

 
 
In 3 easy steps Mrs Gadget has been removed from our list.  
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To submit a change to an address click on the green edit option corresponding to the desired record. Gadget 
Support have moved to 25 Junction Road.  
 
1 

 
 
2 

 
 
Click into the field you want to change, enter change and submit by clicking Update Address: 
 
3 

 
 
 
 
 



 15 

You will get confirmation the record has been updated.  
 
4. 

 
 
Please note that the amended address details will be updated overnight as the record has to link back to our 
ERP system (3EX) and your database be refreshed with the changes you have made. 
 
New Product Code Request  
 
If you have a new product or range of products due for delivery, you can now email the Customer Service team 
with details. This will ensure we can have the 3EX system updated prior to the goods arriving. This is how: 
 
Log on and use the Order online link to the “Place an Order section: 
 

 
 
This will send you to the on line ordering section as you can see below the option to request a new product is at 
the top. Just click on this as indicated. 
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You will then be prompted to download a product request form: 
 

 
 
Download the form, enter your details and send the request to the Customer Service team: 
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Click on send request and the request will be emailed to the Assured Customer service team. 
 


