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Using the calendar feature

GENERAL FEATURES

In areas of the web that allow selection of a date range, a pop up calendar icon will be displayed as illustrated

here:
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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.
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3. Click on Finish Date calendar
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bearch Criteria
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To select a different year simply click on the orange band when in month title mode:
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Click on orange band and you will get the following view.
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ountry Co Cound

1999 2000 2001 2002

| > Submit

2003 2004 2005 2008

2007 | 2008 | 2009 2010

Today: December 4, 2008

2.

Click on the year required and the month by month view will be displayed for the year selected.



Country Selection

In a number of areas a country selection pane is in place. This can be viewed and used as follows:

Country | UNITED KINGDOR w

Pozt Code

Number of parcelz

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

Tools  Help UNITED KINGDOM e
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@ \—j] f‘ Search 1| ALBANA ol |
ALGERLA
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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.
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Country | GERKMANY

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™

Search Criteria

Reference type | Please Select W
Pleaze Select
Start date Client Reference
LG Reference
Web Reference

Shippers Reference
Conntre Countre gelectinn Jl pac e

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 2" reference number normally associated with manual orders, client
order file imports or bulk distributions



We will show how to search using Client Reference 0412083. We select the Client Reference option.

Rearch Criteria

Reference type ‘Client Reference V| Reference Number  Enter reference no.

Required

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.

Search Criteria

Client Reference

Reference type b Reference Mumber 0412083 Required
Start date  08M1/2008 xLQ Finizh date  08/12/2003 ‘Lg
Country Country gelection | & 235 country(g) selected

Submit

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

zarch Results

4 4 [ Jofo b bl @

a4 9

Select a format » | Export

(»
Report is being generated




Your report will then be displayed:

Search Results

(K | of1 [ Il & Page Width |» Select a format » | Export B =)

Despatch Report

Transaction 2 L6 Ref & | Chent Ref 2 Shipper's Ref [T A— o PostCode Weight |Peces | Delivery GCost
Date ) ) ) h

0412 /2008 E1344665 0412083 4752921 LGDE GB R4 4PH 080 1 14,55
0B/12/2008 12:41 Page 1 oF 1

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:

Search Results
4 1 |1 of2 P 4 Page Width |+ Select a format || Export B4 =
Despatch Report
Chent Ref = Shipper's Ref Consignee Hame = PostCode |Weight
29/10/2008 51343241 5053062 4752467 MR ] YAMASAKA » 9500983  [Le4 1
23/10/2008 £134320%9 EDE3064 4752485 M5 A B WEGNOLIMN Im 50122 0.76 1
23/10/2008 51343182 310157 4752461 MS PAMBLA SEAGAL 5G 520281 3.54 1
23/10/2008 51343184 5053061 4752464 MR S HORVATH Al 2067 136 1
28/10/2008 £134211%9 3010155 4752435 AL-FHALEE], FACRWALEED S48 11351 3160 4
AEDULLAH
28/10/2008 51342012 5053009 4752421 MISS A BERTA CH 03 0.78 1
28/10/2008 51342090 3010191 4752427 MR DOUGLAS LIM SG 456880 3.56 1
2E/10/2008 51342085 5053053 4752425 MR I LEWIS Es 07701 354 1
27102008 51340954 5053031 4752376 MISS M HILLMAN us 50045 3.54 1
27/10/2008 51340575 5053019 4752373 MR G SCHMELZER us 45172 0.78 1
27/10/2008 £13409&7 5053044 4752374 MR A FERRARI Im 26100 0.64 1
27102008 51341006 5053030 4752377 s 246 1
27102008 51341012 3010184 4752379 ILEFS EDUCATION & IN 110029 3.56 1
TECHMOLOGY SERVICES LTD

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:



4 1 |1 of 2 P <h Fage Width |+ Select a format [ Export ] =4

Despatch Report

Oient Raf = Shipper’s Ref Consignes Mame =
251102008 E13431E84 S053061 4752454 MR, 5 HORWVATH Al 2067 1.5 1
22102008 E1336597 B05 2968 4752083 MISS L HERON Al 0EDD 3.78 1
211102008 E13357E4 3010153 4752033 MR, W STACEY Al AUSTRILIA (640 1
01102008 E1318006 B05 2755 4750502 M5 M WHITEHEAD Al 2250 0.78 1
03102008 1319840 EO52781 4751025 MR D CHRISTAIN BE 3080 0.78 1
23f10/2008 1338240 3010189 4752183 SHAMNGHAI BEABYART N 1050 11.28 1
EDUCATIOMAL MGMNT
COOMNSULTIM
161102008 E1332223 S.BATBEMAN 4751817 CHEMIAMNCIANG [JACK CHEN) o E16820 0,54 1
03102008 E1325028 FKIMGHORM 4751375 NORLCECA, FOMA CHUNG o E11480 1.30 1
06102008 E1321852 PUEBLIS HING 4751155 JUSTIN POUPART, o E10820 0,32 1
LINGUAPHONE LANGLAGE
INSTITUTE
14102008 1325013 3010119 4751504 FAL: ZEIKC WILLIAM KRMIAK  HR 10000 3.54 1
05102008 E1323653 B05 2829 4751283 MISS I DAHI LK 2400 .48 1
211102008 1335803 3010154 4752042 AR ABIAM OO, FOR EG 374 1
DEVELOPMENT & PROJECT

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:

Search Results

K] 4 of 1 |+ ] @ Page Width Select a format | Export ﬂ =
Proof elivery Report

D Date POD Consignee Name
Tme
26/11/2008 TEST POST LG|LUCY GREAVES &
COLLECTICH FROM
24112008 2411081 M-TRANSIT BIRTHDAY GIRL & 4752862
24112008 2411082 M-TRANSIT EXACT & 4752863
11112008 BMW0211 M-TRANSIT MRS GADGET o] 4752661
11112008 CHINAA CELIVERED 11112008  13.30 BEBETYBOE |BIBBETY BOB ™ 4752669
10/11/2008 SUNNY1 CELIVERED |CARD 10/11/2008  15.00 BMW THINGS |[EIGHT & 4752640




Click on the drop down arrow alongside the “Select a Format” box this will give the formats available to export
the report to:

with report data

C5Y (comma delimited)
L __ITIFF file |

aEH Y Acrobat (FDF) file Consignee Name
Web archive
Ewcel

LG|LUCY GREAVES

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

[Page width v/ [EEVEROMMMNIN ~ | £>coct (2]

Proof of Delivery Report Export

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

File Download f'5__<|

Do you want to open or save this file?

@ j Mame: PODListingRepaort, xls
[H]

Type: Microsoft Excel Warksheet

From: ilgroup.exact3ex.co.uk

Open ][ Save ][ Cancel l

While files from the Intemet can be useful, some files can potentially
ham your computer. if you do not trust the source, do not open ar H
save this file. What's the rsk? 1
I
exact3Iex. co.ukReserved ReportViewerWebContral i Unknown Zone i

TR AT DELIVERED TIIL 2008 L13.00  EEBciTooE  |oEociT BuB

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.

Delivery Address Maintenance

Address Search

() Postcode () Telephone () Company Hame

[ UNTED KINGDOM v]|

Country

4

In this instance we have selected the Country option then we used the selection box to pick United Kingdom (it
looked like this):

bls
AFGHANISTAN =

ALBANIA

ALGERIA

| AMERICAN SAMOA

0| ANDORRA

[ |ANGOLA

| {ANGUILLA

ANTIGUA AND BARBUDA

H ARGENTINA,

ARMENIA,

ARUBA,

AUSTRALLS,

AUSTRIA

AZERBALAN

BAHAMAS

BAHRAIN

BANGLADESH

BARBADOS

BELARUS ILG Assured Home |
BELGILIK
BELLIFE

A

E:

BENIN
BERMUDA
BHUTAN
BOLIVIA
BOSNLA
BOTSWANA ss search
BRAZIL

BRUNEI 3

UNITED KINGDOM > s Search

Company Name (3} Country
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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.

Delivery Address Maintenance M

Address Search

Select a category, add vour =earch text and presz =2earch

(*) Postcode () Telephone () CompanyName () Country

RH15 T0) Search
_—

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

Address Search

Select a category, add your search text and press search

(") Postcode () Telephone () Company Name () Country

| UNED KINGDOM v| | search

CompanyName A Postcode ColoPL!  Address Town Telephone  Edit Deletd
AMAZON LTD GUsz TaL RElE ROAD FLEET HAWPSHRE o0 ToD © 0
BIRTHDAY GIRL RH10 8TU 21 NEWTON ROAD CRAWLEY ;‘ESS;EX E:‘NZEDDU M 01293999999 0 9
BRIDGETS HOUSE RH15 STR E:JEUE:EKEW VICTORLA ROAD BURGESS HILL E‘LES;EK Er:ﬂrEDDOM 0 9
EIGHT THINGS W11 4NW i%i%lNCEDALE LONDOM Elf:qréEDDOM e 9 o

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:

NOT ON Y COUR
MELLY

EXACT

LUCY GREAVES
COLLECTICN FROR
LG

MRS GADGET

GADGET SUPPORT

Poztcode House Hame

BN2 134

PRT TNB

RH15 9TQ

RH15 OAE

RH15 0HR  REJIG AREA

Address

26 SUN ALWAY'S
SHINES STREET

WESTERN AVENUE

CHARLES AVENUE

BADGERS WALK

23 JUNCTION ROAD

BRIGHTON

BUCKSHAW
VILLAGE

BURGESS HILL

BURGESS HILL

BURGESS HILL

Country
WEST UNITED
SUSSEX KINGDOM
UNITED
LANCASHIRE KINGDOM
UNITED
KINGDOM
WEST UNITED
SUSSEX KINGDOM
WEST UNITED
SUSSEX KINGDOM

Telephone

01444871848

Edit Delete |

Q ¢ © ©
QO 9 0 9

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.
WRS GADGET RH15 0AE BADGERS WALK BURGESS HILL gLIE:;EX zlr'ljlnt;EDDm.i Q 9 =
. [Delete the address]
GADGET SUPPORT RH15 0HR  REJNG AREA 23 JUNCTION ROAD BURGESS HILL ;ﬁ:;x zlb:dnt;EDDOM a DEIE e adcress
2.
MRS GADGET RH15 OAE BADGERS WALK BURGESS HILL gﬁ:;EX Emnt;EDDDM Q
Confirm
3.
:&LLEI(;CL\[E?EFE;VIE:}O ] RH15 9TQ CHARLES AVENUE BURGESS HILL zr:\lnt;EDDDl.1 01444871848 o 9
GADGET SUPPORT RH15 O0HR  REJIG AREA 23 JUNCTION ROAD BURGESS HILL ];f:;Ex zr:\lnt;EDDDl.1 o o B

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

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

3

14



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.

15




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:

16




Click on send request and the request will be emailed to the Assured Customer service team.
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