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To set up a New record in a static file:

1. Select record required

2. Clear and enter new code 
3. As not existing record, Click on  [image: image1.png]b+



 New button 
4. record is very similar to another record click on [image: image2.png]


Merge and select the similar code and 
5. press the  [image: image3.png]


Merge and edit data into yellow boxes
6. When complete click on [image: image4.png]


 Save, and  [image: image5.png]


 EXIT
To set up a Consignee:

1. Click on  [image: image6.png]


 icon
2. Clear and enter new code

3. If not existing customer, Click on  [image: image7.png]b+



 New button 

4. Either Click into Country Code and then double-click, select and Save, or click on [image: image8.png]


Merge and select country to merge code, text, declaration (if any) and notepad

5. Click on Merge and select exporter, forwarder and from Miscellaneous, eg  EXW/FOB/CFR/CIF/DDU/DDP) For Shipping Instructions

6. Enter details on Consignee Statics tab, eg Name address, code and text for terms of delivery and payment, marks and documents needed 

7. Check instructions to forwarder on ECSI tab

8. Click on Invoice tab and enter Customer code in Other reference field

9. Enter details on Foreign bill tab if necessary

10. Click on [image: image9.png]


 Save, and  [image: image10.png]


 EXIT

To do a Consignment -Manual

1. Click on [image: image11.png]


Browse/Amend Consignments, clear and enter code and click on [image: image12.png]b+



 New

2. First click on [image: image13.png]


 Merge and choose consignee code and click on [image: image14.png]


to merge/overlay static data, then 
3. Enter invoice number, date and buyers ref, enter vessel and routing details, enter pack numbers and at bottom date of issue after Place of Issue
4. Click on invoice continuation tab, followed by [image: image15.bmp] to insert first product

5. Merge first product and enter quantity and price per unit etc.
6. Either Save and Next or Save

7. Click on Despatch Advice tab and enter ETA

8. Save job

9. If you wish to have the system check your data Click on the [image: image16.png]


 magnifying glass (Data Checker) and watch the bottom of the screen for reports of any missing or incorrect data.

10. Click on [image: image17.png]


 Portcullis to Auto-allocate

11. Click on open and Foreign Bill to edit details for banking documents, then click on save – no yellow boxes showing

12. If hazardous system installed, click on [image: image18.png]


hazard icon for system to consolidate hazard and packing descriptions

13. Open consignments and click on a Dangerous Goods Continuation and complete descriptions and packing

14. Save Job

To Merge Consignments

To produce a consolidated  shipment invoice say for a number of invoices to one agent/customer etc

1. Create a new consignment with a reference of SI (country) 080129 (date), and

2. Merge the first invoice (F8 and consignment) which will bring in the header details but not the products. 

3. Save the job
4. Click on Tools / Merge Jobs

5. In the box under “Into this job”, select the merge consignment reference into which products etc will be merged (SI080129) in this example

6. On the left hand side, if the consignment from which items to be merged are not in numerical sequence, then in the top “Select” box type/select a consignment and then click on the “>>” button to move the reference into the central column, titled “Information will come from these jobs”. You can then repeat the exercise if there are more jobs. 

7. You can also add a consecutive series of jobs, by entering the range of references in the From and To boxes within the “Select this range” area, and then click on the “>>” button to move the reference into the central column.

8. Having selected the jobs from which items are to be merged, we can then decide which records are to be merged by un-clicking All and then selecting which records are to be merged, usually this will just be products and charges

9. Click on Floppy disk icon (Help tag = Merge) to perform the merge, and accept the option to Auto-allocate for Customs and if there are any hazardous items accept the option to Auto Allocate for Hazardous

NB 

the status of the jobs from which items have been taken will be changed to read “MERGED”. For accurate reports on shipments it will be necessary to add the parameter that “Status” is “NOT EQUAL TO” “MERGED”

To Change Currency, 

1. Click on word Tools on Toolbar and select Apply an Exchange Rate

2. Enter New currency code, exchange rate, and whether to multiply or divide, and whether product charges and tariffs to be converted

3. Click on Save icon

4. To change back to sterling open file, and go to Tools and Apply an Exchange Rate and enter new currency as GBP and select divide.

5.
Click on Save job

To print documents:

1. Click on either [image: image19.png]


 or [image: image20.png]


 printer icon on toolbar

2. Set numbers of documents by clicking up numbers against a document
3. Click on either [image: image21.png][a



 preview or [image: image22.png]


 printer icon

To Setup an Auto run 

1. Set numbers of documents by clicking up numbers against a document
2. If to send one document to two printers, set total number of copies then right click on document

3. Select alternative printer and number of prints for that printer

4. Either Click into code and save to update current one, or clear and enter new code and click on save
To print a document for E-mail

1. Press clear auto-run to clear numbers

2. Select document to be emailed by clicking up number alongside document

3. Click on either Printer icon and select either PdfFactory printer 
4. Set document quantity  requirements and click on printer icon, at which time a new program will appear on your windows task bar

5. click on the new task and you should be able to scroll through the documents. Please note that whilst this is open, you may add documents from other programs.

6. click on the “Send” button and the software will open your email messaging software with a new message, with the file of documents loaded as the attachment in the message. Please proceed to select the recipients and add any message etc.

EUROPEAN REPORTING:

After the end of the month go to 

1. Reporting then Intrastat/ESL and Report of Problems and check dates in format yyyymmdd

2. click on Preview (magnifying glass)

3. hopefully no jobs to be listed but if list appears  check consignment and re-run until no jobs to be listed

4. then go to Reporting then Intrastat/ESL and Audit Trail and check dates in format yyyymmdd

5. click on printer to produce list.

6. check list as follows:-

a

no difference in column (usually charge entered after – re-autoallocate)

b

no missing vat numbers (row of asterisks – go back to consignment and enter)

if all OK file it

7. then go to Reporting then Intrastat/ESL and Check List and check dates in format yyyymmdd

8. click on Preview (magnifying glass) – look down columns for missing values, if one there, double-click on consignment reference (… copied to clipboard) and go to consignment maintenance and right click and paste into reference and edit job.

9. Having checked through list print it files by then go to Reporting then Intrastat/ESL and Check List and check dates in format yyyymmdd

10. Click on Printer

11. To produce CSV file go to Reporting then Intrastat/ESL and CSV Dispatches and check dates in format yyyymmdd and then the Excel button to create file

12. If doing Sales Listing on a monthly basis then go to Reporting then Intrastat/ESL and CSV Sales Listing and check dates in format yyyymmdd and click on button to change file name, and add “YYYYMM.CSV” to file name of ASLCSV, then click on Open button, then Excel button to create file. However if submitting EC Sales Listing quarterly then produce an audit trail for the 3 month period.

BOX BY BOX GUIDE
Invoice
1. Exporter Name, VAT and Traders Unique Registration Number: Insert the data, remembering that you should include the GB prefix. The telephone and fax number and email address are entered under the Exporter details towards the bottom of the Control tab. The data can be stored under a code on the Static files - Exporter option.
2. Invoice number: 
3. Due date: Only needs to be entered if you wish to report when an invoice is due to be paid. THIS DOES NOT PRINT ON THE INVOICE.

4. Invoice date: This is the date and tax point. If you enter “T” then the system will pick up today’s date from the computer.

5. Seller’s reference: Commercial reference number. Often this is the invoice number or the despatch note number. Bear in mind that this is the one reference that prints on all the forms

6. Buyer’s reference: Commercial reference number from the buyer – usually the purchase order number.

7. Other reference: This could be the forwarder’s reference for the shipment, although some users put the buyers account number within the sales order system

8. Consignee:

a.
VAT number – Country code: double click on the drop down list and select from the list. This will automatically complete the country of destination (box 12). Alternatively click on the merge button, choose miscellaneous and select the country and click the merge button
a. VAT number – remainder – press F1 or Alt and F1 to see structure of EU VAT numbers

      

c.
Name and address


Bear in mind we would expect that this data should be stored against a static consignee record.

9. Buyer (if not consignee): please note that unlike home (UK) sales order processing systems which involve the shipping address is only entered when not the delivery address. In United Nations documents the reverse is true, in that only if the invoice address is different to the delivery address is it completed.

      a.
VAT number – Country code: double click on the drop down list and select from the list
a. VAT number – remainder – press F1 or Alt and F1 to see structure of EU VAT numbers

      

c
Name and address


Bear in mind we would expect that this data should be stored against a static buyer record.


10
Free text: This is for any commercial information which needs to be printed on both invoices and packing lists


11
Country of origin of goods: Name the country of origin where the goods originated, if wholly grown, produced or manufactured in that country. If sufficient processing has taken place in the UK, or another country, enter EU – UK or the name of that country. If multiple origin goods, enter the country codes for the various countries and ensure the origin is specified against each product on the invoice.


12
Country of destination: This field is completed automatically by either:-



a.
selecting the country code as part of the Consignee VAT number, or



b.
click on the merge button, choose miscellaneous and select the country and click the merge button, which will bring in the country name together with the any declaration, notes and document requirements.


13
Terms of delivery and payment: You can type the details or click on the merge button, select miscellaneous and then the Incoterms 2000 code and then edit to complete the port in say CIF Port of Discharge. Text and the code for entry of the code on the Export Cargo Shipping Instructions will be merged into the job. Bear in mind your bank details will be entered at the bottom of the invoice document.


14
Vessel / Flight no and date: enter either the full details or a general description, eg courier, trailer etc.


15
Port of Loading: Either type the data, or if standard store it against the Consignee


16
Port / airport of loading: Either type the data, or if standard store it against the Consignee

17
Port / airport of discharge: Either type the data, or if standard store it against the Consignee

18
Place of delivery: Either type the data, or if standard store it against the Consignee 

 
19
Marks and numbers and container no.: Enter external marks and numbers (press F1 – to see the formal definition) or enter the text “FULLY ADDRESSED”


20
Number and kind of packages; Description of goods: Enter the quantity, type of outer packaging and full description of the goods, eg hand tools, but  in sufficiently precise terms to identify the consignment. If shipment against a Letter of Credit ensure the descriptions match.



PLEASE NOTE THAT YOU CAN CONTINUE LONG MARKS OR GOODS DESCRIPTIONS IN THE NEXT BLOCK ENTITLED “ EXTENDED MARKS”

PRODUCTS:
These are entered on the Invoice continuation tab, but will be printed on the front page of the invoice if they all fit. If not the standard text “Goods as per attached” will be printed against the sub-total although this can be overridden by text can be changed in the box Goods summary heading.

CHARGES:

Click on the Insert or Insert / Amend / New / Delete box and complete the description and additional charge, which will then be added to the invoice.

21 Declaration: Insert any declaration needed by the importing country. The system is issued with a full set of invoice declarations, stored under the country name in the miscellaneous codes. However they may need editing because of your products and sourcing etc. They can either be merged into the shipment, or more normally merged into the static Consignee record so that the full data is available in one merge operation.
22 Discount: Insert the percentage figure and the system will calculate a figure for you to type in the actual box.
23 VAT: Insert VAT Rate and whether applicable as a whole or by line. It is possible to store the Rate against the exporter to save time. The amount is calculated by the system and the invoice total calculated. Please note none of this information will print unless the VAT Applicable box is checked.
24 Exchange Rate: If the currency code you enter is not GBP you will be asked to complete this box. One option is to maintain a miscellaneous code with this month’s rate according to customs, together with the bank details which are different from the standard
25 Invoice Currency: Either type it in, or double click, drop down and select for HM Customs approved codes, or as suggested above merge in a miscellaneous record containing the rate and bank details etc.
26 Name of signatory: Either type it in, or double click, drop down and select the Miscellaneous record code with the name as it appears, which can hold name, title, direct dial telephone and facsimile and email.
27 Place and date of issue:

a
place: either type it in, or store it against the exporter

b
date: as for the invoice date, type in the number format dd mm yy, and we will verify, alternatively type “T” and we will insert the system date.

Export Cargo Shipping Instructions:
These fields are those unique to this document, and assumes that you have first completed invoice data and clicked on the Portcullis button to have the system summarise the products into their respective tariff headings.

28 Unique Consignment Reference: The system either creates a UCR by combining the year/vat/turn/invoice number and a check sum character, or you can allocate a number from a stack, but which ever option you use nothing will print unless you check the box “Print UCR”
29 Customs Reference / Status: We have left this box there, but you should leave it blank
30 Booking number: Enter the booking number if this has been advised by the forwarder/carrier to identify the consignment when cargo space has been booked prior to the ECSI being sent.
31 Forwarder’s reference: enter forwarder’s job reference 
32 Freight forwarder: Enter forwarder, usually name, telephone, fax and contact, or click on merge and select appropriate forwarder record from the static data
33 Other UK Transport: Enter any pre-shipment/inland transport details relating to the place of delivery and loading of the goods. Also could be used for loading times at shipper’s premises
34 Box E: Enter any notify party details or merge, if they are stored as a miscellaneous record. Please bear in mind that if they are unique to a consignee they can be stored in that record.
35 Please insure for: Enter a currency and value if you wish the forwarder/carrier to insure the shipment on your behalf
36 Final delivery instructions contact: These details can be stored against the Consignee’s static data record

a
Enter Consignee contact

b
Enter telephone number for contact

37 Identification of warehouse: Insert the Code for the Customs warehouse


Instructions area: Obviously you can enter the data manually, but in the database we have set up instructions as miscellaneous records, stored against the Incoterms code which will complete the freight column, but you may need to edit the Documentation column as we have defaulted only to get a certificate of shipment. 

38
Documentation:

39
Freight: see Instructions area notes above

40
Ocean freight payable at: Edit as required, unless this has been modified against the Incoterms code in the Miscellaneous static database
41
No. of bills of lading required: Edit as required, unless your defaults have been modified against the Incoterms code in the Miscellaneous static database.

42
Special Instructions: This area needs to be entered, or if standard, stored against the exporter or carrier

43
Make out documents and dispose of as follows: This area needs to be entered, or if standard, stored against the exporter or carrier.

Standard Shipping Note
44
International Carrier: Enter the name of the shipping line, container operator or combined transport operator who will be transporting the goods from the UK

If the goods are to be delivered as a container/trailer load, then complete the following:-

46 Container/vehicle identification: container number or vehicle registration and trailer number

47 Seal number
48 Container / Vehicle size and type
49 Haulier’s name and Vehicle registration: can be entered before the document is printed, or added to the document so that the driver can sign the document as a receipt of cargo. If required, the data can be added to the job after the event
Packing List and / or Case Contents List

50 On Case Details tab, insert an item and enter pack number
51 Enter pack type in Case Type Box
52 Enter packing details, either

a
if you are going to print a Packing List document enter the location of the goods when putting the line item on to the invoice continuation tab, or

b
if you are going to print a Case Contents document, then enter the contents here

NB

The above method assumes that you are not using the Case Allocation tab to determine which items are in which package, and vice-versa from the same data entry.
Despatch Advice / Document Enclosure
53 Enter Master Airwaybill as provided by the freight forwarder / carrier

54 Enter House Airwaybill as provided by the freight forwarder / carrier. 

Adjacent to this is a field for the entry of the ETA

