The Professional Waybill Printer program

And Shipping Assistant
Copyright 1995, 2001

Congratulations on the purchase of a program that allows you to save time, supply a better service, and be more accurate in your shipping-everything a computer is supposed to do.

This program has been developed with fourteen years of experience shipping cut flowers throughout the United States and Canada using many different airlines and trucking firms. During that time we tried

many different methods of streamlining the completion of waybills. This program is the the best method for processing waybills.

The Waybill Printer Program is a DOS based program and does not require Windows(TM) though you may run it in windows.

The Waybill Printer Program Combines data from several files to quickly create the specific waybill desired:

 
 Airports                                                      

             827 listed by state and you can add more

                Carriers 
                 75 and you can add more

                Packaging

  Enter your packaging dimensions/descriptions and the program computes   dimensional weights for you. It can also assign Airline SCR codes by          commodity, dimension, season, etc. 

         
 Consignees listed by sales person, State, and Alphabetically                        

Enter yours, your drop shippers and all shipping information. The                program will accommodate approximately 500,000 consignees 

Shippers

   Enter yourself and those you drop ship for.

After you have entered the above information one time, a completed and printed Waybill takes less than twenty seconds, be more detailed than ever before, and present a more professional image to your accounts. 
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Installing the Waybill Printer Program

Hardware and Memory Requirements:

A personal computer using a 486 or higher processor

512K conventional memory

2.5 megabytes on your Hard Disk

A 3.5 floppy disk drive

A dot matrix printer immediately adjacent to the computer being used    (Preferably a 9 pin instead of a 24 pin because a 24 pin will occasionally punch holes through the first few copies of a waybill and jam the printer)

- Only the standard American Airlines waybill requires a wide carriage   printer. They do accept universal waybills that work in a standard width printer, and they will supply you with the American Airlines version at no charge.

Installing the Waybill Printer Program(C).

Place the Waybill Printer Program in the A:  drive.

- With your computer at the dos prompt, type  “A:” <Enter>.

- Type “install” <Enter>.

- If you want to run the Waybill Printer Program in a window then:

- Start windows

- go to the program group where you want the Waybill Printer Program  located. 

- Click on “File”, then “New Program”. Type in the path where the program resides (usually C:\waybills\data). The program name to run is “WB.Bat”. The program Description is “Waybills Program”.

- To run the Waybill Printer Program - If in Windows, click on the Waybill Printer Program icon. 

- If in DOS then change to the “waybills/data” directory and type “WB” 

Setting up your printer
- Because there are so many printers, we cannot give you specifics for any one printer but we think we can tell you what you want to accomplish and what to look for.

- Your printer needs to be a 9-pin dot matrix printer, (a 24 pin dot            matrix printer will punch holes in the first few copies of the waybill      and jam the printer.)

-   Your printer needs to be able to feed and print through forms as            thick as most waybills are, NWO seems to be about the thickest.

-   Your printer needs to be able to print on the second line of the form.      (Many printers won’t print that close to the top of a page)

· If you are good at reading printer manuals you might get your printer ready to go using five or six forms. Most of us will go through ten to twenty forms. 

** The upper left hand corner of the form(excluding any chain feed attachments) is the key.**

- As soon as you know the starting point for any one waybill in your printer you have the starting point for all the waybills. Mark it on the printer.
· Most dot matrix printers have a method of handling both single sheets and continuous feed. Most of these printers have a “top of form” adjustment method for both single sheets and continuous feed. Set the position for the single sheets first. Have several copies of the waybill you have the most of, it doesn’t matter which one. Set up a waybill  (#1 on the main menu) and keep printing copies and making adjustments until it is right. After you get the single sheets, take some continuous feed waybills and get them lined up. When that is done you shouldn’t ever have to make any more changes.

Add/Edit/Remove Shippers information

From the menu of the Waybill Printing program:

- Choose menu item “ Shippers”

You’ll notice there is already one entry called “preprinted”. That entry allows you to print a waybill and not enter any shipper information. It cannot be edited or removed.

- Once you start a new shipper, you cannot back up, but after you are finished you can go back and edit or remove the shipper and start over.

- Enter the line number of the first blank line to add a new shipper and you are taken to a blank shippers record. 

- Enter a unique company name so that you will be able to identify it from the opening list of Shippers (for example, if you Drop ship product for Sarah’s Flowers, Enter “Sarah’s Flowers”. Enter the address, City, State, Zip code. 

- The contact name is the name referred to on the waybill if there is a delay in transport. The phone number is for the same reason.

- The names of shippers and drop shippers are automatically sorted in the opening list first by the “PR” field and then alphabetically. When setting up a waybill, the program automatically chooses the entry on the first line as a default.  The “PR” entry for your own company should be the only company that is blank. That will make it the default.

- By choosing the first blank carrier line you see a list of all the available forms of transportation. Go through these lists choosing all the carriers you have an account number. Enter the Account Number. The appearance of a shippers account number helps carrier employees quickly identify repeat users of their company, but is not necessary for the Waybill Printer Program to work.   

- Complete a new record for each of your drop shippers.

Add/Edit/Remove Consignee information

Overview:
The choices and entries you make here determine what waybill print format is used and what information is entered on the waybill. You will probably know all of the essential information you need to fill out these sections but we have supplied a form to fax to your accounts telling them that you have invested in this program to provide them a better service and would appreciate their filling out the form listing each carrier and their preferences. The form also restates your policy of not accepting responsibility for loss of product due to errors or delays on the part of the carriers involved. The form is in the back of this manual and should be copied onto your letterhead. This section works just like the shippers section but asks more information for each carrier.
From the menu of the Waybill Printing program:

- Choose menu item 2. Add/Edit/Remove Consignee information

You’ll notice there is already one entry called “preprinted”. That entry   allows you to preprint a waybill and not enter any Consignee information. It contains a list of all the carriers because this is where the proper print format is determined. It cannot be removed but carriers can be added.

- You must enter at least one carrier for consignees in order to             create a waybill for them.

- Once you start this process, you cannot back up, but after you are finished you can go back and edit or remove the consignee and start over.

- Enter the line number of the first blank line to add a new consignee and you see a blank consignees record. 

- Enter a unique company name so that you will be able to identify it from the opening list of Consignees (for example, if you ship product to Sarah’s Flowers in Boise, Id, Enter Sarah’s Flowers, Id. Enter the address, City, State, Zip code. 

- The contact name is the name referred to on the waybill if there is a delay in transport. The phone number is for the same reason.

- The names of Consignees are automatically sorted in the opening list first by the “PR” field and then alphabetically.

- By choosing the first blank carrier line you see a list of all the available forms of transportation. Go through this list choosing all the carriers that this account uses. Enter the Account Number. The appearance of a Consignee’s account number allows carrier to quickly identify repeat users of their company.   

- (FAP), From AirPort, The next list you see are the 840 commercial airports in the U.S. and selected CANADIAN airports. You are choosing the “Airport of departure”. Leave blank if transport is not a commercial airline.

- (TAP), To AirPort. The next entry is “Airport of destination” and the list is the same. If you get confused then look at the bottom of the screen for clarification. Leave blank if transport is not a commercial airline.

- NOA (Notify On Arrival) is a standard phrase placed in the handling area and shows the contact name and phone number you put in the consignees record. We strongly recommend that you include NOA on every waybill unless specifically instructed otherwise by your Consignee. Even if the boxes are picked up automatically, the consignee knows where the product is. Most airlines cannot track shipments and this will be the first notice, after yours, that the product has been shipped.

- The “SCRCode” determines the class of freight (first freight, general freight, etc) and any cost concessions for the payer of the freight charges. Only Use this field if the consignee has a special SCRCode assigned to them from the carrier. Shippers can lose Consignees because of inattention to this detail. 

- Any entry in the COD field will create a waybill requiring the consignee to pay all charges at time of delivery including any charges you have listed.

- Accounting information may be information required by freight forwarders for third party billing or a statement from you asking that the shippers invoice number be included on the statement of charges. It appears in the “optional accounting information or other appropriate places on some waybills. Depending on the waybill, you can enter up to 4 column lines of data and store it to use with other consignees. You can assign already composed statements from the Accounting Entries List 
- Handling Information may be statements such as “Keep Refrigerated” appear in areas such as “shippers instructions to carrier” etc. The Handling Entries list allows you to add a new or assign another statement for this consignee and carrier.

- Special information also appears in the “shippers instructions to carrier” to add detail such as “Call shipper if Delayed”

- (FC),Freight class 0=General/Standard next day, 

   1=First freight/Priority. 

- (WV), Weight/Value Charges are either (P)repaid or (C)ollect.

- (OC), Other charges are either (P)repaid or (C)ollect.

- (DG), Dangerous goods either (Y)es or (N)o.

· (DV), Declared value. Some consignees don’t want to pay for insurance that pays your invoice should the shipment be lost or unreasonably delayed. The information/disclaimer form enclosed with this program may be used to state your position under those circumstances. If it is incorrect in your case you might consider faxing one of your own.

· You must enter at least one carrier for each of your accounts or you cannot use the Waybill Printer to create a waybill to ship the account.

- Complete a new record for each of your Consignees.

Add/Edit/Remove Boxes

- When choosing this item for the first time there will be no entries. Choose the first blank line and fill it in. Default, in filling out a waybill, is always the first line, so if you use a specific box most of the time, use the PR field so that your standard box is on line one. If the dimensions field is entered as “nnXnnXnn” then the lbs number that appears reflects the dimensional weight, otherwise the number will be incorrect. The box code is optional.

Add/Edit/Remove Airports

- If you enter an airport and do not use the correct three-letter code anything you ship to that airport won’t go there so be sure your three-letter code is correct.

- This section works just like the boxes section, but there are no defaults. You may want to place all your local airports at the top so they are easier to find. You do that by using low, no, or “-“number in the “PR” field.

Prioritizing and adding Carriers
- The carrier’s section determines the print format to be used for a particular waybill. Your options here are the PR# and adding names to the universal list. You may choose to list your most commonly used carriers at the top of the list.

Entering universal Waybill numbers
Overview:

- When using universal waybills you need to get a series of waybill numbers from the appropriate airline and enter them in this list. Some airlines will let you use the same waybill number every six months. Mark the Re-use#s box accordingly. If you are allowed to re-use the numbers (American Airlines lets you re-use a number) be sure you enter enough numbers to safely rotate them. The Waybill Printer Program will store enough numbers for any one carrier to allow you to average six numbers a day for six months. The waybill printer deletes the number you used, and if you can reuse numbers, adds it back to the end of the list. 

- Choose menu item # 7

- Choose the airline you want from the list. Be sure to pick a listing whose three letter code is a four letter code ending with a small u.

· After picking an airline you get a list that asks whether you can reuse numbers, Y/N 

· The next question asks for the first seven digits of the first waybill number.

· The Next question asks for the first seven digits of the last waybill number

· And last, it asks for the eighth digit of the first waybill number.

With that information the Waybill Printer Program enters all the waybill numbers in the list correctly.

Waybills

The Waybill Screen is the area where you will accumulate all the information that you want to print on a specific waybill. This screen is split into a top half and a bottom half. By holding down the control (Ctrl) key and pressing the page up or page down keys you can view either the top or bottom. As you proceed, the program will display the part of the screen you need by default. Most of the areas and fields are self-explanatory. Just below the area used to list packaging there are some abbreviations. They tell you how many available lines for notes you can use in specific areas of the waybill for this carrier.

· BDYN (BoDY Number) is the area commonly available directly below the packaging listing.

· OCHGN (Other CharGes Number) is an area on most airbills used to describe any other charges shown on the waybill. (Drayage etc).

·  ACTN (ACcounTing Number) is an area on most airbills used to give an airline additional billing instructions such as the shippers invoice number if you entered it on the waybill screen.

· HINFN (Handling INFormation Number) is an area on many waybills used to tell the carrier about any special precautions that need to be taken for this particular shipment, such as “Keep Refrigerated”, “Fragile, contents breakable”, etc.

· CARN (CARrier Number) is used exclusively on Universal waybills to add to the carriers name in that section of the waybill. Sometimes an address is needed there.

· DIMN (DIMension Number) Sometimes, especially when exporting products, this area is used to supply additional information to government agencies. Entries here will overwrite name and sizing information and create problems for carriers in all but specifically requested circumstances. Caution is the rule here. 

1. Choose #1 at the menu

2. Press F7

This is a menu of action procedures.

3. Choose 1. Start a new Waybill

- Choose the consignee

- Choose the method of transportation 

The first line is the default and just pressing “Enter” chooses that one 
- Choose the shipper

The first line is the default and just pressing “Enter” chooses that one.

- Choose Drayage

The first line is the default and just pressing “Enter” chooses that one

· You are back at the Waybill form again and most of the         
          information is already in the form. If you have properly                    entered your data, you got to this point by pressing                 
 
F7, 1, the line # of the correct consignee and “Enter” three times. That should not have taken more than 5 or 6 seconds...

 The cursor is in the first “quan”tity area at the bottom of the data form.

-At this point you can print a stock supply of this waybill or continue on and complete an individual waybill.

- To print a stock supply of this waybill press F7 and                         choose #5 on the Procedure Menu. Blank the date by                            tapping the space bar leave the invoice # blank and also                      the declared value and insurance amount. The next question is “how many”.  Answer that question and watch the tractor feed print the         stock waybills or hand feed the companies individual                       waybills until you have all the stock waybills you want.

- To complete an individual waybill:
With the curser in the first “Quan” area, enter the Number of boxes of one size that is shipping with this waybill, and press F1. Choose the line number of the appropriate box (the first line is the default choice) and press return. Change the weight if necessary. Repeat this procedure until all the boxes for this waybill are listed. Press F7 and choose #5, enter the date (just “Enter if correct). Enter the invoice # (it will appear in the optional accounting area). Enter the invoice amount and the insurance amount. When asked to, load your form and press “Enter”. Your waybill is finished and should not have taken more than 20 seconds... if it did, a few more times completing waybills, it won’t.

Freight Forwarder Features

The Freight Forwarder Additions add the ability to include 3rd party billing and Forwarder information on waybills. The program also includes forms for routing pickups

Other F7 Choices
3. Edit this waybill

Allow you to change most of the fields and statements that will be printed on the waybill.

4. Change carrier for this waybill

Changes carrier on the fly, including SCRCodes etc

6. Will present a list of forms that use the same data that you can           print. 

7. Allows you to complete waybills using information that is not           in your shippers or consignee’s lists.

8. Clears any saved waybill screens. Any information from a                 completed waybill is kept in the waybill history files.

9. Change any waybill from collect to prepaid

10. Choose this to print a large variety of labels

Commands at the bottom of the waybill screen
F1. After entering a number in the “quan” field, F1 takes you to the            Packaging selection screen.

F2. Saves this data for later use, such as batch printing all universal            waybill formats.

F3. Delete a box line.

F4. Quits waybill data screen and goes back to waybill menu

 If you have not saved the form on the screen (F2), it will be lost.

F5. Pages back one form in a series of saved waybill data forms

F6. Pages forward one form in a series of saved waybill data forms

F7. Displays the waybill procedure screen and waits for choices or       

F8. Clears all data off the screen. If it wasn’t saved it is lost.
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