The Professional Waybill Printer program

And Shipping Assistant for Domestic and International Transport
Copyright 1995-2002 by Darrel Burns

This program was developed using fourteen years of experience shipping

highly perishable Cut flowers throughout North America. During that time we tried many different methods of streamlining the accurate completion of waybills. 

We believe that this program is the very  best method for completing waybills.

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

	Airports

827 and you can add more
	Carriers

76 and you can add more to the Universal Waybill list
	Packaging

You enter yours. Dimensional weight is calculated for you

	Consignees

Enter yours, Your Drop Shippers, and specific Carrier information for each consignee
	Shippers

Enter yourself, your Drop Shippers and shippers Carrier account numbers

	Handling Information

Enter detailed handling instructions to the carrier. (Helps on claims should that be necessary)
	Accounting Information

Frequently speeds up payment from the consignee

	Body Statement

Allows extensive instructions, comments in the body of the waybill (below the boxes listed)
	Dimension replacement

Allows you to replace the dimensions information with other information. (Usually for Export)

	Other Charges

Lets you list the descriptions of the other charges shown on the waybill. (Drayage, Delivery, etc)
	Carrier Information

When using Universal Waybills, enters the appropriate carrier Information


 An almost unlimited variety of combinations that can be “boiler plated”           

 It is not necessary to enter all the data at one time. You may enter data as you need it, and it will be available there after. 

 A detailed, professionally completed, and printed Waybill will take less than twenty seconds. Most of the time no typing is required when completing a waybill. Almost everything is entered from the keypad.

In many cases you can even advertise on your waybills.

The Waybill Printer Program is a DOS based program and does not require Windows© though you may run it in any version of windows and any operating system that contains a DOS environment. We’ve stayed with the DOS environment because it is much faster and more universally available. Our goals are centered around economies of time along with a waybill that can be much more detailed. It takes no more time to complete a basic waybill or a waybill for export, or a customized waybill specified by a consignee. No mistakes. Less time. No typing. More detailed information…  

The Waybill Printer

· Will complete a waybill including special instructions in less than twenty seconds 

· Will complete a waybill and will exclude Vendor, Consignee, etc wherever a waybill is already preprinted.

· Will print a stock supply of waybills. 

· Lists over 8oo airports with their three letter codes and lets you add more.

· Printing instructions for over 76 carriers individual waybills and lets you add more carriers that accept universal waybills.

· Retains information on consignees including:

Consignee

· Listed Alphabetically, By State, and by Sales Rep

· Company Name

· 4 line Address

· Phone number

· Fax Number

· P.O. Box

· E-Mail Address

· Web Page

· Contact

· Sales Rep

Carriers for each consignee

· Listed by frequency of use with first listing being default choice

· Carrier account Numbers

· From Airport

· To Airport

· Notify on Arrival (Name and Phone number)

· SCR Codes

· Body Statements

· Dimension statements

· Accounting information

· Handling information

· Other charges notation

· Prepaid/Collect choices

· Dangerous goods choice

· Show declared value choice (Y/N)

 Shippers:

· Listed by frequency of use with the first listing being default choice

· All companies you drop ship for

· Company Name

· 4 line address

· Phone Number

· Fax Number

· E-Mail Address

· Web Page

· Contact

· Carrier and Carrier Account Number

Packaging:

· Listed by frequency of use/alphabetically 

· Description

· Dimensions 

· Default weight

· Default declared value 

· Calculates dimensional weight 

Labels:

· Allows setup of 4 separate types of labels using 4 separate printers.

· Over 150 different configurations

· Use of multiple printers
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Installing the Waybill Printer Program(C).
Hardware and Memory Requirements:

A personal computer using a 486 or higher processor

512K conventional memory

2.5 megabytes on your Hard Disk

DOS version 3.1 or later

A 3.5 floppy disk drive and a hard 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.)

Program Installation:
Place the Waybill Printer Program in the A:  drive.

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

- Type “install” <Enter>.

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

- You may use windows explorer to find “wb.bat”, drag it to your desktop, and creating a “shortcut”

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

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

- Your printer needs to be a 9pin dot matrix printer, (a 24 pin dot matrix printer may 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. Many times the last pages of a really thick waybill can be removed before printing. They are used primarily for export.

- Your printer needs to be able to print on the second line of the form.

- 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 twenty five to fifty forms or more.

** The upper left hand corner of the form(excluding any continuous form strips) 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 by adjusting the side guides/feeds and setting the top of form setting for your printer many forms come in both single waybill and continous forms . be sure to mark two positions for the left hand guide, one for no feed strip and one about ½ inch to the left for the feed strips. We did this because many of the waybills with the feed strip extended beyond the right hand printing range of some printers and some waybills would not print the left most columns if started too far to the left. 

- Most dot matrix printers have a method of handling both single sheets and continuous feed. These printers have a “top of form” adjustment method for both single sheets and continuous feed. Set the position for the single sheets first. Grab 25 copies of the waybill you have the most of, it doesn’t matter which one, UAL works fine. After entering some consignees, some shippers, and some containers/boxes, 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 have to ever make any changes.

We are skipping menu choice #2 for the time being

Go to # 12, Maintenance Menu. 

Choose #2 and enter the printers using lpt1 through lpt4 (printer ports).

This screen also asks how you want your consignees to be listed when completing a waybill (listed by salesperson, by state, or alphabetically.

Choose #4 and choose what additional information you may want on your labels, (box# of total boxes, carrier and from-to airport and drayage)

3.Labels

Access labels through #13, Maintenance Menu, and then #3. With most fonts there are 6 lines to the inch. Measure your labels from perforation to perforation to determine how many lines are possible.

With that information, choose the print format from the list that matches the number of lines on your label. After you’ve entered a consignee, start a sample waybill, enter 3 boxes, press F7 to bring up the procedures menu and choose labels (#10). Load your labels into your labels printer, and print labels. The Waybill Printer will print 3 labels. They should print exactly the same on each label. If the consignee’s name is creeping up then use a label print format with one more line. If the consignees name is creeping down then use a label print format with one less line. Move the label to the right or left in your printer to align it horizontally. This is also a set and forget process.

4.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, and 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 every carrier they use 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 for more information for each carrier. Watch the bottom of the screen for choices or other information.
From the menu of the Waybill Printing program:

Choose menu item 

· #4. Consignees, then

· #1. Listed by Sales Person (you can only Add/Edit/Remove consignees through the Sales Person category) then

· Line # of Sales Person to Edit/Remove (Pick 1st blank line to add a new Sales Person).
· Line # of Consignee to Edit/Remove (Pick 1st blank line to add a new consignee).

- You need to enter at least one carrier for a consignee 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. {There are so many other files being affected as you go through this form that we were not able to allow free style editing without changing a lot of code. We hope to address this in a future edition} 
- 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 Denver Wholesale Florist in Kansas City, consider Denver Wholesale Florist, KC. 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. When setting up a waybill, the program automatically chooses the entry on the first line as a default. Use the PR field to put the most often used carrier at the top of the list. (-1 is listed before 1 or blank) The carriers are automatically sorted in the list first by the “PR” field and then alphabetically Go through this list choosing all the carriers that this account uses. Enter the Account Number. The appearance of a Consignees account number helps carrier employees 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. First you choose the “Airport of departure”. Leave blank if transport is not a commercial airline.

- (TAP), To AirPort. This very 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 and/or has arrived, or there is a problem…

- The “SCRcodes” determine the class of freight (first freight, general freight, etc) and any cost concessions for the payer of the freight charges. You can loose accounts because of inattention to this detail and never know why. I lost a major account because of this and only found out why after the buyer retired and casually mentioned it to me years later. 

- 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 for Drayage, delivery, etc.

- 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 the waybill.

- Handling Information may be statements such as “Keep Refrigerated” appear in areas such as “shippers instructions to 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=Priority. 

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

- (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 states your position under those circumstances. If it is incorrect in your case you might consider faxing one of your own stating your position.

- You need to 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 Accounts.

#5.Add/Edit/Remove Shipper information

From the menu of the Waybill Printing program:

- Choose menu item #5. Add/Edit/Remove Shipper information

You’ll notice there is already one entry called “preprinted”. That entry   allows you to preprint 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. {There are so many other files being affected as you go through this form that we were not able to allow free style editing without changing a lot of code. We hope to address this in a future edition}
- 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 from Denver Wholesale Florist in Denver, Enter Denver Wholesale Florist, DN. 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 this list choosing all the carriers with which 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.

10. Add/Edit/Remove Waybill Statements

Version 4x has much more extensive flexibility in completing Waybills there are as many as six different areas of a waybill that version 4x can quickly insert detailed information already stored in the program

Choose #10 on the opening menu.

From the directory of Waybill Statement Inserts choose the one you want. Their names indicate where they will print and what they refer to.

In the next list, enter the line number of the first blank line and enter a descriptive name for the insert you want to enter and press <enter>.

Follow the instructions on the next screen and you are done.

There are three ways to put these statements on a waybill.

1. Add the number to the consignee carrier line (boiler plate it).

2. Add the statement from the list when completing the waybill.

3. Enter a freehand statement when completing the waybill.

The bar below the boxes area on the waybill shows if and/or how many lines are available for a given statement for that particular waybill. You can also add or edit a statement that you add from a list by using F7 from the waybill. Editing a statement does not save or change the statement to the statement list. The original statement remains the same

6. Add/Edit/Remove Boxes/Containers 

Version 4x sets up box lists for every carrier allowing you to enter SCR codes for each carrier. Any SCR codes in the consignees override packaging SCR codes. 

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 for your use.

7. 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 or no or negative (-1) numbers in the “PR” field.

9. 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 only. You may choose to list your most commonly used carriers at the top of the list by using the PR#. 

9. /11. 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 of the airlines will let you use them over every six months. Mark the Reuse#s box accordingly. If you are allowed to reuse the numbers (American Airlines lets you reuse a number every six months) 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. 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, then follow the instructions. 

9. /12. Some airlines use more than one waybill interchangeably. If you receive a supply of different waybills from the same carrier use this choice to automatically go through all your consignees and change to the new waybill. 

Last but not least:

1. Waybills:
1. Choose #1 at the menu

This is a blank data form

2. Press F7 (brings up a list of all the things you can do to the waybill you are working on)

3. Choose #2. 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 data form again and most of the         
 information is already in the form. The cursor is in the first quantity 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 action procedures. 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 and other information 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 and it won’t.

2. One time waybill

This works the same as a regular waybill except for 2 things:

· There are no defaults. 

· You can either use information from your databases or enter information manually.

· You can choose the carrier directly from the carrier’s lists.

3. Just Labels

Allows you do labels without filling out a waybill. You can either use information from your databases or enter information manually.


13/7 Registration:

Fill out the registration card and forward it to Waybills.com and we will give you a serial number within 48 hours.

Other F7 Choices
3. Edit this waybill

Allow you to change certain fields that will be printed on the waybill.

4. Change carrier for this waybill Changes carrier on the fly, including SCRcodes etc

5. Goes through all saved waybills (read bottom of screen 
    commands right after this section) and prints all universal Waybills.

6. Prints related forms like drayage lists and forms and export forms from the waybill data.

8. Removes all saved waybills data screens in this file.

10. prints various labels for this waybill.

Commands at the bottom of the waybill screen
F1. After entering a number in the “quan” field, F1 takes you to the      box selection or verifies the correctness of the entry just made.

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

F3. Deletes a box line.

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

If you have not saved the form on the screen, 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       “Esc”.

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