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Getting Started

Welcome to the Courier Complete 3.0 Web Component, the complete courier order
management website.

By providing your company with access to the Web Component, your courier company
has given you the opportunity to perform a range of self-service tasks that can simplify
the courier order process and keep you up to date about all of your incoming and
outgoing packages.

Web Component Interface

The Courier Complete 3.0 Web Component is an easy-to-use web application that you
can use to send pickup and delivery orders to your courier company, track the progress
of orders in real time, and manage order information.

Using tabs, fields, lists, and buttons, you can quickly perform any order management
task with a few clicks of your mouse.

NEW ORDER Mew Order | Order Tracking | Search  Addressbook | Reports | Admin | Logout
Logaed in &g Jack Frost

g #[afBlc[DJEJFJG[HIIJJIKILIM[N[O[P Q[R[S[TIU[VIW[X[Y]Z]
B[22 Systems Inc. —— 2800 Skymark Ave, Urit 8 =]

LOCATION (ALIAS) LOCATION (ALIAS)

|ourier Complete Inc. | o
MO, STREET UNIT NO.  STREET UNIT =
W[5 | [Renfrew Drive [0z | | [ <
O[ling PROV POSTAL  COUNTRY CITY PROY POSTAL  COUNTRY 4
L8 [markham Jon =] |Larass Jcan =] | Jon =l | Jcan =] "

CONTACT PHONE L CONTACT PHONE B

! o | 1 O

Order Information
Pick Up: |20 x|r|Jan vMDS vI Ready Time: |12 vl: 10 = Reference: Wayhill #: I

sSenice: ID\RECT vl Vehicle: CAR = Weight: {Lhs) COD: I
Insurance: |MO x| Declared Value: Department: |Manroom A
BIG SCREEN TV |u Case#: |
BOX |g Comments: ;I
ENVELOPE ID LI
Ralls ]  Quick Order
SKID ID
Subpoena IU

Web Component — New Order tab
The Web Component contains 7 tabs, each of which is used to perform specific tasks:
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New Order — used to enter new orders and to view price quotes
Order Tracking — used to track orders in progress
Search — used to search for records of orders according to a range of criteria

Addressbook — used to enter and manage information about pickup and delivery
addresses

Reports — used to view your company’s past invoices

Admin — used to manage Web Component users, including defining passwords
and access rights, and setting Web Component functionality settings for each
user

Logout — used to log out of the Web Component

To access the different areas of the Web Component, you click the appropriate tab.

Browser Requirements

To be able to use the Courier Complete 3.0 Web Component, you require one of the
following browsers:

Microsoft Internet Explorer 5.0 or higher

Netscape 6.0 or higher

NOTE

Ensure that Javascript and cookies are enabled in your browser.

For information about enabling Javascript and cookies in your browser, refer
to your browser’s Help files.

Logging In and Out

To log in to the Web Component:

1.

Open the Web Component Login site in your browser.

Q TIP
For convenience, you should bookmark the Web Component Login page
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in your browser.

Welcome to the Joe's Courier Inc. Online Order
" | System. Please enter your access information.

Account # |
Wieb D: |

Password: I

Save account & user id on camputer

Enter your company’s account number in the Account # field.
Enter your Web Component user name in the Web ID field.

Enter your password in the Password field.

o M 0N

Click Login. When you click the Login button, the Web Component opens with
your defined Start Page active.

TIP

company’s account number and your user name are entered
automatically each time that you open the Web Component Login page
on your computer.

Q If you click the Save account and user id on computer check box, your

To log out of the Web Component at any time, click the Logout tab in the upper right
corner of the screen. When you click Logout, you are immediately logged out of the Web
Component and returned to the Login screen.
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Working With New
Orders

Using the New Order tab, you can send pickup and delivery orders to your courier
company, and view price quotes for potential orders.

The New Order Tab

The New Order tab contains a compact order entry form that you use to quickly enter

new pickup or delivery orders. If desired, you can also view a summary of your order that
includes a price quote.

For information about order summaries refer to the Viewing Order Summaries section on
page 12.

The New Order tab is divided into 2 sections.

NEW ORDER New Order | Order Tracking | Search | Addressbook | Reports | Admin | Logout
Logged in &= Jack Frost
el #[afplcfD[EJFfo[HI[JIKILImM[NTOo[P[alRISITIU[V W [x][v]Z]
B [ =22 Systems Inc. ——— 2500 Skymark Ave, Unit 9 =L 3]

LOCATION (ALIAS) LOCATION (ALIAS)

ICourier Complete Inc. I (=]
MO, STREET UNIT MO, STREET UNIT Z
ISSS IRenfrew Drive I202 | | | | =
& CITY PROY POSTAL  COUNTRY CITY PROV POSTAL  COUNTRY Ml
o e g = e 1[ov | Tons M

CONTACT PHONE & CONTACT PHONE 31 ©

| 182 O | Y =

Order Information
Pick Up: [20 =] [Jan ii'v'l;|03__f'¢-f Ready Time: |12“’;E: 10[=] Reference: | | Wayhill #:

Service: [DRECT =] vehicle: CiR_® weight:ths) [ | com: 1
Insurance:  [nNO 'E Declared Value: | | Department: IMaiIrUDm v"E

BIG SCREEN T I Caset: [

BOX 0 | Comments: ﬂ
ENVELOPE o -
Rolls R Quick Order

SKID ]

Subpoena 0

You enter information about the pickup and delivery locations in the upper section, and
enter the details of the order in the lower section.
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For information about entering a new order refer to the Entering Orders section on page
7.

The New Order tab also contains a range of tools that you can use to quickly enter
pickup and delivery addresses, view and enter contacts for addresses, and save new
addresses in you Address Book.

For information about the tools that you can use on the New Order tab refer to the New
Order Tools section on page 5.

New Order Tools

The New Order tab contains several tools that you can use to quickly enter address
information, select contacts, and save addresses to your Address Book.

Address Selection Tools

The upper section of the New Order tab contains address filter buttons, an address
selection drop list, and buttons that you can use to enter the selected address as the
Pick Up or Deliver To address.

aty # [a[B[c|DIE[FIG[H[I[J[KIL[M[N[o[P[a[R[S[TJUlv w[x[Y][Z]
ICourier Complete Inc. ----- 335 Renfresy Drive, Unit 202 LI
LOCATION (ALIAS) LOCATION (ALIAS)
I ICourier Complete Inc. o
B NO.  STREET UNIT NO.  STREET UNIT s
ol | | [335 | [Rentrev Drive f202 =
o] CIT FROV POSTAL COUNTRY CITY PROY POSTAL COUNTRY ;
ol Jon =] [can =] [Markham Jon =] |Leress Jcan =] -
CONTACT PHONE &y CONTACT PHONE gt ©
[ 8| =g 82l =

Using the address filter buttons above the Pick Up and Deliver To fields, you can control
which addresses appear in the drop list. You can click a letter to include only addresses
with names that begin with that letter, click the number sign (#) to display only addresses
with names that begin with a number, or click ALL to include all addresses in your
Address Book.

Once you have selected an address using the drop list, you can enter the address as the

Pick Up address by clicking the Enter as Pick Up Address button (@), or enter
the address as the Deliver To address by clicking the Enter as Deliver To Address

button ().

When you enter an address, all information recorded for the address in your Address
Book is automatically entered in the appropriate address information fields. If one or
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more contacts have been recorded for the address, the name and phone number of the
default contact are automatically entered in the Contact and Phone fields.

Address Aliases

If you prefer to use your keyboard rather than your mouse to enter addresses, your
company can define aliases for addresses in your Address Book. An alias is a code that
you can use to quickly enter an address.

To enter an address using its defined alias, enter the equal sign (=) and then the alias
(without a space between the equal sign and the alias) in the desired Location (Alias)
field, and then click the Tab button. When you click Tab, all information recorded for the
address is entered in the appropriate address information fields.

Selecting Address Contacts

If more than one contact person has been recorded for an address that you enter as a
Pick Up or Deliver To address, you can use the Select Contact button to select a contact

other than the default contact for the order.
When you enter an address for which more than one contact person has been recorded,

the Select Contact button (ftﬁ) next to the Contact field becomes active (;:3).

When you click the Select Contact button, a Choose Address Contact dialog box opens.

3 Choose Address Contact -- Web P..

Phone: 905415 0863 25
Fax:

Meotfication: Email

Jonathan L

Phone: 05415 0863 99
Fax:
Meotfication: Email

To select a contact for the order, click the Select button above the desired contact
name. When you click Select, the dialog box closes, and the name and phone number of
the selected contact are automatically entered in the Name and Phone fields.

Courier Complete 3.0 Web Component User Guide 6



Saving New Addresses

If you manually enter an address that is not recorded in your Address Book, the Save to

Address Book check box ('-rI'_'i}) becomes active. If you click the check box, the new
address is automatically saved in your company’s Address Book.

Entering Orders

Entering a new order involves entering information about the pickup and delivery
addresses and about the details of the order.

After you have entered all the order information, you can send the order to your courier
company immediately, or you can view an order summary screen before sending the
order. The order summary displays the details of the order, a price breakdown for the
order, and can include order messages about date changes, additional charges, and
other details that affect the status of the order.

NOTE

If there is an issue with the details of an order (for example, if it is already
past the cutoff time for the selected service), then the order summary screen
automatically appears displaying warnings about potential date changes and
additional charges when you try to submit the order.

In the following procedure, it is assumed that complete address information has already
been recorded in the company’s Address Book.

To enter a new order:
1. Log in to the Web Component.
2. Click the New Order tab.

3. If the desired Pick Up or Deliver To address information is automatically entered
in the appropriate fields by default, maintain the default address.

NOTE

If no default address is loaded, or if the default address is automatically
entered as the wrong address, or if you do not want to use the default
address, then you must select both the Pick Up and Deliver To addresses.
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4. Include the address that you want to enter in the address drop list by clicking the
appropriate address filter button above the address list.

5. Click the address drop list and select the desired address.

6. Enter the address information in the desired location by clicking the Enter as
Pick Up Address or Enter as Deliver To Address button. When you click one
of the buttons, all information recorded for the address is automatically entered in
the selected address fields.

TIP
Q You can also enter an address using its defined alias.

For information about using address aliases refer to the New Order Tools
section on page 5.

7. If the address has more than one contact person and you want to choose a
contact other than the default:

a) Click the Select Contact button. When you click Select Contact, the Choose
Address Contact dialog box opens.

b) Click the Select button for the desired contact. When you click Select, the
dialog box closes, and the name and phone number of the selected contact
are automatically entered in the Name and Phone fields.

8. If you are entering both the Pick Up address and the Deliver To address, repeat
Steps 4 — 7 for the remaining address.

9. By default, the current date is entered as the Pick Up date when you open the
New Order tab.

To enter a different pick up date:

a) Click the leftmost Pick Up drop list and select the date on which you want the
order picked up.

b) Click the centre Pick Up drop list and select the month in which you want the
order picked up.

c) Click the rightmost Pick Up drop list and select year in which you want the
order picked up.
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NOTE

Depending on your courier company’s policies, if the selected Pick Up date
or resulting delivery date falls on a holiday or on a Saturday or Sunday, the
pick up and delivery dates may be altered when you enter the order.

If you view a summary before entering the order, a message may appear
indicating that the pick up or delivery date has been changed, or indicating
that you must select a different pick up date.

10. The default service defined in your company’s profile is automatically selected
when you open the New Order tab.

To select a different service, click the Service drop list and select the desired
service.

The Service list includes any services assigned to your company in your profile.

11. In the Packages box, click in the field for each package type involved in the
order and enter the number of units included.

The Packages box includes all standard package types offered by the courier
company, and can include unique package types defined for your company.

12. By default, the current time is entered in the Ready Time fields when you open
the New Order tab.

To select a different Ready Time, click the hour and/or minute drop lists and
select the desired hour and/or minute values.

13. When you open the New Order tab, either the default vehicle defined in your
company’s profile or your courier company’s default vehicle type is selected in
the Vehicle field.

To select a different vehicle for the order, click the Vehicle drop list and select the
desired vehicle type.

14. If desired, enter a reference number for the order in the Reference field.

NOTE

If Reference is defined as a required field in your company profile, the field
name appears in red, indicating that you must enter a reference number to
complete the order.

15. Enter the estimated weight of the order in the Weight field.

Courier Complete 3.0 Web Component User Guide 9



16. If your courier company provides your company with waybill forms for orders,
enter the waybill number for the order in the Waybill # field.

17. If you want the courier to pick up cash or a cheque at the Deliver To address,
enter the amount that you want picked up in the COD field.

18. If you want to insure the order, click the Insurance drop list and select YES.
19. Enter the value of the contents of the order in the Declared Value field.

20. Select the department involved at the Pick Up address using the Department
drop list.

The Department list includes all departments defined for the selected Pick Up
address in your company profile.

NOTE

If Department is defined as a required field in your company profile, the field
name appears in red, indicating that you must select a department to
complete the order.

21. If your courier company has added any custom fields to the New Order tab for
your company, complete the fields if appropriate.

22. If you want to add any comments to the order that can be viewed by the courier,
enter them in the Comments field.

23. If you want to view a summary for the order, click Continue.

NOTE

' For more information about order summaries refer to the Viewing Order
Summaries section on page 12.

If you want to enter the order immediately, click Quick Order. If the details of the
order do not generate any order messages, the order is sent to the courier
company, and a waybill screen appears.

Courier Complete 3.0 Web Component User Guide 10



New Qrder Order Tracking

Date: 1/23/2003 5:33:21 PM

Delivery Information Tracking Number

ACC#: 10 #40

Courier Complete Inc.
Jonathan L Client
335 Renfrew Drive, Unit 20z| Courier Complete Inc.

Service Pick up Date

Markham, ON  L3R989 DIRECT 1/24/2003

Delivery Dates Deliver By
1/24/2003 10:15

Ordered By Vehicle
Jack Frost| CAR

SHIP TO:
All Courier

275 S8later Street, Unit 500 |Fackages Insurance

1 BOX NO

TWeight cop

0 Lbs 20.00

Lyn, ON  K1P5H9

Reference

7

Instructions

Shipper's Signature:

The waybill displays detailed information about the order, and includes an order
tracking number that you can use to track the order’s status on the Web
Component’s Order Tracking tab.

NOTE

If there is an issue with the details of the order (for example, if it is already
past the cutoff time for the selected service), then the order summary screen
automatically appears displaying warnings about potential date changes and
additional charges when you click Quick Order.

For a description of the information that can appear in a summary screen
refer to the Viewing Order Summaries section on page 12.

If you want to enter another order, click the New Order link.

If you want to track the order that you have entered, click the Order Tracking
link. For information about tracking orders refer to the Tracking Current Orders
section on page 14.

NOTE
! When necessary, you can edit an order after you enter it if its status is Open.

For information about editing orders refer to the Opening, Editing and

Courier Complete 3.0 Web Component User Guide 11



Cancelling Orders section on page 16.

Viewing Order Summaries

After you have entered all the information for an order, you can click Quick Order to
send the order to your courier company immediately, or you can click Continue to view
an order summary screen before sending the order.

NEW ORDER New Order | Order Tracking | Search | Addressbook | Repors | Admin | Logout
Logoed in as Jack Frost
Courier Complete Inc. Rogers o
' 335 Renfrew Drive, Unit 202 333 Bloor Street East m
= Markham, ON L3R959 Toronto, OM - WAV GE .
4 CAM CAN ;
= Tony Tim 2
(¥ o P:905 4150863 25 o P
& F &R =
E: E ©

Order Information

Pick Up Date:  1/24/2003  Ready Time: 10:15 Service: DIRECT Vehicle: TRUCK
Delivery Date:  1/24/2003  Deliver By: 11:15 Insurance: YES Declared Value: $21,000.00
Weight: 600 Lbs Reference: 7174 Wayhill 2 1379 COoD: $0.00
Ordered By: Jack Frast  Department:  Mailroom Case#:

Packages
BIG SCREEN TV | (important delivery, take extra care Subtotal: $107.89
|l Pick Up Inst: use back door Weh Discount: 51.00
GST (7%): $7.48

Total: $114.37

[ cancel ] compite

@ Copyright 1999 - 2003 Joe's Courier Inc. Al rights reserved.

NOTE

If there is an issue with the details of an order (for example, if it is already
past the cutoff time for the selected service), then the order summary screen
automatically appears when you try to submit the order immediately.

The order summary screen includes the details of the order, a price breakdown for the
order, and can include order messages about date changes, additional charges, and
other details that affect the status of the order.

If any special instructions have been recorded in your Address Book for an address used
in the order, the instructions appear in the Comments box and are included with the
order by default. However, if the instructions do not apply or if you do not want to include
them for other reasons, un-check the check box next to the instructions in the

Courier Complete 3.0 Web Component User Guide 12



Comments box. If there is not a check mark next to the instructions, they are not

included with the order.

If the details of an order have generated any order messages, the messages appear
highlighted in red, and indicate how they affect the order.

E

E:

NEW ORDER New Order | Order Tracking = Search | Addressbook = Reports | Admin | Logout
Logged inas Jack Frost
Courier Complete Inc. Rogers o
335 Renfrew Drive, Unit 202 333 Bloor Street East l
=1 tdarkham, OW L3R95S Toranto, O MAWTGD C
4 CAN CAN ;
e Tony Tim P
™Y . P:a05 415 0063 25 o P
F: & 5‘

Order Information

Pick UpDate:  1,23/2003  Ready Time:
Delivery Date:  1/23/2003  Deliver By:
Weight: 1200 Lbs  Reference:
Ordered By: Jack Frost  Department:

21:05 Senvice: DIRECT
22:05 Insurance: NO

67 Wayhill #:

ailroom Case#:

4 Note: The weight of the package(s) exceeds the maximum weight for a CAR. Please note additional charges may apphy.

Vehicle: CAR
Declared Value:  $0.00
CcoD: $0.00

Packages
BIG SCREEN TY 12|| W Pick Up Inst: use back door

Subtotal: $157.50

Web Discount: $1.00
GST {7%): $10.96
Total: $167.46

@ Copyright 1999 - 2003 Joe*s Courier Inc. Al rights reserved.

To submit the order, click Complete. When you click Complete, the order is sent to the
courier, and a waybill screen appears.

To cancel the order, click Cancel. When you click Cancel, you are returned to the New
Order entry screen, where the details of the order are maintained.

Courier Complete 3.0 Web Component User Guide
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Tracking Current Orders

One of the most valuable features of the Web Component is that it allows you to track
the progress of your company’s orders. Using the Order Tracking tab, you can view the
up-to-the-minute status of all orders, open orders to view all of their details, and edit and
cancel orders that have not been dispatched.

The Order Tracking Tab

The Order Tracking tab contains a grid that displays all current orders for your company.
The grid includes any orders entered by your company’s Web Component users and by
your courier company that do not have the status of Finalized.

NOTE

You can work with finalized orders on the Search tab.

For more information about the Search tab refer to the Searching Your Order
History section on page 18.

ORDER TRACKING Mew Crder | Order Tracking | Search | Addressbook | Reports  Admin | Logout
Logged in & Jack Frost
24 Records (Page 1 of 3)
Show All Orders Records per page: l_ m
oseratr | 52 | et m | ouirs | s ] Pl | T o
ype Time Time
?yﬂm Jack Frost DIRECT  2MMeTCOMPEt  wsa Syctems o, Picked Up 123456 13:14
45 ?%’_?‘2”03 DIRECT m“”er Complete ¢ iogic Solutions Assigned 123
47 ?]%‘B‘m Jack Frost DIRECT ﬁz“”e’ Complete v niogic Solutions  Delivered 3987 11:38 11:38 PRT
o EERE e IR Cancelled 567
45 0142303 Jack Frost DIRECT Courier Complete g Open 43545
19:53 Inc.
44 %%gm Jack Frost DIREGCT AAM Systems Inc. li'i””” CHliiEs - o 9
g OMBEO3 ok Froest DRECT ~ CourderComplete o rier Open 7
17:46 Inc.
(DI Jack Frast DIRECT Courier Complete ¢y oy Open 7
17:45 Inc.
0123103 Web Demo Sales Courier Complete
41 17-99 Account DIRECT Inc ARA Systermns Inc. Open 46
(DB B BIEERT - (O ERIEe by e Dispatched 7
17:33 Inc.
123
Courier Complete 3.0 Web Component User Guide 14




The grid displays a range of information about each order, including its up-to-the-minute
status. For information about order statuses refer to the Understanding Order Statuses
section on page 15.

If desired, you can open any order to view more detailed information, and edit or cancel
any order on the Order Tracking tab with a status of Open.

For more information about opening, editing, and cancelling orders refer to the Viewing,
Editing, and Cancelling Orders section on page 16.

Understanding Order Statuses

Your company’s orders can pass through 7 status types once they are entered:
e Open — the order has been entered in the system
e Assigned — the order has been assigned to a driver
e Dispatched — the order has been dispatched to a driver
o Picked Up — the order has been picked up
e Delivered — the order has been delivered

e Finalized — the order has been delivered, and your company has been invoiced
or will be invoiced

e Cancelled — the order has been cancelled

Orders that appear on the Order Tracking tab can have any status except for Finalized.
Orders that appear on the Search tab can have any status.

NOTE

' For more information about the Search tab refer to the Searching Your Order
History section on page 18.

You can view the details for orders with any status on the Order Tracking tab or the
Search tab, but you can only edit and cancel orders with a status of Open.

NOTE

You can only edit and cancel orders that have been entered by Web
Component users in your company. To modify or cancel orders that were
entered by your courier company, you must contact the courier company.

Courier Complete 3.0 Web Component User Guide 15



For more information about viewing order details, editing orders, and cancelling orders
refer to the Viewing, Editing and Cancelling Orders section on page 16.

Viewing, Editing, and Cancelling Orders

When necessary, you can view, edit, and cancel orders that appear on the Order
Tracking tab or the Search tab.

Viewing Orders

To view the details of an order on the Order Tracking tab or the Search tab, click the
order number for the desired order in the Order # column.

If the order has any status other than Open, then the order summary screen for the order
opens. If desired, you can view and reprint the waybill for an order that appears in
summary form by clicking the Reprint Wayhbill button.

' NOTE

® You cannot edit or cancel an order unless its status is Open.

If the order has the status of Open, then the New Order screen opens displaying the
details of the order. When necessary, you can edit or cancel an open order if it was
entered by one of your company’s Web Component users.

NOTE

You can only edit and cancel orders that have been entered by Web
Component users in your company. To modify or cancel orders that were
entered by your courier company, you must contact the courier company.

Editing Open Orders

To edit an open order, click the order number for the order that you want to edit, and
then modify the order as desired in the New Order screen that opens.

TIP

Q If you are modifying the order several hours or days after it was originally
entered, you may need to update the Ready Time or Pick Up date

Courier Complete 3.0 Web Component User Guide 16



settings.

For information about entering information in the New Order screen refer to the Entering
Orders section on page 7.

After you edit the order, click Quick Order if you want to enter the modified order
immediately. When you click Quick Order, the order is modified in the system and an
updated wayhbill for the order appears with the original order tracking number
unchanged.

If you want to view a summary for the modified order, click Continue. For more
information about order summaries refer to the Viewing Order Summaries section on
page 12.

Cancelling Open Orders

To cancel an open order, click the order number for the order that you want to cancel,
and then click the Cancel Order button in the New Order screen that opens.

When you click Cancel Order, the order is immediately cancelled, and you are returned
to the Order Tracking or Search tab.

Courier Complete 3.0 Web Component User Guide 17



Searching Your Order
History

Using the Search tab, you can enter a range of criteria by which you want the system to
search for orders from your company’s order history, and then view, edit, or cancel
orders from your search results.

The Search tab is a useful tool because you can use it to analyze your company’s order
patterns. In addition, because finalized order records can be included in your search
results, you can use the Search tab to view the details of old orders if any disputes arise
between your company and your courier company or any parties to whom you have sent
packages.

The Search Tab

The Search tab has two states. When you open the tab, a search criteria screen appears
that you use to enter the criteria by which you want the system to search for orders.

ORDER SEARCH New Order | Order Tracking =~ Search | Addressbook | Reports | Admin | Logout
Logged in a3 Jack Frost

Order Search - {(enter 1 or more search fields)

Start Date: 24 vl;IDec *|/102 | EndDate: |24 vl,f Jan vl; 03 >

Pick Up From: |

Deliver To: |

Service: Select One 'I

Reference: |

Caller (Ordered By):
POD: [

hAvayhill #: [

Case#: |

Cscarcn - reser

@ Copyright 1999 - 2003 Jos's Courier Inc. &l rights reserved

When you enter your search criteria and click Search, the Search tab displays a grid that
contains a list of orders that match your search criteria.
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ORDER SEARCH Mew Order | Order Tracking | Search | Addresshook | Repots | Admin | Logout
Logged in as Jack Frost
26 Records (Page 1 of 3)
Total: $7,949.73
Show All Orders Records per page: I1 0 m
T N iz [0 o
ime Time
Ba  UEATS Web Demo Sales DIRECT  Courer Complete oy covier Finalized1est 17:13 17:13 FP $508.25
ccount Inc
e (WHES. WD i St s DIRECT  REC Gourler Complete iy 43857 17043 17:13 I §7EE
16:09 Account Inc.
g (UiElE YD e DIRECT  REC Gourler Complete iy 43857 17043 17:13 I ¥7Es
16:09 Account Inc.

B ﬁ';ﬁ;m Jack Frast DIRECT I‘;ﬁ””er Complete ) courier Open 4458 $497 55
&0 ?;ﬁgma Jack Frast DIRECT I‘;ﬁ””er Complete ) courier Open 4455 $497 55
59 ?;ﬁgma il P DIRECT I‘;ﬁ””er Ol i Open MG $497 55
58 ?;ﬁgm Jack Frost DIRECT ﬁi””er Complete L courier Open 4456 $497 55
57 ?;Egma Jack Frost DIRECT ﬁi””er I ) s Open 4456 $497 55
56 ?;ggma Jack Frost DIRECT ﬁﬂ””er Complets A\ courier Open 4456 $497 55
55 ?;E?m Jack Frost OVERNIGHT ﬁﬂ””er Ot o Delivered 123456789 16:01 16:01 docs  $0.00

123

@ Copyright 1993 - 2003 Joe's Courier Inc. ANl rights reserved.

The grid displays a range of information about each order that matches your defined
search criteria, including the order date, service, pick up and delivery location, and price.
The search results page also displays the total value of all included orders in the upper
right corner of the screen.

If desired, you can open any order to view more detailed information, and edit or cancel
any order with a status of Open.

For more information about opening, editing, and cancelling orders refer to the Viewing,
Editing, and Cancelling Orders section on page 16.

Searching For Orders

Using the search criteria page, you can tailor your order search by entering one or more
details about the orders that you want to view.

When you click Search, the system searches for orders using an AND search format. An
AND search format means that orders must match all of the defined search criteria to be
included in the search results.

NOTE

The only search criteria type that you cannot combine with other criteria is
Order Number.

If you enter an order number as a search criteria, then only that order can
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appear in your search results, even if you define additional criteria for which
there are matching orders.

You can search for order records by one or more of the following criteria:

e Order Number — if you know the number of the order you are searching for,
enter it in the Order Number field

NOTE

! If you enter an order number as a search criteria, then only that order can
appear in your search results.

e Start and End Dates — to include orders that occurred between certain dates in
your search results, enter the earliest date in the search period in the Start Date
field, and enter the latest date in the search period in the End Date fields

To enter a date, click the day, month, and/or year drop lists and select the
desired value.

¢ Pick Up from — to include orders that were picked up at a specific location in
your search results, enter the location name in the Pick Up From field

e Deliver To — to include orders that were delivered to a specific location in your
search results, enter the location name in the Deliver To field

e Service — to include orders involving a particular service type in your search
results, select the desired service type using the Service drop list.

The Service list includes all service types defined for your company.

o Reference — to include orders with a particular reference number in your search
results, enter the reference number in the Reference field

e Caller (Ordered By) — to include orders entered by a particular Web Component
user or phoned in by a particular employee, enter the user name for the Web
Component user or the name of the caller in the Caller (Ordered By) field

e POD — to include orders for which a particular person signed for the proof of
delivery (POD), enter the signee’s initials in the POD field

e Waybill # — to include orders with a particular waybill number in your search
results, enter the waybill number in the Waybill # field
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e Custom Field — if your courier company has included any custom fields for your
company, enter the custom field value for orders that you want to include in your

search results in the custom field

TIP

If you make a mistake while entering your search criteria, you can click
Reset to clear the entire search criteria screen.

If you are looking for a particular order but don’t know the order number, you can narrow
your search by entering several known order details as the search criteria. Alternatively,
you can view a wider list of orders by entering fewer search criteria.

Once you have entered the desired search criteria, click Search to view your results.
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Managing Addresses

By maintaining an extensive list of commonly used addresses in your company’s
Address Book, you can speed up the order entry process because you can enter saved
addresses with a few clicks of your mouse, rather than manually entering address
information for each new order.

Using the Addressbook tab, you can enter addresses, record contact and notification
information for each address, and view and sort addresses. You can also modify
information for any address entered by your company’s Web Component users, and any
address recorded in your company profile by your courier company.

The Addressbook Tab

The Addressbook tab contains a list of all addresses entered by your company’s Web
Component users, and any addresses recorded in your company profile by your courier
company. It also contains tools that you can use to enter new addresses and modify
existing address information.

The Addressbook tab contains address filter buttons that you can use to control which
addresses are displayed. You can click a letter to display only addresses with names
that begin with that letter, click the number sign (#) to display only addresses with names
that begin with a number, or click ALL to display an alphabetical list of all addresses in
your Address Book.

When you click a filter button, the addresses included by the filter appear in a grid.

ADDRESS BOOK New Order | Order Tracking | Search | Addresshook | Reports | Admin | Logout
Logged in s Jack Frost Add Mew Address
[ALL] |# A B C 8] E F G H | J K L 1] I o] P Q R =1 P U b WX S T
[Alias JAddress 0y [Province [Postal Code __JLastlsed |
AAA Systerns Inc 2800 Skymark Ave, Unit 9 Mississauga On L4WAEAS 01/24/03
All Courier AL 275 Slater Street, Unit 500 Lyn on K1P5H3 0172403
EDC 305 Milner Avenue, Unit 112 Scarborough [oli'} MBIV 01724103
Canlogic Solutions Cs 30 Broad Oak Court Brampton on LEY357 01/24/03
Courier Complete Inc. 335 Renfrew Drive, Unit 202 Markham et} L3R9E9 01£27/103
REC 260 East Beaver Creek Road, Unit 201 Richmond Hill O L4B3M3 01724103
Rogers 333 Bloor Street East Toranto On MW G2 01/23/03

@ Copyright 1939 - 2003 Joe™s Courier Inc. Al rights reserved

If desired, you can click an address name to view the entire Address Book entry.
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ADDRESS DETAILS Mew Qrder | Order Tracking | Search | Addresshook | Reports  Admin | Logout
Logged in &5 Jack Frost
335 Renfrew Drive Unit 202 m
Markharn OMN
L3R9=3 Hame: Tony (default)
CAN Email:
Phone: 905 415 0863 25
Alias: Fax:
Close Time: 22:00 Hotification: Ernail
Created: 121742002 81047 PM Edit
Last Updated: 1/23/2003 2:04:48 P
Last Used: 1/27/2003 11:04:58 AM Name: Jonathan L
Last Order: [=ia] Email:
Special Instructions: Phone: 505 415 DB53 99
use back door Fax:
Notification: Email
Eit
@ Copyright 1899 - 2003 Joe™s Courier Inc. All rights reserved.

For information about entering addresses in your Address Book, refer to the Entering a

New Address section on page 23.

Entering a New Address

To enter a new address in your Address Book:

1. Open the Addressbook tab.

2. Click the Add New Address button in the upper right corner of the screen. When
you click Add New Address, the New Address screen opens.

NEW ADDRESS

Logaed in as Jack Frost

Order Tracking | Search Addreshnuk‘ Reports | Admin | Logout

Name: | Name: |
Street#: l— Email: |

Street Name: | Phone: |

Unit: l— Fax: |

City: | Notification: lm
Province: m Postal Code: I—

Country: lm

Alias: l— Close Time: I_LII_LI

Special_ ] I

Instructions:

@ Copyright 1999 - 2003 Joe's Courier Inc. Al vights reserved

3. Enter the complete address for the new Address Book entry:
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a) Enter the name for the address in the Name field. Addresses are listed by
name on both the Addressbook and New Order tabs.

b) Enter the street number for the address in the Street # field.

c) Enter the street name for the address in the Street Name field.

d) If necessary, enter the unit number for the address in the Unit field.
e) Enter the city in which the address is located in the City field.

f) Select the province or state in which the address is located using the
Province drop list. The Province drop list contains a list of codes for each
Canadian province and American state.

g) Enter the postal code or zip code for the address in the Postal Code field.

h) Select the country in which the address is located using the Country drop
list. The Country drop list contains codes for every country in the world.

If desired, enter a New Order alias for the address in the Alias field.

For information about using address aliases refer to the New Order Tools section
on page 5.
Enter the end of business hours for the address using the Close Time fields.

To define the closing time for the address, click the left drop list and select the
hour value, and click the right drop list and select the minute value.

If necessary, enter any courier-specific details about the address in the Special
Instructions field.

Special Instructions should include information that is helpful to the courier, such
as the specific location at the address where packages are picked up or dropped
off (for example, a loading dock number).

Any information entered in the Special Instructions field for an address is made
available to your courier company’s dispatchers and drivers when the address is
used in an order.

If desired, enter a contact person for the address:

NOTE

® Entering a contact is optional.

a) Enter the name of the contact in the Name field.

b) Enter the email address for the contact in the Email field.
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c) Enter the phone number for the contact in the Phone field.
d) Enter the fax number for the contact in the Fax field.

e) Select the format in which the contact is sent pickup and delivery notifications
using the Notifications drop list.

Options are Email, Fax, RIM, and None.

NOTE

The default contact for a Pick Up address is automatically sent notifications
by the defined method when packages are delivered, and the contact for a
Deliver To address is automatically sent notifications by the defined method
when packages are picked up.

If you select None as the Notifications option, then no notifications are sent.

8. Click Save to enter the address in your Address Book.

When you click Save, the new address becomes available in the address
selection drop list on the New Order tab.

If necessary, you can edit existing address information, and add, edit or delete contacts
for an address.

To edit information for an existing address, click the desired address in the Address
Book, edit the information as desired in the Address Details screen, and then click Save.

For information about adding, editing, and deleting contacts for an address, refer to the
Managing Address Contacts section on page 25.

Managing Address Contacts

To add a contact for an address:
1. Open the Addressbook tab.
2. Click the appropriate address filter button to display the desired address.

3. Click the name of the address for which you want to add, edit, or delete a
contact. When you click the address name, an Address Details screen opens
displaying the information recorded for the address.

4. Click New at the top of the Address Contacts box. When you click New, a new
contact details section appears at the top of the Address Contacts box.

5. Enter the details for the new contact:
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a) Enter the name of the contact in the Name field.

b) Enter the email address for the contact in the Email field.
c) Enter the phone number for the contact in the Phone field.
d) Enter the fax number for the contact in the Fax field.

e) Select the format in which the contact is sent pickup and delivery notificatio
using the Notifications drop list.

Options are Email, Fax, RIM, and None.

f) If you want the new contact to be the default contact for the address, click t
Default check box.

NOTE

' If the new contact is the only contact defined for the address, then the
contact is automatically defined as the default contact.

6. Click Save. When you click the Save button, the new contact is saved.

If you defined the new contact as the default contact for the address, then the
new contact’s name and phone number are automatically entered when you
enter an order involving the address on the New Order tab.

To edit an existing contact, click the Edit button below the desired contact in the
Address Contacts box, modify the information as desired, and then click Save.

To delete an existing contact for an address, click the Delete button below the contact

ns

he

that you want to delete, and then click Yes in the confirmation dialog box that appears.
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Viewing Your Company’s
Invoices

The Reports tab contains a grid that displays a list of your company’s previous invoices.
The grid includes the invoice date, due date, and total amount for each invoice listed.

To view an invoice, click the desired invoice number in the Invoice column. When you
click an invoice number, the invoice opens in the preferred format defined in your
company profile (PDF, RTF, or MS Excel).
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Administration

The Admin tab is the Web Component management tab. Using the Admin tab, users
with Administrator access can view a summary for your company’s account, and can
create, edit, and delete Web Component users for your company. Users with Standard
User access can use the Admin tab to modify their own user information, including
changing their Web Component functionality settings and their login passwords.

The Admin Tab

If you have Administrator access, your company’s account summary screen appears
when you click the Admin tab.

ADMINISTRATION Mew Order | Order Tracking  Search | Addressbook | Reports | Admin | Logout
Logged in az Jack Frost Change Pazsword  User Mansgement  Add Mew User
Courier Complete Inc. Account Details
335 Renfrew Drive, Unit 202 Account Start Date: 121772002
Markharn, ON  L3R259 Terms: On Receipt
CAN Account Balance: $122.40
Phone: 905 4150863 Last Order: ] 142172003
TollFree:  1-600-220-0779 Last Invoice: 1/3/2003
Fax: Last Payment: 11042003
Email: sales@couriercomplete.com Sales PTD: §771.18
Bus. Hours:  09:00 - 17:00 Sales ¥TD: $0.00
Contact: Tany
@ Copyright 1939 - 2003 Joe's Courier Inc. &ll rights reserved.

The account summary screen displays a range of general information recorded in your
account profile (such as address, business hours, and your courier company contact),
and a range of account activity information (such as your company’s last order date and
invoice date, and your company’s total courier costs for the year to date).

The account summary screen also contains buttons that Administrators can use to
create, modify, and delete Web Component users. For information about creating,
editing, and deleting Web Component users as an Administrator, refer to the Managing
Users section on page 29.

If you have Standard User access, your User Details screen appears when you click the
Admin tab.
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USER DETAILS Mew Crder | Order Tracking | Search  Addressbook | Reports Admm‘ Logout

Logged in &= Donald Green Change Password

Donald Green - Mailroom Asst

Phone: 905 415 0863 X 39
Fax:
Email: donaldg@couriercomplete. com

Notification: Mone
Department; FA

Web ID: dgreen

Web Role: Standard User

Default Address: Courier Complete Inc
Address Start Letter: [4] | |

Address Location:  Address in Dropdown
Start Page: MewOrder.aspx

@ Copyright 1999 - 2003 Joe™s Courier Inc. Al rights reserved

The User Details screen displays your defined user information, and includes buttons
that you can use to modify your own user information and change your login password.

For information about editing your user information and changing your Web Component
password refer to the Changing Your User Information section on page 37.

Managing Users

Before your company’s employees can begin using the Web Component, your Web
Component Administrator must define them as system users on the Admin tab.

To ensure that only authorized users can perform administrative tasks using the Web
Component, all users defined for your company are assigned to one of two user roles
that determine their system access rights:

e Administrator
e Standard User

Both Administrators and Standard Users can access every area of the Web Component,
but only users assigned to the role of Administrator can view your company’s account
summary and create and delete other system users.

For information about defining new Web Component users refer to the Setting up Users
section on page 30.

For information about editing information for an existing user as an Administrator refer to
the Editing User Information section on page 33.

For information about deleting a Web Component user refer to the Deleting Users
section on page 36.
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Setting up Users

To create a new Web Component user:

1. Navigate to the Courier Complete Web Component site in your browser.

2. Log in to the Web Component site as an Administrator.

3. Click the Admin tab. When you click the Admin tab, your company’s account

summary screen opens.

4. Click Add New User in the upper right corner of the Admin tab. When you click

Add New User, a User Details screen opens displaying a blank Add New User

box.

USER DETAILS Mew Crder

Logged in &5 Jack Frost

Order Tracking  Search | Addresshook | Reports Admin‘mgnut

Change Password  User Management  Acdd Meww User

Add New User

Name:

Title:

Fax:

|
I
Phone: |
|
|

Email:

Notification:

INDI’]E 'l

ISeIec{ One 'l
IStandard User |®

Default Address: ICourier Complete Inc. 'I
Address Start Letter: I [ALL] =

Department;
Weh ID:
Password:

Weh Role:

Address Location: |Address in Dropdown

INEW Order 'l

Start Page:

|

| sae Jll cancel J

Enter the new user’'s name in the Name field.

Enter the new user’s job title in the Title field.

Enter the new user’s fax number in the Fax field.

5
6
7. Enter the new user’s complete phone number in the Phone field.
8
9

Enter the new user’s email address in the Email field.

10. Select the format in which notifications are sent to the new user using the

Notification drop list.

Options are Email, Fax, RIM, and None.
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NOTE

If the user enters an order with your company’s address as the Pick Up
address, then the user is sent a notification when the order is delivered
according to the selected Notification option.

If the user enters an order with your company’s address as the Deliver To
address, then the user is sent a notification when the order is picked up
according to the selected Notification option.

If None is selected as the user’s Notification option, then notifications are not
sent to the user.

11. Select the new user’s department using the Department drop list.

The Department list includes any departments recorded in your company’s profile
by your courier company. Consult with your courier company to determine your
preferred department options.

12. Enter the new user’'s Web Component user name in the Web ID field.
The user enters his or her Web ID to log in to the Web Component.
13. Enter the new user's Web Component password in the Password field.
The user enters his or her password to log in to the Web Component.
14. Select the new user's Web Component access role using the Web Role drop list.
Options are Standard User and Administrator.
15. Define the new user's Web Component functionality settings:
a) Select the new user’s default address using the Default Address drop list.
The Default Address list includes all addresses in your Address Book.

For information about recording addresses in your Address Book refer to the
Managing Addresses chapter on page 22.

b) Select the new user's New Order address filter option using the Address
Start Letter drop list. The Address Start Letter setting determines which
addresses appear in the addresses drop list when the user opens the New
Order tab.

Options are any letter in the alphabet, #, or ALL.

If you select a letter, then all addresses with names that begin with the
selected letter are listed. If you select the number sign (#), then all addresses
that begin with a number are listed. If you select ALL, then all addresses
recorded in your Address Book are listed alphabetically.
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c) Select the new user’s default address location option for the New Order tab
using the Address Location drop list.

Options are:

Address in Dropdown — the default address defined for the user is always
selected in the address drop list

Address in Pick Up Location — the default address defined for the user is
always entered as the Pick Up address

Address in Deliver To Location — the default address defined for the user is
always entered as the Deliver To address

d) Select the tab that is selected by default when the user logs in to the Web
Component using the Start Page drop list.

Options are New Order, Order Tracking, Address Book, and Reports.

16. Click Save. When you click Save, a summary screen appears displaying the
information recorded for the new user, and the user is recorded in both your
roster of Web Component users and in your company’s profile.

Joan Smith - Office Manager

Phone: a05 234 7E97

Fax:

Email: joansig@couriercomplete.com
Motification: Email

Department: [,

Weh ID: Jsmith

\Weh Role: Administrator

Default Address: Courier Complete Inc.
Address Start Letter: [4] | ]

Address Location:  Address in Pick Up Location
Start Page: MewOrder. aspx

ot J ociec J cancel

The new user can then begin using the Web Component.

NOTE

If necessary, an Administrator can edit the information recorded for a system
user and delete system users. Standard Users can modify their own user
information if desired. For example, Standard Users may want to edit their
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defined Web Component functionality settings or their passwords.

For information about editing and deleting users as an Administrator, refer to
the Editing User Information section on page 33, and the Deleting Users
section on page 36.

For information about modifying your own user information as a Standard
User, refer to the Changing Your User Information section on page 37.

Editing User Information

When necessary, an Administrator can modify the information recorded for themselves
and for your company’s other Web Component users.

NOTE

You cannot edit a user’s password at the same time that you edit any other
information about the user.

If you want to edit a range of information about a user that includes the
user’s password, then you must edit the user information and then edit the
password, or vice versa.

For information about editing a user’s password refer to the Editing Another
User’s Password section on page 35.

To edit user information:

1. Open the Admin tab.

NOTE

' You must be logged in as an Administrator to edit user information for
another user.

2. Click User Management. When you click the User Management button, a screen
opens displaying a roster of your company’s Web Component users in a grid.
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USER MANAGEMENT

Logged in as Jack Frost

Donald Green tailroom Agst

Jack Frost Mailroom Operator Supreme
Joan Smith Office Manager

el Danovan Support

Taony President

WaimeE e e e

Addressbook | Reports | Admin | Logout

Change Passweord  User Management  Add Mewe User

Mew Order | Order Tracking | Search

donaldg@couriercomplete. com dgraen Standard User
jfrost@couriercomplete. com jack Administrator
joans@couriercomplete. com jsmith Administrator
meld@couriercomplete.com gibson Standard User
sales@couriercamplete. com tanyl Adrinistrator

@ Copyright 1993 - 2003 Joe's Courier Inc. All rights reserved

Courier Complete 3.0 Web Component User Guide

3. Click the name of the user whose information you want to edit. When you click a
user name, a User Details screen opens displaying additional information about
the user.

USER DETAILS

Logged in as Jack Frost

MNews Order Search | Addressbook | Reports | Admin | Logout

Change Password  User Menagement  Add New User

Order Tracking

Mel Denevan - Support

Phone: 11986784

Fax: 6789887

Email: meld@couriercomplete.com
HNotification: Email

Department: Mailroom

Web ID: gibson

Web Role: Standard User

Default Address: Courier Complete Inc
Address Start Letter: C

Address Location:  Address in Pick Up Location
Start Page: AddressBook. aspx

e I oo J cancel

@ Copyright 1993 - 2003 Joe's Courier Inc. All rights reserved

4. Click Edit. When you click the Edit button, an Edit User box for the user opens.

Name: |Me| Daonaowan
Title: |Supp0n
Phone [11a8a738
Fax: 5789887
Email: |meId@couriercomplete.com
Notification: [Email =]
Department: IW,
Web ID: Igibson
Password: - Click here to change password -
Default Address: ICourier Complete Inc. j
Address Start Letter: IC_L,
Address Location: IAddress in Pick Up Location j
Start Page: IW
[ _save
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5. Edit any information recorded for the user except for the user’s password.

For information about entering information in the Edit User box refer to the
Setting up Users section on page 30.

For information about editing a user’s password refer to the Editing Another
User’s Password section on page 35.

6. Click Save. When you click the Save button, the system saves the modified user,
and you are returned to the User Details screen for the user, which is updated to
include the changes that you made.

Editing Another User’s Password

The process of editing the password for another user is performed separately from the
process of editing any other information for the user.

To change a user’s password:

1. Open the Admin tab.

' NOTE

® You must be logged in as an Administrator to edit another user’s password.

2. Click User Management. When you click the User Management button, a screen
opens displaying a roster of your company’s Web Component users in a grid.

3. Click the name of the user whose password you want to change. When you click
a user name, a User Details screen opens displaying additional information about
the user.

4. Click Edit. When you click the Edit button, an Edit User box for the user opens in
the User Details screen.

5. Click the Click here to change password link. When you click the link, a
password editing box opens.
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Mel Donovan

Hew Password: |

Retype Hew Password: I

s - cancer

6. Enter the new password for the user in the New Password field.

7. Enter the new password in the Retype New Password field.

NOTE
' When you enter passwords in the password editing box, they appear in the

form of asterisks (*) for security reasons.

8. Click Save. When you click the Save button, the user is saved with the new
password, and you are returned to the User Details screen for the user.

Deleting Users

Users with Administrator access can delete other Web Component users.
To delete a Web Component user:

1. Open the Admin tab.

' NOTE

® You must be logged in as an Administrator to delete a user.

2. Click User Management. When you click the User Management button, a screen
opens displaying a roster of your company’s Web Component users in a grid.

3. Click the name of the user whom you want to delete. When you click a user
name, a User Details screen opens displaying additional information about the
user.

4. Click Delete. When you click the Delete button, a confirmation dialog box opens.

Courier Complete 3.0 Web Component User Guide 36



5. Click Yes in the dialog box. When you click Yes, the user is deleted from the
system, and you are returned to the User Management grid screen.

Changing Your User Information

Using the Admin tab, Web Component users with Standard User access can edit their
existing user information, modify their Web Component functionality settings, and
change their own passwords.

NOTE

You cannot change your password at the same time that you edit any of
your other user information.

If you want to edit a range of your current user information that includes your
password, then you must edit your user information and then change your
password, or vice versa.

For information about changing your password refer to the Changing Your
Password section on page 38.

To edit your user information:

1. Click the Admin tab. When you click the Admin tab, your User Details screen
appears displaying your current user information.

USER DETAILS Mew Order | Crder Tracking | Search | Addresshook | Reports | Admin | Logout

Logged in a3 Donald Gresn Change Password

Donald Green - Mailroom Asst

Phone: 005 415 0853 X 39
Fax:
Email: donaldg@@couriercomplate. com
Notification: Mone
Department: [y
Web ID: dgreen
Weh Role: Standard User
Default Address: Courier Complete Inc
Address Start Letter: [A ]
Address Location:  Address in Dropdown
Start Page: MewOrder. aspx

[ Edit ]

@ Copyright 1999 - 2003 Joe's Couwrier Inc. &l rights reserved.

2. Click Edit. When you click the Edit button, an Edit User box opens in the User
Details screen.
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3.

Edit User

Name: |Donald Green

Title: IMaiIrDum Asst

Phone: 305 415 0863 39

Fax: |

Email: |dDnaldg@couriercumplete.cum

Notification: INone "I
Department: ISeIEI:t One 'I

Weh ID: |dgreen
Password: - Click here to change password -
Default Address: |AAA Systems Inc. j
Address Start Letter: | [ALL] |«
Address Location: |Address in Dropdaown j
Start Page: W

sav

Edit any of your user information except for your password.

For information about entering information in the Edit User box refer to the
Setting up Users section on page 30.

For information about changing your password refer to the Changing Your
Password section on page 38.

Click Save. When you click the Save button, the system saves your modified
user information, and you are returned to the User Details screen, which is
updated to include the changes that you made.

Changing Your Password

The process of changing your password must be performed separately from the process
of editing any of your other user information.

To change your password:

1.
2.

Log in to the Web Component using your current password.

Click the Admin tab. When you click the Admin tab, your User Details screen
appears displaying your user information.

Click the Change Password button in the upper right corner of the screen. When
you click Change Password, a password editing box opens.
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Donald Green

Old Password: |

Hew Password: |

Retype New Passwori: |

Csove W concel

TIP

You can also access the password editing box by clicking Edit on your
User Details screen, and then clicking Click here to change password.

4. Enter your current password in the Old Password field.
5. Enter your new password in the New Password field.

6. Enter the new password in the Retype New Password field.

NOTE
' When you enter passwords in the password editing box, they appear in the

form of asterisks (*) for security reasons.

7. Click Save. When you click the Save button, your user information is saved with
the new password, and you are returned to the User Details screen.

Because you are already logged in, you can continue working in the Web
Component. However, the next time that you log in to the Web Component you
must use the new password.
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