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How To Use This Manual

1. How To Use This Manual

Introduction

Welcome to the Magaya Software Customization Manual.

This manual is designed to teach you how to customize and automate your
Magaya software to meet the needs of your individual business.

Magaya software is designed for logistics providers, freight forwarders,
NVOCC's, consolidators, forwarding agents, couriers, warehouse providers
and others in the logistics industry. Magaya software contains many customiza-
tion options, operations functions, trade documents, and a complete
accounting system that integrates the accounting and operations functions.

How this Manual is Organized

This manual is designed to be task oriented. You can skip to any topic you need
and get step-by-step procedures for the customization options available in
Magaya software. You can also click on any word in the Index to go directly to
that topic in the PDF. This manual is organized into the following sections:

. Automated Accounting: Customize your software to automate the
creation of charges; set up recurring accounting transactions for invoices,
bills, and checks; create periodic invoices; set up tariffs and rates for
carriers and customers

. Configuration Menu: Use these options to set up document numbering,
enter custom clauses to use in shipments and other transactions, set up
transaction tracking, define tasks, and many other options

. Custom Fields: Create your own customized fields to gather information
that is specific to your business and use it in transactions, documents, and
reports

. Divisions: Enter information about different divisions in your company

and use that information in documents

. Customize Documents: Customize existing documents such as invoices
and warehouse receipts, or create new, custom documents to display your
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company logo, custom fields, and more using the Magaya Document
Designer program that is included with all Magaya software

. Insert JavaScript into a Template: Customize your software by adding
JavaScript into templates that your company can use

. Magaya Database Administrator: Access the functions of the Magaya
Database Server Agent to create a backup of your database, create a
custom schedule of backups, and more

. JavaScript Basics: A resource of basic information on variables, opera-
tors, mathematical functions, and conditionals

Contact and Help Resources

Help with the software is available in a few different places and formats for your
convenience. We know that reading a full user manual isn’t for everyone, so we
also have a searchable knowledgebase that you can access from Page One, the
welcome screen in your software.

Page One is the welcome screen in your software with links to resources and to
Magaya Tech Support. You can request Tech Support and check on the status
of a request, find the user manuals and link to the Knowledgebase to search for
topics.

Click the Help menu in the top toolbar of your software to access resources such
as videos, user manuals, the Knowledgebase, and more.

Help Topics

Yideo Tutaorials
User bdanuals
Frequently Asked Questions
Tell a Friend
Contact Magaya Corporation
bagaya Home Page

L} bagaya Knowledge Base

Ahout Magaya Explorer...,

Tips and suggestions are available in Magaya software on dialog boxes and other
locations in the software program.
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Hover over the “Magaya Tip” button to see a quick tip or link to more resources

such as how-to articles and videos.

| Accounting Transaction
invoice | Events | Anachmerts | Notes | intemal Notes | Custam |
Mumber: [EH] pply te
Account: Accounts Recewabls - MACYS ¥
Transaction Dale:  5/22/2016 o~ Biling Address: | Change... |
: 133 CAPERTON BLVD
Payment Tenma: Het 30 - MARTINSBUR WEST VIRGINIA 25403
Due Date: 10/22/2016 B UNITED STATES OF AMERICA,
Diwigian: - =
Charges  Accounts
Status [Deescription Prepaid Cuartiy Price Amount TexCode | l Add.. |
JPosted Agentprofit shere  Yes 1.00 100.00 100.00 Edit..
[ Ramawe
4 1]
Hover for
=, - .
aid Magaya Tlp Amount USD 100,00
Exchange clding USD000  Tax USD 0.00
Total Amount: USD 100,00
Amourt Due: USD 100.00
MAGAYA TIP [ Cose ancel | |io )

Enter an Account for an Invoice

If vou want to affect the General Ledger for this
transaction, add the account on the Accounts tab:
Click the "Add"” button, select the account name and
enter the amount. This can be used to record the
re-issue of an invoice due to non-suffident funds or to
record a discount given to a customer.,

0 See the Magaya Accounting Manual

It is recommended to leave the Tips on, but your system can be set to turn it off;
go to: the Maintenance folder > Configuration > General.

Video tutorials are on www.magaya.com and YouTube.com

If you have any questions or require assistance, please contact Magaya at:

Phone: (786) 845-9150

Email: support@magaya.com
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You can request Tech Support from Page One, the welcome screen in your soft-
ware, and check that status of an existing support case.

o e ... Request Tech Support
S et and view case status:
ST !
i Cade L

£ Wk Facign

G LTS A T
i Torwrmpcdity Lik L
& e Brieaen

W G Bedeaie L
&
-

DrOOES Fa PREETILEN vl T 208
b bvomrat o
[ Maversim e =
B Pacings Typm o =lh| q
- e Trach: 310 Inciuchey: resm koo VU DL Cres i s il g

[ [ R E—— ity she ol T i TrRCking e RELEASE MOTES (CASE HISTORY

B Do e D
T -
P pwmlin
b Werk Laed Wagaya Pranihy on Deckaric A Wapbil ol sd WO361
£ m Trmmed
Ny TTr— by aporncred the RS BIED et in Wi on dugun 3, 3210

sy can wep inim the eiecironic feght fulune

5 Acrmaiing
o B Cwgresy Baprars
T

KNCWLEDGE BASE

Por Halg:, pevai 11 DM dderirsior L]

Use of the Magaya software and its documentation are governed by the terms
set forth in your license.

Copyright © 2017 by Magaya Corporation. All rights reserved.
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Automated Accounting

Introduction to Automated Accounting

Magaya Explorer provides options to automate the creation of accounting
transactions. This process is divided into two steps: 1) First, create the transac-
tion, and 2) tell the system how to calculate the prices.

1) Automated creation of accounting transactions is done with the following

features:

. Automatic creation of charges in operations and when working with
routes

. Recurring accounting transactions

. Periodic invoices

2) Calculate the prices or fees for the created transactions with the following

features:

. Tariffs

. Rates for carriers and clients (i.e., your customers)
. Manage contracts

Automated Creation of Charges

Magaya Explorer enables you to add charges and make them appear automati-
cally in operations transactions. If you set up charges and tell the system to add
them to transactions automatically, then the charges will appear each time that
type of transaction or document is created. The charges are also carried over
from one transaction to another when you convert one into another. For
example, charges added to a Pickup Order or Warehouse Receipt are carried
over into a Shipment when the transaction is converted. The created charges
will also be used later in the liquidation to create accounting transactions.

Existing charges in your Magaya system can be automated, or you can create
new ones and automate them.

Set Up:
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Go to Maintenance > Configuration > Automatic Charge Generation. Verify
the checkbox is checked to allow automatic generation of charges. The setting is
on by default and set to use the current date. Modify the date setting as needed.

Configuration |
i Automatic Charge Generation
E » Enable automatic charge generation
Automatic = ) .
Charge . @ Use the current date and time for charge generation
) Use the transaction departure date for charge generation
E [ add the time offset of the route segment to the generation date
Fizcal Printer Quotations from Query rates

Create charges with automatic update

To set up automation on existing charges, follow these steps:
1)  Go to the Accounting folder in Magaya Explorer > Items and Services.

2)  Selectan item that you want to automate, for example, the Cartage Fee. In
this example we will add a charge to each containerized ocean export ship-
ment for taking the container to the port. Double-click on "Cartage Fee"
(or select it and click the Edit button).

3)  The “Items and Services” dialog box for the Cartage Fee opens:

BB Puge One beemz: ainil Services |
i Magaya Metwork
{8 Task:

£ lhems and Services

£ Quatations Code Diescoplion Aocourk M ame Type
4 Jobs B Burke SuchaigeCost  CosanFreightCost Ot Fisigh
i e s Caiicom lee Dozl alion Ditheen
i e CTGL0% Cartage Coat [ 3 ) Costof Sewvices Dtheee
Fn .Bnnklngs . TGN 3 - 1
£ Ware CERVELDS2Cl Hema aned Sersces —
¥ !" M CERVELDE3N Deddon  Labiwisslas: e L.h'-dtdtm|Nm= frenbory
4 Rate QOOWEP-INC i [prertary
-+ Accounting QOOWEP-COR Topse: | Dthear gl TecCoin - fvertary
dy Chart of Aceaunts | CTSHIRTNC Danciption: Cartuge Fae preriany
I &) Toerns and Serdices I CTSHIRT-COS tole [CORE weErholy
Bl [meaices COMMISSION these
= Ivoice List IM5-FORW-CO Ariral Serdced - theee
S Bills COURIER-COS Price: (100 Tk | %| e
2 Bill List COURIERINC 7| itix moarale i thes
# Payments E:::ﬁ:ﬂ Cimate readud razabe it wotomativally H'u.:
¥ Payment List CLISARDAFEE Evperas llewr Ctage Cost - '
& Depoiks CUSBROACOS .
b DepositList CISCOUNT i,
“d Checks [ iy
| Check List
- BD_LEVEO4NC verhaly
0 &1 Outgeing Shipments BD_LETS0-C0Y Cuercy | USD Lised Slaken Diols hal —
w4 Incaring Shiprents ELEC-E=P R
1 Miscellaneaus EQREMT . § R
Hn_lll.“F' [ % C
EQURENTAL =) (e | [
EQURENFEE Ecuapment rerital fes Equiprmert Feritalin..  Othes
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Click the “Automatic Creation” tab and follow these steps:

[Items and Senvices @

u | Definition | Automatic creation | Landed Cost | Motes |
S\ E nable Automatic creation far;
[]'warehouze Feceipts MwH) [] Pickup Orders [PK)
[ Quatation [3T] [] Cargo Releazes [CR)
[7] Sales Orders (507
Ewport Shipments Import Shipments
[j [ &ir M aster Shipments [SME) [ &ir baster Shipments (A1)
[ &ir House Shipments [SHE] [] &ir House Shipments [4HI]

i

Ocean Master Shipments [OME] [ Ocean Master Shipments [ORI]
[] Ozean House Shipments [OHE] [] Ocean House Shipments [OHI)

[ Giround Master Shipments [GME] hd taster Shipments (Gl
[] Ground Houze Shipments [GHE] 3 hd Houze Shiprments [GHI]

[ Dz mot show in documents todes of Transportatiar... ]

Pricrity zorting order [1 iz highest, 0 ig no priarity]

[] The price for this charge depends an ather charges in the transaction

Dependency level |1

[ k. ] [ Cancel ] [ Help

Activate the checkboxes by clicking on the box next to “Enable Automatic
creation for:” and a checkmark will appear in the box (1).

Check Ocean House Shipment (OHE) under the Export Shipments list (2).
Click on the “Modes of Transportation” button (3):

. In the screen that opens, uncheck the box to "Apply this charge to all the
modes of transportation available (1). Then uncheck the other boxes
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"Vessel" and "Barge" so only the “Vessel, Containerized” option is checked

(2):

Spplicable Modes of Transportation @

-

Select fram the Iis_t below the modes of transportation that you want this

modes, or ...

[&pply to all customers)

[] &pply thiz charge to all the modes of transportation available

D'escription b ethod
[ Wesszel Ccean
Wezzel, Containerzed Ocean
[] Barge Ocean
.. or, select
the modes
[ 0k, ] I Cancel I l Help I

Click OK in the Appliable (applicable) Modes of Transportation dialog
box to return to the Items and Services dialog box. (Using the Modes of
Transportation button is optional, but for this example we used it because
we want only the “Vessel, Containerized” mode.)

To allow the charges to appear in the operations documentation that is
viewable to customers, leave the checkbox blank for “Do not Show in
Documents.” If you do not want the charges to appear in the operations
documents, check the box.

If the price for this charge depends on other charges, click this checkbox.
For example, if you include an insurance charge in a transaction, that
charge depends on the freight and value of the cargo (which will be calcu-
lated first). The Priority setting only applies to how the charge will be
displayed in documents, LiveTrack and Transaction Tracking. See more
details on these functions in the chapter “Items & Services.”

Click the OK button when done.
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Result: When you are done, the Items and Services list will show which transac-
tions have charges that will be automatically created.

Code Dezcription Account Mame Automatic Creation
LUC-BL Bill of Lading Documen...  Documentabion
BKS-INC Bunker Surcharge Ocean Freight Inc...
BKS-COST Bunker Surcharge Cost Ocean Freight Cost
CARFEE Caricom fee Documentation
CTG-COST Cartage Cost Cost of Services
CTG-INC Cartage Fee Services OHE
CERVELOS3-... Cervelo 53 Cost [Fventony Cogt
CERVELOS3... Cervelo 53 income |Fventory Income
CRT-COST Crating Cozt Cozt of Services
CRT-IMNC Crating Fee Services
CUSBROAFEE  Customn Broker Fee Cusztornz Broker in...

In this example, when an Ocean House Export (OHE) shipment is created and
"vessel containerized" is selected as the mode of transportation, a charge for
Cartage Service will be added to that house shipment. (Charges created auto-
matically will always be added after you selected the "client to bill" for that trans-
action.)

The price of the created charge will be calculated based on the tariff or rate set
for that charge. See the section on Tariffs for details.

Note: In addition to adding the Automatic Creation functionality to an existing
Item or Service, you can also add a new Item or Service and automate charges
for it. For example you may want to automate an Express Shipment Surcharge
for high-priority shipments. Then, each time you create a high-priority ship-

ment, the surcharge will be added. Use the Add button in the Items and Services
list to add a new item and automate the charge, following the same steps above.

Any automated charges you create will be added to online shipping orders as
applicable when your customers create Pickup Orders, Cargo Releases, or Ship-
ments in Magaya LiveTrack.

Note: If you want charges to be automated in online sales orders, enable the
charges you want from the Items & Service list, and then activate this option in
the Configuration > Online Sales Orders > “Generate charges automatically for
online sales orders.” Then customers will see the charges online.

10
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Automate Charges per Customer

You can also automate or override charges per customer on the Charges tab of
the Customer profile dialog box. For example, you can add an income item that
applies to this customer.

Income for this service far this customer:

| General | Address | Billing Address | Other Addresses | Contacts | Rates | Charges | Pmt Term:

Charge Frice Currency

Custom Charge

Custom Charge | Automatic Creation|

Charge: | FEREEAGENEEE

w
Price: 26.00 15D Set Tariff... J

Yendaor

1) Open the Customer profile dialog box, go to the “Charges” tab, and click
(‘Add.))

2)  Select the charge. You can select income or expense charges.

3)  Enter a fixed price or set a tariff. (For help setting a tariff, see the section
“Customize a Tariff.”)

4)  Optional, depending on the type of accounting transaction you are
creating: Select the vendor to apply the cost to, if this is an expense for you.
This option is useful when you perform work for a customer and incur
expenses that you need to pay to a vendor.

If you do not want the charge to appear in documents, check the box.

If the calculation of this charge depends on other charges in the transaction,
check the box.

If you want to make this charge automatically appear in certain transactions,
click the tab “Automatic Creation” and select the transaction.

Click “OK” to save the charge and again to save it for the customer profile.

11
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Creating Charges from Routes

In Magaya software version 9.0 and higher, there is a feature that enables you to
create routes and add charges for them. The routes management feature creates
segments and routes for multimodal shipments.

e You can add costcharges for routes, and those charges will appear auto-
matically on the Master of a shipment that you create using the route.

o When you add salescharges to a route, that charge will appear on the
House section of a shipment transaction.

If a shipment does not have a route selected, your Magaya system will create
charges will use the automatic creation of charges setting.

12
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Recurrent Accounting

Introduction to Recurrent Accounting

In Magaya Explorer you can set up recurring accounting transactions for:

. Invoices
o Bills
. Checks

For example, you can create a recurring invoice for your regular customers such
as suppliers who store goods in your warehouse. The recurrent invoice charges
them every month for storage. A wizard walks you through the setup so you do
not have to create the invoice each month or other time period you set.

Set Up Configuration:

Go to Maintenance > Configuration > Accounting > on the Miscellaneous and
check the option “Automatically generate recurrent transactions.”

Accounting

b4 ain | Du:u:umentNumI:uers| Cost | Ta:-:es| |ntegratiu:uns| Credit Limit| Mizcelaneous

Cther settings

Inwvnoice cuskomers periodically |D.;. nat apply - |

Allow ko add expense ikems on invoices

Exchude new invoices From tracking

| Aukomatically generate recurrent transactions

Cwerride division of generated accounting kransaction with the division of the source operation,

Create a Recurring Invoice

To create a recurring invoice template in Magaya Explorer, follow these steps:

1) Go to the Invoice List.

13
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2) Click the Actions button and select “Recurrent Invoices:”

T © = .. 8. » . ®

. Back Sir DCean around Printk Fird
[+ ;_2 Magawa Mebwork, D i
ates: Al
= ._1::_] Tasks Cargo Repoarts L4
FR ) 9
* 1%' Quatations Num Type A Sales Reports e |
+ 15 JDbSI 72 Inwoice 5| Export to QuickBooksiE,.. 01
E= lﬂ Bl:ll:lkll'lgs ?3 |r'l"v'l:liCE J[ Expl:lrt ko PEEC"ITI"EE@... EH
[#-#55 Warehousing 72 lnvoice A T A— 11
e E Mainkenance 70 Inwoice S ) 31
[E & Accounting 71 Invoice J§  PrintBatch.. 31
67 Invoi 5 a1
& Chart of Accounts £a IE:E:EE I Receive Payment, ., H
%] Ttems and Services £9  Irwoice O 5end To Online Payment System.., 1
+ '-Lj Rates BE  Irnwoice %]  Exclude From Tracking 30
=] Invoices BS  lrwoice M 26
E B4 Imvoice  H ApprovelDispute Transackion 2C
o Eills B3 lnwoice LY oid Transaction 25
4 Eill List B2 Invoice V| save as Recurrent.., &
- B1 lbvoice W SR T
¥ Payments £l [ Recurrent Invaices
¥ Payment Lisk RS rwaoice T Open Transackions k i
b Deposits 88 Invoice P ch col 2B
o Deposit List 57 Inwvoice T QR =MD 18
== Checks BE  lnvoice A& Importo, 18
=] Check List 55 Invoice Af  Export... 'If
-8 outgoing Shipments 54 lrvoice Bl History... R 12
[+ ﬂﬂ Incoming Shiprmenks S =
[+ -Lj Miscellaneous v [ x ] P fy ™
E:]:' L_‘ﬁ? 7 - -]
¢ 3 add  Edit  Delete Filker Actions
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When the list of recurrent invoices opens, click the “Add” button:

Dates: |f-‘«ll v| From: | | To:
Type Mumber | Appled to Date Account Mame
Ihvoice 126 Caterpillar Equipment  121/2008  Accounts Rece
Ihvoice 125 JB Wire Co. 121052008 Accounts Rece
|Fvenice Bell Helmets 12/09/2008  Accounts Rece
| rvoice Shimano 12/09/20028  Accountz Rece
<

fdd

¢

Filker

Actions

A dialog box opens the Recurrent Transaction Wizard. This wizard will create
a template for a new recurring invoice. All future invoices for this customer will

be built on this.

Every month when the system automatically generates the next recurring
invoice for the customer, this template will be used. The date and charge

amounts will be updated each month to reflect the new charges, while the other
elements of the template such as the customer’s address will be the same. You

will not have to re-enter the information. If you need to change something such
as the address in the future, you can edit the recurrent invoice by using the Edit

button.
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The first screen in the Recurrent Transaction Wizard contains the following:

Recurrent Transaction \Wizard faxcs

Recunent Transaction Details
Enter the detail: of what pou weank to be irvoiced with thiz recument ranzaction. Whan pou relate this ransaction
to the cango in tha warshouss, pou should use a Tanff to calcuate the night prices
Mumber. Apply to
Account Accourts Recarvable - i
Trarzaction Dale  B/257°2015 O Bilng Addrass | Changea...
Paymezrl Terms  Net 180 - g
Dizian - ’
Charges  Accounts
Shabus Chazcoption Prepaid Quantity Prce Amourt  Tax Code Add., ]
Edi. |
Remove ]
Fl in 2
Paid az: Prepaid - Amaunt SO 0.00
Ewchangs Rate:  1.00 ush ‘withhakding UsD 0o Tax: S0 000
Tatal Amaunt UsD 0.00
Amourt Due UsD 0.00
e [N | [ Cancd | [ Hep
. Enter the transaction number in the “Number” field. This is the number

of this template, not the number of the invoice. The invoice number will
be generated at the moment that the invoice is automatically generated.

. Click on the “Apply to” dropdown menu to select the customer that will
receive the recurrent invoice. The address displays automatically. To
change it for this transaction, click the Change button. The date is filled in

automatically.

. Select the Account this transaction will refer to such as Accounts Receiv-
able.

. The Transaction Date is set automatically to today’s date. Change it as

needed. This is the date that you created this template.
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Click the “Add” button in the wizard screen to add a charge. A dialog box
opens:

P -

Charge Information @
Type: Starage Fee bt
Description:
Tax Code: -
[Iiantity | it Price Aot
1.00 pound 010 UsD 0.0
[ k. ] [ Cancel ] [ Help ]

- a) Select the type of charge such as Storage Fee (whic is an Income
item).

- b) Enter a description (optional).

- ¢) The quantity, units (such as pounds), and the price will be calcu-
lated by the system automatically each time the invoice is generated.
A price can be added if you want to have a set charge not based on
the cargo on hand.

- d) Click the OK button to save this charge and return to the wizard
screen.

Set the “Paid as” option to either Prepaid or Collect based on the terms of
the agreement for this recurring invoice.

Paid ag: ‘F‘repaid v’
Eschange Rate: C

ollect

Click the “Next” button to go to the next screen in the wizard.
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The next screen in the wizard enables you to set the frequency of the invoice.

Recurrent Transaction Wizard

Aecunent Transaclion Sellings
Hese pou can et e stat and end dabes of the recurent iranzaction az well az how often you would like & to be

penerated. You could aleo apply this iansachon to the cango in the warshouwsa for charges such as "Shorage
Fes", "Inzwance Fes"_ etc.

Start Date: 712ms B
End Date: B/24/2016 | Newver Ends
Generate: b athly - | day | 15 - |

Charge in Advance

| Apply to "On Hand" carga in the Warehouze

[f o gelect thiz option, charges will be calculated bazed on the tariffz applied to the 'On Hand'
warehouse receipts

Arnount of days before start biling each warehousze receipt:. 7 days.
| Generate a separated charge per ling item
Calculate charges bazed on the smallest packing unit [Ex. boses inside pallets]

Digable recuring tranzaction

<Back | Finish | | Cancel [ Hel

. Select the start date. Today’s date is filled in automatically. Change it as
needed. This is the date that the system will begin generating these
invoices. You may create the invoice template to begin invoicing the
customer starting next week, for example. Next week’s date will be used in
the invoice. You can also set up retroactive recurrent invoices by using a

past date.
. Set the end date, or check “Never Ends” if the service is continuous.
. Generate: Select the frequency that you want to generate the invoice: If

you select Monthly, also select the day of the month (1-31) If you select the
31st, the system will default to the 30th for months that do not have 31
days. If you select Weekly, the invoice will be generated on Fridays.

. You can charge the customer in advance by clicking on the checkbox. If
not, uncheck the box (it is unchecked by default). When charging monthly
in advance, the customer is paying for that whole month in advance.

. The checkbox for “On Hand” cargo in the warehouse is used for fees. The
box is unchecked by default. Checking the box activates the fields below it.

Use this option to calculate the fee on the invoice based on the amount of
cargo on hand for the client. The price will be calculated based on the tariff
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you set up; in this example it is for storage. See the section on “Tariffs and
Rates” for details.

If you want to give a customer some free days before charging for services
such as storage to encourage quick movement of cargo, add the number of
days in the days field “Amount of days before.”

Other options are:

Generate a separate charge per line item. The number of charge lines in
the resulting invoice will be the same as the number of cargo lines in the
related warehouse receipt. This is useful to itemize oversized cargo.

Calculate charges based on the smallest packing unit. (If unchecked, the
price will be calculated by pallet.) If the cargo is repacked in pallets, the
price will be calculated based on the items inside the pallet.

You can also disable the recurring transaction by clicking in the Disable
box.

Click the “Finish” button.

Result: The recurring invoice template is added to the list of Recurrent Invoices.
On the first of the month (or preset day), a new invoice will be created for that
customer. The invoice appears in the Invoices List.

If you are using the PayCargo service, you can send the invoice to that service so
the customer can pay it online; or you can give the customer Magaya LiveTrack
permissions to pay the invoice themselves online. For details on setting up this
service, please see the Magaya Software Communications Manual.

Note: You can also save an existing invoice as recurring by clicking on the
Actions button when you are in the document view of the invoice:

Rl Edt Saks Opeemions Manienancs Shpment  FlguvsMeteork  Aocoonting  Beports (pooes Helg

> O = . 4. 8. * . . ?2.&2 2.-@- & M
Pk [} Chman o o Prink Firsd Wbk Sered sl Twk Aptresh  Foaeer
1 _‘-. -:-.;,.:-:l.-—'ur- . i #“ W M 3 F M & 7 ] F 3 i
u: = Fet Frewcon Meck Last  fdd  Ecé Cumistn  frd Pk Acbiorn Toom ophora
2 A Guststons
% o Eestreg _ H Receive Payment, .,
s Warshausing o )
& i Mertneanc s tesl Send To Online Pavment Syskem, .,
= Wl Fcrmnting .
P — Exclude From Tracking i
£ Terw arcd Sardces
T marwlard Chart Raten ||
Yoid Transackion -
% Save as Recurre
i [E= Save as Recurrent..
S Bl Lt

——— Caterpiliar Equipment

B Pt s
& Deposts 23 S5W &h St
o Deposk s Clewiston, FL j

i LraTED STATES History...

Select Template. ..

The wizard opens. Fill in the fields as explained above. (You can also save an
existing invoice as recurring when you are in the Invoices List. Right-click on
the invoice and select “Save as Recurrent” from the pop-up menu.)
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Create a Recurring Bill

To create a recurring bill:
1) Go to the Bill List in the Accounting folder.

2) Click the Actions button and select Recurrent Bills:

Zarga Reports L4
21 Bill Crown Shipping Purchases Reparts 9
20 Bill Crown Shipping
19 il Cervelo Bicycles Export bo QuickBooks®, ..
18 I:_reu:lit Sea Star Line Export o PeachTres®. ..
17 Bill Tab Cargo
16 Bill Anderson & Sons Trucking Co )
15 Bil Air France Prink Batch. ..
14 Bill Les Camions Yite
12 Bill LaM Cargo
11 Credit ATLAS AIR, IMC.
10 Credit ATLAS AIR, IMC.
9 Eil ATLAS AR, IMC. m
3 Bill Landlord for office "
v Bill Ed's Crane Service Gpen Transactions
E Eil Cuztom Broker & Chonse Colurmns. .
5 Bill Bill's Starage Unitz Import
1 Bill kagapa
13 il Crown Shippinag_ Export...
£
- o ol o 3 . T
w @ X V. W |
add Edit Delete Filker Actions

The list of recurrent bills opens. If you have not created any recurring bills yet,
the list will be blank.

In the Recurrent Bills list, click the Add button. A dialog box opens the Recur-
rent Transaction Wizard. This is the same wizard used to make a recurring
invoice. See the section on recurring invoices for details.

You can also create a Recurring Bill from an existing bill: Go to the document
view of the bill and click on the Actions button. The same Recurrent Transac-
tion Wizard opens. Follow the steps above.

Create a Recurring Check

Recurring checks can be created to pay for expenses that you have on a regular
basis such as paying rent or insurance every month.

To create a recurring check:
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1) Go to the Checks List, click on the Actions button. Select “Recurrent Checks”.

¥4 Carrier Rabes
Invoices

|5 Inweice List

S Bils

< Bl List

¥ Payments

¥ Payment List

5 Deposits

G Depost List

7l Checks
- ETY
¥ & tubgoing Shipments
# & Incoming Shipmeres
¥ 1) Miscellaneous

[Ef

= ok Gk de (TN

= N
Add

Landlord for office

At Bazel Gallany

Ed'z Lrame Senace

Cusstom Brokes &

Bilf'z Stoeage Linits

L4

4
i

12/05/2008
12/05/2008
120657
12405/
12406/

Recurrent Checks

500000 Bank A
100000 Bank At
Other Reports R
Reports L

o ko document
‘Woid Check.
Print Bakch...

Choose Calumns, ..

Export...

Histary...
-_/’ I - .
Filter Ackions

A new list opens. If you have existing recurrent checks in the system, they will
be displayed in the list. If you do not have any, the list will be blank.
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2) Click the Add button to add a new recurring check. A “Recurrent Transaction
Wizard” dialog box opens.

Recurrent Transaction Wizard E'
Recurrent Tranzaction Details
Enter the detailz of what you want to pay with this recurrent transaction.
Select the right wendor and account,

Bark Account; Eianl::. Account Mumber;
Piﬁ;ézrtgﬁ |Insuranu:e Yendor v| Date:
Memo: | | Amount (USD]
Divvigion: | vlﬂ
Detail [USD)
Azcount Mame Arnount | Dezcription Ertity Add
Inzurance Cost £7.00

| | v N O-i-tc

Exchange Fate: |:| Total USD £7.00

Current Balance: usD 19803.00

[ M et = H Cancel ][ Help ]

. Select the bank account you want to use to pay this recurring check.
. Select who to pay this check to for the “Pay to the order of” dropdown.
. Optional: Enter a memo (note) if needed. Select a Division if applicable.

. Click the “Add” button. A line in the Detail table will be highlighted. Click
in each field to enter information or use the dropdowns as they become
active.

The total will be calculated.

. Click the “Next” button. The next page of the wizard enables you to set the
frequency of the recurring check. The fields on this screen are the same as
for creating a recurring invoice.

You can also create a recurring check from the document view such as right
after you write a “Check to Expense” type of check. (The other types of checks
cannot be made into recurring checks.) Click on the Actions button. Select
“Save as Recurrent.” The same wizard dialog box will open.

22



Chapter 2 Recurrent Accounting

Actions for Recurrent Transactions

In the Recurrent Invoices list (and the Recurrent Bills list), click on the Actions
button to access the following options:

Generate Recurrent Transactions...

Update On Hand Cargo tao bill...

Choose Columns..,

< Export...
E[::I m..:/w 3 { q.\;ﬁ ) > _.H--.j - ﬁ
add Filter actions Close
. Generate Recurrent Transactions: If there are transactions due to be

generated, they will be generated when you click the button. Otherwise, a
note will state that there are no transactions to generate at this time. When
you log into the Magaya system, you will receive a notice if there are any
transactions to be generated (if you have accounting permissions). You
can click “Yes” to generate them or “No” to generate them at another time.

. Update On Hand Cargo to bill: A note pops up to notify you that the
update is in progress. This will link a new recurrent transaction with ware-
house receipts previously received for the customer. This is normally done
automatically, but this manual option is available.

. Choose Columns: As with any list, you can choose the columns and their
arrangement.
. Export: You can export the list from your Magaya system.
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Periodic Invoices

A Periodic Invoice will gather all the charges for a customer and place them on
one invoice during a week or month.

Steps

1) First, to enable this function for your Magaya system, go to the Maintenance
folder > Configuration menu and select the Accounting section.

In the Accounting configuration options, select the time frequency of the
periodic invoices. Use the dropdown menu to choose Weekly (Fridays) or

Monthly (select up to five dates during the month).

BT e g 1

= Jf=) Mantanance || Accounting
Carniers ) -
2 Fm'rr:arr\dr-q Agerks L"’”m"f:' [=] Bl # Crncit [set ] e
B warehouse Providers
& Customers z -
sl Set
& verdors %2 = EN
E__ Selasparsors P .
@ Contacte auming QuickBooks®
B Employees - [ Irechade Aiccount Defiritions when exporting fo QuickBooks®
1 Ports 2
Courkries ﬁ
.. Configuration Froum Filing |F ch=nt is cver e credit bmit
¥ W RCCOuTER
¥ ] Cutgoing Shipments
45 Incomng Shoments Select to invoice

periodically

Syshems Inwoice cuslomers penodicaly

[ Kieep sale Lz lor puichases: sl

Save your settings.
2) To set up Periodic Invoices for specific customers:

Go to the Maintenance folder and click on “Customers”.

-felartnencs
.Q Carriers
,§ Forwarding Agents
E Warehouse Providers

Cuskomers
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. Select the customer that you want to create a periodic invoice for
(double-click on the name to open the Customer dialog box).

. Go to the Payment Terms (“Pmt Terms”) tab:

E

Customers

eral | Addresz | Billing Address | Other Addrezses | Rates Eharges.ﬁ.ttachmen 4

FPayrment Terms

Tranzactions are due after 30 daysz.
The common bppe of payment iz Prepaid b
The Credit Limit iz 0.00 5D
Farent Entity: L
|rrvoice periodically |ze default w
Mewver apply
T54 Compliance Wieekly
hd anthly

Thig entity iz a known shipper
K.nown shipper expiration date: 120 12Nz »

t anage Online Payment Accounts

[ (] H Cancel ][ Help ]

Note: The only items on this tab that will be discussed here are the ones related
to periodic invoicing. (The TSA known shipper is covered in the Magaya Cargo
System Operations Manual.)

You can select how often you want to invoice by clicking the dropdown menu
“Invoice periodically™:

o Use default: This will use the default you preset in the Maintenance >
Configuration menu that applies to all customers.

. Never apply: Use this to turn this feature off.

. Weekly: This customer will be invoiced every week. All the operations
charges during the week will be added to an invoice each Friday.
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o Monthly: When you select this option, additional fields appear so you can
set up to five separate dates to generate invoices. This customer will be
invoiced on the dates you select.

|Fvoice penodically P anthly w | odays |1 w | |7 v (15 w | |21 w Ev

When you are done, click the OK button to save.

Periodic Billing for Vendors

The system provides the option to group all the bills generated for a vendor in a
period (week, month).

To enable this option, go to the Payment Terms (Pmt. Terms) tab of the Vendor
profile.

For example, set up the monthly billing period for a vendor such as an insurance
broker so that every time a new insurance certificate is created, the system adds
the cost charge of the insurance to this monthly bill.

This guarantees that the bill created matches the monthly insurance invoice
generated by the broker for the same month. If this is not done, you will have as
many bills as insurance declarations submitted during the month to match one
invoice.
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Tariffs and Rates: Introduction

Introduction to Tariffs and Rates

Tariffs and Rates can be set up in Magaya Explorer to calculate prices for trans-

actions. The difference between Tariffs and Rates is:

Tariffs are prices you set for services that you offer. The price depends on
the measurement, value, and storage time of the cargo.

Rates are calculated based on the measurement information plus the
mode of transportation, and the origin and destination information for
the cargo.

How to use Tariffs and Rates: Tariffs are most often used for charges that are
static such as storage, insurance, etc. Rates are for freight charges.

How the system will process the tariffs and rates:

1)

2)

3)

First the system will look in the Customer profile for the rate that is based
on origin, destination, mode of transport, and cargo measurements. If
there isn’t a customer rate, then:

The system will look for a tarift (which is on the Charges tab of the
Customer profile) based on cargo measurements, time, and value. If the
system does not find one, then:

The system will check the Standard Client Rates based on origin, destina-
tion, mode of transport, and cargo measurements. If the system does not
find one, then:
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4)  The system will check for a tariff in Items and Services based on cargo
measurements, time, and value.

Customized Standard
Rate Tariff q Rate Tariff
F Origin = Measurements) k Origin = fMeasurements
F Destination » Time  Destination > Time
r Method of » Cargo Value - Method of - Cargo Value
Transport Transport
k Measurements| k Measurements|

Apply to a Specific Client

Apply to all Clients
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Tariffs

Tariffs: Introduction

Tariffs are prices you set for services you offer such as refrigerated storage. The
price depends on the measurement (pieces, weight, and volume) value of the
cargo, and the time it is in storage. Let’s see how to set up tariffs in Items and

Services under the Accounting folder.

The Tariff button is available on each Items and Services dialog box.

&+ & Magaya Nebaork
® 2 Tasks
£ Quotations

& Irvecices
% Irvecice List
. Eils
‘S Bl List
¥ Payments
¥ Payment List
5 Deposits
O Deposit List
=i Checks
=l Check List
# £ Outgoing Shipments
# §] Incoming Shipmerks
& ] Miscallaneous

Code Descaphan Account Hame
RPEANC Aepacking Fea Sarvicas
HaM-LCOST Hamdbing Cost Cozt of Sepdces
HANANC Handling Fes Sarvicaz
S5TO-COST Storage Cost Cost of Serices
STOJNC Storage Fes Sarvicaz
WikT-Ey il
ELEC
TELE
EQ-RE Dehrden  Budomatc creation | Moles Fu
[ OFoR Tips v twcss| X
DOC-s5! Descriphion  Siolage Foe
DEIE-Bi =
DOC& Cade | STOAME
DpocC
SEC-C1] Aot | Servicer
SECAM
e o L q
IS [FlN i o el e
BES-C1] ] Conate ielated resple domm aubimatcaly
BES-IM jme
FSI:I:[ E spinei [ 5":.-# Cost -
FECAM
ILFGT t
ILFGT- e
FGTP4]
FGTPY
GRAMFA Cumency. | LISD Linded States Dolls - I
GRMFG [ raciive e
[ ok )| cCoce || Hep |
A Freighl Sernce Lt Freight [ncome

O pening Balance [ncame

x 7.

[Doelete Filer

D penirg B alance I,

" 4 5
Actions

Tw
Other
Oithear
Other
Other
Okt
Other
Other
Otk
Other
Otk
Other
Otker
Otk
Other
Oither
Otk
Other
Oitkezr
Otk
Other
Otk
Otk
Otk
Otk
Otk
Fieigh
Fieigh
FieigH
FieigH
FieigH
FieigH
FieigH
FieigH
Otk
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How to Set Up Tariffs

Follow the steps below to set up tariffs in your Magaya Explorer.

1)  Inthe Items & Services folder, open an item or a service and click on the
Tariff button. A dialog box opens:

Tariff |

Apply by: [ weight ~| | Poundil] -
[] Uze Groszs Weight instead of Chargeable ‘Weight

Prices in USD

kin: 0.00 Maw: 0.00
Fate per: [Llnit = 1.00 [u]
Mare than Fate T ariff detailz
1.00 0.00000 add
[ Ok ] [ Cancel ] [ Help ]

The tariff will be calculated in the currency that is selected in the Items and

Services screen. The screenshot above shows “Prices in USD”.

Select the option you want in the “Apply by” field:

Tariff (%]

weight

Prices in Us|Cieces

w | | Pound(lb) w

Min.:  [%olume .00
Time
Wal . ;
Mare than E:Igslated T ariff details
1.00 0.50000 Add
100.00 .35000

Femove

Weight: This gives you the option to select the weight units (pounds, kilo-
grams, ton, ounce, or Troy ounce).

Min/Max: In the Tariff dialog box, you have the option of entering a
minimum and maximum price: Enter the amount in the fields “Min.” and
“Max.” as needed.

Rate per unit: Set the unit as needed. For example 50 cents for every 2
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pounds (Ib).

When charging by weight, the Tariff screen lets you charge a rate that
varies based on the weight (range).

Example: For shipments that weigh more than 1 pound but less than 50
pounds, the rate might be 1.00 per pound. For a shipment weighing 51 to
100 pounds, the rate might be 0.75 per pound.

Click on the Add button. This activates the cells in the table.

Tariff 3

Apply by: | IR v | | Poundilb) |
Prices in USD
Mir.: M g
Rate per: | Unit v 1o b
Mare than Fate T ariff details
1.00 1.00000 ([ add

0. 75000 —
—

[ Ok ] [ Cancel ] [ Help ]

Click in the table cells to enter information. Click the OK button to save.
Note: These table cells can be used for entering tariffs by weight, pieces,
volume, time and value.

Pieces: When setting the tariff by Pieces, the weight unit dropdown is not
available because it is not needed.

Apply by: | F

Volume: This gives you the option to set the units by Cubic meters, Cubic
inches, Cubic centimeters, or by Liter.

Tariff X

Apply by | Volume | | Cubic foot(fF] v
- - Cubic meter[r?)
Fizes i LED Cubic inchiir?

kin.: | 30.00 b an.: )
[s

I:_ul:ui-: Centime
Rate per: |Llnit vl Ither[l] .
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Time: This gives you the option to charge by time (Hours, Minutes,
Seconds, Days, Weeks, or Months).

The Time is calculated based on the time the cargo arrived (based on the
Warehouse Receipt time), and the time the cargo left the warehouse (via
Cargo Release or Shipment).

Tariff E3
#pply by | Tirne hd | Hours[hours) w |
Prices in USD E‘II?CDHEIES[S:E]C]

inukes[min
kin.: | 30.00 Max: ||Hours(hours
R ate per: | Unit - | wheekz[weeks]

fonthzmonthsz]
[ bare tHhan B abe | T ariff details

Value: The value is used to charge based on the value of the merchandise
and it can be used to calculate the amount of the insurance on the cargo.
When selecting “Value”, the unit dropdown is not available.

Tariff |

Apply by: w |

Calculated: This gives you the option to calculate the tariff based on a
script or a formula:

Tariff x|

Apply by: | Calculated w | Script b
Prices in USD

Scrpt
Tupe the formula here: Fercent

Walidate. ..

[ Ok ] [ Cancel ] [ Help ]

The “Formula” option gives you buttons for Variables, Operators, and Validate.

The following example shows how to calculate a storage charge of 0.02 per day
per pound.

First, click the Variables button to set the variables for Time (T) to “Days” and
set Weight (W) to “Pounds”.
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The Variables screen shows a list of variables names and codes. These are the
variables you will use in the script or formula and the measurement units that
they will come in.

Variables E'
M arne Yariable Meazurernent Unit
Fieces P
Chargeable “\eight W | Filogram(F.g]
Gross ‘wWeight G Filogram(K.g]
Yiolurne Y | Cubic meter(r) w |
Value &
Tirne T | Huours[hours) w |
Wolume YWeight L | Yalume KilolWi.g) A |
[ 1] l [ Cancel ] [ Help ]

Enter the formula in the blank field using the Variables and Operators:

Tariff x|

Apply by: | Calculated w | | Farmula w |
Frices in USD

Type the farmula here:

T=w=0.03

Walidate. ..

[ 0k l [ Cancel ] [ Help ]

Click the “Operators” button to insert operator symbols to multiply, divide, etc.

Click the OK button when you are done. You will be returned to the Tariff
dialog box.
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To create a formula that rounds the days and pounds up to the next integer
(whole number), use the “ceiling” function:

Tariff

X]

Apply by | Calculated

W | | Formula

v|

Prices in USD

Type the farmula here:

caill T Fesilia0.03

Yariables...

Operators

Walidate. ..

| ok

| |

Cancel ] [

Help

]

To validate the formula, click the Validate button and enter numbers to test it.

The option to calculate by “Script” shows a screen with a button for variables
(weight, volume, etc.), a button to edit code, and a validation button.

Click the “Edit Code” button to open a screen to type in JavaScript code. This
screen is used to type the body of the JavaScript function to calculate the price.
The function brackets are already included in the header and the closing bracket
is included at the bottom of the screen. The “return” statement is required to

pass the calculated price back to the Magaya system.

This code example shows the storage charge that rounds up to the next number:

Script Code
Function ) {

return math.ceil (M ¥ math.ceil (T) *0.02

X

Ik ] [ Cancel

] [ Help

In the script code screen, you can call functions by name if you have functions
already created in the Maintenance > Configuration > JavaScript Code library.

34



Chapter 2

Tariffs

This is covered in detail in the “Configuration Menu” chapter of the Magaya
Software Customizatin Manual. Validate the code to check for errors. Save it.

Tariff by Percent:
To calculate by percent, select the “Percent” option.

W

Apply by |Ealculated v| Farrnula

Prices in USD Farmula

Script
Type the formula here; W

Enter a minimum and maximum (optional), enter the percent amount such as
5% and how to apply it: to the cost, income or profit.

This percent option can calculate a percent for a commission. If it is used in
House Shipment, it will only calculate the commission for that House, not the
cost of Master prorated.

Tariff [X]

Applw by |Ealu:ulateu:| V| |F'er|:ent V|
Prices in USD
kir. b &
Apply: |5.00 %ofthe |Cost v
Cost
|ncome
Prafit
[ (] l [ Cancel ] [ Help ]

Click OK to save and close this screen and the previous one.

Note: The percent option was introduced in Magaya software version 9.8. It was
designed to make it easeir to set the percent of a tariff. If your system has existing
tariffs that calculate a percent with a formula or script, your system will
continue to use those.

Result: Now the tarift is ready for use in transactions.
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How to Customize a Tariff

You can customize a tariff for a specific client (customer).
1)  Go to the Maintenance folder > Customers.

2)  Select the customer and open their profile. Then click on the Charges tab.

Fie Edt Sales Operations Mainkenance Shipment MagayaMetwork Accounbing Reports Ophtions  Help

O © 2.9 .@8.0H . <. X

Back Ar Ocean Ground Prink Find
+ & Magaya Metwork .
* 'I_EJ Tasks Cuslomers
- E Cuotabions
] General | Addess | Biling Addess | Other Addreses | Confacts | Flabgs Prif Teams | 4 *
@ i Jabs
# -ﬂ Bookings Cherge Price  Automatic Creation Curerey
& ¥ Warehousing

i Carriers
B Forwarding fger]
‘Warehouse Proy

& Wendors
€ Salespersons
& contacts
Q Emplovess
1 Ports
-‘ Countries
"4 Configuration
WG Accounting (] 1s biling cusiomes [(mae. | [ Es. | [ Do |
# L Dutgoing Shipments
+- 87 Incoming Shipments (

5 Miscalanecus [ & Boston Scientiic 3055574000

0% [ Cocl |[ Hep |
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3)  Click on the Add button.

Customers X

Gereral | Address | Biling Addiess | Diher Addiesses | Contacts | Rates | Chaiges | Pt Tems | 4 ®
Cherge Frce  Automalic Cresticn Cumency
Click "Add"

[k biling customer | add. || Ede. || Dol |

[ ok [ Comed |[ Hew |

In the dialog box that opens, set up the custom tariff.

Custom Charge [E|

Custorn Charge | Autamatic Creation |

crece |

Wendor:

[ Do not show in documents

[] The price for this charge depends on other charges in the transaction

[ k. H Cancel H Help ]

o Select the Charge that you want to customize from the dropdown.

. Enter a price or click the Tariff button. (If you select a freight charge,
the Price field will change to a note “Freight Charges Use Rates.”)

Custom Charge E|

Custom Charge | Automatic Creation|

Y Freight Service ~ |
Frice: [Freight Charges use R ates) Set Tariff... J
Wendar:
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«  Ifyouwant to automate this charge, click “Automatic Creation” tab.
Select the transactions to automate.

. Click OK when done.

That tarift will now apply to that customer for the transactions you specified.
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Rates

Rates Overview

Rates are used to calculate prices for services related to the movement of cargo.
They are calculated based on the measurement information plus the mode of
transportation, and the origin and destination information for the cargo.

The different types of rates are: standard rates for all your customers (clients),
rates from your carriers, and customized rates applied to individual customers:

. Carrier Rates: These are your purchasing rates for freight services, how
much you pay the carrier.

. Standard Client Rates: These are your standard rates for all customers.
You can make these available on Magaya LiveTrack for your customers to
view.
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Client Rates: This groups all the rates for all your customers (clients) in
one place. You can customize multiple and single rates for customers

using a wizard that is available in the Client Rates folder.

Entering Rates

Carrier Rates

T

Carriers give you rates

You set rates for your customers \

Client Rates

Customers pay you
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The Rates folder also contains contracts. See the sections on contracts for
details. The next section will focus on setting up carrier rates.

‘ Page One
A2 Magaya Network

- Tasks

Lé' Quotations
A2 Jobs

|| Purchasing
|| Sales

...:ﬁ Bookings
o155 Warehousing
Maintenance

Carrier Rates

=% Rates

----- Standard Client Rates
..... ES_" Client Rates
..... E}‘ Carrier Rates

----- L}:I Client Contracts
----- ) Carrier Contracts

Route Segments
-

L
----- ot RoOutes

-4 Accounting

E Dates: [Last manth to date

Statuz Carmer

W Curent AMERIJET INTE
W Curent AMERICAN AIRL

Rates can be used in Pickup Orders if you set the “Place” field on the Shipper tab
or the Consignee tab. See the Pickup Orders topic for details:

http://knowledge.magaya.com/#/article/create_pickup_order

Rates can be added individually or in bulk. To import rates in bulk into your
system, use a CSV or XML file. For steps, see the topic “Import Rates” in the

Knowledgebase:

http://knowledge.magaya.com/#/article/import_rates

4



Chapter 2

Carrier Rates

Carrier Rates

Overview to entering new rates from your carriers: The article explains how to
add a single rate from a carrier and how to enter multiple rates from the carriers
you use for air, ocean and ground transport.

To learn how to import a list of rates, see the Knowledgebase article, "Getting
Started: Importing Data using the Import Wizard:"

http://knowledge.magaya.com/#/article/import_wizard_tips

Enter Carrier Rates

Carrier Rates are your purchasing rates for freight services (how much you pay
the carrier). For each carrier that you use, enter the rate information they give
you in your Magaya system. This rate will be used as the Cost in freight charges.

To set up the carrier rates, follow these steps.

. Open the Rates folder, and click Carrier Rates.

. Click the Add button and select the type of rate you want to enter: A single

rate or multiple ones:

g Magaya Metwork
---'.J__lj] Tasks
#-{@ Quotations

-2 Jobs

| Purchasing
I_| Sales
& Bookings

-5 Warehousing
-§=) Maintenance

Carrier Ratezs

=< Rates

----- i2| Standard Client Rates
----- g7 Client Rates

----- i Carrier Rates

..... |4 Client Contracts
-4 Carrier Contracts

..... i, Route Segments

-4 Accounting

el
n

i Dates: [Last motith o date

Statuz Carrier

W Curent AMERWET INTEI
W Current AMERICAMN AIRL
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This example will illustrate how to add a single rate. Multiple rates is explained
in the section “Add Rates to a Carrier Contract.” The single rate will apply to
one carrier for one transport mode and only for one origin/destination.

In Magaya software there are many options for creating rates:

Create Rates by:

+«Weight

+Plece

+ Container

+Volume

« Origin and destination

+ Made of transport

« Commeodity type
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A dialog box opens. The following example shows an ocean rate:

Rate le

General |Eu:untrau:t Motes

Carrier; | Tropizal Shipping

Freight Service Class: | Dcean Freight Service Cost v |
Description/Comrnodity: |Electru:|ni|:$ v|
Origir: |Miami v| Drestination: |Freepu:urt, Grand B V|

b ethiod: |"v"essel, Containenzed v| Tranzit Time: D days

Apply by | Container b |

bdin.: L ER
Flate per: |Llnit V| 1.00 b

Container R ate Add

20 Ft. Standard Cantainer 200.000
40 Ft. Standard Container 1200000

Prices in USD

(wscamie | o< J [ conoel J[_Fep ]

On the General tab, select the carrier (or add it if it is not in the list).

Select the freight class service. This pulls from the Items and Services of
type “Freight” and “Other Freight”.

Enter a description (optional). Use this for Commodities that you want to
classify by type such as electronics. To enter a new commodity, click on
the plus sign in the dropdown menu, enter the information and click OK.
Commodity Types can also be entered in Maintenance > Configuration >
Commodity Types. The Commodity Type can also be specified when you
are entering Inventory Item Definitions: Select the Commodity field on
the General tab.

Select the origin and destination cities for this rate (from the ports list).

Select the method (mode of transportation) such as “Vessel, Container-
ized”.

44



Carrier Rates

Chapter 2

Transit Time: Enter the number of days of the voyage. (This information
can be added to the Query Rates screen.)

Select how to apply the rate: This example uses “Container”. When you
make this selection, the screen will change depending on what you select.

Minimum and Maximum prices: Set this option as needed.

Rate per: Set the rate per unit or per range. Rates per Unit such as pounds
will multiply the rate by the unit.

If the unit is 1 pound and the price is $1 per pound for weights between 1
and 50 pounds, to ship 35 pounds will be calculated as 1 x 35 to equal $35.

If the price is 0.80 per pound for shipments weighing between 51 and 100
pounds, the price for a 70-pound shipment will be calculated as 0.80 x 70
= $56. The price for 90 pounds will be calculated as 0.80 x 90 = $72.

If you set the unit to equal 100 pounds, and the price of $10 per each unit,
then shipping 400 pounds will be calculated as 4 units of 100, which will
cost $40.

Pricez in 5D
bir.: | 5.00 haw.: |0.00
Fate per: | Lnit w | [1.00 b
b are than R ate Add
1.00 1.00000
101.00 0.70000

Select Rate per Range: Enter the ranges such as 1 to 20 cubic feet, then 21
to 50 cubic feet, etc. For example, a range is set for $10 for any measure-
ment between 1 to 20 cubic feet; your shipment is 15 cubic feet, the price
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is calculated at $10. If a shipment is 11 cubic feet, the price is still $10
because it is in the range of 1 through 20.

Pricez in 5D

Min: [125.00  |Max: (000 |

Rate per: | Range e |

b are than R ate Add

1.00 10,00000
21,00 3.00000

Rates per range are useful for Roll On Roll Off (RORO) rates. To set a
RORO rate, apply the rate by volume (cubic feet) and select Rate per
Range and enter your numbers.

. Click the Add button to add a rate. This will activate a line in the Prices
table. Select a container (this example shows a 20-foot and a 40-foot stan-
dard container) in the Prices table, and enter the rate for each in the fields.
You can add as many as you need.

If you have a contract with a carrier, click on the Contract tab:

Rate [g|
General | Contract |N|:|tes

Effective Date: [ 1728200 v

Evpiration Date: | [7] 1/28/2011 v |

Cortract Mumber: | PE-COLONT |

Amendment Mumber: | 18 |

[ (] H Cancel ][ Help ]

. Enter the date the contract expires. When the contract expires, the rate
will no longer be used.

. Enter the contract number.
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If you want to add any notes, click on the Notes tab and enter them.
Click the OK button when done.

Result: The rate now displays in the Carrier Rates list and is available to use for
costs in shipments.

Note: You can also set up carrier rates in the Maintenance folder by selecting the
carrier (if they are in the list already). To create a new carrier profile, click on
the Add button and select the type of carrier:

[k L"1 DILUED 1

& wWarehousing

[=-§=| Maintenance

2 A Canada

= A France

& Almacenar

@ Anderzon & Song Trucking Co
e ATLAS AIR, IMC.

Farwarding Agents

2 warehouse Providers

g Cuskomers L‘-’L .":".HES .":".if_, |r‘||:.
€, vendors 22 British Ainways
€ Salespersons . Carbbean Airlines
.; Employees 1‘:’ Air Carrier. ..
1 Ports . & Qcean Carrier.,..
,\‘ CIIILII'!trIES . - Land Carrier, ., (305
“ Configuration ¢

& Accounting

fej Zutgoing Shipments
ﬁ’;ﬂ Incoming Shipments
- Miscellaneous

() X .

add Edit Delete Filker

b

To edit an existing Carrier rate, double-click on it (or select it and click on the
Edit button).

In the dialog box that opens, click the Rates tab. To edit a rate, click on the “Edit”
button. To add a new rate, click on the “Add” button.

Carriers E|

General | Address || Biling Address | Other Addresses Ajrlinalge,s Prrt Tetrg | AL 4 #
Dezcriphon Charge Origin Destinationn | Method Modes of Transp...  Af
4 >
e —
((_add. |} Edt. || Delete |
""--.______...-r""
l Ok, ] [ Cancel ] [ Help ]

This opens the same dialog box explained above.

You can also edit the rates for an existing carrier by right-clicking on the carrier
name in the Carrier List and select “Rates” from the pop-up menu. In the screen
that opens, click on the Add button. Use the wizard to enter the information.
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Actions in the Carrier Rates List

Click on the Actions button in the Carrier Rates list to access the following
options:

Other Reports r
Reports 4

Create Standard Rate. ..
Create Customer Rate. ..
Modify Rates. .,

Zhoose Columns. ..
Imnport...
Export...

+ @ ¥ V. ¥ ||&

add Edit Delete Filker Actions

o Reports: Use this to create a report of all carrier rates.
. Other Reports: Use this to create reports by carrier, charge, origin, etc.

Reports can be sent to carriers by clicking on the Email button in the top
toolbar across the top of Magaya Explorer.

. Create Standard Rate: Use this to create a selling rate based on the rates
your carrier gives you.

Select a rate in the list and click on this option. A dialog box opens. Select
a markup type (percent or flat) and enter an optional markup value (how
much you will add to the price). For discounts, enter a minus sign and the
number. Click the OK button. The Rate dialog box opens. Verify the rate
and click OK.

Create Standard Rate §|

Reszell Freight Clazs: Air Freight Service

Markup Type: ||REEEL

[ 0k, ] [ Cancel ] [ Help
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Create a Customer Rate: Use this to create an individual rate to apply to
one specific customer. Click on a rate in the list and select this option. A
dialog box opens.

Select the markup type (percent or flat), enter the markup value
(optional), and select the customer this rate applies to. Click the OK
button. The Rate dialog box opens, showing you the amount the system
just calculated. Verify the rate and click OK. For discounts, enter a minus
sign and the number in the Markup Value field.

Create Customer. Rate §|

Freight Clasz: Air Freight Service

Markup Type: | RS

Markup Value: |0

Customer: LT

[ 0F. l [ Cancel ] [ Help ]

Modify Rates: Use this to change rates. See details in the section “Modify
Rates for Your Customers”.

Query Rates: Use this to perform a query on carrier rates. Enter the infor-
mation you need for the query in the dialog box that opens. See details on
how to use this screen in the topic “Query Rates:”

http://knowledge.magaya.com/#/article/query_rates
Choose Columns: Rearrange, add, or remove columns from the list view.

Import or Export data in XML or CSV formats in or out of your Magaya
database. See the following article for details:

http://knowledge.magaya.com/#/article/import_rates

49



Chapter 2 Query Rates

Query Rates

How to Query Rates

Use the “Query Rates” button to open the query screen when you need to look
up rates for carriers or to query selling rates. The button can be found on the
Rates dialog box for Standard Client Rates and Client Rates. The query dialog
box is also available from the Actions button in Quotations and in the Rates
folder for Carrier Rates, Standard Rates, and Client Rates.

Query Carrier Rates E
Canier. | - (Opicns) Queay Date: BAB2NI ~
Freight Sesvica Class: l-..| Mathod w
Ongirc v Dreshination: b
Cumercy: | USD Uriled States Daler v Dther Charges:
Cango Infeamation
Piacas: |1 [] Containerized
‘wieight | 0L00 Paundlb) hd Commodity Type: w
Yakime: |0.00 Cubic foctllF] %
Prices in ISD
Diasciiplion GE] Amourt Eritiy Commoditg Miniwum  Maximum
Results List:
Right-click to choose columns
Total Amournt: UsD .00
[ Chse | [ Hep |

To query carrier rates, go to the Carrier Rates folder. To query selling rates, go
to the Client Rates folder or the Standard Rates folder. The fields in the Selling
Rates query dialog box are the same as in the Query Carrier Rates dialog box.

When the Query Rates dialog box is opened from the Actions button, it can
remain open while you move to other screens in your Magaya system. When
you close the screen, the information you entered will remain available to reuse
or change.
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Add multiple types of freight service class by clicking the button with the three
dots that is next to the Freight Service Class dropdown. In the dialog box, check
the types to include in the query.

Carrier: * | [Optional)
Freight Service Class: w J
Origir: L"
Currency: | USD Urited States Dallar w

The date field canbe used to query future rates.

If you want to query other rates or charges such as documentation, you can add
them to the query by using the “Select” button for “Other Charges” and see all
the rates. The query of other charges pulls from the information in your
Accounting folder in your Magaya system.

w J b ethod: w
L Destination: L
ar w Other Charges:
" Products and Services list g|
Code Drezcription Account Ma
[] EQUREMTAL E quipment rental cost Equipment B
[] CUSEROACD... Customs Broker Cost Cuztom Brak,
[] PALL-COST Palletizing Cost Cost of Servi ]
[] CTG-CcosT Cartage Cost Cost of Servi : B
[] cRT-COST Crating Cosgt Cozt of Servi
[] rRPE-COST Repacking Cost Cost of Servi
[] HAN-COST Handling Cost Cozt of Servi
[] sTO-COST Storage Cost Cost of Servi
[] waT-ExP Wiater Expense [tilities Expe
[] ELEC-ExP Electricity Expenze [tilities Expe
[] TEL-E=F Telephone Expenze Telephaone E
[] EQ-RENT E quipment Rent Equipment B
[] wH-RENT Warehouze Rent Rent Expens
[] OFC-REWT Office Rent Rent Expens %
< >
22 of 83 elements

Select the origin and destination information and method (mode) of transport.
These fields are required.
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Enter as much information about the cargo as needed.
Cargo Information
Fieces: 1 [ Containerized Commodity Type:
Wwieight: |0.00 Poundilb] b b
Volume: | 0.00 Cubic footfft]
[ Find

Click “Find” to generate a list of rates that match the criteria you enter.

Pricez in 5D
Dezcription Fate | Amount | Entity
M Ocean Freight Service Cost 125.00000 1268.00 SUD HAMBURGACOLUMEUS LIME
[0 Ocean Freight Service Cost 145.00000 145.00  Croven Shipping

The best rate will be checkmarked in the results list. You can add columns to the
list by right-clicking on a result. In the “Choose Columns” dialog box, click the
“Add Columns” button to access more choices such as the Transit Time under
Rates.

Create a Quotation from the Query:

To create a Quotation from the selling rate dialog box, click the “Create Quota-
tion” button.

When creating a Quote from the Carriers Query rate screen, you can specify if
you want to include the expense charge in the quote’s Charges. You also have
the option to choose to summarize the income charges in an “All in One”
charge. This will add whatever fee you select in the dropdown.

%]

Modify Rate for Quotation

Customer:

All ln One Price:

ABC Sparting Goads [ne. w
karkup Type: | Percent b
karkup Yalue: |20

Include expense charges in quatatian

v

OF.

l [ Cancel ] [ Help
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The Quotation dialog box will open with all the rate query information filled in
automatically. Make any changes or add information in the dialog box to create
the document. Email or print the document.
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Standard Client Rates

Standard Client Rates are the rates you charge all your customers.

Steps to Set Up Standard Client Rates

To set up Standard Client Rates:
1) Go to the Rates folder and click “Standard Client Rates”.

2) Click the Add button and select Single or Multiple Rates from the pop-up
menu:

File Edit Sales Operations Maintenance Shipment  Magawa Metwork  Accounting  Re

QO © = . & . 8. » .

Back, Air Qcean Ground Prink
F Page Lne Dates: |Al | From:
+- % Magaya Metwork
E- -L"t_]l Tasks Status Charge Dezcription
+ 'l% Quatations 'ii Currert Ocean Freight Service  Ocean Freight
* lﬂ ans_ W Current  Air Freight Service
: E’Z sﬁ:rl:ﬁising li‘iEurrent Air Freight Service
+ Maintenance
—|-4 =) Rates

i-| Standard Client Rates
i7 Client Rates

4 Carrier Rates

L;{I Client Contracts

;;{] Cartier Cantracks

"l_ Route Segments

o3

Y Routes

+-§ Accounting

+ ﬂ] Cukgoing Shipments
+ ﬂ’;] Incoming Shipments

-1 Miscellaneous

Single Rate. .. Ig

97| @ X 7.

Add Edit Delete Filter
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This example shows you how to enter a single rate. For details on Multiple
Rates, see the section “Client Contracts.” When you use the “Single Rate”
option, the system will create one rate for a service such as priority freight or a
tuel surcharge that will apply for all customers who send freight to the origin
and destination you assign in the Rate dialog box. Let’s look at the Rate dialog
box.

A dialog box opens with three tabs:

Rate E

General |D:untrau:t hates

Freight Service Clazs: |.-“-‘n.ir Freight Service V|
DezcnptionsCammmmodity: |EIeu:tru:unic:$ V|
Origir: |h-1iami v| Destination: |B|:|g|:|ta v|
M ethod: |.-'1'«ir V| Transit Tirne: IZI days
Apply b |'w'eight v| |F'u:|und[ll:|] V|

[ Usze Gross Wweight instead of Chargeabls ‘weight
Prices in USD

Fiate per: |Llnit V| 1.00 Ib

Mare than Rate Add

1.00 0.90100

100,00 069950
1.100.00 058300

[ Queny Carrier Rates... ]

[wacavatie | ok J [ concel J[ tHep |

. On the General tab, select the Freight Service Class from the dropdown
menu such as “Air Freight Service”.

. Enter a description (optional). Use this for Commodities that you want to
classify by type such as electronics. To enter a new commodity, click on
the plus sign in the dropdown menu, enter the information and click OK.
Commodity Types can also be entered in Maintenance > Configuration >
Commodity Types. The Commodity Type can also be specified when you
are entering Inventory Item Definitions: Select the Commodity field on
the General tab.

. Select the origin and destination cities for this rate.
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. Select the method (mode of transportation) such as Air.

. Transit Time: Enter the number of days of the voyage. (This information
can be added to the Query Rates screen.)

. Select how you will apply the rate: by the piece, by weight, volume,
container, or by a calculated rate. When you make this selection, the drop-
down menu next to it will change depending on what you select. You can
set the units for weight such as pounds and for volume such as cubic feet.
For more details, see the section on “Tariffs”.

. Use Gross Weight instead of Volumetric Weight in air and ground rates.
(Previous versions of Magaya software before v8.5 required a formula for

this.)
. Enter a minimum and/or a maximum rate as needed.

. Click the Add button to add a rate. This will activate the next line in the
rate table. Click on the table cell under “More than” and “Rate” to edit the
table cells. The example shows the first table cell with a rate of 2.50 for one
pound or more. The next table cell shows 2.00 for weight over 100 pounds.

. To query arate, click on the “Query Carrier Rates” button. This will query
previously created Carrier Rates. This is useful when you are creating your
standard client rate; you can look up your purchasing rates for compar-
ison. See the section “Query Rates” for details.

If you have a contract with the client, click on the Contract tab in the Rate dialog
box and enter the dates and contract number.

If you want to add any notes, click on the Notes tab and enter them.
Click the OK button when done.

Result: The rate now displays in the list and is available to use in shipments.
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Actions in the Standard Client Rates List

Click on the Actions button to access the following options:

Other Reports k
Reports 4

Modify Rates. ..
Query Rates, .,

Choose Columnns. ..

Import. ..
Export. ..
<+
EE:I J.l"'\-:‘,'} \/ ‘j 4 - B, ™
Lo ) - iy [
add Filter actions

. Reports: Create a report of all Standard Client Rates
. Other Reports: Create reports by description, charge, destination, etc.

Reports can be sent to customers by clicking on the Email button in the
top toolbar across the top of Magaya Explorer.

. To create a Customer Rate, click on a rate in the list and select the option
“Create Customer Rate” from the Actions button. This sets a rate that
applies to one customer. A dialog box opens:

Create Customer. Rate §|

Freight Clasz: Air Freight Service

Markup Type: | RS

Markup Value: |0

Customer: LT

[ 0F. l [ Cancel ] [ Help ]

Select the markup type (percent or flat), enter the markup value, and select
the customer that this rate applies to. Click the OK button. The Rate dialog
box opens. Verify the rate and click OK. This will apply the markup to that
one customer.

. Modify Rates: Use this to change rates. See details in the section “Modify
Rates for Your Customers”. The rate modification will apply to all clients.
If you want to modify a rate for only one client, use the Actions button in
Client Rates.
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Query Rates: See the topic “Query Rates” for details:
http://knowledge.magaya.com/#/article/query_rates

Choose Columns: Use this to rearrange columns and add or delete
columns in the rates list.

Import or Export data in XML or CSV formats in and out of your Magaya
database.

Rates can be added individually or in bulk. To import rates in bulk into
your system, use a CSV or XML file. For steps, see the topic “Import Rates”
in the Knowledgebase:

http://knowledge.magaya.com/#/article/import_rates
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Custom Rates

Create Customized Rates

You can customize a rate for a client by using a wizard or by opening the Rates
dialog box in the Customer’s profile. The rate can be based on the standard one
created for all customers and then changed for a specific customer. This custom
rate will override any standard rate you set up in your Magaya system for that
customer.

The wizard is available from two places in Magaya Explorer: Right-click on the
customer name in the Customer List and select “Rates” from the pop-up menu.
In the list that opens, click on the Add button to use the wizard.

You can also access the wizard by selecting “Client Rates” under the Rates
folder:

+-#5 Warehousing
+-§=] Mainkenance
=-| Standard Client Rates
i2 Client Rates
4 Carrier Rates
Lﬁl Client Contracts
L) Carrier Cantracts
"1, Route Segments
:‘}_ Routes
+-4g Accounting

For details on using the wizard, see the topic “Modify Rates for Your
Customers:”

http://knowledge.magaya.com/#/article/amend_rates

The following example shows you how to customize a rate by using the Rates
dialog box in the Customer’s profile:

1)  Go to the Maintenance folder.

2)  Click on Customers.
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3) Inthe Customer profile dialog box, click on the Rates tab.

Fie Edt Sales Operations Mainkenance Shipment MagayaMetwork Accounbing Reports Ophtions  Help

O © = .o. 8.1 .. X

:  Back Ar Ocean Ground Prink Find

=& Magaya Metwork Mame Phare Eai

@ {5 Tasks c

+ {il-l Quotations Customers

@ Y Jabs

20" Bookings General | Addvess || Bling Address | Other Addresses | Contaclz | Fatbes | Ohaeges | (4 ¥

& ¥ Warshousing I o L N il

Descripion  Charge Ongn  Destnation  Method  Modes o Apg
i Carriers
B Forwarding fger]

o Warehouse Pro
o Cusbomers
& Wendors

€ Salespersons
& contacts
E‘ Emplovess
1 Ports £ ¥
l’ Countries
“ Configuration [ Add. || Edit. |[ Deete |
1 §E Accourting :
@ & Outgeing Shipments [ aK ] [ Cancel ] [ Help ]
#-§7 Incoming Shipments W BocorebieShon

@ Miscelanecus & Boston Scientiic 305-597-4000
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4)

Click on the Add button in the Rates tab. A dialog box opens.

Rate [X|

General | Contract || Maotes |

Freight Service Clazs: | Diean Freight Service

Drezcription/Cornrmodity: |

Origir: |Miami v| Drestination: |Maracail:n:| V|
b ethod: |"v"essel v| TransitTime:D daps
Apply by: | Container v|
Frices in USD

Mir.: b an.:
Fiate per: |Llnit V| 1.00 Ib

M ore than Fate Add
1.00 4.00

100,00 350

[ Query Carrier Rates. . ]

[ Qk. ][ Cancel ][ Help

On the General tab, select the carrier.

Select the freight class service. This pulls from the Items and Services
of type “Freight” and “Other Freight”.

Enter a description (optional). Use this for Commodities that you
want to classify by type such as electronics. To enter a new
commodity, click on the plus sign in the dropdown menu, enter the
information and click OK. Commodity Types can also be entered in
Maintenance > Configuration > Commodity Types. The
Commodity Type can also be specified when you are entering Inven-
tory Item Definitions: Select the Commodity field on the General
tab.

Select the origin and destination cities for this rate (from the ports
list).
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5)

6)
7)

Select the method (mode of transportation) such as “Vessel,
Containerized”.

Transit Time: Enter the number of days of the voyage. (This infor-
mation can be added to the Query Rates screen.)

Select how you will apply the rate. The screen will change depending
on what you select.

Click the Add button to add a rate. This will activate a line in the
Prices table. Enter information for each in the fields such as weight
and rate. For example, you can charge by weight to calculate the
prices. If cargo weighs more 50 pounds, type on 50 and the rate. Add
the next one as 100 pounds and the rate. You can add as many as you
need. This rate shows a container, the type of container and its rate.
See the section on “Tariffs” for more details on using this table.

Click on the Contracts tab if you have a contract number and expiration

Rate &l

General | Contract | baotes

Expiration Date: | w

Contract Mumber:

Click on the Notes tab to enter any notes as needed.

Click the OK button to save settings when you are done.

Result: This customized rate is now ready to be used. Your customers with
access to Magaya LiveTrack can view the rates online.

62



Chapter 2 Amend Rates

Amend Rates

Learn how to make changes to rates in your Magaya system when you get a rate
increase from a carrier. Also learn how to change a rate per customer.

This article explains how to modify existing rates by using the wizard explained
below. You can overwrite existing rates by just importing new ones via the
Import Wizard. The wizard will expire old rates and add new ones. See the
Knowledgebase article about the import wizard for more:

http://knowledge.magaya.com/#/article/import_wizard_tips

Amend Rates based on GRI

When you receive a General Rate Increase (GRI) from a carrier, you can enter
the updates in your Magaya system and apply the rate increase to multiple ports
at one time, instead of one at a time.

Make sure you select the correct amendment that you want to make changes to.

1)  Inthe Amendments screen, click the plus sign. A dialog box opens.

2)  Enter the Amendment Number and Effective Date.

3)  Click OK. The dialog box closes, and the new amendment appears in the
Amendments list. It will show the contract number and the amendment
number.
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4)  Select the new Amendment to highlight it.

5)  Go tothe Rates section of the screen and click on the plus sign. Be sure you
are in the correct amendment before you start to add new rates.

This example illustrates how to enter a 10% rate increase for a group of
ports that have increased by the same amount.

6) From the Add button pop-up menu in the Rates section, select “Multiple
Rates”.

7)  Inthe wizard, select "Copy from entities rates” for this carrier. If you want
to use another carrier, select it from the dropdown “Select source entity”.
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In the additional fields that appear, enter the details of the transformed
rates (such as percent and value of 10).
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8)  Click Next. The Filter screen will appear. Here you can specify exactly
which rates you want to transform. Filter the rates to find the rates that
you want to apply the change to by specifying the following:

When you set these criteria, the system will search in your Magaya data-
base for any rates that match these criteria and already exist. If you leave a
field blank in this screen, the system will apply the transformation to the
criteria in that field.
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9)  Make changes such as removing ports that you do not want to apply the
new rate to, and click the Next button.
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10) In the next screen, “Found rates” the system will display the rates for the
ports you selected. Click the Next button.

11) The system generates the new rates, applying the 10% increase to them all
for you. It will split rates if you have two container sizes (20- and 40-foot)
in the existing rate. For example, if you get an increase for a 20-foot
container but not for a 40-foot container, the system will split the rates and
show them all to you in this screen. Review the information and click
Next.

12) The system will show you the rates that will be expired and replaced with
the new ones you just added. The old rate will expire right before the new
one takes effect. Review the date and time information and click Next.
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13) Click Save.

When you click the Save button, the system tells you the processing is
completed.

If you want to add additional rates that use some information that is
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similar to the rates you just entered, then click the Restart button.

If you click on the Restart button, the wizard will return to the first screen
and show all your information on each screen so you can make changes.

14) Click Finish. The wizard closes, and the new rates are displayed in the list.

Modify a Standard Rate

When carriers raise their rates, you update the GRI and then apply the increase
to your customers. If you do not want all your customers to have the same
increase, you can give a customer a discount.

For this example, let’s say you already entered the GRI and applied it to all the
customers via the Standard Client Rates. To give a customer a discount, follow
these steps:

1)  Go to Client Contracts.

2)  Add a new amendment for the customer.
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3)

4)

Use the Multiple Rates wizard: click the option to “Transform from
existing standard client rates”. Enter the amount of the change (for
example, by weight and by percent). For this example, let’s modify the
ocean freight for our customer, Jamaica Distribution Center, and only
raise it by 20% instead of 30%.

a. For the field “Transformation Type,” select “Decrease a percentage”.
b. For the field “Value,” enter 10.

c. Specify the conditions such as “Ocean Freight Service Cost” and “Vessel,
Containerized”, etc. according to the GRI.

Complete the wizard by specifying ports, reviewing the rates generated by
the wizard, and save the changes.

The discounted rate for that customer is saved. When a shipment is
created for this customer, the system pulls the rate from this discounted
rate.

For a PDF of this procedure, see the Magaya.com Training page, Tech Tip
for June 2012.

71



Amend Rates Chapter 2

Modify Rates for Your Customers

To make a change to the rate you charge your customers, follow these steps.

1)  Go to Client Rates > click on the Actions button > select Modify Rates. A
wizard opens. In the first screen of the wizard, do the following:

1. Select the client (customer) that you want to change the rate for.

2. Choose the type of modification: a) To change the expiration date, or b)
to modify the rates. If you are modifying the rates for the customer, select
how you to modify them - what type and the value.

2)  Filter the rates in the next screen by service class, method of transport, and
other criteria that apply. Click the Next button.

3)  Select the ports from the list and go to the next screen to see the rates the
system found.

4)  Inthelast screen click the Save button to save and finish the wizard. If you
want to make other changes with similar criteria, click on the Restart
button.
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Note: This wizard works the same for Carrier Rates and for Client Rates.

When you customize the Standard Client Rates, the first screen in the wizard

does not have a client to select because the modification you make will apply to
all clients.
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Carrier Contracts

Managing Contracts

When you get a contract from a carrier or you want to create a contract with a
customer, you can enter the rates for those contracts in your Magaya system and
update them in groups.

Then the rates are available to use in shipments and other transactions, saving
time since they do not need to be entered each time.

The contracts feature is an easy way to create rates and group them in your
Magaya system. You can find the contracts in the Accounting folder:

+ -5 Warehousing
+ t;r| Mairkenance
=4 = Rates
55| Standard Client Rates
i2 Client Rates
i1 Carrier Rates
Lﬁl Client Contracts
| Carrier Contracts
1 Route Segrments
:‘}_ Routes

+-%§ Accounking

The Carrier Contracts is the place in the Magaya system that handles your
purchasing rates (your cost to purchase carrier services). This is where you enter
the rates that the carrier gives you.
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The Client Contracts are used to handle the client rates, which are used to
calculate the selling prices.

Managing Contracts
e e — [
- ..._..—0-"'"'-
Carrier Contracts Client Contracts
Manages Purchasing Rates I Manages Selling Rates |
To Calculate To Calculate
Purchasing Prices Selling Prices
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Add a New Carrier Contract

When you get a new contract from a carrier for the first time, use this method
to enter the contract into your Magaya system. After you enter the contract
details, then enter the rate information for that carrier.

1)  Go to the Accounting folder.

2)  Expand the Rates subfolder and select “Carrier Contracts”. The screen has
three sections: Contracts, Amendments, and Rates:

Comiract Dades: Thiz peat o date w From: | 1) 1/A00 |» To:| 27 aomn w| &

Contracts e F B W i Amendments for Confract <SUM1232= & F RV
Humber Entity Efimctive [1. Humber Effective [..  Contract Emplopes Hotes
SupE SUD HAMEBURGTD m/sa2mn SUDMZ3 ms/aa2mn - supnE Afeminc glon

INITLAL MARAND  SUDiiE Admnetiator
Contracts 'i—p| Amendments i
€ ¥
Rates for Amendment <SUDH1E3s L R B R
Stalus Caimi Chaign Dhsiciiplion
W Cument SUD HAMBURGCOL, W hcean Freight Service Coat Eleckonics I
Rates h

3)  Startin the Contracts section: click on the Plus sign. In the dialog box that
opens, enter the following:

Contract r>_<|

m| Attachments | Motes |
MNumber: |SLID1122 |
Effective Date: | 1/26/2010 v
Expirstion Date: | 1/26/2011 v|
Carier: | SUD HAMBURG/COLUMBUIS LINE v|
Contact: Henrik Riass v|
Emplopee: | Administrator v|
Division: | v|
| ok || cancel |[ Hep |
. The contract number.
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. The date the contract will become effective.

. The date the contract will expire (the default is one year from today).

. Select the carrier.

. Select the contact - the person who is your contact person. Click on
the dropdown to access the Contacts list and make your selection.
This field is optional.

o  The Employee is the person who is adding the contract into the
system. This will be filled in by the system.

. The Division is optional.

To include a copy of the contract as an Attachment here, scan it and attach
by clicking on the Attachments tab and clicking on the Add button.
Details on attaching via a scanner are explained in the Magaya Cargo
System Operations Manual.

Add any notes as needed on the Notes tab.
4)  Click OK.
The contract is added in the list.

When a new contract is added into the system, the system will create a default
amendment called "Initial" and place it in the Amendments list.

To view the original amendment, double-click on “Initial” in the Amendments
list to open the dialog box.

Contract Dates: This year bo date w From: | {1/ 1/2010 To: | 1/2
Contracts o @ 38 F & Amendments for Contract =<SUD1
Mumber == Entity Effective Date | Espiration .|| Mumber Effective Date = Contrar

[sUD1122 SUD HA.. M/A28/2010 o1/28/2001)|| [IMiTiaL  o1/28/2010 suDid

/.

[Double-click fo vi ew]

Rates for Amendment =<INITIAL=

Status Carrier Charge

77



Chapter 2 Carrier Contracts

The Number field is "Initial". This Initial amendment is the original contract,
with the same effective date as the original contract and all the details.

Contract Amendment X
“General | Attachments | Notes |
Murnber. | I |
Effective Date: | 1/28/2010 v|
Erplopes: | Administrator v|
| ok || cacel || Hep |

Now that the carrier contract information is entered in your Magaya system,
you can enter the rates for this contract.
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Add Rates to a Carrier Contract

After you add a contract into your Magaya system, select it to add rates to it.

Comiract Dafes Thiz peat o date w From: | 1) 1/A00 |» To:| 27 aomn w| &

Contracts e F B W i Amendments for Confract <SUM1232= TN Sl
Murmber Entiy Efective [ Murmizsy Effsctive [..  Cortract Emplopes ohes
SupE SUD HAMEBURGTD m/sa2mn SUDMZ3 ms/aa2mn - supnE Afeminc glon

INITIAL m/A2mn Subiiz Admnetiaton
Contracts > Amendments
< ¥
Rates for Amendment <SUDH1E3s g7 Ve
Shalus Caii Chaig Chetziplinn
W Cument SUD HAMBURGACOL, Whcean Freight Service Cost Elechonics I
Rates

1)  Inthe Rates section, click on arrow on the Plus sign and select from the
pop-up menu:

T N “

Rates for Amendment =<IMITIAL= ‘::];' - @ f M

Multiple Rates...
Single Rate. ..

Status Carrier Charge on Date Origin

Use the “Multiple Rates” option to create carrier rates in batches for many
ports of origin and destination.

Use the “Single Rate” option to open the rates dialog box to enter one rate
for one origin/destination. This is explained in the section “Set Up Carrier
Rates”.

The following example explains how to enter multiple rates.
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The wizard that opens contains the following fields:

Add Multiple Rates Wizard

General information

Carrier: MAERSE LIMES, INC,
Effective Date: | |

Expiration Date: ||:| w |

How wiould you like ko create rates?

Enter the required information ko creake the new rakes

{:} Enter wour own rates
() Copy From similar entities rates

Select source entity:

[ Mext » l [ Cancel ] I Help I

The carrier name and Effective Date are filled in the first screen of the
wizard based on the contract you are working on. These fields are

Read-Only. To edit them, go to the Contract itself. You can add an expi-
ration date.

Select how you want to create rates:

Enter your own rates: With this option, you enter the rates and the
origin and destination from the contract, and the system will create
the rates for you for all the origins and destinations you enter. For
example, if a carrier sends you one rate for a 20-foot container for a
group of ports, use this option.

Copy from similar entities rates: Use this option to make amend-
ments, for example by origin and destination or by percentage. (This
option is shown in the section “Amend Rates based on GRI”.) The

advantage of this option is you will not have to recreate the rates
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3)

from scratch; it works with the existing data you have previously
entered for this carrier.

When this option is selected, another field appears for you to enter
the details: Select the type of modification (by percentage or flat rate
increase or decrease), and enter the value (the number such as 10 for
10%).

Madify copied rates

Madification Type: |Increase a percentage A

Click the Next button in the wizard to go to the next screen. Select the
ports by clicking on the Add button to open the Ports list. Click on the
port names and click the OK button. Do this for origin and destination
ports:

Add Multiple Rates Wizard X
Select ports

Select the origin and destination ports that will be used to generate
all the possible combinations of rates,

Ports of Qrigin: Ports of Destination:

Code Mame Method Code Mame Method

Code Mame Methed -
] MaR Maracabo Oeman bic Mal
[Occs Caracas it Mail [E]
[ TR& Tampa Deman A Mal [¥ -
O air Filtsbaurgh Air

-
[] PEG Pittzbarng Ocaan
[J oAL Orlands Fioad dir
[ msP IinrmapoizSt Paul Apt Air Mail Help
[ MMk MiamiLakes

[ WA Manetta
[ A Miami

Deman Foad i M

[ LGE Lot Baach Al
[ LGEs L& Guardia fptMew Yok At
[ Lax Los Angedes Ocaan &i Mal bl
< »
58 of 50 elements
‘ bd ‘ bd
[ < Back, ][ Mext = ] [ Zancel ] [ Help
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4)

Click Next to go to the Common Rates screen. In this screen, click on the

Add button to open the Rates dialog box.

Rate le
m| Contract | Motes
Freight Service Class: | Pricrity Freight Service Cost w |
Dezcription/Commodity: | v|
Method: |"v"essel V| TransitTime:D days
&pply by |Weight v| |F'u:uunu:|[ll:|] V|
Prices in USD
kir.: bl &
Rate per: |Llnit v| |'I.EIEI | b
b are than R ate Add
1.00 1.00000
50.00 [.80000
S00.oo 070000
[ (] l [ Cancel ] [ Help ]

Select the Freight Service Class. This example shows Priority Freight
Service Cost.

The Description/Commodity is optional.
Select a Method of transportation for this rate.

Select how you want to apply this rate, for example by weight (in
pounds). Click on the dropdowns for other options.

Transit Time: Enter the number of days of the voyage. (This infor-
mation can be added to the Query Rates screen.)

Enter a Minimum and Maximum amount (optional).

Select a rate by unit or range. Rates per range are useful for Roll On
Roll Off (RORO) rates. To seta RORO rate, apply the rate by volume
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5)

6)

(cubic feet) and click Rate per Range. Then enter the ranges such as

1 to 30 cubic feet, then 31 to 50 cubic feet, etc

. Click on the Add button to enter rates amount per weights.

. Click the OK button to save the rate information.

Click Next. The system will generate rates for each port based on the infor-

mation you entered and display the results:

Add Multiple Rates Wizard

Generation of rates

These are the rates thak were generated based on your previous input,

You can remove or edit any of them,

Generated Rates;

Skatus
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current
'ii Current

%]

harge Description Crigin Destinati
Priority Freight Miami Tokyo
Priority Freight Miami Zolon

Priority Freight Miami Grand Tu
Priority Freight Pittsburg Tokyo
Priority Freight Pittsburg Colon

Priority Freight Pittsburg arand Tu
Priority Freight Port Eve... Tokwo
Priority Freight Port Eve...  Colon

Priority Freight Port Eve... Grand Tu
Priority Freight Tampa Tokyo
Priority Freight Tampa Colon

Priority Freight Tampa arand Tu
Priority Freight Maracaibo  Tokwo
Priority Freight Maracaibo  Colon

Priority Freight Maracaibo  Grand Tu

>

15 of 15 elements

[ < Back, ” Mext = l [ Zancel Help

If you want to make an exception for one of the ports shown, select it and
click “Edit”. To exclude that port from this rate, select the line and click
“Remove”.

Click Next. The system will show you the rates that will be expired and
replaced with the new ones you just added. If you do not have similar

rates, this screen will be blank. To exclude a rate from expiring, select it

and click “Remove”. Otherwise the system will expire any listed in this
screen as of the day before the effective date for the new rate.
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7)  Click Next to go to the last screen in the wizard. Here you can save and
finish, or save and add another rate:

«  Click Save: The system tells you the processing is completed.

Add Multiple Rates Wizard X]

Completing the wizard

You have successfully completed this wizard, Read the instructions
on this screen before proceeding.

Please, make sure that the information vou have entered is correct, Click on Save when you
are ready For the system to commit the changes to the database,

Save

Finish Cancel ] [ Help
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. Or click Restart: If you want to add additional rates that use some
information that is similar to the rates you just entered, click the
Restart button.

Add Multiple Rates Wizard X]

Completing the wizard

You have successfully completed this wizard.
Read the instructions on this screen before proceeding,

Please, make sure that the information wou have entered is correct, Click on Save
when you are ready For the system to commit the changes to the database,

The process has finished successhully

OO O OO O OO OO D )

Please, if vou will be processing similar information and want ko keep your input
click on Restart,

By clicking Restart, the wizard will return to the screen with the
origin and destination ports.

8)  Click Finish. The wizard closes, and the new rates are displayed in the list.

Extra Info: The same expiration rate can be used when copying a rate. This is
useful when creating sales rates from the cost rates.

If a carrier offers a discount, you can use a negative number.
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Client Contracts

Magaya software includes a wizard to help manage contracts you offer your
customers.

Client Contracts: Add Contracts and Rates

Use the wizard screens to manage contracts you create for your clients. The
wizard works the same way as the wizard for adding carrier contracts and
carrier rates.

First, add the contract for the client.

The contract for the client is added. Now you can add rates for that client.
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Select the amendment and click on the Add button in the “Rates for Amend-
ment” part of the Client Contracts screen. A wizard opens. This example shows

you how to enter your own Multiple Rates.

1)

Enter the information in the first screen of the wizard for this client:

Enter your own rates: With this option, you enter the rates from the
contract, the origin and destination, and the system will create the
rates for you for all the origins and destinations. For example, if a
carrier sends you the same rate for a 20-foot container for a group of
ports, use this option. This example will show this option.

Copy from similar entities rates: Use this option to make amend-
ments, for example by origin and destination or by percentage. You
will not have to recreate the rates from scratch. It works with the
existing data you have previously entered. When this option is
selected, another field appears for you to enter the details: Select the
type of modification (by percentage or flat rate increase or decrease),
and enter the value (the number such as 10 for 10%).

Select source entity: Use a similar rate that you created for a different
customer.

Copy from carrier rates: Select the carrier that you want to use that
has similar rates so you can copy those rates here and make changes.
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2)

3)

4)

5)

6)

7)

. Copy from standard client rates: This will use the Standard Client
Rates you set up earlier. Then you can make changes to the standard
rates.

Click Next to select the ports. (You will see the filter screen if you are
transforming from existing rates.)

o Click the Add button to open the Ports list. Click on the port names
and click the OK button. Do this for the origin and destination. Click
Next to go to the next screen in the wizard.

Click the Add button to enter the common rates for the ports you selected
in the previous screen.

Click Next to go to the next screen. This screen will show you the rates that
were generated by the system. You can edit a rate here if needed. Click
Next.

If there are any rates similar to the ones created, the system will set the
expiration dates for them based on the effective date. Click Next.

Click the Save button if you are done.

The rate information is saved. The following note will appear: “The
process has finished successfully.” Click the Finish button if you are done.

Click on the Restart button if you want to add more rates and use some of
the same information. The wizard will return to the first screen and show
all your information on each screen so you can make changes.
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Salesperson’s Commissions

Introduction to Commissions for Sales

In your Magaya system, you can add salesperson’s profiles and include commis-
sion participation rates for each salesperson when they sell or freight or inven-
tory. The system enables you to enter profiles for sales people who are
employees or outside contractors/vendors:

. If a salesperson is an outside vendor, enter their details in the Salesperson
profile.
. If a salesperson is an employee, enter their details in the Employee profile

and a Salesperson profile. The Employee profile includes the User login
and password fields.

Commissions can be set individually for each salesperson or system-wide to
apply to all sales people. To set a percent commission system-wide to apply to
all salespeople for liquidations of shipments, go to Maintenance > Configura-
tion > Accounting and click “Configure Liquidation Options” button for
Outgoing or Incoming. Set the percent in the dialog box.

This article explains how to add a new salesperson to your Magaya system, set
their commission for freight and for inventory items, how to see a report of
commissions, and how to activate LiveTrack access for a salesperson so they can
place orders online for their customer using LiveTrack.

Add a New Salesperson

To add a new salesperson to your system, follow these steps:
1)  Go to Maintenance > Salespersons.
2)  Click the Add button.

In the dialog box that opens, you can enter details on any tab. On the
General tab, enter their email, phone number, which division they work
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for it applicable, their address, billing address if different, and other
personal information as needed.

The Identification number can be a DUNS, EIN, SSN (Social Security
Number), a Foreign or Other type of number.

o

B'| Salespersons i3

' General -Addrsss [ Eling.ﬁ.dd‘uss] DH‘lurAddlssm] Conlacls [ Participation | Pt Terms | Peig 4 |+

MName: Alex Durilap EI
Enity ID:

Fhone 555-443-3000

Fax

Emait adunlapEhwccango.com

Website:

Account Mumber:
Contact First Mame:

Contact Lazt Mame:

Ideniification Mumbsr, 7765 Other v
Dinsaon -
Magapa Metwork, 10 0 T Inactive
Cscava e | | s rrre—

Freight Commission

Individual sales people can have their commissions calculated in Magaya
Explorer for any freight they sell. Set the commission amount in their profile,
and the amount will be automatically added to transactions such as shipments.

To add a freight commission (“participation”) for a salesperson, open their
profile in Maintenance > Salespersons.
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Click the Participation tab and perform the following steps:

1)  Click the “Add” button and select “Freight Participation”.

X Salespersons .
| General | Addresz | Billing | Other Addreszes | Enntactsq F'aftiﬁil:'a'ii':'ﬂj Prat T ermz | Pera * | F
Custamer [nventany [terms and Services
Yes 1
Yes 1
e 4
Bizcayne Bike Shop Mo 1

Freight Participation...

Irventory Participation..,

4 !
| add. || Edi. || Deste |

Note: The freight and inventory options are available in the Magaya
Supply Chain Solution and Magaya Distribution System.

2)  Inthe “Participation per Customer” screen, select a customer to associate
with the commission. This means each transaction that includes this
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customer will generate a commission for this salesperson based on the
amount set here.

-~ "

Participation per Custormer

General | Notes

Client:  Biscayne Bike Shop -

R

Apply to Yalue  |nvent

Charge 1. Select the

customer

e of lncome 200 Mo

2. Click "Add"

4 L

| Edit. || Deete |

[ (] ][ Cancel ][ Help ]

3)  Click the “Add” button. Select either a charge or a shipment.

An example of a Charge is “Ground Freight Service”.

i o

Participation @
Charge: Ground Freight Service -
Type: Percentage of Income T]
Walue: 200
[ k., ] [ Cancel ] [ Help ]

To choose how you want to calculate the commission, click the “Type”
dropdown and choose the type of commission. This example shows
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percentage of profit, but you can also select a flat rate, or set the amount
to calculate by volume, weight, or pieces).

Enter the value such as “5” for five percent of the profit.

An example of a shipment is a percent of a type of shipment such as an

ocean export. Percents can be set individually per type of shipment.

Shiprment Participation

Type: [F'eru:entage aof Profit

)

Walue: 10,00
Air Ocean round
[rport 0 0 [
Export [ [l

-

(]

OF. ][ Cancel ]

Click OK in each dialog box to save.

When a salesperson sells freight, the commission is generated in the shipment

transaction in the Liquidation screen.

View Columns for Participation:

Click the “Actions” button to see the list of columns you can add to the Liqui-
dation screen. Select the columns for the salesman name, participation, and

profit.

Shipment115 Liguidation far Shipment "Shipmert118" (S0

Whaphbill M...  Customer

Dezcrption

Salesman Mame

Salesman

I

12348677 5 Col il

12345677 olumn Settings

12345677
M ame Type Source
@ Standard
@ Cuztormer Text Standard
() Description Text Standard
@ Salezman Mame Text Standard
@ Salezman Participation Text Standard
(£) 5 alesman Profit Decimal Standard
[] () Cost PP, Decimal Standard
() Cozt Col, Decimal Standard
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The commission can also be changed in the Liquidation screen by
double-clicking on the line.

When you click the “Generate” button in the Liquidation screen, a dialog box
opens listing all the accounting transactions for the shipment, including the Bill
for the salesperson’s commission.

B Confirm Accounting Generation

The following trangactions were generated, please vernify them and click on OF. to add the trar
click on Cancel to abort the operation and fix the problem.

Type Murnber | Applied to D ate Account Mame
Bill 105 OLD DOMIMION FREI ayable
Invoice 132 Steal'orks Fabricatnr{ﬂi Il for salesperson eceivable
l[woice 133 JB “wire Cio. ecevable
Bill 106 Safmarine Shipping Co. T12232m ounts Favable

| Eil 107 Ben Lipton 12723200117 Accounts F'a_l,lal:-le|

The bill and other transactions are saved in the Magaya accounting folder.

To see how the commissions are generated in shipments, see the topic “Liqui-
dation” in the Knowledgebase:

http://knowledge.magaya.com/#/article/liquidation

When a salesperson has participation in the profit in a shipment, the sales-
person can view the shipment in LiveTrack. This applies to the Magaya Cargo
System.

Inventory Commissions

In the Magaya Commerce System and Magaya Supply Chain Solution, salesper-
sons commissions for inventory sales can be set per item, per category, or
system-wide.

Configure General Inventory Commissions System-wide:
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To configure a general commission that applies to all inventory sales and to all
salespersons system-wide, follow these steps.

1)
2)

3)

Go to Maintenance > Configuration > Sales

Click the “Commissions” button.

Sales

[¥] Allow to create sales orders with backordereditems

Nber e ordars sales Cammission @

[]when the orders bype

[ Fulfill arders using
Tvpe: | Percentage of Profit 'vl

[ allaw ko create s3
[ Do not release itg Yalues: 5,00

Do ot releasy
[ Autamatically allo

[¥] automatically allo [ ] ] I Cancel I I Help I
[F] only reserve)allotere—ererrerrrere————e—————
[ Filter part numbers by seller when working with\es Orders

r Canmmissions. . . |

Enker general commissions for inventary sales

Locations allowedTo

‘ Location Type
In the dialog box, select the Type and Value of the inventory commission.
This will be applied to all inventory items sold by any sales person. For
example, to add a commission of 5% of the profit, enter “5”. (Do not type
in “0.05” for 5%. Type “5”. Do not type the percent symbol in the field.)

Click OK and Save.

Inventory Commission per Item:

To add a commission to an item, you can add it from the Salesperson profile or
go to the Inventory Items Definitions list, open (or create) an item.

On the Accounting tab, click the “Commissions” button.
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A dialog box opens (it’s the same dialog box regardless if you access it from the
salesperson’s profile or from the Inventory Item Definition). Select the type and
set the value for the commission in the dialog box.

-~

(X Inventory Itern Definitions

General | Accounting | EEI I Hazardous | Images | Categories I Criteria | Substitutes | Not

Unitary VYalue: 0.00 UsD

Purchase ttem: 52 Asro Bike Cost

Sales kem: 52 Aero Bike

Inventory Type: | FIFO - First In First Out

Costing Method: [Speciﬂc Identification

[ Commissions... ]
Replenishment
Minimum Stock: | 38l ommission @
Prefemed Vendar:
When reaches its Type: [F‘ercentage af Prafit ']
Alert Employee:; - Flat alue
! G M'ercentage of Profit
(] Mert Cliert by Percentage of [ncome
7 Place a purch Calculated Amount
Quartity to Orde:
Codes
NCM Code: [ ] ] [ Cancel ] [ Help ]

Choose from Flat Value, Percentage of Profit, Percentage of Income, or a Calcu-
lated Amount. If you want to create the commission to be based on income of
the charge, you can do it regardless of the cost. As a result, the company does
not disclose the profit made.

Inventory Commission per Category:

To add a commission to a whole category of items that are sold online in the
Online Sales Orders of Magaya LiveTrack, (for users of the Magaya Supply
Chain Solution), go to the Inventory Organizer in the Warehousing folder.
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Open (or create) a category, and select the type and set the value for the commis-
sion in the dialog box.

Invertory Organizer

Categories

| = Categories a Inventory Ikem Definitions

= =3 all Categories

= Athleti

=2 | andscaping
[=-=3 Sporting Goods Athletic Shoes

M ame Farent MHumber of Subcateqaories

| Sportz Equipment Sporting Go... 0 |
v, Sporting Go... 0

General |

-

Parent Categary:

| Sporting Goods | [ Change. .. ]

Category Mame:

| Sparts Equiprnent |

Description:
Click Commissions
button
[ Commnissions. . ] []1nternal Use

[ (0] 4 H Cancel H Help ]

When a customer purchases an item online, the commission amount is added

to the transaction.
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When a salesperson sells inventory, the commission can be generated from the
Sales Order by clicking on the Actions button (after creating the Invoice). The
system creates a Bill payable to the salesperson.

[

Dptions

- -

Actions Zoom

-

Attachrments

Exclude from Tracking

Cancel Sales Order Sales Order

Create Invoice..,

L 4
Generate Commissions.., L} meer |
Create Cargo Release.., ate
Create Shiprment 3
Select Ternplate... JerEd
History... Iyer Ref. #
| Bill To:

Reports

Reports can be created in your Magaya system to view all commissions:
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In the Salesperson’s List or Agent’s, go to: Actions > Reports

Other Reparts L
Reports * Sales Detail @ <%am Houston »
Staternents 2 Sales by Agent Detail

il T Sales by Bgent Summary

Rernowve Tracking Open Invoices @ <3am Houston
Send invitation Ernail.., Aging Detail 1 <5am Houston »
WebTrack User List Transaction Detail 1 «%am Houston =

Configure Tracking by Tran . Prafit by Agent Detail (Transactions) <Sam Houstan =

Transactions Listing Profit by Agent Detail (Charges): <Sam Houston
Dpen Transactions

Rates

Contracts

On Hand Cargo to bill
Magaya Express Link *
Cenied Party Screening 2

Chaoose Calumns...

Irmpoart...
Export...
4 113
g, [ ] - g |
¢ ? [
E::::I L"'/9 % \e) - 4 | =3
Add Edit Delete Filter Actions Dretail

Additional reports are available from the Reports menu on the top toolbar of
your Magaya Explorer. Select “Profit Reports” to see profit by salesperson or
agent.

The “Sales Reports” menu option also includes other accounting reports that
show commissions such as the “Sales Reports by Item” report. Also see the
Chart of Accounts to make a report from the Actions button to see accounts by
Type Code (the commissions are grouped under Expenses).

29



Salesperson’s Commissions Chapter 2

Enable a Salesperson to Submit Orders on behalf of Customers

To give a sales person at your company the ability to place orders for their
customers, such as when visiting with them, follow these steps:

In Magaya Explorer:
First, add the salesperson, or edit an existing salesperson’s profile.

Next, right-click the salesperson’s name in the list. From the pop-up menu,
choose “Allow Tracking.”

Create (or click Autogenerate) a password (passwords: minimum 6 characters.
usernames: 6-15 characters). Ensure the box is checked to enable LiveTrack
access.

On the Tracking tab, check the permissions to activate. The permission to view
sales orders is on by default.

Salespersons |

€. Salespersons

M amne Phone

o

B LiveTrack User

Tracking | Restrictions

Specify the tracking permissions for this user:

Feature

W Approve Sales Orders
+ Can Send Attachments

¥ Ca
ﬂ:: ¥ Send Online Sales Orders

Wiew Boolangs

Wiew Cargo Releases
View Inventony kems
Wiew Quotations
Yiew Sales Orders
View Shipments

kkkkkﬂ.{

Click OK save.

To view the list of salespersons who have LiveTrack access, choose the column
“LiveTrack User” from the Actions button.

In LiveTrack:

In LiveTrack, the salesperson logs in and clicks the “Add” button in the Sales
Orders screen to place a new sales order. The Buyer field displays the sales-
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person’s name. (It can be changed if needed to click the arrow to select the
customer name from the dropdown. These entities shown in the list are related,
i.e., the salesperson has created another transaction for them previously.)

Step 1 of 4: Contact Info

Buyer: Jeff Smith Q Same Shipping

Shipping Info

Address Type:

In step 2, the salesperson can search for items, can type in the quantity, or can
upload a file into LiveTrack. To upload a list, click the “Upload” button. Use a
CSV or text file with 2 columns: Part Number and the Quantity. If format is an
Excel spreadsheet, it must be saved as CSV. Don't leave the Quantity field blank;
add zero if unknown. If the Magaya database doesn't have the item defined
already, it will upload it from the import file.

Browse: | Select an order to upload H

Upload a CSV or TXT file with two columns: Part Number and Quantity.
If uploading a Microsoft Excel file, first save it as CSV.
The Quantity column must contain a number. If unsure, enter 0 (zero).

Complete the online sales order as usual. See the Knowledgebase article for
steps:

How to Place Sales Orders Online in LiveTrack
http://knowledge.magaya.com/#/article/customers_place_sales_orders

When the sales order arrives in your Magaya system, go to the Sales Order list,
right-click it to make a Cargo Release.

If a Cargo Release or Shipment is loaded with items from a Sales Order that was
assigned to the salesperson, then the salesperson will be able to track that status
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of those releases and shipments in LiveTrack (Magaya Distribution System or
Supply Chain Solution required).

Related Resources

You can also set agent participation in your Magaya system. See the following
Knowledgebase article:

http://knowledge.magaya.com/#/article/agent_participation
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Agent Participation

Introduction to Agent Participation

This topic shows you have to set up the participation amount for agents you
work with such as destination agents. The software gives the option to define a
rate that applies to all agents in your Magaya system, or to set the rate per agent
based on specific charges and in shipment transactions.

Configure Agent Participation System-wide

The Magaya system enables you to set agent participation system-wide or per
agent. This section shows you how to configure your Magaya system to apply a
setting to all agents.

1)  Go Maintenance > Configuration > Accounting

2)  Click the button for Outgoing or Incoming for “Configure liquidation
options.” You can set the percent for each type of shipment inde-
pendently.

Configure liquidation options | Cukgoing. .. || Incoming. .. |

3)  Check the box for the agent shipment participation and enter the percent
| Agent shipment participation 50,00 b4

S alesman shipment participation 000 &

Note: This is the same configuration dialog box available in the Liquida-
tion screen of a shipment.

Result: The system will process the configuration automatically when a
shipment is created. Changes can be made per line of the shipment liqui-
dation screen if needed.
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Set Agent Participation for Charges and Shipments

Entering data in your Magaya system for agent participation is similar to setting
salesperson’s commissions. Let’s look at the agent’s profile to see how to set
their participation for charges and for shipments:

1)  Go to Maintenance > Forwarding Agents.
2)  Open the Agent’s profile. In the dialog box, go to the Participation tab.

Click the “Add” button and select the type of participation you want:
Charge or Shipment.

Forwarding Agent @

| General | Address | Biling Address | Other Addresses | Enntactsl Farticipation |.i'-.gent I o I

.

Appleta Charge Type Yalue Inwventory  Shipments
Charge Burker Surcharge  Flat Value 1000 Mo
Shiprment Percentage of Profit 1000 Mo OrE

Charge patticipation...

Shiprent participation...

." |
| add. || Edt. || Deete |
[ (] ] [ Cancel ] [ Help ]
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«  Inthe Charge Participation dialog box, select the Charge, Type, and
Value. The Type can be a percent or profit or income, a flat value, or
amount per volume, weight or pieces.

I )

Participation @
Charde: [ocumentation -
Type: Percentage aof Incarme "]
Walue: d 00
[ k. ] [ Cancel ] [ Help ]

If you select Percentage of Income, then you will see the symbols
“%I” after the number when you liquidate the shipment (in the Ship-

ment Liquidation screen).
I I I

1115 Liguictation for Shipmerﬂwk

- .

"%l = % of Income

M... Customer S alesman Participation

wr  ABC Sporting Goods...  Oce
wr  ABC Sporting Goodz...  Documentation
wr  ABC Sporting Goods...  Storage Fee Alex Dunlap
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. In the Shipment Participation dialog box, add the value. The Type
is percent of the shipment profit. Check the boxes for the modes of
transport for this percent.

Shiprment Participation

=

Type: | Percentage of Praofit

Walue: 10.00

A
[rpart

E wpart

Oczean

Ground

Ok

]| Cancel |

The system calculates the shipment participation for a charge partic-

ipation, if one is set.

3)  Click OK on each dialog box to save.

Related Resources

To see how the agent’s participation is generated in shipments, see the topic
“Liquidation” in the Knowledgebase:

http://knowledge.magaya.com/#/article/liquidation

To learn how to set a sales person’s commission and how to create reports, see

the following article in the Knowledgebase:

http://knowledge.magaya.com/#/article/sales_commissions
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3. Configuration Menu
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Introduction to the Configuration Menu

You can customize your Magaya software in many ways. The Configuration
menu in the Maintenance folder provides options to:

. Set up measurement units and how much detail to display in your docu-
ments

. Set up document numbering for checks, invoices, pickup orders and other
transactions

. Enter clauses and define events to use in shipments and other transactions

specific to your company

. Set up Transaction Tracking and customize the email invitation
. Create custom fields to use in transactions and forms
o Define Task Types and more

Some options may not be available in your system, depending on the software
program you are using or if a plug-in is activated for your Magaya account. To
activate an option, contact your Magaya Logistics Advisor.

To access the Configuration menu, go to the Maintenance folder:

- {2 Fntenaree
& Carriers

- Forwarding Agents
Warehouse Providers
Cuskomers

€, vendors

‘, Salespersons

, Conkacks

& Employees

1 Parts

‘ Countries

-:::_E w Configuration

BOVELC

e |2
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The Configuration menu appears in the viewing pane of your Magaya Explorer.
To see all the options, use the scroll bar.

i HWC Cargo Company - Mageya Explorer
File Edit Zales Operations Mantenance  Shiprment  Magaya Neteork  Accounting  Reports  Options  Help

o © «w . .8 _ . .| | X @ .

Back Bir Dcean Graund Find Mtk
‘1 Page One Configuration
- # Magays Mebowork T .
i (3 Tasks » | General
+-{@ Quotatians
Jobs Gisreeal
il o | Creghe Events Sulomatically
+ Purchasing
i 1 Sales = r | Show lzaming tips ard hinks. [recommendesd]
+-{® Booking: "'-:ij o "
& 5 Warehousing = ammon ophons o this compuis
— I'. Mamt=nance e | Fill ists in neverse ordes
E Canriers [= Limit the quartly ol thown ilems pee st o 1000
E Foramrding Logerts
B Warehouse Providers [r)“u:-n,lélrm Swfcrking D e Pesicd
Q Custarmers ers | Aul st the last |30 daya
B vendors -
8 Salespersans & Start Daate End Date
B Cortacts Accounting
E Ernployees 220 5 17242015
1 Posts
- m"t" =t Ey Enabls chinese encoding for docurments:
I Crigurion) Wl
i Rates Change
+- g€ Accounting
. 7
i § Dutgaing Shiprrents a
-l Incoming Shipraents Fis-:-aﬁ:ﬂh&‘
i Mizcellansous

You can also open the Configuration menu by clicking on “Options” from the
top of your Magaya Explorer screen.

Click the Save button at the bottom to save any changes. If you want to return
to your previous settings, click the Reset button. Any changes made to the
configuration menu options are recorded in the Transaction Log.

The following sections explain each configuration option in detail.
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General

The “General” option contains the following choices:

Configuration

P ——

General

W
AT
'S |

Compary

B

D ocument
Hurmbers

@

Accounting

ey
@

Autamatic:
Charge ...

m

General

Create Eventsz Autormatically

Show learning tipz and hintz. [recommended]

Commion options to thiz computer

Fill liztz in reverse arder

[ Lirnit the quantity of shown items per list to 1000

Yworking Date Period

[ Auto set the last |90 days.

[] Start Date []End Date
142842017 1/25/2017

[] Enable chineze encoding for documents

. Create Events Automatically: This box is checked by default. This will
turn on or off the capability to add events automatically to the operations
transactions. To define events for use in your system, go to the Event Defi-
nition option in the Configuration menu. Events will display in the Events
tab of related transactions.

. Common options to this computer: This enables the following customi-
zations that can be set per computer:

- Filllists in reverse order: This box is checked by default. This will
display lists such as the Warehouse Receipts (WR) List or Pickup
Orders List with the most recent transaction at the top. Unchecking
this box will show the oldest transactions at the top.

- Limit the quantity of shown items per list to: Set the number as

needed. This is useful when your database grows and you do not

need to view older transactions.

- Working Date Period: These options allow you to choose between
setting the working date period by dates you specify or by an auto-
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matic number of days. When you have a database with several years
of data, you can set a Working Date Period to view only the data
from the current year.

Note about how settings apply per computer: If you log into another computer,
you will see the settings for that computer. This is not the same as per user.

Click the Save button (or Reset button).

Company

This option will set the type of company you have. This can also be set in the
Startup Wizard. If you used the Startup Wizard, the type of company you
selected will appear here. If not, it will be blank. You can select a choice in this
screen at any time.

If more than one of the options apply to your company, select all that apply.

Company
Company Type

[¥] Logistics Pravider
Freight Farwarder, WYOCC, Caurier, Ground Carrier, YW arehousze Provider

[] Airline Carrier [fssign blocks of air wavbill numbers to customers)

Generate numbers for houze zhipmentz when creating conzolidations

[¥] Ocean Carier [fssign booking numbers to customers]

Company Logo

File narne: Browese. ..
Logo
Fublish -
= Preview
[¥] My company haz a bonded warehouse.
. If your company is a logistics provider, check the first box.
. If your company is an airline carrier, click on the Airline Carrier button.

This enables you to assign Air Waybill numbers to customers (this will be
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available under the Maintenance folder). This will treat Masters as Flights,
and Houses as Masters.

The option below “Airline Carrier” will be activated when you check the
Airline Carrier button. You have the option of generating numbers for
house shipments when you create consolidations. By checking the box, the
numbers will be created. Do not check the box if you do not want the
numbers generated.

If your company is an Ocean Carrier, select this button to allow different
ports of loading and unloading per voyage. With this option, Masters are
treated as Voyages, and Houses are Masters.

If your company has a bonded warehouse, check the box. Result: This
selecting will activate fields on the General tab in the Warehouse Receipt's
dialog box for the Entry Number, Type and Date.

Upload your logo to use in documents and LiveTrack. See how to upload the
logo and add it to templates:

http://knowledge.magaya.com/#/article/add_image_logo

Click the Save or Reset button.
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Document Numbers

Document numbers for operations transactions can be customized in your
Magaya system by using this screen:

Document Numbers

Uze congecutive numbers for

]
]

[¥] Quatations Set [¥] Trips Set

[¥] Pickup Orders Set... [¥] Jobs Set

i

[¥] Purchase Orders Set

[¥] warehouse Receipts

(V| Carga Releases Set... (7] Sales Orders Set...
[¥] Cargo Maovemnent Set... [/] Bookings Set..
& gﬁgsment EXPORT set. | |mpopr @ Egﬁff:;m Set.. |

numbers ; ;
Ajr Ocean Ground Air Ocean Ground
b asters ... | | | [ | | |
S m -] [] [.] |® [-] | |
Houzes | | | | | |

Different numbers for Conzalidations and | One number for all Congolidations and
Straight ghipments. Houze shipmentz Straight shipmentz. Housze shipments
have their own numbers. hawe their own numbers.

The Magaya system is set to number all transactions with consecutive numbers.
If you want to change this default, uncheck the box for the transaction you want
to use non-consecutive numbers for. If you uncheck a box, the Set button is
grayed out (inactive).

As aresult of unchecking the consecutive numbering setup, each transaction
made will require the user manually enter a transaction number.
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If you uncheck the box “Use shipment numbers”, the message below it will
change to “Shipment numbers will not be used”™:

If unchecked, shipment numbers will not

be used:
|lze
shipment Ex<PORT Set...
numbers i
Air Ocean Ground

bl asters

Straightz

Houzes

Shipment numbers will not be uzed

For Exports, activate the numbering formatting for Air, Ocean, and Ground
transactions by checking the box for Export Masters or Straights. The buttons
with the three dots will be activated. Click on a button to open the number
formatting dialog box. (Note: This button opens the same Document
Numbering dialog box as the Set button.)

For Imports, you can make the Import shipment numbers different from the
Exports by checking the box “Different from export.” The Set button will be
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activated and the message changes to “One number for Consolidations and
Straight shipments. House shipments have their own numbers.”

Check this box to activate Import
numbering

MEORT Diifferent

from expart

Air Ocean Ground

Ore number for all Conzolidations and
Straight shipments. House shipmentz
have their own nurbers.

The Document Numbering dialog box has the following options:

Document Mumber

Murmbers Farmat
]

Prefis: |
Cancel

Saffis:

.

Help
Start number at: |1

The created numbers have the following format;
[Prefis]H umber[Sukfix]

[] Do nat allaw duplicated numbers

Numbers can be formatted as follows:

Prefix: This will add numbers or letters to the front of the transaction type
you have clicked the Set button for. For example, if you want all your
Warehouse Receipts to begin with the letters “WR”, enter the letters WR
in the Prefix field. Other examples: The House Air waybill document
numbering has a default prefix of “HAWB”. The Ocean and Ground
formats begin with “HBOL”. This can be changed by typing over the
default letters.

Suffix: This will add numbers or letters to the end of any transaction
number.
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Accounting

Start number at: Enter a number here to start the numbering of docu-
ments. The first document you create will use the next number. Example:
If you enter 0, then next document will start with 1.

Do not allow duplicated numbers: Check this box to avoid having any
documents with the same number. If you do not check this box, the system
will ask you if you want to use the same number when you are creating this
type of document. You can choose Yes or No at that time.

Lock transaction numbers: Some documents have the option to allow
you to lock the transaction numbers such as Air Waybills or Bills of
Lading. Setting this requires admin rights. This option is off by default.
Click the box to activate it.

Click the OK button to save changes and return to the screen.

Click the Save or Reset button in the screen.

The choices in this configuration screen set up accounting document features
such as:

Using consecutive numbers in accounting documents
Managing landed costs and average cost of inventory
QuickBooks exporting configuration

How your system manages Credit Limits for customers

Other settings: To generate charges automatically, date to close
accounting, transaction due dates, set currencies, set fiscal year, set up
default accounts, set periodic invoicing, setting sales tax, and set liquida-
tion options

This option is explained in the topic “Advanced Accounting Features” in the
Magaya Software Accounting Manual. See the same topic in the Knowledgebase:

http://knowledge.magaya.com/?search=Configure_accounting
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Automatic Charge Generation

This configuration enables your system to include charges automatically on
transactions.

This configuration is checkmarked as Enabled by default. It uses the current
date to generate charges. Change as needed. .

Tell the system if you want to use the current date or transaction departure date
for the charge generation.

This menu also has a feature for use with the Routes feature to enable your
system to generate charges based on the time offset between the route segment
and the generation date.

Configuration |
— it Automatic Charge Generation
= ﬁ
* Enable automatic charge generation
Automatic . .
Charge ... @) Use the current date and time for charge generation
_ ! Use the transaction departure date for charge generation
E [ add the time offeet of the route segment to the generation date
Fizcal Printer Quotations from Query rates

Create charges with automatic update

When creating a quote from the Query Rates screen, this checkbox will tell your
system to automatically update the charge (see the Charge dialog box) on the
Quote transaction. For example, if you make a change to a commodity such as
the weight, the charge for the new weight will be calculated and updated auto-
matically.

This screen works in combination with the Automatic Creation tab on the Items
& Services dialog box. See Chapter 2 in the Magaya Software Customization
Manual to learn how to automate charges, or learn more in this Knowledgebase
article:

http://knowledge.magaya.com/#/article/intro_automated_accounting
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Fiscal Printer

This configuration option is used to set up a fiscal printer to print invoices and
credit memos. Fiscal printers are mandatory for Latin American accounting
transactions.

Mote: If you need to configure another printer such as printing labels, see the
section “Labels.”

To activate the fiscal printer feature after you install the fiscal printer, check the
box in the Configuration screen to enable the feature:

Configuration |
u Fiscal Printer
— Enable Fizcal Printer
Fizzal Printer
General
T Company commercial name  |HWC Cargo
Form Filling [ Frint Invaices to Fiscal Printer by default
[] &llows Administrators to delete woided invoices [NOT RECOMMENDED)
mu,m Frinter zettings
Labels [ Override global compaty configuration
Local commercial name Hw/'C Cargo - Panama
% Prirter rmak.e Haszar v
Meaf,ﬂifg”ent Printer madel SMH/P-330FF4 w
" COM Poart COR1 .
(1
M‘ Bitz per zecond 9600 W
C

In the field “Company commercial name” enter your company’s name as you
want it to appear on the documents you print. This is a general system-wide
setting.

«  Totell your Magaya system to use the fiscal printer for invoices by default
check the box “Print invoices to fiscal printer by default.” This does not
mean that all your documents will print to this printer, only the invoices.
The system can tell which type of document it is printing. If you do not
select this option here, you will have to tell the printer to use this printer
by selecting it from the Print button when in the Invoice document view.

ol
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. The option to allow a user with administrative rights to deleted voided
invoices can be turned on, but it is off by default. It is not reccommended
that you allow this option. It is only designed for emergencies to delete an
invoice that was printed and then voided with a credit memo.

If you want to override the global settings for the printer name, check the box
for “Override global company configuration” and enter a division name or
name for a branch of the company that you want printed on the documents.

Next, select the printer make (manufacturer), model, port and bits per second.

Click the “Test Connection” button to test the settings. The system will either
display an error report or information about the printer, including the tax rates
for this fiscal printer.

Save the settings.

Also: Set the tax rates in your Magaya system to match the tax rates defined by
your fiscal printer. For example, if your fiscal printer includes tax rates of 5, 10
and 15%, then you must have a rate in your Tax Table for 5, 10, and 15%. Go to
the Chart of Accounts > Actions > Tax Table to verify this.

Add the RUC number to any entity involved in a fiscal transaction. Go to the
entity profile, on the General tab, enter the RUC number in the field “Identifi-
cation Number.” Select “Other” for the type.

Vendors E|

Genesal | Addiess | Bilng Addiess | Othes Addreszes  Contacts | Charges | Pt Terms | Personal ¢ *
Mame: Champson Automotive EI
Enitity | D: [
Phare:
F an:

E mail

Wehsite:
Enter RUC number for

Accourt Mumber. | entities In invoices sent to

Tr

Contact Firzt M ame: fiscal pri nter :

Contact Last Name: ‘

Identiication Mumber: 220961157311 [Other %
Diwiziore w

Magays Network 1D: 0 [ Inactive

| wAcAvATIE | [ ok J[ cacel |[ Hew
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An English-language invoice document template is available to show taxes and
retention. Get it from File > Download Document.

Learn about printing to the fiscal printer:

http://knowledge.magaya.com/#/article/print_invoices_fiscal_printer

Denied Party Screening

The Magaya Denied Party Screening plug-in helps your company comply with
U.S. government export regulations that require verification of entities to deter-
mine if they are included on the list of denied individuals or companies.

See the Knowledgebase topic for all the information on Denied Party Screening:

http://knowledge.magaya.com/?search=denied_party_screening

Configure Denied Party Screening

The Magaya Denied Party Screening plug-in helps your company comply with
U.S. government export regulations that require verification of entities to deter-
mine if they are included on the list of individuals or companies who have been
denied exporting privileges and cannot import into or export from the U.S.
because they have been sanctioned by the government for illegal acts.

This plug-in needs to be configured to tell the system when you want to screen
because there is a monthly service fee which includes a minimum quantity of
screenings per month. If you go over the minimum, you will be charged per
entity that you screen.
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The configuration screen gives you options such as when to screen the entities
and which countries to add to the banned list.

Denied Party Screening

Denied Party S creening

[¥] Enable Denied Party Screening

|| Screen new entities /contacts when creating them

[7] Screen entiies/contacts when editing them

| Screen contacts of entities being checked

[¥] Screen shipments befare filing to AES

| Blways confirm screening results

Minimum threzhold acceptance

Dravs to validate since last check

Banned countries

Avvailable Countries:

Fair bdatch

M arme

AFGAMNISTAM

ALBAMIA

ALGERILA

AMERICAM SAMOA
AMDORRA

AMNGOLA

AMGLILLA

AMTIGUA AMD BARBUDA
ARGEMTIMA

ARMENIA

AN A
4 11}

a0 =

-

Add >
<< Hemove

4 () I

M ame

CUBA

IRaM

KOREA. NORTH

LIE* 2

SUDAN

SvRIAN ARAB REPUBLIC

For full details about running the screening process on shipments, entities or
vessels, please see the Knowledegebase link below or see the Magaya Software

Communications Manual.

http://knowledge.magaya.com/#/article/denied_party_screening
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Form Filling

The Form Filling options enable you to set how much detail you want to appear
on the forms listed in this screen. These settings apply to the computer where
you select the options in the screen:

Form Filling

Filing detailz
[ ] Expand Air ‘W ay Bill details
[ ] Expand Bill of Lading detailz

Expand Cargo Manifest detailz

[ ] 5howe ‘W arehouse Feceipts in Cargo Manifest

Fill dacurients uzing accounting info

Show items dimenzions in kaster dir waybill
[ ] Show items dimensions detailed

[] Usze item notes as Marks and Mumbers in BL

A W apbill Weight unit

() Eilograms [K.ag)
) Pounds (Lb)
(%) Both [Kg & Lb]

Bill of Lading ‘weight unit

() Kilograms [K.g)
() Pounds [Lb)
() Both [K.g & Lb)

The Configuration menu settings for Form Filling apply to the system for that
computer, not the user - for example: if the user logs into another PC, they will
see the settings for that PC, not their own settings

Check the following boxes to activate these choices:

Expand Air waybill details: This will show one line per item in a ship-

ment. For this option to work, you must uncheck the option “Fill docu-
ments using accounting info”. If you leave this unchecked, you will only

have a summary of the details that was entered in the “Description of

Goods” field on the General tab of the shipment. For more on AWBs, see
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the topics “Air Waybills” and “Air Waybill Due Agent / Due Carrier” in
the Knowledgebase:

http://knowledge.magaya.com/?search=air_waybills
http://knowledge.magaya.com/?search=AWB_due_agent_carrier
To file the AWB electronically, read about the eAWB feature:
http://knowledge.magaya.com/#/article/eAWB_getting_started

Expand Bill of Lading details: This will show a line in the Bill of Lading
per item of the shipment. Checking this box will activate the “Show
Container details” option and then it will show one line per item in the
container. For example, if you have two containers in the shipment, each
container will display on a separate line.

Shipment Settings

Forms Filing | Measuremert Linits
Filling details
Expand Air Way Bill details
and Eill of Lading details

Show Container details
Group similar tems

2 Containers
2 lines

MARKS AND NUMBERS MUMBER
OF PACKAGES
(18) (19

CNT: Container 55 1 PLT
SEAL: SEAL 501/

Seal 502

CNT: container 2 1BOT
SEAL: SEAL 11/

seal 22

If you check the box to “Show container details” then
See also the “Ocean” configuration setting for more options.

Expand Cargo Manifest details: This will show complete addresses of enti-
ties in the cargo manifest.

Show Warehouse Receipt numbers in Cargo Manifest: This is unchecked
by default.

Fill documents using accounting info: This will use information in freight
charges to fill operations documents such as the Air Waybill or Bill of
Lading.
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Show items dimensions in Master Air Waybill: This will show a line with
the maximum dimensions of the pieces in the shipment (Pieces x Length
x Width x Height) per IATA specifications. It also has a second option to
show items dimensions detailed, which will show the dimensions per each
line in the shipment on the Air Waybill.

Use item notes as ‘Marks and Numbers’ in BL (Bill of Lading). This will

use any notes entered about an item on the Commodity dialog box inside
the Commodities tab. You can use the Notes field or Notes tab while you
are working on a transaction.

Warehouse Receipt

General | Shipper/Consignee | Suppler | Cariey Commodities

Shatuz Package D esciiphion Pieces | Length.. | H Add. .

_ Pending  Box

hicycle lines 26 36.00
Commodity [X]

Geneid | Identification  EEI | Hazardous | AMS | Mob * #

|} Pending :
Description MNotes tab
ooy ce tire:]
Fackage Type: Locaton:
[Box v v ¥
Fieces: Dimenzion [L W x HY  in
26 | [36.00 &0 3.0
< [C] By Totas Fiece Total Measure
sight  |4.00 | 104.00 b
Notes lume | 4.50 | 117.00 I v
ol bty Lnit 3 Llrit_ar_',l'hi'dl.lsc Tl!:ll:e_l".l'aluu:
0 | 0.00 0.00
Hiotes:
Pz [Packag] | ok | [ Cancel ] [ Help ]

][ tep ]

s

Click the Save or Reset button.

Other options in the Configuration menu enable you to set the weight units for
Air Waybills or Bills of Lading. You can choose Kilograms, Pounds, or both.
The default is set to the use “Both”. These units are only for the Air Waybill and
Bill of Lading and has no relation to the Measurement Units for a shipment.

Note: The Form Filling options dialog box is also available in the Shipment
screen by clicking the button “Settings”. The Settings button can be used to
change units per transaction if needed. Otherwise, the units are set globally here
in this Configuration menu.
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Labels

Use this option to set the printer for Magaya Explorer. If you are using a Zebra
(Eltron) printer model 2742, 2842, 2844, you can select the Eltron printer from
this option so the labels will print faster.

This option also enables you to set the information you want printed on labels:

. Warehouse item description
. Company information
. Consignee name

Labels

Priter Tope

(%) "windows Standard Printer

{1 Zebra Printer

Print warehouse item description
Print company infarmation

Frint consignee name

Options for all users

[] Do not create tracking numbers for itemns with part numbers

If you do not want tracking numbers created when printing labels with part
numbers, check the box. Learn more about external tracking numbers in the
“Commodities” topic in the Knowledgebase:

http://knowledge.magaya.com/?search=commodities_tab

When you select the Print Labels options from the Magaya Explorer Print
button, the print dialog box opens and gives you options for label sizes and
quantities. For more details on the print button options, see:

Also see the Knowledgebase article:

http://knowledge.magaya.com/#/article/2_work_document_and_list

Measurement Units

With this option, you can set the measurement units for all transactions to use
the metric system or imperial units.
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The Configuration menu settings for Measurement units apply to the system for
that computer, not the user - for example: if the user logs into another PC, they
will see the settings for that PC, not their own settings

Use the dropdown menus to select the measurement units and the decimal place
for length, area, volume, weight and volume weight. For example, Length can be
set to Inches (in), Feet (ft), Millimeters (mm), Centimeters (cm), or Decimeters

(dm).

Measurement Units

Length

| Inchiin) »| (oo |
Lrea

| Squared foot(ft) »|[oo0 |
Yolurne

| Cubic footif) »| oo+
YWieight

| Paundilb] v| (oo |
Yalume YWeight

| alume Paund(vIb] v| oo v

Yolurme Weight Dimensional Factar : [ir* / IB]

184.00
166.073428 (6000 crt/ka)

Notes: The measurement units set here will be used as the default for all new
transactions. If they are set from the Charges tab in a Pickup Order, Warehouse
Receipt, or Cargo Release, those units will only affect that individual transac-
tion. The Measurement Units options dialog box is also available in the Ship-
ment screen by clicking the “Settings” button. Using the Settings button changes
the units for that transaction only.

Note: 166 in/Lb is the equivalent to 366 in/KG. The system will convert to kg if
the volume weight is set in KG. Be sure to set both Length and Volume to 6
decimal places.

Click the Save or Reset button.
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Transaction Tracking

The Transaction Tracking plug-in feature enables you to allow your customers
to track their transactions. An email with a link is sent to your customer for each
transaction. The customer clicks on the link and views the current status of the
transaction in real time. It also works on a website in the Transaction Tracking
widget. Only the transaction types checked in the Configuration screen will
appear in the widget.

You can configure your Magaya software with options such as to send an email
to a customer automatically whenever a transaction is generated in the Magaya
software, or send an email message only when you want one sent. You can also
customize the message in the email or create a template.

For more details, see the Knowledgebase:

http://knowledge.magaya.com/#/article/transaction_tracking

Customer Setup: For LiveTrack and Account Numbers

There are options available to give your customers the choice to register them-
selves online and to change their passwords themselves, without you having to
do it for them (available in Magaya LiveTrack version 2.0 and higher). This is
especially useful for couriers and others with many customers who want to track
packages online.
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Steps to allow customers to register themselves:

1)  Go to Maintenance > Configuration > Customer Setup: Click the
checkbox “Allow clients to register directly on Magaya LiveTrack”.
Configuration | Currenicy List
iy = Customer Setup
ara
Cusstomer
e Registration
| Allow dients to register directly on Magaya LiveTrad
*'L::" < Allaw disnts to begin working immediately after registering
Inscening Specify the default tracking permissions for registered dients:
Mestages /
Feature &
Ei::_':‘ Can Send Attachments _
Cancel Sales Orders F
Olutgong
Messages Query Rates
Sand Online Booking Requests
- ¥ Send Online Payments
L_’,ﬁ Send Orline Sakes Orders
Saler L | Send Onfine Shipping Orders -
Liser OpBons
-';d._ o | Allow dients to update their password for Magaya LiveTrack
Purchasing Account Numbers
< Automaticsly generate sccount numbers for new customers Set.is |
ﬁ [#] Automatically generate missing account numbers for existing customers in badeground
EFEI"J-':_':'I:“I_::IE [¥] Generate new aocount number for customer in case of & confict when imparting customers
> | Allow searching for dients by ther account numbers
If you want customers to be able to use LiveTrack as soon as they register,
check this box. If not, you will need to manually enable their access from
the Customer list by right-clicking on their name and selecting “Web
Track User List” and unchecking the “Disable” checkbox in the dialog
box.

2)  Specify the permissions by checking the boxes for the functions you want
the users to have access to. Some functions are checked by default. This
sets system-wide preferences; to change it per customer, go to the
Customer list, right-click on their name and select “Allow Tracking.”

3)  Allow your customers to be able to update their passwords online them-

selves by checking the box to “Allow clients to update their password for
Magaya LiveTrack.”

Account Number Options:

If you want the system to automatically generate account numbers for new
customers, click the “Set” button. In this dialog box, set the options for a
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prefix, suffix, and a starting number. Click OK to save. Go to the
Customer profile to view the number.

Account Murnbers

| Automatically generate account numbers For new customers Set...

Automatically generate missing account numbers For existing customers in background
Generake new account number For customer in case of a conflick when imporking customers

Allow searching For dients by their account numbers

e

Account Mumber

Mumbers Format
Ok

Frefis: Customertt |

Cancel
Suffis:

Fil g

Help
Start number at;. 107

The created numbers have the following format:
[Prefis]M umber]S uffix]

| Do not allow duplicated numbers

Note: When you create a new customer in your Magaya system manually
yourself, an Account Number will be automatically filled in on the
General tab. Then you will need to Allow Tracking for that customer by
right-clicking on their name and creating a password for them. Then
notify them of their access to the system via one of the email templates.

If you want the system to automatically generate account numbers for
existing customers who do nothave account numbers, check the box. This
process will occur in the background, and you can continue working while
it is being done. How long it will take depends on the quantity of
customers in your Customer List.

Result: The customer can log into LiveTrack with their user name or
account number.

If you import customer names via API or other import method, you can
tell the system to generate new account numbers in case there is a conflict.

If you want your staff to be able to search for customers in your Magaya
system by using the customer’s account number instead of their name,
check this box to “Allow searching for clients by their account numbers.”
For example, this is useful when creating a shipment or other transaction;
when selecting the customer name from the dropdown list, you can type
in the account number also, and the system will find the customer and fill
in the field.
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Note: Details on how to use LiveTrack are in the Magaya Software Communica-
tions Manual, Chapter 5. To activate the LiveTrack option, contact your Magaya
Logistics Advisor.

LiveTrack

This section controls how charges are displayed in LiveTrack.

Configuration |

i LiveTrack

LiveTrack Show Charges in LiveTrack

Only show charges applied to the LiveTrack customer
I
o
gl

lncoming

Meszages

To show charges in LiveTrack, ensure the option is checked. You can further
fine tune the display of charges with the checkbox to only show charges to a
LiveTrack customer if they are the “Apply To” party in your Magaya transac-
tions.

Incoming Messages

These options tell the system if you want to automatically save messages and
what folder to place them in. The automated saving function is checked and
active by default. If you uncheck a Save button, the system will prompt the user
if they want to save each document received.

For more details, see Chapter 7 in the Magaya Software Communications
Manual.

130



Chapter 3

Outgoing Messages

The Outgoing Messages screen provides setup options for sending email
messages, shipment, and charges information. Settings made here will affect all
Magaya users of the same database.

QOutgoing Messages

E rnail

(%) 5end email using Windows default email client
) Send email using M agaya email client

Farmats
Diacument format FOF w
Feport format HT kL w

Send anly the master shipment ta the Carmier
[ ]5end ranzactions income charges to destination agents

[]5end ranzactions expense charges to destination agents

Customer Tracking lnvitation Email

Select Email Template:

Cuztomer Tracking |nvitation Email User Defined w

The Magaya email client must be used if you use the email templates. This
screen also enables you to set the default email signature for outgoing email
messages. [t can connect to any email provider. For details, see the Knowledge-
base or Chapter 7 in the Magaya Software Communications Manual:

http://knowledge.magaya.com/#/article/configure_messages
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Sales

The Sales configuration screen enables you to set up the following options:

Sales

[¥] Allow ko create sales orders with backordered items
[]when the orders are fulfiled give priority to inventory within the same location
I | Fulfill orders using inventary in the specific division
| &llows ko create sales orders with clients as sellers
|| 0o ok release items that have not been invoiced
Do nok release ikems that have not been paid
[] Automatically alocate sales order lines when added
[+ Automatically allocate sales orders when released

[T only reservefallocate on-hand inventory in Sales Orders

Enter general commissions For inventory sales Commissions. . .

Locations allowed For sales orders allocation:

Location Type
J Skarage
Receiving
[¥] shipping

m

[¥] other
[¥] replenishment 1

Pricing Engine
[| Enable Pricing Engine

Drop Shipping
[¥] &llavs Drop-Ship arders an aukgoing shipments

. Allow the create sales orders with backordered items: This means sales
orders can be created even when you don’t have items on hand in inven-
tory

. When the orders are fulfilled, give priority to inventory within the same
location

. Fulfill orders using inventory in the specific division: If you have more

than one warehouse
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Allow to create sales orders with clients as sellers: The Seller field can be
the Customer on the Sales Order. This is useful for 3PL companies that are
managing only the orders for their customers.

Do not release items that have not been invoiced: When selecting this,
another option becomes available: the option to not release items that
have not been paid.

Allocation Settings:

To configure your system to allocate items immediately in the Sales Order,
check the box “Automatically allocate sales order lines when added.” This
will take an On Hand item from inventory in the warehouse and allocate
it for the SO. If you leave this unchecked, the system will reserve items in
the SO, but not take a specific item from the warehouse. (Note: This
feature is available in Magaya software version 10.2 and higher.)

If you want your system to allocate items when the Cargo Release or Ship-
ment transaction is created, check the box “Automatically allocate Sales
Orders when released.” Check this option if you use the Logistico plat-
form.

Only reserve or allocate On Hand inventory in Sales Orders

For more on allocation in sales orders, see the topic “Create Sales Orders”
in the Knowledgebase.

Enter general commissionfor inventory sales: This sets up a commission
amount system-wide for any salesperson who sells any inventory item. To set
commissions per salesperson, go to the Maintenance folder > Salespersons. To
set a commission for one inventory item at a time, go to the Warehousing folder
> Inventory Item Definitions. These options are available in the Magaya Supply
Chain Solution.

Additional configuration options related to selling items:

Locations allowed for Sales Order allocation: Select the locations to make
available when adding items to sales orders

Pricing Engine: Check this to enable pricing tiers. For details, see the
topic on “Price Rules and Price Management” in the Magaya Supply
Chain Solution user manual.

Allow Drop Ship orders on outgoing shipments: Check this box to allow
your system to place items that are in an “Ordered” status into outgoing

shipments. Learn more about drop shipping in the topics on Sales Orders
and Purchase Orders, available in the Magaya Supply Chain Solution user
manual.
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Purchasing

Configure your system to determine when a bill can be created from a PO:

Purchasing

[¥] Allow to create bills for purchaze orders without commodities,
[] Allow to create bills for purchase orders only after all inventory is received.
[] create bills from purchase orders induding only the processed items (arriving, pending or on-hand)

[¥] allow to create Purchase Orders with dients as sellers

Allow to create bills for Purchase Orders without commodities: Check-
mark this option to allow users to create Bills for a POs that don’t have any
commodities, but may have other charges. This is useful to keep track of
items such as office supplies purchased. The PO status will be “Open” (not
“Empty”).

Allow to create bill for Purchase Orders only after allinventory is received:

The commodities must be On Hand to create the Bill.

Create bills from purchase orders, including only the processed items
(arriving, pending, or on hand)

Allow to create Purchase Orders with clients as sellers: This will enable the
system to display entities from the Customer List in the dropdown menu
on the PO for the “Seller” field.

E-Commerce Fulfillment

Logistico is an e-commerce platform that connects 3PLs to online retailers who
are looking for distribution service providers. To learn more about the platform,
see Logistico.com for details.

3PLs who interact with Logistico.com need to configure the Sales option in their
Magaya system to allocate inventory items when the Cargo Release or Shipment
transaction is created. Check the box “Automatically allocate Sales Orders when
released.”

The e-commerce fulfillment Configuration setting activates the connection
between your Magaya system and the Logistico portal. It also gives you options
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for setting up schedules to tell your Magaya system when to check for updates
between the systems for inventory and tracking numbers.

Configuration

eCommerce
Fulfillrent

e

Oniline
Bookings

3

Ornline
Paprments

eCommerce Fulfillment

Enable Logistica
Inventary
Enable inventory updates
Inventory Updates schedule; E
Tracking Murmbers

Enable tracking numbers update
Tracking Murmbers Update schedule: [I]

Process Sales Orders of the lask 15 davs

For complete details on configuring your system for e-commerce fulfillment,
see the topic “Logistico: Configure Sales Orders” in the Knowledgebase:

http://knowledge.magaya.com/#/article/Logistico_configure_sales_orders

Online Bookings

Use “Online Bookings” when you are accepting online bookings from
customers. Here you can determine if you want to assign a booking number to
a booking request or not and if you want to allow bookings even if you do not
have an existing trip set up in your Magaya Explorer.

Online Bookings

Cnline Bookings

[¥]Process booking requests automatically (Booking # will be assigned)

Response ko the client when processing requesks manually:

Your booking request has been received and will be processed within the next business -

dary,

[¥] Allovs booking requests without exisking trips

[¥]5ave clients when entering online orders
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The Online Bookings feature is available for all Magaya software. Note: This
configuration is one part of the process required to give your customers access
to make their own booking requests online. Additional information about using
the Online Bookings screen is available in the Magaya Software Communica-
tions Manual. In the Knowledgebase, search for these keywords: Getting Started
Online Bookings.

Save your settings. Note: If your online customer is logged in while you make
these changes, they will not be affected. If you want a customer to have a feature
available to them, they must log out of LiveTrack and log back in after you make
a change in the Configuration menu.

Additional information about using the Online Bookings screen is available in
the Magaya Software Communications Manual and in the Knowledgebase:

http://knowledge.magaya.com/#/article/online_bookings_intro

Online Payments

There are two ways to manage payments online: via First Data or PayCargo.

To give your customers the option to pay you online by by e-check (ACH)
configure the online payment option for the service provider PayCargo.

To give your customers the option of paying their invoices with a credit card,
configure the First Data section of the screen.

Configure PayCargo:

PayCargo is a service provider which is designed specifically for freight
forwarders and others in the shipping industry.
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Check the box on this screen to enable online payments via PayCargo, and select
the accounts you want used for the invoice payments (deposits) and fees:

_ | Online Payments
'
Enable Online Payments with PavCargo (At this moment For USD anly)
Cargo _ i, Pay CaFgo, com
Insurance Invoice payments
Bank Account: |Bank Account b
'{-3 Service fees
Onlite Bank Account: |Bank Account w
Payments
, Expense Account! |Payments Processing Fees w
= Service Provider: PayCargo LLC A
A= AP

When you select the bank account for the Invoice Payments, then all
payments received will be posted to this account.

The Bank Account for the Service Fees is the account that all service
charges will go to.

The Expense Account is for the processing expenses. When you create a
Profit & Loss statement, the processing expenses will appear on the report
under this expense account.

The Service Provider of PayCargo LLC is set in the system by default.

Next you and your customers must register with www.PayCargo.com.

Configure First Data:

Check the box to enable online payments with First Data.
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If you don’t have a First Data account, click the link to their website to create
one. They will give you the details to enter into the Magaya screen: the Exact ID,
Password, Key ID and Key.

+ | Enable Online Payments with First Data Global Gateway e4

v, firstdata, com
Merchant API Credentials

| Use Test environment (Disable Test mode for production)
Gateway Id:

(IX 1120
Password:

Key Id:

Key:

|Test Connection

Note: The Test environment is only for testing the system. Leave this box
unchecked.

After you enter the data, the system will test your Magaya account and your
First Data account.

Save your settings. Note: If your online customer is logged in while you make
these changes, they will not be affected. If you want a customer to have a feature
available to them, they mustlog out of LiveTrack and log back in after you make
a change in the Configuration menu.

Next, you will need to enter the customer’s credit card information in their
Customer profile. Then the credit card can be applied to invoices. For details on
how to use the online payments feature, see the chapter on online payments in
the Magaya Software Communications Manualor the Knowledgebase:

http://knowledge.magaya.com/#/article/online_payments_getting_started

Online Sales Orders

To offer your customers the option to buy inventory from you online, you can
set up your system for online sales orders.

This feature requires this configuration setup and the creation of inventory
categories in the Inventory Organizer (under the Warehousing folder). Each
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customer must have tracking enabled in their profile. See the Magaya Supply
Chain Solution Manual for details.

1) Check the box to allow online sales orders, and then choose your prefer-
ences:

Online Sales Orders

Allow Online Sales Crders

Allow back-orders when no inventory is available

Create Purchase Crders for preferred vendaors automatically

Allow client invoice generation automatically
allow orders to be posted in home currency aonly  (Home Currency: LSO
[ ]Generate charges automatically for Cnline Sales Orders
[ ]allow clients to cancel Online Sales Orders
[ ]create a Job for each Online Sales Order automatically
Allow automatic release of the ordered commodities
(*) Create a Cargo Release (ground only)
) Create a Shipment

Sawve automatically created shipments in this folder

Select the modes of transportation wou want bo enable when posting Online Sales Crders

Description Method -

[ Mokorcyele courier IInknowwn

[ Bicyele Courier IInknown

[v] vessel CIcean

[+ yessel, Containerized DICEan »
Categories

Select the "Featured” category

2)  Allowback orders of items. This gives you the option to let your customers
place orders for items that are not currently on hand in your inventory.
The backordered items are added to the “Backordered Items List”. Details
are in the Magaya Supply Chain Solution Operations Manual.

To create a Purchase Order automatically to buy the items from a
preferred vendor, check the box.

3)  Allow client invoice generation automatically: The system will create the
invoice, transferring the details of the sales order into an invoice, and send
it to the Invoices folder in your Magaya system.
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4)

5)

6)

7)

8)

9)

10)

Allow orders to be taken in your home currency only. If you uncheck the
box, your system will accept orders in other currencies. Your system must
be configured for multicurrencies (set in Maintenance > Configuration >
Accounting).

Generate charges automatically for online sales orders: Check this box to
enable the system to include charges on sales orders that customers place
online (which the customer will see). To define which charges to auto-
mate, go to the Intems & Services list, and configure the charges there.

Allow your customers to cancel online sales orders: Check this box to acti-
vate this. (Available in Magaya software version 9.2+ and LiveTrack 1.0, as
of the date of this documentation, March 2014). The customer can
right-click on a sales order to cancel it. Note, if a Magaya user creates a
S.0. in the Magaya Explorer (not online), the customer cannot cancel that
S.0. (A Magaya user can cancel a S.0. via the Actions button or by
right-clicking.) Any canceled S.O. will have a status of “Canceled” and
display in the S.O. List. The items will be returned to inventory.

Sales Order List |

= Dates: |Al A From:

Statuz Murnber Drate Employes
[ {iCanceled 35 09/25/2013 Adminiztr ator]
W Loading a4 07/24/2013

[ Open 33 07/23/2013 Adrministratar
W dpproved 32 03/04/2013 Administrator

Sales Orders that have already been canceled or contain items that have
been canceled from a Purchase Order may not be canceled again. Sales
Orders that have already been invoiced or loaded onto a shipment or
cargo release cannot be canceled.

Automate Job creation in your Magaya system for each sales order posted.
The system will automatically create a Job to track the progress of all trans-
actions related to the job such as invoices, sales orders, etc. This will link
the sales order and the items inside it to the Job.

Allow automatic release of the ordered commodities, and define the type
of release to be created automatically: a Cargo Release or a shipment will
be created in the system.

Save the shipments in a folder you specify when you select the option
“Create a Shipment”. Then click the “Select” button to open a list of
folders so you can navigate to the folder of your choice.

Select the modes of transportation for the orders. These modes will be
visible to online users in Magaya LiveTrack.
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Feature a Category: After you create categories for inventory in the Inventory
Organizer (found in the Warehousing folder), you can select a category here to
feature it in the Online Sales Order screen in Magaya LiveTrack. This will
display only this “root” category and its subcategories. This is useful if you
create internal categories such as commissions that you do not want to be visible
to customers online. This is optional and can be changed at any time.

To notify your customers that their online order was received and is being
processed, go to the Email Templates or System Alerts configuration screen to
choose the option you prefer.

Online sales orders is available in the Magaya Supply Chain Solution and the
Magaya Commerce System.

For more details, see the Magaya Software Communications Manual.

Save your settings. Note: If your online customer is logged in while you make
these changes, they will not be affected. If you want a customer to have a feature
available to them, they mustlog out of LiveTrack and log back in after you make
a change in the Configuration menu.

Online Shipping Orders

To give your customers the option of sending you shipping instructions online
via Magaya LiveTrack, set up the option in the Configuration menu:

| Allows Snline Shipping Crders (Shipments and Cargo Releases)

Select the modes of transportakion bo enable when posting Shipping Orders

Descripkion Method it
[ Motoreycle courier Inknown

[ Bicyele Courier IInknown

Yessel Ocear

Yessel, Containerized Qicean h

Save shipments in this folder

Select, .,

| Save clients when entering online orders

. Check the box to allow online shipping orders (shipments and cargo
releases).
. Select the modes of transportation you want to enable.
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. If you want to save the shipments in a different folder in your Magaya
system other than the existing one, click on the “Select” button to navigate
to the folder you want.

. Check the option “Save clients when entering online orders” to save the
entity names and details that your LiveTrack users enter online.

This configuration screen also offers options for online pickup orders.

Online shipping orders is available in the Magaya Supply Chain Solution and
the Magaya Cargo System.

Save your settings. Note: If your online customer is logged in while you make
these changes, they will not be affected. If you want a customer to have a feature
available to them, they must log out of LiveTrack and log back in after you make
a change in the Configuration menu.

Details on how to use the online shipping orders feature are available in the
Magaya Software Communications Manual. See also the Knowldegebase for the
article: “Getting Started with Online Shipping Orders:”

http://knowledge.magaya.com/#/article/online_shipping_orders_intro

US Customs Systems

The US Customs and Border Protection (CBP) options in Magaya software
provide fields to enter details for:

. Imports, using the Automated Manifest System (AMS) codes and
Importer Security Filing (ISF) codes

«  Exports, using the integrated connection to the ACE portal (formerly the
AES system) to file EEI

. Customs Brokers, using the Automated Brokers Interface (ABI) that is
integrated with the SmartBorder system

After you set up your Customs information in the Configuration menu, it will
fill in automatically in shipment documents.

US Customs features are available in the Magaya Supply Chain Solution and the
Magaya Cargo System.

For more details on each one, see topics in the Knowledgebase and in the
Magaya Software Communications Manual.

http://knowledge.magaya.com/#/article/intro_config_customs
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Express Link

Magaya Express Link plug-in enables you to request package shipments from
carriers such as UPS and FedEx. It needs to be activated in your Magaya account
and configured in your Magaya system. Full configuration and usage steps are
explained in the Knowledgebase and in the Magaya Software Communications
Manual.

Start with the Knowledgebase article “Express Link: Getting Started”

http://knowledge.magaya.com/?search=ExpressLink_Get_Started

WMS

The WMS configuration section contains settings to start using the Magaya
WMS Mobile plug-in application. The screen contains the following tabs and
options:

WhMS

General  Inventory Adjustment | WHS Maobile | Directed Operations

[ Pallet IDs. ., ] IJsed ko configure the generation of Pallet 1Ds

Default package bype For new pallets: |F'a||et -

| Keep Inventory by Serial Mumber

| Save Serial Number \When items go out
| Inventary will be closed on or before this date., 5] 6jz015
Prewvent loading of items that are in receiving locations
Force the selection of existing part numbers when adding commodities

o | Create informative task when breaking down compound ikems

These details are explained in the Knowledgebase and in the Magaya WMS
Operations Manualand in the Magaya Supply Chain Solution Manual.
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Final Mile App

Use the Final Mile app is used by delivery drivers so they can collect signatures
when they pick up and deliver goods. The application runs on smart phones and
provides a list of tasks, a description of the cargo to be delivered, the address and
a map. (It was formerly called the POD Mobile app.)

File Edit Zales Operations Maintenance  Shipment  Magaya Metwork  Accou

O © | = . .8 | 0H .o

Back Air Ocean Ground
- * Page Ore Configuration |
-9 Magaya Network
(8 Tasks Final Mile
{Q Quotations @
1"' labs Online
---._| Purchasing Shippi...
|J Lainke o [ Final Mile Users... ]
...-.1f_1 Boaokings b
& Warehousing asesvn | | Final Mie Units... |
||_:_| Z| Maintenance Systems
(5 Carriers
----- ,l'j Forwarding Agents ﬁ
----- g Warehouse Providers WS
----- & Customers
----- i Vendars
----- E Zalespersons D
----- € Contacts
— k agaya
""" ; Employees Exprezz Link
..... 1 Ports
Countries E
&4 f'...ié:teiu S Final Mie

For more details, see the knowledgebase:

http://knowledge.magaya.com/#/article/final_mile_getting started

Scales and Identification

This Configuration option contains two section which set up your Magaya
system to scan and capture data about items as they arrive in your warehouse:
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. Scales: The “Scales” tab on this screen includes settings to connect a scale
to your Magaya system so you can weigh and measure packages quickly.

. Identification: The “Identification” tab on this screen includes settings to
configure fixed mounted linear bar code scanners and cameras, which will
scan the bar code labels on packages as they are passed through the
CubiScan machine and take pictures of each item. The data is saved in a
“Pickup Order Courier Manifest” document/transaction.

Canfiguration

Scales and ldentification

Configuration screen for

L

Sl wd o ettt weighing and dimensioning
o | L CubwSean SyStemS
-j:l: Cotioan Mocdel: | CulbeSoan U, 140, L35, 150
Cusom Feeld:

Tast Comnacton |
— Lise Cange Specire
-
# De=wice Moo [P dciiress; Fort

Electvon A
‘wiayBsl

Ripund Lip (decimal precision]

&t Cwneroecrmc o volure: . Waight:

Dt data for rerw iers

Desoipbon:
Oeean Pk Typas .
Lacation -
‘-l’ Wsighing and| Cubing
Gscasred o« vt Recering Labed after svery mwan
o | sk Fer toval ppeves beforehared o deplay phece counl on Ewery lbel
= o Tike Frtes an e are wanned [Cameras mut be et un on e Tdartfiowaan” tabi
J5 Extemal Tracking humber Scanning
e g E o dermign Trachang Fumber i e previous: fien nstesd of oeaing s new one, iy spies f the previos e wes oesied by Cubssoan/Canga Specie)

Cod=

Copy Trackeng Humber %o rfems note

To use the CubiScan, you will need to activate a Magaya plug-in application
called Magaya Scale Integration. The CubiScan scales are the only manufacturer
that is currently integrated with Magaya software.

Contact Magaya to activate this plug-in and discuss installing and connecting
the scale or bra code scanner to your Magaya system. You will need the IP
address to assign to the scale, cameras or scanners, and the Port.

The advantage of combining these hardware products with your Magaya system
is to speed up receipt in the warehouse. This is especially helpful for couriers
who handle a high volume of small packages.

See the following Knowledgebase article for full details on configuring the scales
and other hardware and setting preferences for printing labels and saving
tracking numbers from the packages:

http://knowledge.magaya.com/#/article/Cubiscan

This plug-in is useful when receiving items from UPS or FedEx. Then the end
customer can track the item by this tracking number when they use the Magaya
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eAWB

mobile app, Track2Go. This tracking number will also be searchable within
your Magaya database.

To file electronic air waybills (eAWB), contact your Magaya sales representa-
tive. This service is charged per transaction. Discuss the charges with your
Magaya representative.

Magaya will create a code called a PIMA code for you and give it to you. Enter
the PIMA code into the eAWB Configuration screen.

Configuration |

T Electronic Air WayBill

&

Electranic Air Waybill (eAWE)

Electronic: Air
i ayBill Enable eAWE
PIMA Code: |  Enter PIMA code
\ -
=
4 Enable Test Environment
ir

For more on the eAWB such as IATA requirements, see the topic "eAWB:
Getting Started" in the Magaya Knowledgebase:

http://knowledge.magaya.com/#/article/eAWB_getting_started

The Air Configuration menu includes settings for your system.

To comply with IATA regulations, set the following configuration options as
needed for your company.

Each setting will change the way your system handles Air Waybill (AWB)
numbers. Verify your needs before making changes. Changes will be reflected
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in the Carrier's profile (in the Maintenance folder) and/or in the air shipment

wizard as explained below.

Alr
Zompliance

Do not allow duplicated Air wWayvbill numbers

Defaulk mode of transportation:

Tracking
| Display master shipments events when kracking house shipments
IATA

Gaenerake Air Wayhill numbers by range
| Enforce air Waybill numbers to comply with IATA requlations

Air Wayhill numbers assigned in sequential order

. Compliance: Do not allow duplicated Air Waybill (AWB) numbers

. Set a default mode of transportation. After setting this, the choice will be

filled in when creating Bookings, Trips and Shipments.

o  Tracking: Display Master shipment events when tracking House ship-
ments. This allows the tracking user of the House shipment to see the
events of the Master shipment. This is displayed to the user when they log

into LiveTrack and view their shipments.

. Generate Air Waybill numbers by range: Use this option when an air

carrier sends you a batch of AWB numbers.

a)  Check this box to tell the system to generate AWB numbers by

range.

b)  Click “Save” in the Configuration screen.

¢)  Gotothe Carrier's profile > the "Airline" tab > click the "Add" button
to add AWB numbers. A dialog box opens. The system grays out all
the options except for the setting you made in the Configuration
screen. Enter the beginning and ending range of numbers in the
fields, and click the "OK" button to save. The system will generate the
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numbers in the range for you. They will be displayed in the screen.
The numbers will be available to use in air shipments.

Carriers [‘5_<|

General | Address || Biling Address | Other Addresses Eu:untau:ts| Airling | Fates | Ch. % *

[AT A Account Mumnber; | Fe |

Ajrline Code: J

irline: Prefis 123 | Fights. |

Airafay Bill Mumbers

12311117111
12311111122
12311111133
12311111144
12311111155
12311111166 0
12311111170
1231111113
12311111192
12311111203

[

Add...

Femove

|

[] Thiz iz a pazzengers only Ailine

[ (] l [ Cancel H p ]

The other option on the dialog box is to "Generate an amount of Air
Waybill Numbers". This allows the system to create the AWB numbers by
starting at the number you define.

. Enforce Air Waybill numbers to comply with IATA regulations: This
setting will disable a checkbox on the dialog box in the Carrier's profile >
the "Airline" tab which opens when you click the "Add" button. This
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checkbox is "Check digits". It will be grayed out. This forces compliance

with IATA regulations.

Mew Air Waybill Numbers

(%) Generate a Fange of A waybil Mumbers

Start at: | |

End at: | |

() Generate an amaount of Airwavbill Mumbers

Start at; | |
Amount of numbers o add: I:I

Check digitz

OF.

Cancel

Help

Air Waybill numbers assigned in sequential order: When you select this
configuration, it will affect how AWB numbers are used when creating air
shipments by forcing the system to use the next AWB number in the
sequence. You will not be able to select an AWB number from a list. If you
want to allow users to select any AWB number, do not check this box.

General information

4 Outgoing W Waiting for instructions

Enter the general informatian far thiz shipment such az the Carrigr and the Air W aybill number.,

Shiprment Mame: | Shiprment 74

Camier: |FEDEX

Air wf aybill Nurnber: | 123- [ Set.

Booking Humber:

Executed Place: FEDE:
Executed By | Administrat [ 12311111111
12311111122
Executed Date: | 8/16/2010 | 12311111133
12311111144
Declared Y alue for Carriage: I: 2311111155
o 123-111111EE
Dezcnption of Goods: 12311111170
J 12311111181
12311111192

(£

Selectad At aybill
numbers will be maved
aut af the list,
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Ocean

The following Configuration options are available for ocean shipments:

Ocean

Compliance

Yalidate conkainers numbers
Lo not allow duplicated bill of lading numbers

Include container wawvbill nokes in bill of lading,

Default mode of transportation: -

Tracking
| Display master shipments events when tracking house shipments
INTTRA

| Send alternate shipment identifier in INTTRA requests, (Recommended)

Send container waybill notes in INTTRA requests,

Compliance:

Validate container numbers: Check this option to ensure any container
number entered is valid. The system will not accept invalid numbers.

Do not allow duplicate Bill of Lading numbers: Check this option to
ensure a duplicate Bill of Lading number is not entered into the system.

To include container waybill notes in the Bill of Lading, select the option
in this configuration screen.

Result: In a Shipment, the Container dialog box has a tab called "Waybill
Notes." Click the button to add notes.

Set a default mode of transportation. After setting this, the choice will be
filled in when creating Bookings, Trips and Shipments.

Tracking:

Display Master shipment events when tracking House shipments. This
allows the tracking user of the House shipment to see the events of the
Master shipment. This is displayed to the user when they log into Live-
Track and view their shipments.

INTTRA:
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Ground

. If you have the connection with INTTRA, you can configure your Magaya
system to send container waybill notes in INTTRA requests. You can also
tell your Magaya system to send alternate shipment identifiers.

VGM: Ocean containers must have their gross mass verified before the
container arrives at the port. The data of the container weight and the person
who verified it can be printed from the VGM document in Magaya 10.2 (or
newer) or emailed. Also, INTTRA enables e-filing. Contact Magaya for more.

Compliance:

. If you want to configure your Magaya system to prevent duplicating bill of
lading numbers for ground shipments, check the box.

Ground

Compliance

|| Do nat allow duplicated bill of lading numbers

Default mode of transportation: -

Tracking

| Display master shipments events when tracking house shipments

o  Seta default mode of transportation. After setting this, the choice will be
filled in when creating Bookings, Trips and Shipments.

Tracking:

. Display Master shipment events when tracking House shipments. This
allows the tracking user of the House shipment to see the events of the
Master shipment. This is displayed to the user when they log into Live-
Track and view their shipments.
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Custom Fields

Custom fields can be added to any transaction and used in document templates,
lists, reports, combo boxes (dropdown lists), filters, when transmitting or

converting transactions, export/import, and more.

Hame
Acaurt
Eil
Booking
Calgo Redeams
Cauniess
Chaigs
Check,
Clausze

Contacts

Couniry
Cuztomess
Depost

Dirvizion
Emphoyess
Fansarding dgenls

Irmeice
Jouma Ertry
Fickup Drdes
Juotation
Skuprert
Wendorz

4

Custom Fields

Customizable Elements:

Commodby Classifications

Irreertcty [tem Defirsiors

Custorn Figlds:

Custoenized . Display Mame
Mo
Na
Ma
Na
Na
MNa
Na
Nao
Mo
No
No
Mo
Nao
Mo
Mo
MNa
Ma
Na
Na
M
Mo
‘feg
M -

Irteinal Mame

Custom fields become available as a new tab in the transaction you customize,
configure and group, and appear in lists in Magaya Explorer. You can specify if
you want the Custom Field to be visible to employees internally but not visible

to customers.
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You can add as many custom fields as you need. When you are done, the custom
tield will appear as a tab in your transaction. This is a Warehouse Receipt dialog
box with the Custom tab and custom fields:

Warehouse Receipt

Supplier | Carier | Commodities | Charges | Everts | Motes || Internal Motek | Customn SR

“ehicle Calar Test Field

|white |

Key inYehicle?

'es ~|  The new Custom tab
Tiethe) et with custom fields
Altlantic Surpluz "

Wehicle Statuz
| Title Received w |

|z vehicle gas drained?

Date and Time Yehicle Received:

| 7/23/2003 v | |11:45:n1 AM 2 |

[ k. l [ Cancel ][ Help ]

There are many different types of custom fields:

s

-

Custormn Field Definition [Inwaice] @

Display Mame: Field Type: ‘Text vl
Internal Mame: Integer

Length:  Decimal
Cakeqg Pick: Lisk
Yes/Mo
Diescriptic There are many types of Eqate
: ) orEy
custom fields available: Lookup
Calculated
[]tnternal Use only
[ Allow ko build reports by this field
[T Field is inactive
[ a4 ] [ Cancel ] [ Help ]

See the topic “Custom Fields” in the Knowledgebase link below or Chapter 4
“Custom Fields” in the Magaya Software Customization Manual:
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http://knowledge.magaya.com/#/article/custom_fields

JavaScript Code

JavaScript is a scripting language used in Web pages to add functionality, inter-
activity, validate forms, detect browsers, and more. It works in all major
browsers. This function in Magaya software enables you to create a library of
scripts that you can use for functions such as calculating rates, customizing
prices for your online store when you define an inventory item, etc.

JavaScript Code

5| My Code rﬁ_& Resources ,_Tﬂ Copy =g Cut || Paste

Function Mame Parameters Lisk

il Execute

Result

The following buttons across the top of the JavaScript work area are:
. My Code: This is the work area where you can type in code.
o Resources: This is a library of source code of useful functions you can use.

. Copy, Cut, and Paste: These button work similar to other copy, cut, and
paste buttons to allow you to copy, cut, and paste code.

The Function Name dropdown menu selects from Function names you have
added to the system. If you have not added any, the list will be blank.

The Parameters List is a field that is used to enter the parameters for the func-
tion you want to test. Separate the parameters with commas.
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Click on the Execute button to test your code.

The Result window at the bottom displays the result of the selected function
executed with the above parameters. If there is an error, an error message will
appear here.

Extra Info: JavaScript can be used in the Magaya Document Designer. See the
Knowledgebase for articles, and contact Magaya.

Transaction Log

Use this option to tell the system to save a record of any changes made to trans-
actions in Magaya Explorer. This will keep a history of what users have modified
or deleted.

Transaction Log

{(*) Pleaze keep record of the database modification for the following operations,

By chooging thiz option you will be able to trace the modification in any record in the
database.

[ Record creation,

[ Record modification.
[]Include in the record the previous state for any accounting tranzaction,

[]Include in the record the previous state for any cargo operation.

Record deletion [recommended)

() Pleaze do not keep record of database modification s,

If you choosze this option . vou will not be able to trace the modifications made to any
record in the databasze.

o TheTransaction Log s set by default to keep a record of all deletions made
to transactions. You can specity if you want to keep a record of the
creation and/or the modifications.

. Check the boxes you want and then click Save (or Reset).

Any changes made to the configuration screen of the Transaction Log (or any
configuration menu option) will be recorded in the log.
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To view the Transaction Log, go to the Options menu on the top toolbar in
Magaya Explorer. Select “View Transactions Log”.

Delete

View

Refresh

Configurakion

=] —
R . & . & | E
EMail Task, Refresh | Folders
L N 4 > = .
s Zoom Opkions

~

The log opens, showing the type of transaction, its Object ID, the name or trans-
action number, the date, the employee, and more. The date range can be

changed.
Iransaction Log
Dates: | Last month bo dabe Fram: | 7/ 1/2008 & Te:| a/25/2000 & P =
Transachion Type  Oibact 1D Hame Tupe Drale Employes Computer Mame  Restoed ﬂ
3L Dedetion 192902 Post 029272009 llers Taylor  Deocll Ha
3 Deletion 1m407 Wiami-Dade C Vandor CE/06/2009  llers: Tagor Dot Ha
3 Dalation 110349 WiamiDade C..  Vendors [E/06/2009  llere Taor  Docil Ha
3 Detetion 110547 Flonida Depart..  Vendors 0062009 llere Tador  Deocil Mo
x Diedetion 190569 Flanida [ apar. . Werdop——CQ N0 P e Todew  Pomed®d Ha
M Dedetion 110608 Floida Depant . Vendl  Wiew record... Ha
3 Deletion 110614 Floida Depart...  Vendo R Mo
estore record. ..

M Detetion 110620 Floida [epart . Yendod Hao
3 Dalstion 112742 i 'y B Fuairn PreEsiol Ha
3 Deletion 1122t Tea Falde Ha
S Deletion 112656 Miciesolt Offe...  Faim O Clean up Transackion Log... Ha
3 Daletion 107463 Clause| - Ha
B Mialebine 1SR Floics Mimrort S Chaoose Columns. ., Ha b
£ ¥

15 af 110 elemenks

A X | Y. w |w| [
Filer Actices Cese

To view an individual transaction, select it, click on the Actions button and
choose “View record”. Other options in the Actions menu are Restore record,
View previous state, Clean up Transactions Log, and Choose Columns. When
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Security

you select the option to clean up the transaction log, a dialog box opens with

options.

Transaction Log Clean up
Clean up optiong

(%) Do not take any action

Select thiz option if you don't want ta da anything or just click
on Cancel,

(") Delete all the data in the transaction lag

By zelecting thiz option the Tranzaction Log will be cleaned up
completely.

() Delete all the data in the tranzaction log befiore the date below

By choosing this option, every tranzaction logged from the
beqinining and up to the date selected below will be removed.

X

[ Q. ] [ Cancel

To maintain the Transaction Log, go to the Maintenance & Performance
configuration option. In the “Recycling” section, click the “Configure” button
and set the number of days to keep records in the Transaction Log. This setting
will remove the transactions from the log, but they will be saved in your backup
files. This will help keep your database optimized and improve its performance.

The Security configuration screen enables you to set the level of authentication
for users when they log into the database. You can also set up single sign-on for

Windows.
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CAUTION!Ensure all users are logged off first.

Security

Authentication
i@ Applicationdevel authentication

The user will select his/her name from a list and will type his/her password.

Use integrated Windows authentication

DomainfWork Group:  MAGAYA

(") Databasedevel authentication

The user will type his/her username and password.

. Application-level authentication: Result of this setting: When users log in,
they selecttheir user name from a dropdown menu.

Login to Magaya Explorer, ['5_(|

HWLC Cargo Company

Employes: | Accountant

’?"-/) AP Clerk

Pazzwaord:

[ Ok l[ Canicel ]

Use Integrated Windows Authentication (single sign-on): Users can log
into their Magaya system on their PC or in the cloud using their creden-
tials when they sign into their Windows systems. The users (employees)
in your Windows Active Directory or Workgroup can use their same login
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and password to access Magaya software in the cloud as they use to log
into their computers.

If your company has strong password security rules to access your
Windows system, then those same security measures can now apply to
Magaya access. It works across multiple domains and workgroups.

To activate this single sign-on: (administrator permissions required)
In the Security Configuration screen, check the box to activate this feature.
Type in your domain or workgroup name. Save.

Go to the Employee profile: On the User tab, type in the domain (or work-
group) name. Click OK to save.

For a video demo, see the 10.4 webinar recording posted on the Magaya
News page. Fast forward to 21 minutes into the recording to see the demo
on single sign-on:

http://www.magaya.com/News/Postld/163/magaya-new-features-104-w
ebinar-recap

. Database-level authentication: This setting does not show a dropdown list
of user names. The user must type their name. This is a higher level of
security.

Before performing this configuration, ensure you know your user name and
password. When you log back in, you must type your user name and password.

All users must be logged off to set this configuration, except for the adminis-
trator performing this task. You must also exit from the Magaya Communica-
tion Server.

The Magaya Communication Server will also require user login credentials the
first time you make this configuration change. Create a user in your Employee
list for the Magaya Communication Server. Log in and then restart the Magaya
Communication Server.

Then go to the Employee list and view each employee profile > User tab to see
and make a note of the user name that the system created for you. Give thislogin
information to each employee so they can log in with the new method.

Learn about additional admin tasks:

http://knowledge.magaya.com/#/article/admin_overview
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Maintenance & Performance

This configuration screen provides optimization options you can choose as
needed. These options are designed to improve the performance of your
Magaya system.

Maintenance and Performance

Skart up

Preload some entities at start up ko improve the performance of the syskem,

Attachments & PDF Cptions
[ ]optimize image For the Web

Iz B&sw colors For PDF background image

Recycling

Allow the syskem ko recycle some commonly unnecessary records. Configure. ..

Allaw a backaround process ta shrink the size of the histarical data in the database,
(recommended)

Allow a background process to extract heavy-weighed data, like images and attachments,
ko an external File System Directory, {recommended)

. Start up: This option improves performance by pre-loading entities such
as Customers and Vendors. If you have many entities, you can uncheck a
box so that your Magaya Explorer starts faster. The entities unchecked will
load as needed when you use that feature in the system.

. Attachments & PDF Options: Optimizing an image for the Web will
reduce the file size so it is faster to email or download. If you want the
system to ask about optimizing images first, check the boxes.

The system uses black and white colors for the background of PDFs as a
default.

. Recycling: These options are explained in detail in Chapter 8, Magaya
Database Administration. Please read all the steps in that chapter carefully
before configuring the Recycling options.

Learn more about database performance:

http://knowledge.magaya.com/#/article/database_performance
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Task Scheduling

Clauses

This function is reserved for the system to display a list of scheduled tasks such
as checking with UPS or other carrier for updates if you are using Magaya
Express Link and for inventory replenishment. You can setup a schedule to
check inventory stock levels. In the future, other repeating tasks may be added.

Learn about replenishment:

http://knowledge.magaya.com/#/article/replenishment

You can save clauses in Magaya Explorer for notes that you add frequently to
transactions. For example, you may have a clause such as “Consolidation as per
attached cargo manifest” that you add to master shipments. Save this clause or
any others in your Clauses List and it will be available for use every time you
need it.
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Clauses can be added in the Configuration screen or while you are working in a
transaction such as a Warehouse Receipt. This is the Configuration screen:

s ~  Clauses
Transaction I arne Categaory Maotes
Tracking Damaged items Proof of Delivery  Damaged items
Mizzing items Proaf of Delivery  Mizzing items
Fragile Contents Booking Handle with Care
[nvaoice Payment Terms [rwoice Irvaices due vathin 30 days of
WMS Conzolidate per shipment Shiprnent Congolidate per shipment
Clause Information E|
E M are:
POD Mobile [rvoice Payment Terms
Category:
Irvenice w ﬂ J
Clauszes Clauze Text:
[rvoices due within 30 days of invoice date
i
Tranzaction 0k l [ Cancel
Log
Online oy 7 s v
Bookings E:]j Al :j d
Add Filter
L]
. Click on the Add button to open a dialog box where you can create a new
clause.
. Enter a name for the clause and the Clause Text (a description). Also select

the category from the dropdown. The Category list shows all the transac-
tions you can add the clause to such as Warehouse Receipts, Invoices, Bills
and more. To add a category not listed, click on the button with the three

dots.

Shipment Documents

Use this option to set your system to automatically include specific shipping
documents in shipments when they are created. For example, if you always want
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an air waybill (AWB) included in every air shipment created, assign it here so
that the document will be automatically included.

J5

JavaScript
Code

4

|micoterms

o

Commodity
Typesz

E]

Shipment
Docurments

M ame
At ay Bill

Filename
Ainmanbill, zdf

Diirection
Outgoing

ShiErn_ent Documents

Lanpout Air
b azter ez

£

Add Edit

4 @7 X

Deleke Filker

Y

Actions

To select a document and assign it to a shipment, click the “Add” button. In the

dialog box, select the document and set the options:

Zelect Document

| Rbsme
Ajr Wy Bl (19020)
Air Wy Bl (19020}
Air Wy Bl 120
Air way Bl L2n (Acc, &)
Air 'Way Bl |30 Laser
B Wy Bill Laser

Arrrval Wotioa [ Invoics S

al
Bl of Ladirg
Bl of Lading (13020)
Bl of Lading (Multicurency)
Bl of Lading {with Totsls)
| Bl wkch Tacees
| g Manifast

Application for Exportation, ..

Arreval otios ' Invoics Oc...

Fiename

stest-Ainaavhbill. sdf
Aireraybill_| 9020, s
Arweaybill 2. sof

Areyblll ZAcchiumber sof
Aireearbilll Z_Lasar, sdf
Erweaybll_Laser. sdf

55 scf
Arrteaboticalrrvacedir sdf
Arrivalblobice e sof
Bill s

EilofLading sdf
ElicfLading 19020, 547
BillofLadingMulicurrendcy sdf
EillofLadingTot sls. sdf
mag_bill_with_taees. sdf
CargoManidest. sdf

Docurmenit Informnation

Frizvisy
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Each document has options that apply to it such as options for House and
Master for the Bill of Lading.

Docurnent Information Filker
Mame: Direction:
Bill of Lading |O|_|tg|:|ing - |
File narne: Layout:
BillofLading, sdf [ Master ]
Ereviou Methods:
Air
— T | Dcean
—— Ground
= — Cpkions
L | Generate automatically
Online Tracking:
= Excluded by Defaulk

If you don’t want this document to appear to the customer when they log into
the tracking, click “Exclude from Tracking.”

The shipment documents option is available in the Magaya Cargo System and
Magaya Supply Chain Solution.
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System Alerts

Use this option to create your own customized alerts. The alerts can be for
employees or others outside the company.

Systern Alert @

WWhern: | Online Payment is received b |

Internal Matification

Employee: Adrniniztratar T

Alert by Email o | Alert by Taszk
E sternal Motification

| Send Emaill to Sender

Mezzage

Select Emall Template:

Syztem Alert Email Template 4 -

/| Enabled

[ k. ] | Cancel | | Help |

The screenshot shows an example of an alert that will send a Task to the
employee shown. You can also choose to send the alert via email. Customize the
subject line and body of the message according to your needs. There are many
options under the “When” field such as notification that a customer signed up
on LiveTrack, a sales order was placed online, and more. The message is sent
using the template you select.

Check the box to enable to alert.
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Commodity Types

Use this option toadd commodity types to your Magaya system.

.. ® . B . . X @
Qcean Ground Prink Find Delete Metwork =
. 29 Commodity Tzees
Custom Fields Code Description
210730 Electronics
Q000000 Freight All Kinds
< Commodity Type ['E|
o =
Definition HTSs Eode
ﬁ 210730 |
i Drezcription:
Electronics
[
13
Tazk Types
- (] l [ Cancel ] [ Help
Js
JavaScript
Code
ﬁ Click "Add" to add a new
i Commaodity Type
Typesz
C] -
Shiprnent L3 E:} Lu_'ﬂ’ x
Docurments w Add

Y,
Edit

Delete Filker

[ ] ‘:-”'--\ 2
x

By entering a commodity type here, it will enable you to assign rates by

commodity type and to receive cargo in the warehouse by commodity type so
the charges for the items will use the rate you assigned.
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Divisions

If your company has different divisions, you can set up the divisions in the
Configuration screen. As a result, the division will appear as a dropdown menu
in transactions. When you select that division, the address of the division will
appear on the documents. Employee permissions can be assigned based on divi-
sion. This setup can limit the employee view to their division, if you want to.

The Divisions list can also be accessed from the Actions button in the Employee
List.

Click the “Add” button to add a new division:

. . s m
(] Divisions
[ [

Custom Field M armne Phone City State Show in Header
HSEIEREES Ozean Shipments Coral Gables  FL r'es
E Divizion | address || US Customs Codes
Ewent o )

Dafirtion Drivizgion Mame: ||
Phiore: Ber
E b ail:

Divizions Default Compary: w

[ ] Use thiz divizion in document headers
[ &=sign thiz divizion to entities created by its emplayess

. 375 Comments:
JavaScript
Code « [ (] l [ Cancel ] [ Help
Commodity i 4 S o r I
Types E'I:'I:I - ‘; T ™
&dd Filker actions
. On the first tab, “Division”, enter the division name.
. Enter the phone number, fax number, and email (optional).

. Select the default company. The default company is the associated
company of the division. The dropdown shows companies you have listed
in the Forwarding Agents subfolder under the Maintenance folder.

. Check the box if you want the division name to appear in documents such
as Air Waybills or Bills of Lading.

. Check the other box to assign this division to entities created by its
employees. This will limit this employee’s view of the system, so they will
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only see entities they create. Also assign the employee to a Division, after
you create the Division. You can also assign a Warehouse Zone to a Divi-
sion to further control the employee view.

Add any comments as needed.

Click on the Address tab and enter the address. This address will appear
in the documents created by this division.

Click on the US Customs Codes tab and enter the Air AMS Originator
Code (if needed). This is used when filing AMS from the division.

Click the OK button when you are done.

See the following Knowledgebase article on Divisions:

http://knowledge.magaya.com/#/article/divisions

Also see the Accounting Configuration menu > Miscellaneous tab to review the
option that will enable the main company to view accounting transactions made
by divisions.

Event Definition

Magaya software enables you to define events so you have a list ready to select
from and use in the Events tab.

To enter a new event definition, click on the Add button.

! Event Definition

i . . : Automatic
Custom Fields M arme Location  Include in Trackind  Creation
Cargo Stay =3
Cargo ha T
Cargo scd  Mame B
Cargo zcd | B
Delivered|  pese Bo
Arrived at B
In Tranzit B
rived at| e b
Ficked up e s
Diviziong E—
Maruasl L
_ [#] Irchude i Teacking
()
o [ ok ][ coxs Heo |
12 EJ

J.l'ﬂ}'} ' f F T F P A o
Task Types | Lo " 4 -
b add Actions
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Incoterms

Enter a name for the event in the Name field of the dialog box.
Enter details on the event (optional).
Select a location to connect with that event (optional).

Select from the dropdown to choose the type of automatic creation for this
event. There are many options: You can make an event appear in a WR or
Cargo Release when it is created, set as “In Transit,” emailed, or liqui-
dated. If you choose “Automatic”, the event will be added to the transac-
tion and will be visible to the customer. Selecting “Manual” will not
automatically create an event. You will have to select it each time for each
WR transaction you are creating such as a WR.

Check the box to include the event in tracking.

Click OK when finished.

Learn about adding events to transactions:

http://knowledge.magaya.com/#/article/events

Incoterms are international trading terms that define the point in time in which
the responsibilities and liabilities for cargo switch from the seller to the buyer.
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The Magaya system includes a default list of incoterms. To add new incoterms,
click the Add button and enter the code and description in the dialog box.

Incoterms
Code Drezcription
DOF Delivered Duty Paid
oo Delivered Duty Unpaid
DEQ Delivered Ex Cluay
DES Delivered Ex Ship
DAF Deliverad At Frontier
CIF Carmiage and Insurance Paid to
CPT
CIF Incoterm E|
CFR Cade
FOB |
FAS
FCA Description
B

[ ok || caesl | [ Hep |

T vy a o [ W
B o L j - o
Add Filker
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Task Types

The Magaya system includes a default list of Task Types.

Task Types
Dreszcription Clazz System
Put Ausay 5] Warehouze Management System ez
Motification Alert Motification Alert ez
bd anager ‘wWeekly Report Generic Tazk Mo
Salesz Team Tazk i 7
Delivery (POD] Ll [
[Fwventomny B eplenizhmg
Generic Taszk Diescription
Load [wh5S)
Count [ 5]

Class

| l-g
Motification Alert

Proof of Delivery Syskem

Generic Task

Warehouse Management Syskem -
ok || el |

kove [wd5]
Pick [w15)
Receive [

f o v - =
Filter Actions

The column “System” identifies which Task Types are created by the system. If
they were created by the system, they are marked as “Yes”. This type of task
cannot be deleted. When you create a task, it is marked “No”.

To add new types, click the “Add” button and fill in the information in the
dialog box for a descriptive name and what class of task it is.

A “Generic Task” can be informative, for example, used to inform an employee
such as a salesperson to do a task.

XML Transformations

Users can define a transformation for a specific transaction type. For example,
if there is a third-party accounting system that receives an invoice in a specific
format, you can write a transformation to convert the Invoice to the required
format of that system. Formats can be XML, CSV, or other format.

Another example of an xml transformation is to convert shipment data into the
format needed for the Asycuda customs system. For more on Asycuda, see the
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topic in the Knowledgebase “Export a Magaya Shipment to an Asycuda Mani-
fest File” :

http://knowledge.magaya.com/?search=asycuda_shipment_manifest

Then when the transformation entry is ready, the user opens the Invoice List,
selects the range of invoices to be exported, and clicks on the "Export” button to
select the available transformation (the one you define here). This will create a
new file in the required format.

r— -
X XML Transformations

|nicoterms Dezcrintin

Data Transfarmation Definition

ﬁ Descripkion:
| [ |
Commaodity
Types Source:
) (®Local () online
IE | | [Brnwse... ]
Shiprnent
Documents Format of Extension:
sy (&) Import () Export
Scales
Element Type:
% |.ﬁ.|:|:|:-unt W |
9 |:| Is Active
ML
Tranzformati... < I oK l [ cancel ] [ Help
— — — - —
a2y el 7 R 7 - o o
System Alerts 2 Add Filter Actions
. Type a description
. Choose the source: Local is your computer or network, and Online is a
URL.
. Choose the format of extension (Import or Export).

. Select an element type (such as a transaction of an Invoice, Bill, etc.). For
example, if you want to transform a shipment for the CASS system, select
“Shipment” to make it appear in Actions > Export > XML.

. Click OK to save it.
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Email Templates

The system includes some default email templates. You can also add your own
to be used throughout your system by all employees. Images and links can be
added to email templates as well as other customizations.

B Email Template E|
Tvpe:
Marme: | Client Registered Online

Subject: | Motification: A Client Registered Online Subject Field. ..

U@ EEE === @A/

The following client (company name) has registered online in LiveTrack 2.0:
SYs_COompany_name

[ pisabled [l Request Delivery Receipt  Importance:
Ernail body in HTML Farmat: [ ]Request Read Receipt Sensiivity:

[ Save H Cancel ][ Help ]

The Email Templates are explained in detail in the Knowledgebase link below
and in Chapter 7 of the Magaya Software Communications Manual.

http://knowledge.magaya.com/#/article/email_templates

Payment Terms

Define your own payment terms for entities such as customers and vendors.
With this configuration option, define the due date or a discount for early for
early payment. Then apply it to transactions such as Purchase Orders and more.
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The system includes a set of Payment Terms. You can add more as needed.

Accounting

b airy DncumentNumbers| Cost | Taxes| Integraticnns| Credit Limit| Mizcelaneous

I | sccounting will be closed an or before 11172008

Reskrict access ko closed accounting period

Restrict access to previous fiscal vears

Passiord: Confirmation:
Default payment terms for - =2 v
Home Currency: Descripbion DueDays  Discount Pe...  Discol
1% 10 Mek &0 &0 1,00 10
|:| Use Reversed Exchange Rate 2o 10 Met 30 0 200 10
: : ; 2% 10 Met 60 &0 200 10
First manth in your fiscal vear:
5% 15 Met o0 ] 200 15
Configure liquidation options DU on receipt 0 000 o
. Met 10 10 000 o
Configure defaulk accounts et 120 120 000 0
|7 X RE| QD

Overview of how it works: When the Payment Term is selected in the PO dialog

box (for example), the Due Date field updates automatically. Customer
discounts will be applied automatically and show in Invoices.

Set systemwide Payment Terms and default accounts in Configuration >

Accounting. This configuration option is available in Magaya software 9.3 and

above.

Full details are explained in the Accounts Receivable chapter in the Magaya
Software Accounting Manual.

Learn about working with payments in Magaya software:

http://knowledge.magaya.com/#/article/payments
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4. Custom Fields
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Custom Fields

Magaya software gives you the option to add fields that gather specific, custom-
ized information you need. These custom fields can be used in transactions in
Magaya Explorer; in the templates that build documents and forms such as
Warehouse Receipts, Cargo Releases, and others; in lists, reports, combo boxes
(dropdown menus), and filters.

Custom fields can also be used when transmitting or converting transactions,
importing or exporting information to and from your Magaya database, and
more. Custom fields can also be viewed by your customers who log into Live-
Track and select them from the Actions > Choose Columns dialog box.

Custom Fields Example

For example if you ship vehicles, you may need to track certain information
about the vehicles and generate a report. With custom fields, you can add any
field you need and answer questions about the vehicle shipments such as:

o Is the title with the vehicle?
o Are the keys in the vehicle?
o Does the vehicle have gas?

. What is the color of the vehicle?

Custom Field Types

With the custom fields options, you can create and group different types of
tields:

o Dropdown lists of choices (you set them or choose from your existing list
of entities such as customers, carriers, vendors, etc)

. Text fields that can be filled in (you set the character limit)
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. “Yes or No” fields

o Number fields and currency fields (whole numbers or include a decimal
place)

. Date and/or time fields

When you add a custom field, it becomes available as a new tab in the transac-
tion, such as this shipment:

Grouped by Categ:;\
5| Zales Order

| General | Commodities | Charges | Ewuachments | Maotes | |nternal Nntes| Cusztam

Shoes | Gloves  |[«———— Click the tab heading
Choe Size to view each group
7
S hoe Color
Tan v]

[urcava e | (oK ][ cooel J[ Hep |

Custom fields can be grouped and displayed on the Custom tab. You can define
the group name.

Additional functionality: You can make the custom field visible for employees
internally but not visible to customers.
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Custom fields are also included as a column in any list in Magaya Explorer

(from the Actions button, click on “Choose Columns”):

Column, Settings

%]

Check the columns that you would like bo make vizsible in this ist. Uze the Move Up
and Move Down buttons to reorder the columng.

] Has Tranzactions P

[ Billing Client 1 it U

[] Pieces OnHand I Down

[ weight On Hand [Ib]

[ Wolume On Hand (f#]

[ Walume ‘weight On Hand [/lb)

] “alue On Hand Field Type: T et

[ Has Overstock Yisible

[ Has Undgssiest [ ]'word Wiap
L overstd Cystom Fields added wickh: |34 =
] Unders -

to list column headers

[ vehicl Align:

1 Third Party
W ehicle Status
Key in Yehicle?

||

oA Add Colurmns = [ ak. H Cancel H Help ]

Custom fields will display in documents you customize with the Magaya Docu-
ment Designer. For example, if you create a custom field for your Warehouse
Receipts and place the cargo from the WR into a Shipment, the custom field will

appear in the Shipment transaction as well.
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Create Custom Fields: Step-by-Step Procedure

1)  Go Maintenance folder > Configuration (or click the Options menu on
the top toolbar).

2)  Click “Custom Fields” from the menu.

3)  In thelist of Customizable Elements, select the element you want to
customize such as Cargo Release, Invoice, or Warehouse Receipt.

This example will use the Warehouse Receipt element and create a custom
field for the following question: Are the keys with the vehicle?

Note: The buttons on the right are grayed out until you select a customiz-
able element. Then the Add button is active. When you add a field, it
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4)

displays in the list of Custom Fields. When you click on a field, the other
buttons become active.

Click the Add button to create a custom field for the question. A dialog
box opens:

Lo loam - edds

s ey 2 ke £ by Lrors F ey
— [ra—— o | | Dol e b Thge Drtsrplos [T —TTT
P S — [ ks G s e lsge  Celw senbe ImlE Shes Mo
Corvact: Mo Sl Lo o [ b [
S Mo bl Sam ove_wr inogm  Eemoarmmbw il flower L]
] [ Blovs Thmad  glove fesad  Pick il Selec e emad ipps  Blows L]
— b [T, Bk _sirm Picklii  Cmim 5, b, @l (™
oo Mo =
Dwpcak Mo
Do M Tankwys Pk [uPodinn |Takes Diadis]
gk "
F ormaading égoriy L] Ty N Pl Togw - | Ted - [
*aracid T Code Het
ks [ Dalirdion Culigoyp W Dot s T T et
et [ [ sy »
— = ey = e
s rd S L)
— - Desmcriptior
Somvand ey e
mlagaps b eprer Link L]
Ik od T ol s e Ha
F i iage Ha
. N—— "
P ader o
mon [
Praic butucah D B )
Tundsien [ Sl N iy
. ™ Mlces 3 bad repeortn b e Sl
=y L) o fus i
Mo Tagrand M
‘el Dk w
e e ] s B
] n
Tk ™
T )
dmike -
algerns b o
e Prosede [
' e 1 Pl
:

5)

The Field Type is set to “Text” by default. Under the Field Type is
“Maximum Length”; this number is set to 100 by default. This number
applies to the maximum number of characters allowed in the custom field
you are creating: the user must answer with 100 characters or less. The
Maximum Length field only appears when you use the Text field type. You
can select a Field Type before or after entering a Display Name.

Enter the following text in the Display Name field (do not include the
quotation marks) for this example: “Key in Vehicle?” This is the name that
will appear in the reports and in transactions. (Note: The Internal Name is
assigned by the system. If you make an error such as spell a word incor-
rectly and you save the custom field, you can edit the Display Name but
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6)
7)

8)

9)

not the Internal Name. If you need to change the Internal Name later, you
must delete the custom field and create a new one.)

Custom Field Definition [Mfarehouse Receipt]

Display Mame:  Kev in Yehicle? Field Type: | Fick Lisk

Internal Mame:  key_in_vehicle

Category: | - Yes

Mo
Description:

This question asks if the kew(s) are in the vehicle,
The answer is Yes or Mo,

Enter or select a category (optional).

Enter a description (optional). This will not display on the transaction.
This explains when and why this question is used.

Change the maximum length (optional). This is the maximum number of
characters allowed for the answer.

Select what type of field you want. A dialog box opens, displaying different
options depending on which type of field you choose. These are the
options:

-

Custarn Field Definition [Marehouse Receipt] @
Display Mame: | Field Type: | Text - |
Inkernal Name: Maximum Length: 100
Cakeqgary: - Mulkiline
Description:

Internal Use Only
Allow o build reports by this Figld

Field is inactive

[ Ik ]| Cancel || Help |

. Text will allow text to be entered in the answer field. You can set the
maximum number of characters. The default is 100. This option will
give the user a free-form field, so they can type in the answer to the
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question. This is useful for answering questions such as “What is the
color of the vehicle?”

If the text might fill more than one line, click the “Mulitline”
checkbox.

Integeris for whole numbers (no decimal places). Use this option
when you want users to enter a whole number as the answer.

Decimal will allow you to specify the number of decimal places. Use
the Precision dropdown to select the decimal places. The default is
two places.

Pick List will create a dropdown list with choices you specify
(similar to multiple choice):

Click on the Add button to add to the Pick List. A text box opens:

Enter text in the box and click OK. The text will be added to your
Pick List.

Yes/No is used to answer yes or no questions.
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o Date can display the date field. To include the time, check the box
“Date and Time.”

The user will see a calendar when they click on the Date and Time
dropdown in the Custom tab of a transaction such as a Warehouse
Receipt:

e Money will allow you to specify a currency amount. Use the Preci-
sion dropdown to select the decimal spaces. The default is two
spaces.
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. Lookup will allow the user to select from a dropdown list of the enti-
ties you set such as Customers, Forwarding Agents, Carriers, etc.

When you select the Lookup field, the user will have a dropdown list
to choose from such as on this WR dialog box:

This example does not use categories to group custom fields.
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. Calcuated Custom Field: This type can calculate a value such as an
amount in an invoice. Click the “Code” button to enter the JavaS-
cript.

Field Twpe: Calculaked - )

Data Type: Text -

7| Script Code

funckion gek() §

When writing code to be used in Calculated Custom Fields, the
XmlDocument object and the XmlItemDocument object will not be
available. This limitation applies to the code you enter here and any
function that could be called from there.

10) Check the box to “Allow to build reports by this field” to allow this custom

field to be available in reports in Magaya software:

Custom Field Definition [Mfarehouse Receipt] @

-

Display Mame: Date and Tirme Yehice Receivec Field Type: | Date

Internal Mame:  date_and_time_wehicle_receive 7| Date and Time
Categary: | -
De=scription:

Enter the date and time that the vehicle was
received by wau,

Checkboxes:
Internal Use Only
| Allov o build reports by this Fisld
Field is inactive
Ik ] | Cancel | | Help

Other options are:
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«  Ifyounolonger need a field, there are two options: You can delete a
custom field completely, or you keep it in your system but make it
inactive. To deactivate a custom field, check the box “Field is Inac-
tive”. The inactive field will not appear in filters or lists unless there
is data in that field from a previous transaction.

«  Ifyouwant to create a custom field for internal use only, check the
box “Internal Use Only”.

You can add as many custom fields as you need.

Custom fields can be edited, deleted, copied, rearranged, imported, or exported
from Magaya Explorer to another program by using the buttons shown:

To move an element up or down, select it and click the button you need. For
example, in this example the element “Key in vehicle” is the first in the list. If
you want to move it down the list, select the element and click the Move Down
button. The element will move down one place.

Select the field to edit, delete, etc. and click the button needed. When you delete
a field, it is deleted from the list in the Custom Fields screen, from the transac-
tion tab, and from the Reports menu. If you delete a field that was used in trans-
actions, you will still see that field in the Advanced Filter. This enables you to
filter by that field for any past transactions that used that field.
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The “Copy To” button will open a dialog box so you can copy that field to
another transaction so you do not have to recreate the elements.

Result: After you add a custom field, it becomes available as a new tab in the

transaction. The dropdown fields will display <none> until a selection is made:
—

| Wehicles | General Cargo |

Wehicle Color Test Field

| |
k.ey inYWehicle?

[ LFIONE: o ]

YWehicle Status

[ K glulgl=> o ]

|z wehicle gas drained?

[ LFIONE: o ]

Date and Time Yehicle Received:

& 772005 @ | | 41443PM B4

MAGAYA TIP ok, Cancel Hel
L [ ] [ arce ] [ elp L

If you created categories, they will display on the Custom tab, grouping all the
tields for each category together. If you don’t define the name for a category, the
system will name it “Group 1” for the first one and number the rest.

The Customizable Element “Warehouse Item” will appear on the Commodity
dialog box after the commodity is added to a transaction such as a Warehouse
Receipt.
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The information added into the Custom Fields will be automatically carried
over to any other transactions you create from this Warehouse Receipt such as
to a shipment.

If you add Custom Fields to an Inventory Item Definition, those fields will auto-
matically appear on the Commodity description when you receive those items
in the warehouse.

Include Custom Fields in Documents:

To include custom fields in your documents such as Warehouse Receipts, Cargo
Releases, etc., you will need to add the same fields to the templates for those
documents by using the Magaya Document Designer. Then you will select that
template to use for those transactions. For details, see the topic “Magaya Docu-
ment Designer”.

Custom Fields in LiveTrack:

Custom fields can also be viewed by your customers who log into LiveTrack and
select them from the Actions > Choose Columns dialog box.

Custom Fields in Reports: Vehicle Example

After you create custom fields, you can see the information gathered by the
fields and placed in a report. In order to create a report that uses custom fields,
that field must have a checkmark in the box to use in reports.

To generate a report of this information, click on the Actions button in the list
you are working on. For example, if you made a custom field for “Vehicle
Status” and you need to see a report of the vehicle status for all vehicles received
in the warehouse, go to the Warehouse Receipts List and add the custom field
to that list.

Then, click the Actions button.

. Click on “Reports” and select the report you want. In this example, we are
looking for vehicle colors. (When the custom field “Vehicle Color” was
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created, the checkbox was activated to allow this field to be used in
reports.)

o The report opens, showing the colors of all the vehicles in the date range
you want to see in this report.
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o The column headings in the report are the ones checkmarked in the
“Choose Columns” dialog box.

The custom fields you can see are the ones created and activated to be
listed in reports.
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Custom Field in Report: Invoice Example

In this example, the first step is to add a custom field to the Invoice (this is done
in the Configuration menu > Custom Fields. The example custom field added
was "Invoice Reference Number").

' )

Custarm Field Definition [Inwaice] @
Cisplay Mame:  Invoice Reference Mumber Field Tvpe: Text
Internal Mame:  invoice_reference_number )
Maximum g
Cakeqory: - Lisrie it
Multiline:
Descripkion:
Internal Use Only
| Allany ko build reports by Ehis Figld
Field is inactive
[ Ik ] | Zancel | | Help |

Then the custom field is added to the Invoices List. This is done by going to the
Invoices List, clicking Actions > Choose Columns, and clicking the "Add
Columns" button on the bottom of the "Column Settings" dialog box.

Then in the "Related Columns" dialog box that opens, select the related element
"Invoice" and check the custom field name ("Invoice Reference Number") in the
list. Add it to the "Selected Columns" side of the dialog box.

Click OK to save. Then the column appears in the Invoices List.

Next, select the report (this example uses the A/R Aging detail report, found
from the Actions button in the Invoices list > Sales Reports).

In the report view, click Actions > Choose Columns. Then click "Add Columns"
and in the related elements list, select "Invoice" from the dropdown, scroll to
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find the custom field ("Invoice Reference Number"). It appears in the report.
You may need to widen the column to view the full name of the column header.

A/R Aging Detail

I

1 7| Colurnn Settings E
e Type
@ Date Fixed
© Name Fixed
@ Mema Fixed A Field Type: [Text]

Q) Due Date Fired - N
O aging Fixed Wizible

At Due Fized [wiord Wrap
@ Invoicelrwoice Reference Mumber  Text wwidth: 300 =
1O Debit Fixed
(7] @ Credit Fixed P Aligr:

Custom Fields in the Advanced Filter

When you create custom fields, they will be available in the Advanced Filter.
You can filter a list to see the information that was gathered in the custom fields.
For example, this Advanced Filter screen shows the fields available in the Ware-
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house Receipt list, including the custom fields added that gather information
about vehicle color and status:

Steps for using the Advanced Filter are available in the Magaya Cargo System
Operations Manual in Chapter 5.

Add Custom Field to a Document Template

Document templates can be customized to display data from Custom Fields.
These templates can be selected in transactions such as the Warehouse Receipt
document view Actions button. You can copy an existing document template in
that screen; the Magaya Document Designer application opens. For details on
using the designer, see Chapter 5.
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5. Magaya Document Designer
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Magaya Document Designer: Getting Started

Introduction to the Magaya Document Designer

What is the Magaya Document Designer?

Magaya Document Designer is a tool you can use to customize existing Magaya
documents or create new ones by creating custom templates.

Your Magaya system includes a set of documents which are filled in with data
with you create transactions using the wizard and dialog boxes. Document
templates that can be customized using the Document Designer include:

. Quotations and Bookings

. Pickup Orders, Cargo Releases, Labels, and Packing Slips

. Purchase Orders and Sales Orders

. Warehouse Receipts and Warehouse Receipt Labels, and Cargo Moves
. Shipment Documents, Shipment Master and House Labels

. Invoices and Bills

. Payment Receipts, Checks, Deposit Tickets, Journal Entries and Client
Statements of open invoices with applied payments and balances

You can insert your company logo into documents, create a separate layout for
each page of a document, and define the printing of copies for different entities
such as the carrier or agent.

Just as with the standard documents included with your Magaya system, a
custom document can be available for your customers to see via Magaya Live-
Track or sent via Transaction Tracking.

The Document Designer is included with all Magaya software. It can be opened
a few different ways: from your computer’s Start menu > All Programs >
Magaya software, or from the Actions button when you’re viewing a document.
See the section below on related topics to learn more about opening and using
the program.

Administrative rights are needed to access the Document Designer program.
Only users with administrative rights can publish templates.
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How Does the Document Designer Work?

The Document Designer uses visible elements which include graphic elements
and controls:

. Graphic Elements: These include images, text boxes, lines, rectangles, and
other shapes. You can fill the shapes with color, change the border or the
font, etc.

. Controls: Controls are the way that the Document Designer displays the
data. There are three types of Controls: edit boxes, checkboxes, and grid
(tables). The Controls are linked to fields. The fields store the data, and
Controls display the data. Examples of data include name and address of
a consignee or agent, item descriptions, dates, etc.

Let’s look at some basics about the Controls:

The following image shows a Control created and added to a document
template using the Edit button (not the “Edit” menu option on the top toolbar).

| File Edit VYiew Insert Layers Script ‘Window Help

BEEYHE >3 Dy FE e -

x OO @ @ |3 E

_|.|.|.I.|.|1.|.I.|. .|.I.|.|2.| buttﬂn .|3.|.I.|.|.|.I.|.|4:|.I
E <unlinkeds> £— That is an Edit box,
— made with the Edit box buttan

When a Control is created using the Edit button (or using the checkbox or table
buttons), the Control is “unlinked,” meaning it is not associated with any data
source yet. It must be linked so data can display in it.
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To link this box with a data source, right-click on it and select “Properties” from
the pop-up menu. On the Data tab, select a field name from the dropdown:

Edit Box Properties

izereral || Text ||3'EI'I-EI |

Fieldname: | I [ ed

Field properties:

Mame Yalue

The field name needs an x-path that will lead to the data source for this field and
populate it.

You can also create a Control and then drag an element from the Schema list
and place it inside the Control box. The elements in the Schema list already have
data sources associated with them. When you drag and drop an element from
the Schema list, the field name is created automatically and linked to the
Control.

To identify the Controls, add a label such as a text box. For example, if you are
creating a document that a customs agent needs to fill out, you must add fields
and labels so the agent knows where to write the date, etc. This image shows a
shaded text box above the control:

E| File Edit M“iew Insert Lawers Script Window  Help
EGCEIEEITEL Y I R
A OO0 @A @S & H 78

L3 Line: A W

|.|.|.I.|.|1.|.I.|.|.|.I.|.|2.|.I.|.|.|.I.|.|3.|.I.|.|.|.I.|.||:1

Shipper Address: < Textbox, |
shaded |
0 | ),

ShipperfAddress?

o Control with
associated field

|Q!|.I.|.|.|.I.|.|1.n|.l.|.|.|

You can also double-click a shaded text box and type in text.
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The Control that is associated with a field will gather data and display it. Fields
have a field name, a data source type, and the data source itself. The following
shows the field properties for an element dragged from the Schema list:

String Field Properties

aeneral | Format

Figld name: Consigree . CreditLimit, Currency|
Data source bype: | #ml Field name (x-Path) v
Diaka source: Consignee CreditLimit ) @Currency w Mew. ..

Controls can be snapped to the grid to align them.

Fields can be filled with data in these ways:

From an XML element (in a schema list): This takes XML data from the
current transaction such as a WR and fills it into the field.

From a Formula: A Formula gets data from other fields through variables.

From a Script: The script gets data from the DatabaseObject or the XML
DocumentObject. (For example, you can access an item inside a shipment
and calculate charges for that item based on the WR for the item.) For
more details about using JavaScript, see the link to topic in the section
“Related Topics” below.

From User Input: A user enters text in an empty field that you create. This
option is useful when the element you need is not in the schema list or
when you need the flexibility to allow users to enter information.

Fields can be string fields for entering text, Boolean fields to create checkboxes,
or table fields. When Magaya Explorer fills in a document, it takes all the infor-
mation entered in the dialog boxes and prepares it in an XML format. The fields
each have their own x-paths (a unique XML path) that leads to this field and no
other. Unused fields can be deleted by right-clicking on them.

For more about working with the elements in the program, see the section
below for more topics, including learning about the program interface.
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The following diagram identifies the visible elements and the data elements, and
it illustrates the relationship between the controls and the fields.

Visible Elements
Graphic Elements Controls
« Text = Edit Box
« Lines = Check Box
« Rectangles « Grrid
Data Elements
Field I
’ Data Source
XML Data

from Current
Transaction

User Input I

Farmula Script
«Variahles = Database Object
« Other Fields « XML Document Object

Controls are filled by fields, and fields are filled by the four data source.

Related Topics

To get started using the Document Designer, see the following documents to
learn how to open the program, navigate the interface, and use the features:

o  Tolearn how to open the Document Designer, see the article:
How to open the Document Designer:

http://knowledge.magaya.com/#/article/open_document_designer
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How to navigate and use the interface, toolbars and functions, see:
Use the Document Designer Interface:
http://knowledge.magaya.com/#/article/interface_document_designer

To see how to create a new template that you can customize from a blank,
see:

Create a New Custom Template:
http://knowledge.magaya.com/#/article/create_new_template

To see how to copy and existing template and edit it, see:

Customize an Existing Template:
http://knowledge.magaya.com/#/article/customize_existing template
See how to add your company logo or other image to documents:

Add an Image or Logo to a Template:
http://knowledge.magaya.com/#/article/add_image_logo

See how to add custom fields so they display in documents:

Add Custom Fields to a Template:
http://knowledge.magaya.com/#/article/add_custom_fields_to_template
Learn how to customize an existing label:

How to Customize a Label:
http://knowledge.magaya.com/#/article/customize_labels

Learn how to add JavaScript code in documents:

JavaScriptinthe Document Designer:
http://knowledge.magaya.com/#/article/javascript_document_designer2
See how to publish a template so it can be used in your system:

Publish a Template:
http://knowledge.magaya.com/#/article/publish_template
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How to Open the Document Designer

How to Open Magaya Document Designer

There are different ways to open the Document Designer:

1)  The Document Designer can be opened from the server computer’s Start
menu:

T QuickTime

W ricrosaft Office Wor

ﬁ") Apple Software Update

Adobe FrameMaker & d::Z Magawa Document Designer )
E Adobe Reader 9

Adobe B Magava Document Editor
E Internet Explorer EE Magaya Communication Server Agent

All Programs L ] i Magay

—
4 s start Inbao - Micrasaft Sk, [ Magaya Document D...

Notes: The Start menu will have a different appearance, depending on
your operating system version.

. Magaya Software
Ef.; Magaya Communication Server Sgq
B Magaya Database Server Agent
£} Magaya Document Designer

& Magaya Document Editar D‘r

i hagaya Explarer
. MagicDisc

. Maintenance

. Microsoft Office
 Microsoft Visual Studio 2012
 SharePaoint —

| Swiftlight -

m

Back

Administrative rights are required to edit and save documents. The docu-
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ments are saved in the “Forms” folder of the application. If you launch the
application from the Program Files folder, you need Windows permis-
sions.

2)  The Document Designer can be opened when you’re viewing a transac-
tion such as a Shipment in Magaya Explorer:
'] Select Documents E| .
DO, Documents
V | Select Docurnents either from Standard Documents or from Templates you have| F
] | previouzly defined.
E Select fram: | Standard Documents  Templates
;F: M ame AT —T—
. ] airwiay Bill —
E ] ir wéay Bill 12in =
] airwiay Bill 12in [Soc. #)
T ] Application for E xportation Under 5 pecial Bon
=l “ [] Arrival Notice / Invaice &i z
et [] Arrival Motice / Invoice Ocean
Changes | Ever [] Bilhete de Depézito
[ fangil I:l E!" )
Bill of Lading
E hiprnent 31 ] Bill of Lading [Multicurency)
] Bill of Lading [with Totals] w
L 4 b
WOTE: If you desire to create template documents, you can do that in the
biami <Miscelaneous\Templates> folder.
Jdirramiztraton
318/2008 Lok J[ Concel J[ Heb |
3/18/2008 ¥ | 25315PM -

Click the Document button (“Docum.”) on the toolbar on the top of the
Magaya Explorer when viewing a shipment, or click on the Add Docu-
ment button (“Add Doc.”) on the Shipment Toolbar. A dialog box called
“Select Documents” opens.

To open a new document, click “New.”

To copy an existing document and modity it, click the document name in
the list and click the “Copy” button. (If the buttons are grayed out, verify
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3)

Select Template

your rights access to the Forms folder on your computer.) Look for your
document in the “Filename” column:

Templates:
Marmne Filename
Courier ‘W aphill Courieta apbill. zdF
Wehicle Receipt WehicleR eceipt. sdf

Warehouze Receipt
Warehouze Receipt [31262]

W arehouzeR eceipt. sdf
FLBuilders\W/R 1. zdf

YWarehouze Receipt 31262

YW arehouzeReceipt 31262 Test

Wwarehouze Receipt 31262

WarehouzeReceipt_31 262, 2df

If you are working in the document view of a Pickup Order, Warehouse
Receipt, or Cargo Release, click the arrow on the side of the Actions button
and click “Select Template”™:

IRepn:nrts Cptions  Help

7 3 [ &, 2 S
% * A @ b t:?l J b \:ﬁ: - IL\E'J
Find Metwiork Send EMail Task, Refresh | Folders
-“ S K - ul L~ - R - % } L; -
ete  Find  Filker Actions Zoom Page »»>  Opkions

Deli

Transaction Lisking
Aktachments

Creake a Copy...

Create Warehouse Receipt, ..
Exclude From Tracking

Pickup Ordyg

242004

10:40 AM

B/20048 02:40 P

Hr20048 04:40 P

m Taylar
H

istory...

Houston Warehousing Co

A dialog box opens with buttons for you to select the template. Click New,

Edit, or Copy.

The Magaya Document Designer opens:

If you clicked New, you will see a dialog box with different types of
templates you can choose from to make a new template.

If you clicked Copy, you will see the template of the form you
selected such asa WR or Pickup Order. When you copy a document,
the Document Designer program saves it in the “Forms” folder.
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. To continue working on a document that you started but did not
publish yet, select it from the list and click the “Edit” button.

Note: When you’re done editing, publish the document and make it
available for all users in the company by downloading it. For details,
see the Knowledgebase article:

How to Pubish a Document
http://knowledge.magaya.com/#/article/publish_template

If you receive an error message when your try to download a modified docu-
ment, then you need Windows Administrator rights.

Related Resources

To learn about working with the Document Designer interface, see the topic:

Document Designer Interface

http://knowledge.magaya.com/#/article/interface_document_designer
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Navigating the Document Designer

The Document Designer Interface

The main screen of the Document Designer contains the Design/Code pane,

toolbars, menus, and schema list.

* ek Cs s G - [iarebsrspromsd_TLB Ford 588
Tl mew e Liem Sowe Wisoes el
M|

| Menu & Toolbars I

g Add @ Delete
ISSUED_BY

1

ISEUED_ADDRESS

Wareho

' Receipt Humber: VA4,
| Recened DateTime: [REC
| Received By |REC

Page Templates  injormation

. Consignee Informa

|SHIPPER_ADDRESS

ICONSIGNEE_MAME

COMSIGNEE_ADDREZS

Inland Carrier and Supplier information

Carrier Name: [INLAND_CARRIER_MAME

Driver Licarsac [DRIVER_LICENS

PRE Number: |PRO_NUMBER

| Ditvar Nama: [DRIVER_NAME
| [ Notes

=] Design

% Code

[Pracking Humber [TRACKING_NUMBER

| Suppier Name:[sRPL IER_Pan
Invaice Mumber: |/ 0ICE_NUMBE

PO Mumbar: |_MNUMBER

| Applicable Charges:

e

| 2 schema | = Felds

The Design pane will display the template you are working on.
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The Code pane will display any JavaScript code you have created for the docu-

ment.
2 Miagwys Document Designes - [bert FickUpOrdes Summarmed_11031)
[ Fike Edie ‘iew Ilnsert Lnpers  Sedpt  Wiesdew  Help
FROCIER IR BB A -
ks ) 2ol Eal KN EFS NS
Line - - B~ F® 5o -
Font A = e 10 = Cobc I = L FEE|T
1
2
: |

8 function DocRecord{columns)

11 this.columnsCount = columns:

12 thig.Record = new Arrayil:

13

14 this astWalue = fTunction(columnIndsay, wvalus)]

1

1 if {value instancecf Accay)

1 this.Record [columnIndex] = walue:
18 alse

1% thiz.Record [columnIndex] = [value]:
20 H

Chis.toSteing = functlomi)
g |
|
var naxRows = 0;
for (var col = 0; col < this.Recocd.length; col++)

26 [

if wl=fined && this.Record[col].length > mazRows)

Click the Code view to
work in JavaScript:

ord. length: col+)

= l= undefined && row < this.Record[col]. length)
pecordStr += this. Record[col] [pow]

racnardStr 4= [Fal + rhis Recssed lesnarh — 11 7 TWe" 2 MhpEhpn
"

The Code view pane includes line numbers to find and correct an error when
you run the Script > Check Syntax process.

Learn more about using JavaScript with the Document Designer in the
following Knowledgebase article:

JavaScript in the Document Designer:

http://knowledge.magaya.com/#/article/javascript_document_designer2
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Toolbars and Menus

The toolbars on the top of the Design pane include standard buttons such as
Save, Edit, and Zoom.

To add graphic elements, use the buttons to draw a line, rectangle, circle, text
box, or add an image.

To add your company logo, click the “Logo” button and then click the location
on the document to place the logo. Drag the corners of the image to size the logo
placeholder frame. As a result, the location of the logo is saved. When you
upload the logo into your Magaya Explorer Configuration > Company Type
menu, the logo will display in the placeholder. Learn more in the following
Knowledgebase article:

How to Add a Logo to a Template:
http://knowledge.magaya.com/#/article/add_image logo

To add a Control, use the control buttons to create an Edit box, a checkbox, or
a table. The choice of Control will depend on how the box will be used in your
document. (Remember: Controls display data from fields in your Magaya
system.)

E2 Magaya Document Designer - [test_PickU
| File Edit Wiew Insert Layers Scri

PO > B +0nx FRETTTT.

Voo Glalm e H||= | |
Ly

Lire: I - ~ I ~ Fil Tranzparent
Fant; .-'-‘-.ri% - Size \ ~ Color N ~ | B r u |@
1 ] 1 | 1 |1 1 I :

!

Toinsert a logo

1 These 3 buttons are used to
create "Controls" - Font
These buttons are for Edit box, buttons
creating graphic Checkbox,
elements: Lines, Text Table

boxes, Circles

The toolbars can be moved around by clicking and dragging them.

In addition to the toolbars, the menu commands across the top offer many func-
tions:

207


http://knowledge.magaya.com/#/article/add_image_logo

Navigating the Document Designer Chapter 5

. The Insert menu contains many of the functions that are also available as
buttons on the toolbar such as the line or rectangle buttons.

You can also add a background image which will look similar to a water-
mark. The background image format must be an Enhanced Metafile
(.emf), a Microsoft specific vector graphic file format, which can be
created in Microsoft Visio, PowerPoint and some other programs.

. The Script menu option is active when you are working in the Code pane.
It is grayed out when you are working on the Design pane. The Script
menu contains options to check syntax and more.

. The Window menu has options such as the ability to switch between
viewing different documents if you are working on more than one.

. The Layers menu includes options to view the Drawing Layer and the
Control Layer:

- The Control Layer is the layer of the template you see in the Design pane
that contains only the Controls and fields from the schema list or any
Controls you added using the Control buttons.

- The Drawing Layer shows the text boxes, rectangles, lines, etc. added to
a template. Both layers are displayed and enabled by default. When you
view the Layers menu, you will see a checkmark next to the layer(s) that

are displayed.
& Magaya Document Designer - [WarehouseReceipt_truck_logo.sdf]
____I File Edit Wiew Insert NEPEGEN Script  Window  Help
IJ g'] H » @ e v Wiew Drawing Laver E{ E &= .
- = : W Wiew Caontrol Laver =
% OC gl @
A } v Enable Drawing Laver %
Line: v Enable Control Laver )| .
| I.I.|.I.|1.I.|.I.|.I.|.I.I£.I.|.I.I.I.|.I.IJ.I.|.I.I.I.|.I.|4:I.|.I.|.I.|.I.|f:l.|.l.|
E ISSUED BY
i SSUED_ADDRESS Receit I
_': Recewed O
_—j PHOMNE_FAxX T R
=] Shipper Information Consig
3 EHlF‘F‘EH MAME | OMSIGHNEE MAK
E SHIFFER_ADDRESS ‘ OMSIGNEE_ADL
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Tools to Add New Fields to a Template

Schema

On the right side of the Document Designer interface is a panel with three tabs:
Schema (XML), Fields, and Variables. These are the elements you will use to
create new fields on your custom template.

The schema list is specific to the type of template you are creating, and it shows
all the elements available for that type of transaction. For example, if you want
to create a shipment document, then the list of schema will include all the
elements related to shipments such as the carrier, charges, destination, etc.
These elements can be dragged and dropped from this list to the Design pane.

Let’s look at each one in the sections below.

The schema are XML elements used to feed data into fields. When you drag and
drop one of these elements from the schema list to the template in the Design

pane, a control and a field that will fill with data are created. (The fields created
can be viewed by clicking on the “Fields” tab on the bottom of the Schema list.)

The schema list shows all the elements available for the type of transaction you
are working on such as a Warehouse Receipt or Shipment. For example, if you
drag the element “Number” from the list and drop it on the template, it creates
a field for the shipment number. When a user enters the shipment number (or
name) in the shipment dialog box in Magaya Explorer, it will appear on the
form in the place you specify with Document Designer.

For specific information on each element in the schema, hover the mouse over
each element to see a pop-up with details.
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Fields

To expand one of the elements, click on the plus sign. This will show all the
sub-elements inside that element.

+

+
+
+

5 E-E-E-E

Schema

] ShiprentType

(& Attributes

{1 Custom Fields
-] sirshiprmentInfo
%1 AMSNokiFyParty1

() AMSMotiFyParty 1 Marne
(2) AMSNatifyParty1SCAC

%1 AMSMotiFyParty2
[H] attachments

%1 BillingClient

8 CargoLocation
._ﬂ Carrigr

tll Carrieraddress|

+|

O city
@ ContactMame
(O ContactPhone
+ @ Coauntry
@ Description
(& PortCode
@ state
@ Skreet
(& ZipCode
@ Carrierhlame
[ Chargeabletweight
] charges
& Consignes
% Deliveryfoent

T4 Malivaru ol sme

[ =| schema == Fields

My
Sub-elements under”
Carrier Address
element
—;/
yz
W

f_-] YWariables

Fields store data. The data can be filled in automatically by linking the field to a
schema element, or the user can fill in the data by typing information into the
control associated with that field.

The fields you see in the list are the fields that come with your documents by
default. They can also be created by the system automatically when you drag a
schema element from the Schema list to the template.
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You can also add different types of fields if you do not see the one you need.
Click the Add button and select the field type: String, Boolean, or Table:

-
Fields
% -
'_:ltrirlg F|E'||j| .. T':."I:le SDUrEE
B':":'lear_' Field. .. Skring <rone:;
Table Field... Skring <MI0ne;
(&) CURRENCY String <none’
[ DETAIL_TAXES Table <none:;
G DUE_DATE String <naone;
[ MvoIcE_DaTa Table <nane:;
@ INVOICE_DATE Skring <M0ne:;
@' IMNYOICE_NUMEBER Skring <M0ne:;
@ ISSUED_ADDRESS Skring < Mone.
@ 1550ED By String <nane:;
E) TOTAL_AMOUMT Skring <M0ne:;
@ TOTAL_INVOICE Skring < MIone;
'@' TOTAL_WALLE_TAX Skring <Mone.
& TRANS_TYPE String <none’
% >
=| Schema | = Fields Z| Yariables
Other buttons enable you to view properties or delete a field.
The columns in the list show the field name, type, and source type:
Fields
B A+ P Properties g Delete
[arme Tvpe Saurce Type sed
@ Hazardous, ClassDescripkionl String  ¥ml Field name akh]
@ Hazardous. EmergencyContack?  String ¥ml Field name (x-Path)  Used
@ Hazardous, HazardousLewveld Skring ¥l Field name (x-Path)  Used
@ Hazardous, MaterialDescriptiond  String  ¥ml Field name (x-Path)  Used
Variables

Variables are often used to calculate totals in formulas by gathering data from
other fields such as the total of prepaid charges in an Air Waybill (AWB).
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When you click the “Add” button in the Variables list, a dialog box opens. In the
dialog box, the dropdown arrow for “Field” will show the fields used in the
custom template you are designing.

Yariables

Name\

Variable Definition X
Fieid: |
MHame: | |

[] Treat null az zero

Reference column for a grid field

Colurnn: I:I

[ ok l [ Cancel

The name (alias) is filled in when you select the field. To treat null as zero, check
the box: This will make sure no value is calculated if a field is blank. The Column
field is used if you have a table (or a grid) and want to specify the column for the
variable.
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For each Control created in a template, you can create a caption or a label for it
by using the text button to add a text box to the template.

_?__J' File Edit Mew Insert Lavers Script ‘Window Help

BUWH >R AN HEA QY

X OO A |@|9 |8 & H

% | Line v v | v Fill

| 1 |1 1 L | L 1 |2 L 1 | 1 |3 L [ |

E o o = —

] Hazardous.ClassDescription

j o Text m

- o o o Thisis a

"Control"

You can copy a text box and paste it by right-clicking on the text box and
selecting “Copy” from the pop-up menu. (Alternates: Use “Edit” on the menu
or press the Ctrl + C keys on the keyboard.)

When you select the box, it will have handles (boxes on the edges) that you can
use for resizing.

Text wraps inside a text box.

In addition to the Design pane in Document Designer, there is a Code pane that
can be used to enter code to create custom fields on a template. The Code pane
is similar to a text editor.
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Document Properties

The document’s properties are accessible from View > Document Properties.

View | Insert  Layers Script Window F
Zoorm All

Zoarn

Zoom In

Loom Out

Fan

Zoarm Width

Redraw F&

Tab Order Ctrl+T

Docurment Properties.., N

In the dialog box that opens, you can see the properties such as the name and
language on the “General” tab.

o

Document Properties @

General |Options | Details | Type of copies

Mame:

Warehouse Receipt

Language:
English -
Cther properties:
MName Value
Type Warehouse Receipt
Edition Version 12
Published Version 7

Creator Network 1D

1| 1] [ b

Class ID: elac8b54§831-11d3-827c-0050040ed Tec

| ok || Cancel || mepi Help
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The “Options” tab includes options such as if you want to automate numbering
and if the document is obsolete. If you mark a document as obsolete (inactive)
then the document will not be available in the list of documents in your Magaya
system.

P

-

Docurment Properties @
General | Options | Dietails | Type of copies

[] Print fields onby

Document requires XML

[7] Do not apply automatic formatting to numbers
[] Obsolete document

o) Coma ] [ o

Check any options that apply. Save and publish the template when finished.
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The “Details” tab includes a place for you to enter keywords and other details to
help identify documents and search for them more easily in your Magaya
system. Enter data here, save and publish the template.

I

Document Properties @-‘
| General | Options | Details |Type of copies |

[nduztny:

| Third Party Logistics - 3FLs v

Courtry:

Impart - Export - Mot applicable:
[ Mat Applicable - ]

F.epwaords:
MYOCC

Dezcnption:

wehicles, cars, autos, |

k. ] [ Cancel ] [ Apply ] [ Help
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To define copies, go to the “Types of Copies” tab.

5

Document Properties

| General | Options | Details | Typs of copies |

Type of copies:

Mame Amourt

Type of copies @

Type of copy: Shipper

Y

Amount of copies: 1

-

T

( Add ) Edit Delete

Click the “Add” button to open a dialog box where you can define the types of
copies you want and how many. (To show the copy type on the document, add
it to the template. For example, you may want this information at the bottom of
the page near the signature. If you don’t want to display a name to the type of
copy, then don’t add a control field in the template.)

Note: When printing a document, the number of copies printed will be what is
defined here in the template. The Print dialog box will show the range of pages,
including copies.

Save the changes to the template, and publish it.

Any template you publish is automatically available in your system of the
computer that saved it. If you create it on one computer and want another user
on a different computer to access that document, they need to download it into
their Magaya system by following these steps:

Go to your Magaya system to download a document:
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. Go to File > Download Document
5| Gt ducrarrent Fram b gays Netanri ===
e | Custom documnis. | Slandaed cocuments
| g | Selact b dorrsant poas weand b downlond irom Hagess Hishwerk: o e el balow
Couriny
S = | | Docurart nava Tew Lirgusgn  Flanams Courdy
Irnpeet B wpecit <] Coaga Moreeraens [13020) Document Ergizh essgormrer-n_ 10
E‘m = | Caigs Aidiaes_TSA Caigarsibase  Engich EatgraihasE_toh ol
151 Caupa CMQOTOvE__Tansbs o
Larggn =] e 1) remece_laty. sl
[sango 7] | e To download a scconrngorg 1900 s
Fiaas bict | Pagrsent A - paprent_kity s
Lo meeed  dOCument into your packangle_25478 8
1 gl
] Sakes i sesnde sl
Type _ Tzt Wil SFStEFﬂ Jeal_vl s
T . | | =l VBM Diec) von_vI02_oerfen v
El 1] GM Dieclaration w1112 [or oider] Document Ergizh WEM_ 102 e
e Ty - Wasbooe Engich rr_tad_lea_webuca 2ol
E:ﬁ FlimeLotel 2| | Bl warsrose Fecer 130200 Wousheae .. Engkth Wttt ecegd_ kil sl
Chack ] warehouse Freosipt Soldaiy Washowss . Englsh maiehousseospt_ 254509 sd
I[.:I-e::-:mrm L= Wisrshangs Fleceipt Truck Lage Wasnage . Ergieh mushousssosipl_nck_lk_.
.' i | ‘Warshanne_Fecept_custom_fekd Warshome . Engish mmshoussscap_rusion
Irwics
Jounad Erary
Facting Sip
| Pagment =| |3 1 3
[omimds
Aopt: lbers Lxranand
Empecatds
Dezciption
(Dowrioad | | Cite

Note: If you receive an error message when your try to download a modi-
fied document, then you need Windows Administrator rights.

. Set the filter criteria as needed in this Download window. The list displays
all available documents, both customized and standard. (Note: These
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criteria are the ones saved in the Document Properties in the Document
Designer program.)

5 | Get docurment from Magaya Metaork

[nidustry: Custam da
-

[<an_l,l>

Select the di
Country:
[ Lany b ] Docurnent
Import/E sport:; D Cargo b
[{an_l,l> ,] [l Carga F
D Cargoh
Language: (] Irvvgice
[<an_l,l> T] D [Fvenice
Free text: % Faymer
Relean
zearch for keywords D 5;::7&
Type: [£] Testw
T — | | V6D
Eil —| | EIvGMD
Booking Wareh
Cargo Releaze Label E Warehi
Cargo release 3 ik
Check D W' arehi
Elient Sttatement [2] wiareh
epozi R
Document [ Wareh
Invoice
Journal Entry
Packing Slip o
Payment 4]
’ Apply Filkers ] D; ::I:jmer

The list shows you what type of documents are available, if they are newly
published, which version (the “Version” column tells you the version
number of the latest version; the “Published Version” column tells you
what you have published in your system.).

Learn more in the topic “Publish a Template”
How to Publish a Template:

http://knowledge.magaya.com/#/article/publish_template
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Document Properties and Printing from Magaya Explorer

To view the properties of a document from Magaya Explorer, click the “Proper-
ties” button in the toolbar on the top of a document.

B Ui,y Cren sk e 7 Blagga ke
Bl e Ommow Memessch e bagaeMeest Accesey Bicn Dy Se

: B | = . @, . 3 ™, ? . = - @ . & |\
| A bt P M o - S S
TR IEREE 5 g h
Al B Dabitw | Fmd | FRm Bl lee o s
Properties =
Magaya Demo (Latest Versior rehouse Receipt

TR0 MW 3dnd St

Sbe 200
HE:}ECI;I%%;;EE. Receipt Mumber:  (WR-1T74-16
Click fvesd DaterTim: |NOvAI4/2016 0506 P
Tel: TEG 245 9150 | ini
S R ived By |Adminisiralor
"Properties" ey

Shipper Inhmaﬁu\\_ﬂ/tﬂnliﬂnﬂ Infarmation

In the dialog box that opens, the document properties are displayed, including
the template name, paper size, layout and version number.

o o)

Docurment Properties @

Properties

Template Properties

Document Name:  Warehouse Receipt 31262_Test ME
Filename: warehousereceipt_31262_test_me sdf

Template Size: B85inx11.0in

Layout: Portrait
Wersion: 500
Print Handling

[| Print on pre-printed form (print fields onty)

() Use actual template size

i@ Fit document to printer margins

() Fit document to printer paper size
Filling Options

Calculate fields automatically

OK || Cancel || Hebp
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Print on Pre-Printed Forms:

To print the document on pre-printed paper, check the box.This will gray out
(deactivate) the other fields in the box. Use this option to print the fields only,
not the other lines, etc. on the form.

Print Handling
Prirt an pre-printed form {print fields only)

|Ise actual template size
Fit document to printer margins

i@ Fit document to printer paper size

To print all the lines and the data in the fields, leave the box unchecked. The
other options are:

. Use actual template size: This will not stretch the design regardless of the
paper size selected for printing. (Recommended)

. Fit document to printer margins: This will stretch the design to the print-
able area, ensuring the document will be printed correctly, even if the
template design is very close to the paper edges.

o  Fit document to printer paper size: This will stretch the design to the
selected paper size.
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Insert Barcode Font

To insert a barcode into a table of a document, click the table where you want to
insert the barcode, right-click it and select “Field Properties.” In that dialog box,

on the Columns tab, checkmark the option “Barcode.”

Table Field Properties .
Genersl | Columns Sl:lrting|
Narme Alignment Index: 1 Size: 035N
Column # 1 Loft Text Alignment: | Left -
Colurmn # 2 Left \
Column & 3 Lk Precision: 2
Cobumn & 4 Left [ Don't show IF zero Selection Type:
Coln # 5 Left [ Treat mull 25 zero in Formulas <Mone> T]
Colurmnn # & Left T o
[¥ Barcade
O, l Cancel | wopl | Help

Note: If the menu is grayed out when you right-click on a table, click the button

on the toolbar for “Selection Tool” (it looks like an arrow icon).

To insert a barcode into an Edit Box, right-click the box, select Properties, and

go to the “Text” tab. Check the box for the Barcode.

Edit Box Properties

Check for

General Text | Data
: barcode

Font
Top: 7 L= Left: 2
Font: MRV Code30oMA
Bottem: 2 |

Size: 12 - Color: -

[TEold [ Tabic Underlined Breview

Embedded into the document

Hawizantal: _ Vertical: *ABC 123*=
Left L Centered = |

Looc J[ come J| ey |

Help

[

-

Click “Apply” to see the barcode in the document.
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Additional Formatting Tips

Thousands separators: The system adds a comma to numbers in the thousands,
for example: 1,200. If you want to turn this off, in the Document Designer, click
View > Document Properties and go to the “Options” tab. Check the box “Do
not apply formatting to numbers.” This setting is per computer.

To move multiple fields at the same time, select them all and then move them.
Controls can be moved so that they snap to the grid. This helps align them.

When inserting an image, the aspect ratio is maintained when resizing the
image.

To add pages to a template, click the “Add” button in the “Page Template” pane.
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Customize a Template

Overview to Customizing an Existing Template

Existing templates can be modified to your needs. You can add or remove fields,
insert an image or your company logo, add pages to the template and design a
new layout for each page, and make other changes.

Admin rights are required to save and publish templates.
Maximum file size for a template is 600 KB.
Plan Your Custom Template:

To get started with your custom template, evaluate what you need to do. For
example, you may want to add text such as “Hazardous Materials” in bold red
letters across the top of a Warehouse Receipt (WR), or maybe you need to add
information into the WR about vehicles that you ship. You can also add infor-
mation collected in custom fields that provide more information on the type of
hazardous materials or vehicles in a shipment. These fields can be added to the
WR. The custom WR template can be added to the list of templates users can
choose from.

Open the Document Designer:

To customize a template, open it - either from the Start menu or from within
Magaya Explorer (in a transaction such as a WR document > Actions > Copy).
The Document Designer will open the template and display it in the Design
pane. Rename the template and save it in the Forms folder inside your Magaya
software installation folder.

Common Functions for Customizing and Editing Templates:

The following explains some of the more common functions in the Document
Designer program that are used for customizing and editing templates.
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Alignment: To align elements, select them and click on the Align button in the
toolbar. (Alternate method: Select all and right-click, go to “Shape”.)

Alignment buttons

-]

-

Magaya Document Designer - [Airwaybill.sdf]

__ File Edit “iew Insert Layers Scripk ‘Window H
BEEH 2@ B EX D
=K== & [H
% Line: v il B

|.|.|.|.|.|1.|.|.|.|.|. '."|2'"|"'! |.|.|.|3.|.I|.|.|.|.|.|.|4..|.|.|.|.|.|.|.|5.|.|.|

EIRIFRAERIRVWAYBILL Sia
R ‘EHIPPER_NAME |

Resize Multiple Fields:

Hot Hepatiabie

Air Waybill

To change the shape of fields, you can select one or more fields and right-click
on them to access a pop-up menu. The following screenshot shows three fields
selected and the pop-up menu with the “Shape” command selected to make the
three fields the same width:

| Hazardous Emergen

-
@Hazardnus.Mat'gfialDescriptinm %
=

-
@Hazardn:nus.CIassDescriptin:nm §

=
§ T
Hazardous HazardouzLevels E

Zuk Chrl+

Copy Chrl+C

Delete Del

Zoam b

Image b
align to left
Align to righk
Align to kop

Align to botkom

Make same width
Make same height

This will make all the selected fields the same width, so you do not have to resize
each one separately. You can also align fields by using the Align buttons on the
toolbar.
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Fonts

To change the font or other properties of the text box, right-click on the text box
and select “Properties” (or use the buttons on the Font toolbar). A dialog box
opens. Go to the “Text” tab:

Edit Box Properties ==

| GE!'IEfEI: Text :I:Iara _

Font Margins
|__| Barcode Top: 2 - lef: 2 =
Font: _.ﬁ.riad -
Bottom: 2 Rightz e :
Size: 12 - Color: - -
Baold Italic Underined Preview

Embedded into the document

Alignment Abc 123
Horizonital: Vertical:
ll.l:ﬁ - Centered -

oK Cancel Apo Help
L |

Checking the checkbox “Embedded into the document” will increase your file
size. If you need to reduce the file size, ensure this box is unchecked.

When you create a text box or drag a schema element to the design pane, you
will need to click on the Selection Tool button (the arrow icon) to access the
right-click menu options such as the Properties.

Ea bagaya Docurnent Designer - [test_PickUpQrderSummarized_:
E] File Edit View Insert Layers Script  Window Help

BEYH 2B +DEX 0S| HE
Doal | 2|6« H| |

Selection tool

The Object Properties box contains choices for changing the font, alignment of
the text inside the box, and margins.

A font can also be a barcode. See following Knowledgebase article:
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How to add a barcode to a template:
http://knowledge.magaya.com/#/article/interface_document_designer

To access the properties of the control, right-click on the control and select
“Properties.” A dialog box opens with three tabs:

Edit Box Properties | g3 |

General | Text | Data

General Behavior

Object name:  editbox1939 []Page Mumber

Multipage
[] Do not print this Field O Pad

[T 3how in last page anly [ Multiline

o) Com [ w

The General tab shows the name of the object as assigned by the system. Choices
are available for:

- Printing: Check the box to print the field. Check the box to print the field only
on the last page of the template.

- Behavior: What do you want these fields to do? Let’s look at the options:
- Add page numbers.

- Check the option for “Multipage” if the field could go to more than one page,
such as a long table of commodities, for example. Check this to ensure all the
data is included, regardless of how long it is. If not checked, then the data will
end where the table ends on the page. If the template only has one page, and you
check this, the data will fill in on the second page, but the second page will have
the same layout as the first page. If you want to create a different layout for
multiple pages, use the “Add” page function in the “Page Templates” pane, and
create the layouts.

- Check Multiline if a field will have more than one line. This is often used for
addresses that have more than one line of text.

The Text tab has the same fields as the Object Properties box such as font modi-
fications.
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The Data tab shows the field name and its properties such as the x-path of the
field (the Data Source). X-path is a unique XML path that leads to this field and
no other.

Edit Box Properties @
i

Field name: | SHIPPER_ADDRESS: [ Edit.. |

-

Field properties:

Mame Value

Mame SHIPPER_ADDRESS
Type String Field

Source Type <Mone >

Data Source

Ok ] [ Cancel Apply

Tables

To create a table, click on the element you need such as Charges. The element
has a table icon:

Schema

(2 CarrierMame

[y

ofl Consigneedddress
l@l Consigneetlame
() CreatedByMame
(2 Createdon
1) CreatorNetwaorkID
) CutoffDate

Click and drag the Charges element to the Design pane. It will appear as a box
with the word “Charges” inside it.

To add cells to the table, right-click on the field to access a pop-up menu. For
example, if you need a table with the Description, Value, and Currency, then
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create a table with three columns to collect this data. Select “Create Record Defi-
nition”.
T Ol UL
3’] Zarrier
B Carrierad
@ Carrierila
P+ Chargeab
] charges
] Consigne
Cuk Chel4 B Consigries
Copy Chrl O Consignes
() Createde
Delete Dl ) Createdo
Charg () CreatarMe
(2) CutoffDat
() Declaredy
| Deliverys
(© Deliverya
k | Deliveryr
Go to field © Descriptio
] Destinatic
¢l Destinatic
(©) Destinatic
Properties... ] Destinatic
¢l Destinatic
Y Nestinakic

ke Record Definition

Field properties. ..
Unlink. Field

This will add cells (columns) in the Charges table:

! 0 |
Description Walue CUrrency

] ]

o Cha&qesd &

Add text boxes for the column names.

You can click and drag on the column lines to adjust the width of each.
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To add more rows of cells, right-click on a cell and select from the pop-up menu:

Right-click on a cell in a table

>harge Description

Charge.Descriptid

Insert Fow Ahove

Delete Row k

Insert Column to the Left
Insert Column to the Right
Delete Column

Propetties...

For additional table properties, right-click on a table and select “Field Proper-
ties” from the pop-up menu. In the dialog box, click on the Columns tab and set

the column properties:

Table Field Properties

General | Columns |S|:urtin|;||

]

Mame Alignment
Zolumn # 1

Column # 2 Left
Colurnn # 3 Left

Index: |:|

Text Alignment: | Left

4

Precision:

[ ]Don't show i zero

[ ]word wrap

Farmula;

[ Treat null as zero in form

Selection Type:

| <None = b |

R ——

o

Ok H Cancel ]

Also available in this Table Field Properties dialog box is the option to add a
dropdown list to a form: Click on the “Selection Type” dropdown.
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To add a table header, click on the Rectangle button on the toolbar.

E File Edit “iew Insert Lavers Scripk ‘Window Help

BEH 2B +PEX oD | HEQa &
A /OCcANA BHEH NNHET S W

% Line [rectangle] v|| v||- v|

[ _|l|.l.||I||1|I||.I-I|I|||I||2|I|||I|I-I.||I||3:I|||I|I|I|||I-|4|.I|||I|I|I|||I||f:lu||

Draw the rectangle above the table. To access the properties of the rectangle,
click on the Selection tool button (the arrow) and then click on the rectangle.
Next right-click on the rectangle and select “Properties” from the pop-up menu.
Use this menu to choose fill color and border lines.

Object Properties E|

LinefFill |
Line

Pattern: |I | |

ieight: m Preview

Color:

Fill

Pattern:

Color:

L (8] 4 ][ Cancel ] Apply

To add more columns to a table, right-click on an existing column to access a
pop-up menu of choices such as “Add column to the right”, etc.
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To add fields to the table such as charges and the information about the charges,

select the schema you want in the table and drag them to the table.
table header and label | =[] Charges
: ; - —— =7l Charge
+ M Cuskom Figlds
+- ) Armaunk

Charge.DescriptionT L #-10 ArmountInCurrency

-7 ChargeDefinitian
+-i 7] Curren
+-f | Entity

(1) ExchangeRate

+ ;L_j FreightChargeInfao

Chargesh + l.Lj HomeCurrency
E) IsCredit
k) IsPrepaid
-7 Liquidatedat

@ Mates

7] Parent
+-1. ) Price
+--1.) PricelnCurrency

) Quantity

£} ShowInDocurnents

@ Skatus

The Magaya Explorer gathers many pieces of information about shipments and
their charges. With the Document Designer, you can create a custom form with
the shipping charges you want to show in the form.

-
S Charge Description

Add a Page to a Template

If you would like to add your terms and conditions to the back of a document,
you can do it by adding a page to a template. Templates can have as many pages
as you need. Perhaps you want to have a longer Quotation document; you can
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continue to the list of items to a second or third page. Each page can have its own

layout.

E] File Edit View Insert Layers Script Window Help
BEUH R|+DEX| DD HEHA S
A -

Line:

Fant: Anal

Page Templates
B Add g Delete

[T}
o [T1]

To define copies, go to the “Types of Copies” tab.

Document Properties @

| General | Options | Details | Type of copies |

Type of copies:

Mame Amourt

Type of copies @

Type of copy: Shipper

Amount of copies: 1 =

-

\

(| A |) cEa Delete

[ Ok ] [ Cancel

Click the “Add” button to open a dialog box where you can define the types of
copies you want and how many. (To show the copy type on the document, add
it to the template. For example, you may want this information at the bottom of
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the page near the signature. If you don’t want to display a name to the type of
copy, then don’t add a control field in the template.)

Note: When printing a document, the number of copies printed will be what is
defined here in the template. The Print dialog box will show the range of pages,
including copies.

When you’re done editing, save and publish the document template (admin
rights required). The download it into your Magaya Explorer so it’s available to
use. See:

How to Publish a Document:

http://knowledge.magaya.com/#/article/publish_template
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Add a Logo

Overview: Add an Image or Logo to a Template

You can add an image or your logo to a template. This example will show how
to add a company logo to a template for a Magaya document.

The maximum file size for a logo graphic file is 300 KB. The total size of the
document, including the logo, cannot exceed 600 KB. If it is larger, it can’t be
uploaded to your Magaya system. Only users with administrative permission
can publish templates.

The preferred file format is .png or .jpg files.

These steps can be used for inserting any image. This article will also show how
to add other images, not logos.

Overview: To insert a logo, there are two main steps: 1) Upload the image file to
your Magaya Explorer Configuration menu, and 2) create a placeholder in a
template using the Document Designer. Let’s start with uploading the graphic
tile of the logo into your Magaya Explorer.
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Upload your Logo

Upload the logo to your Magaya Explorer.

1) Go to the Configuration menu > Company

| Configuration
@ * | Company
Gerwal Compary Tups
— o | Lopstc s Paowides
. :H 1 Freight Forwarder, BVOLC, Courier, Ground Camer, W arehouse Prowider
%) i
Company Auirlin Cavier [Srsigr blocks of ai wasbill rambars: by customs]
| \l o | Doy Camms [frogn booking rumber: o customes ]
Dooument
Fouribiess Company Logo
%2 File name: Browsze...
Spoounting |
el i
Buamanc | My compary b & bonded wasshouss,
Chage

2)  Click inside the “File name” field and click the “Browse” button.
Navigate to your logo file and upload it.
3)  Save.

Note: After saving this logo configuration, the logo will automatically display on
the LiveTrack login page if you have LiveTrack on your website. Learn more:

Customize LiveTrack

http://knowledge.magaya.com/#/article/livetrack_customize
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Insert a Logo Placeholder into a Template

1. In the Document Designer, click the “Logo” button and then click the place
on the template to add the logo. Click and drag the corners of the logo place-
holder to the size you want. Save and publish the template.

E¥; Magaya Document Designer - [WarehouseReceipt_31262_Test ME]
] File Edit View Insert Layers Script Window Help

"CEIEX] EEEEEEEY
R D-;:nalﬂ-*|ﬁ|j|dj£5| |
Lire: - ~ Il - Fir s
Fart: Aial + Sizee 10 ~\Color: N - |

Page Templates l.....|.......|......|.......|... [ |
g Add g8 Delete &

1S

1

<<

2. In your Magaya Explorer (from the server computer or the computer where
Magaya software was installed), click File > Download Document. Find and
save the document to your system.

3. Then go to the transaction type that you customized in the Document
Designer. From the document view, click the Actions button > Select Template.
Find the template, select it and click the checkbox to link the selected template
to this transaction. Click OK to save.

i Mg Usrs Labest Serr 1 Vigrys baghes
Pay dds len G Upseesn g g

ammy Mg Dpewey Hap
o it

[ e

Magaya Demo (Latest Version 2) Warehouse Receipt

Se s o B[R
Miami, FL 33166 Recept Mumber:  [VWR-174-16

UNITED STATES OF AMERICA | |
Recsived DalaTime: |MowdAZ016G 0205 FM

Rezaived By, | &dminisiatar
Shipper Information Consignes Information

Ted; 786 845 9150

Inland Carrier and Sl-.l}ﬂllEr information
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The logo file is saved on the Magaya servers so it can be easily transmitted when
documents are sent through the Magaya Network. If you change your logo, any
older documents sent to other users will retain the old logo. The new logo will
appear on all new documents sent.

The logo will also appear in LiveTrack on the login screen when your LiveTrack
URL includes your company’s Magaya Network ID.

MagayaDemo

Username

Password

Language = English -

REGISTER LOGIN

For more on modifying your LiveTrack URL, see the following Knowledgebase
article:

Customize LiveTrack:

http://knowledge.magaya.com/#/article/livetrack_customize
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Insert an Image (not a logo)

1)  Click on the Image button (or click on the Insert menu and select Image):

¥ Magaya Document Designer, - [WarehouseReceipt]

[E] File Edit ‘View QIEEL#l Layers Script Window Help
BOWH > tdoond. By FEHA S
X 0o g Delete Background ——— =
% Line | —— Eﬁin;m | v |Hl ¥ Fit | Soid
TP PRI PO T Table Contral TP TPTTONL ORIVt VOVETOU - PTRTE TUUTOVIN POVETOTT TOTTOM
E Selection Tool
ISSL
—————————  Rectangle
] Ellpse
= T
i PHONE_FAX
2] Shipper Information
1 [BHIPPER_NAME

2)  Draw abox on the document where you want the image to appear. A
dialog box opens.

3)  Select your image file from your folder.
4)  Click OK to insert the graphic.

To adjust the size or shape of the box, click on the Selection tool on the toolbar
(the button with the arrow). Squares will appear on the corners of the image
box. Click and drag from any square to resize the image. The aspect ratio will be
retained when resizing.

The image will be fit into the space of the box, stretching the image if needed.
To turn off this stretch feature, right-click on the image and select “Image” and
select “Stretch” to uncheck the option. Another option in this menu is “Image”
and “Adjust control to image.” This option will display the image in its original,
tull size.

Save the file by a unique name. Remember the name when you’re publishing the
document template later. You can also add more details in the Document Prop-

»

erties dialog box, which is available from the “View” menu.
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To delete the image, click on the Edit menu and select Undo Insert (or select the
image and click the Delete key).

Save the template when you are done. (Tip: As with any document you are
working on, it is best to save periodically while you are working.)

If you need help with the buttons, toolbars or other elements of the interface, see
the topic:

How to Navigate the Document Designer Interface:

http://knowledge.magaya.com/#/article/interface_document_designer
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Customize a Label

This topic explains how to customize a template for a Magaya label using the
Magaya Document Designer.

Edit an Existing Label

To edit an existing label, click the “Open” button in the top menu of the Docu-
ment Designer.

.:-__Edit Wiews Insert  Layers Script Window Help

&= Mewnr Ctrl+M | lf}'| O @
3 Open... I}, Ctrl+0 :||
% Frint Setup... i
2 | 3
Fecent File
Exit

I My DY KIAKMACT

All labels can be found in the Forms folder of your Magaya software:

Magaya Corp » Magaya Cargo Systern » Forms

o

Mame Date modified
-'_ii'CF{LJfﬁ 9152006 12:02 AM
(75 CRL4x6 12:02 AM

Examples of
DeliveryOrder labels in the 12:02 AM

=
-
) . ——

L Deposit Forms folder 12:02 AM
o A
i ) A
)

-

DestDeliveryOrder

2016 12:02 AM
2016 12:02 AM
/20168 12:02 AM
2016 12:02 AM

2016 12:02 AM

¥ =)
Ln

DockReceipt

o
L

I '_if DoorToDoor
5 hshpdx3
[ hshpdxs
(75 hshpdx6

w
—
(]

w
Ln

¥
L
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Select the label you want to edit, for example the “WMS4x6” and then save it
under a new name. Remember this name because you will need to find it later.

YT —_ e )
hln Bt ¥ew b Lnpen kgt Wiedow Help

P = B X | B A, W

¥ al o & o i

% | Line - - Il - Fi ol - -
] { B L B dstma B tesdemtisalisateanl B Ll B I
14SSUED_BY_NAME _ :

+ ISSUED_BY_ADDRESS

ISSUED_EY_PHOME

COMSIGNEE
< CONSIGNEE |

'WAREHOUSE_RE:!

Tracking Mumber. [SysterniD-Warehouse Receipt-lemlD)

RACKEING=MNUMBE

TDESCRIFTION
i DESCRIPTION

iITEM ID PIECE TOTAL PIECES | WEIGHT SERIAL NUMBER

HEM_ID FIECE faL_PIE] SERIAL_MUMEER
; MODEL OT MUMBER
BIMENSIGNS pODEL

.I_:'art Murmbar

Standard labels available to be edited include:

«  Receiving labels: These file names start with the letters RCV and include
the label size such as 4x6. The label file “RCVTrack4x6” prints labels when
a user submits an online pickup order. It can be found in the Configura-
tion menu for Online Shipping Orders of your Magaya Explorer.

. Shipment labels: Master (mshp) and House (hshp)

. Cargo Release labels: Have the letters “CRL” on the label file name. These
labels can be found when viewing a Cargo Release > Print Labels.

. Courier 4x4 label. Available from the Shipment’s “Print” button in
Magaya Explorer.

. WMS labels: Also available from the Warehouse Receipt “Print” button.
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Edit the label using the menus, buttons, and right-click functions. Add a logo
placeholder with the “Logo” button.

JavaScript code can also be used to add custom information to the label. For
example, if you want to load the Shipper, Supplier, or other information from
the Warehouse Receipt, use JavaScript code to make a call to the database to
retrieve the details and display them at the Item level. This requires program-
ming knowledge and administrative access to your Magaya software.

For full details on working with the Document Designer, see the section below
“Additional Resources.”

If you need help with code or customizing, Magaya Corporation provides paid
services to customize documents and labels. Contact Magaya for more details.

Create a New Label

To create a new label, open the Document Designer by clicking the Actions
button from a document view such as the Cargo Release.

Click “Select Template.” A dialog box opens.
Click the “New” button.
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The Document Designer opens. Select the template of the label type you want.

Mew Document @

-,

Document Termplate: Description:
— I glg -+ Warehouse Receipt =
= ﬁ | ﬂ = Label Template
Zheck. Journal Entry Client Shiprent Lse this template
Skatement Docurnent to create

Warehouse Receipt

Labels.

E E

Packing Slip L=ElE= Cargo Release  Shipment
Label Master Label
Shiprent

House Label - -
Document Mame:  MewDocument
File name: MewDaocument, sdf
Location: CwWindowssystem3z -
Language: [English 7 ]

[ oK ][ Cancel ]

Name the label and click “OK” to open it in the Document Designer. You can
add fields, a bar code, a logo and more.

After editing the label, save it and publish it.

In your Magaya Explorer, click File > Download Document to make the label
available in your system.

Examples of Labels:
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This is an example of a label with the Warehouse Receipt number on it (2075):

fOUR COPANY NAYE OR LOGD HERE

8725 W 18th Terrace
Miami, FL 33172 UNITED STATES.

-
CONSIGNEE | ITEm o

FOUR CONSIGNEE: HERE

WRAREHCUSE HECEIFT NUABER

2075

LOCATION F[IIEI TOTAL PIECES

A136

ne Receipt-Dienll

2075-22

DESCRIPTION WEIGHT
VCRs ML 5w
DIRENSIONS FART MUMBER FODEL 'lll]ll.. WJHEER
SxSuSin | R R T AR
woTEs

Magaya Cargo Systex www._ Magaya. com

Also on the label is the location of the item, which piece of the total pieces, a
description and more.
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The following label is a Cargo Release label:

MAGAYA DEMO

8725 NW 18 TERRACE
SUITE 209

MIAMI. FL 33172 UNITED STRTES.

TEEL_EHE-BEE-dﬂﬂa FRX: 305-333-1212
ZARRIER

FEDEX

TELEASED o A

CIRT, ooy

Miami, FL 331?2 UNITED STATES .

Tel: 305-455-2457
ZARGOD RELEASE MUNBER

“IECE

| TOTAL PIECES

Flrracking Mumbmr . q:D Haruh

il IIIJIMIINII\IIM\IN I

ouneReceipt-Iieal O

Hagava Saftuare. www.magays.com

This label shows the carrier, who the item is being released to, and more.

Additional Resources

For help using the Document Designer, see the Getting Started article in the
Knowledgebase:

Getting Started with the Document Designer:

http://knowledge.magaya.com/#/article/intro_document_designer
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If you added Custom Fields in Magaya Explorer, then you can make the data
gathered in those Custom Fields appear in the document. (Custom Fields can
be added in the Maintenance folder > Configuration > Custom Fields.)

Custom fields may be used to gather data on transactions such as a Warehouse
Receipt (WR). If you ship vehicles, for example, you may need to know if the
title or keys are with the vehicle.

First create the custom field in Magaya Explorer, and then add the custom field
to the WR document template. Tip: Remember the “Internal Name” assigned to
the custom field. You will need it when you are working in the Document
Designer.

To add a custom field to a template such as a WR, go to the WR document and
click the “Actions” button.

1)  From the Actions button’s dropdown menu, click “Select Template”.
2)  Select a document template from the list and click the “Copy” button.

3)  Rename the file and save it in the same folder as the other document
templates: the Magaya software Forms folder (in the same place your soft-
ware is saved, usually).

When the Document Designer application opens, follow these steps.

o Make room for the new field in the template by clicking and dragging on
an existing box so there will be a space for the new field.
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. Expand the element “Custom Field” by clicking on the plus sign.

B | schema

qj] WarehouseReceiptType
gl ttri

= Cuskarn Fields
@ <new Field:

@ BilingCliert

) BondedErkry

() BondedEntryMurnber
";.'] Carrier

(® CarrierBookinghumber
© CarrierMame

@) CarrierPROMuUmber
() Carrier Trackinghumber

o Drag the sub-element <new field> to the Design pane into the space you
created on the template. A dialog box opens:

Create Custom Field

Please, enter below the internal name af the custom field yau wank
ko add to the docurnent

Internal name:

wehicle_title

. Enter the Internal Name of the custom field. The Internal Name is the
name assigned by Magaya Explorer when you created the Custom Field in
the Maintenance folder. (Important: Use the same internal name or the
Magaya system will not find the data.)

This custom field will populate with data from Magaya Explorer. You can add a
caption (or label) to this custom field to identify it. For this example, the label
could be “Is the title with the vehicle?” The answer field can be a dropdown or a
text field to enter Yes or No.

To add text to the text box, click the Arrow button on the toolbar and then
double-click the text box to activate it.

To make the field display the way you want it to, right-click on the field and
select Field Properties > Format > Boolean.

Note: If you have the transaction document open in Magaya Explorer while you
make changes in the Document Designer, you will need to reload (update) the
data into the form to see the custom field. To reload, right-click on the docu-
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ment name in the folder list in Magaya Explorer. From the pop-up menu, select

“Update Document”:
Copy
Cut
Delete
=& outgoing Shiprments Rename
"l-% 2008 Read only T
=] 2009
1 air Exclude from Tracking E‘
= '-1:1 CCean
& Shipmentz0 IR o o
& shipmentzz Mowve Down
=& Shipmentzs T o
Ay HEOLY v Linked to shipment oF P
& HBOL1D Update Document = i
& HBOL11 %
% HEOL1Z Send Tou..
D Bill of Lading Send by Email...
[Z] Cargo Manife
[Z] Dock Receipt save Copy As...
'-1_:-1 Garound )
§] Incoming Shipments Properties...
1) Miscellaneous 1o
bl

For Help, press F1

Page numbers can be added by adding a new Edit Control. In the Properties,

check the option for page numbers. The system will automatically output “Page
1 of 5” for example.

Here is an example of a Cargo Release with a Custom Field added to gather
information required by the TSA (the U.S. Transportation and Security Admin-
istration):
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1. Create the Custom Field.

Custom Fields

Customizable Elements: Custom Fields:
M arme Customized Dizplay M ame Internal M ame Tupe
Cargo Releaze ez |g cargo screen...  ig_cargo_screened  Yes/Mo

Custom Field Definition [Cargo Release]

Display Mame: | [5 cargo screened? | Field Tvpe: fesi:

Internal Mame: | is_cargo_screensd |

Description:

IJse this Figld ko recard which items have been
screened to meet TSA cargo screening requirement

2.This is how the Custom Field looks in the CR dialog box (on the Custom tab):

Cargo Release

|| Caommodities | Charges | Events | POD | Attachments | Motes | Intemal Nn:ntesl Cusztam |_

|2 cargo screened?

v

250



Chapter 5

3. This is how it looks in the document when you select that template:

.

Opkions

Cargo Release

Release Number: |39
Release Date/Time: |Jul/27/2012 11:05 AM

Release By:

Custom Field in the
document:

Is the cargo screened?
Yes

Description Weight Volume | Vol Weight

A - 0. .. A A LF -~ L QS }
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Create a New Custom Template

To create a new template when you are working in the Document Designer
program, click on File > New. A dialog box opens:

New Document

Document Template: Description:
B | i D # | | Quotation Template
IJse this kemplate to create
Qunkation Purchase Sales Crder Boaking documents that will be
Order shown under
) ) the Quaotations entry,
- >
= =id
Pickup Order  “Warshouse Cargo Release Irvaice
Receipk
[ » e
'35 Q -
Bill Pavment  Deposit Ticket Check,
Receipk W
Document Marne: | MewDocument |
File name: | MewDocument, sdf |
Lacation: | i, ~ ” Browse. ., ]
Language: |Eng|is|‘| hd |
[ K, l [ Zancel ]
. Select the type of template you want to create.
. Enter a document name. The “File Name” field will automatically update

with the new name.
. Save the template in the Forms folder in the Magaya software folder.
. Select the language.

A blank document opens.
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Drag and drop the fields you want from the schema list to the Design pane.

Additional Resources

Add lines, backgrounds, text boxes, etc. by using the buttons on the toolbars are
explained in the following Knowledgebase topic:

Customize an Existing Template:

http://knowledge.magaya.com/#/article/customize_existing template
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Publish a Template

Publish a Template

To publish a template, requires two major steps:
1)  Publish the Document in the Document Designer program
2)  Upload it to the Magaya Explorer

NOTES: Administrative rights are needed to publish a template. Maximum
document size is 600 KB. The “template” is also referred to as a “document
template.”

Follow the steps below, beginning in the Document Designer program:
1. Publish in the Document Designer:

1) Click File > Publish Document in the Document Designer.

Publish Document to Magaya Network E'

Daocument Infarmation

D Docurnent Marme: I Properties. .. ]

| Warehouse Receipt Truck Logo |

Document Yersion:
E |
Language:

| Endlish |

Your Magaya MNetwaork
ID fills in here

Publish Information

Magaya Mebwor

o ; y
ﬁ:"rv.r) | Werify ]
[ Your company
CBIREry EmE: name fills in here I

i:'ass'“"":'rd’ | Enter your passwaord here i

[ Publish ] [ Cancel ]
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The dialog box displays your Magaya Network ID and company name automat-
ically. If you are working remotely, the company name will not fill in to the
Publish fields automatically. Type in the data.

To change the document name, click the “Properties” button. Enter a name.
Return to the publishing dialog box.

Click the “Publish” button.

NOTES: If a document is over 600 KB, the program will not let you publish it.
You will get an error message stating the document is too large and must be
resized to be published. Try resizing images to reduce the file size.

2. Download the Document into Magaya Explorer:

Download the document from the “File” menu of your Magaya Explorer.

File | Edit Zales Operations Maintenance  Shiprment

ky Carmnpany Info... ‘5
Startup Wifizard... Ground
Accounting Wizard... =& Receipt
Download Document...

[y L
M et p | Previow:

Print... Ctrl+P
Printwith Fiscal Printer.., HV\
Print Setup...

Print Prewiewns..,

Print | ahels 795(:
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Look for your document in the list of Custom Documents.

B | Gat docuenant fram Migaes Netaark
!"d“ml Custom documenls | Slandsed documents
L | Galaet fa derrment o i b iz b g Nk fiom s b b
Counisy
Lan = | | Docurert naa Trem Lirgusgs  Flenams Courdy
Irvgst/Ewpat Cange Movement [13000) Oincumend Fragich easgrrrarm_ 1020 sk
Langir = Coaigoy Aldane_TSA Caiga nieask  Ergiah EaginsE_t ol
CaipaM o CEDOTOYE_ ek ol
Languags Insvgene- SE. reice_litp sl
Sy = e 3 To download a scoounangorg_ 13020
a &
Fisk bici sment H - paprent_kity 3of
CPETERIR dl:]l:-ument | rlt[:' FGUr packrspied_ 35459 ol
Sades i sabesoidei sd
Type Tt Wil Sll_ll'rSterT-I Besl_wal sdl
T . | | =1 Y0M Do gn_1 02 oo
[iT] WGk Declargtion w10 2 [or older] Docyrment Engish WM _w 02 el
Boodrg e e Wbz, Englih vr_tal_|i_vubuche. ool
Cage Aslmase Labes Wi . m =
Cagoisesie - s Fispt (1500 wasinss . Erglih W el _luk oo
Chark ‘wianshouse Feospt S oldsiy Washose . Englsh maehoussieoepl_ 25458 sd
EH:ME#’ ‘warefonse Fleoeipt Truck Logo Warshmae Erglich mashousszosp_inck_k
Becunen Warnhonnn_Rieceipt_curtom_field Washoze . Englsh rashoussicep!_nusion
Iravcics
ol By
Pacting Sip
Fanrnend 3 | L
Apsy Faes L
Duscismant
Fmproide
Dezciglien
(Downkoad | | Cise

Look at the version number for the file. Scroll to that column in the dialog box.
The column “Version” displays the number of the latest version available. The
column “Published Version” displays the version on your system.

You can use the filters to help find a document or enter keywords in the "Free
text" field. These filters are pulled from the criteria defined in the Document
Properties in the Document Designer program. For more on Document Prop-
erties, see the following Knowledgebase article:

Navigating the Document Interface:
http://knowledge.magaya.com/#/article/interface_document_designer

Any template you publish is automatically available in your system of the
computer that saved it. If you create it on one computer and want another user
on a different computer to access that document, they need to download it into
their Magaya system. If you receive an error message when your try to download
a modified document, then you need Windows Administrator rights.

The template is now available in Magaya Explorer for users. If you created it and
saved it in the Forms folder on your computer, then you don’t need to get it. It
will be available immediately. If you want another user on a different computer
to access it, they will need to go to File > Download.
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General Information about Downloading Documents: You can use this File >
Download Document method any time there is a new document released from
Magaya Corporation or when a custom document is created for you.

- A document or label with a green arrow indicates that an update was made to
that file. Download it to get the latest version.

- A document or label with a yellow star indicates this is a new document that is
not downloaded yet into your Magaya Explorer.

The template can be used by selecting the template from the Actions button (or
the “Document” button in a shipment).

IRepDrts Cptions  Help
7 3 [ B, % S
. ¥ @ . R R.$. &

Find Mebwork Send EMail Task Refresh | Folders

K = s . 7 [« |Ja. ¢ » & .

cte  Find  Filker Actions Zoom Page »>  Options

Transackion Listing
Aktachments .

Create a Capy... PICkUp Ol'dﬂ
Create \Warehouse Receipt, ..
Exclude From Tracking

Y2004 10:40 AM
5/2009 02:40 P
H20048 0440 P

m Taylor
Delit History...

Houston Warehousing Co

Note: If you have custom documents, verify them after each software update to
ensure all the fields display correctly. If you have questions, please contact
Magaya Corporation.
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6. JavaScript in the Magaya Document Designer
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JavaScript: in Document Designer

While the Magaya Document Designer program offers many drag-and-drop
options to customize documents, sometimes you may need to write JavaScript
code for additional functionality.

This topic will explain the tools Magaya provides when you are programming
inside your document. Magaya has chosen the JavaScript language which
includes functions, loops, conditions, and more.

In addition, the JavaScript function in the Magaya Document Designer has two
added objects that enable you to access the data you need: XmlDocument and
Database objects:

. The XmlDocument object contains many properties and methods that
help you code in Magaya Document Designer.

. The Database object allows you to query the Magaya Database for infor-
mation not present in the XML transaction. For example, you can use this
object to pull a full warehouse receipt, a shipment, invoice, or any other
transaction from the database with a single call.
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Enter Code into Magaya Document Designer

To enter JavaScript code in the Magaya Document Designer, click on the Code
button on the taskbar and begin entering code.

B Unasye Doscurnan | Dambrer - e bases_Reclri_labad _just.cdl]
T M EE Y looi Lowo Sobd Wrdos oo s
L U R = HEH %™
] a5 e
5 e & < - o k= = =
| ik 1 il B bl 1 fl M ML T
- a
- & sxkaw
ST el bk
20
LRt
E ar sl
wwd
& upBreesdl
~ £} lwamaasian
e
T i —
rar b b e g b
34T el
5 g e
.1 A v i
- ‘I- wgh:
9 Bk
2 e
.
= @ Infh ool
£ wokprarosr
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Select the Data Source: Right-click on the Control and select Field Properties.
Click on the “Data source” dropdown menu to select a function you made. If
you have not created code yet, you can create a placeholder function by clicking
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on the “New” button in the dialog box, and type the name of the function. Then
you can fill in the details of the code later.

5tring Field Properties [$_(|

zeneral | Farmat

| vehicle_has_key |

Field name:

Data source bype: |Java5cript Function - |

Data source: |vehicle_has_kﬂw;.-'_Get'-.-'alue v| [ Mew. ..
Selection Type: | <nane = L |

Cox J =] o

Check Syntax: To check the syntax of code, click on the Script menu on the top
of the Magaya Document Designer interface. Select “Check Syntax” from the
dropdown menu:

¥ Magaya Document Designer - [z_test_shipment.sdf]
E| File Edit “iew Insert Layers Window  Help
BeEEH =@ Check Syntax

Insert Inikialization funckion

) Inserk Finalization Function
Litue: = . l

Function GetSecondltem|)
{
var result ==
var docElement = ¥mlDocument documentElement:

Insert Initialization function: Use this function to load data that will be used
frequently inside the document to optimize speed.

Insert Finalization function: Use this function to clean up any resources allo-
cated at Initialization while working in the document.

Save (File > Save) and publish the document when you are done (File > Publish
Document).
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Additional JavaScript Resources

To learn more about using JavaScript in the Magaya Document Designer,
including more details on the xmlDocument Object and the Database object,
and some examples of JavaScript, please see the Customization user manual in
PDF on the Learning Center, available from Page One:

For JavaScript basics, see the following Knowledgebase article:
JavaScript in the Document Designer:

http://knowledge.magaya.com/#/article/javascript_basics
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Introduction to Divisions

Your company may have different divisions. They can vary based on the type of
shipping done; perhaps you have one division of employees handling exports
and one for imports. Your company many have different divisions in different
cities. Other companies may have a division that handles all the ocean ship-
ments and one that handles all the air shipments.

In Magaya Explorer, you can assign divisions according to your needs. Each
division can have a separate address and contact information. Then these divi-
sions can be used in transactions such as Cargo Releases, Shipments, and more.

Step-by-Step Procedure: Set Up Divisions

Divisions can only be set up by a person with administrative rights.
1) Go to the Maintenance folder in Magaya Explorer.

2) Click on Configuration.
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3) Select “Divisions” from the vertical menu (you may have to scroll down).
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™
Tk Types
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Types
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Note: Divisions can also be set up in the Employees subfolder by clicking on the
Actions button and selecting “Divisions”. A list opens. The menu on the list has
an Add button. This is the same list and Add button that are available in the
Configuration subfolder. The Divisions list is also available from the Actions
button in the Chart of Accounts.
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Click the Add button. A dialog box opens. There are three tabs:

Division

Division |Address IJS Customs Codes

X]

Division Name: | Dcean Shipments Division |
Phane: | | Fax | |
EMait | |
Default Company: | Lauderdale Logistics v|

[]Usze thiz division in document headers

Commetts:

[ k. H Cancel H Help

On the first tab, “Division”, enter the division name.
Enter the phone number, fax number, and email (optional).

Select the default company. When you select a default company here, this
company and its address will appear in transactions that use that division.

Check the box if you want this division name to appear in documents such
as Air Waybills or Bills of Lading.

Add any comments as needed.

Click on the Address tab and enter the address. This address will appear
in the documents created by this division.

Click on the US Customs Codes tab and enter the Air AMS Originator
Code (if needed). This is used when filing AMS from the division.

Click the OK button when you are done.

The Division will be added to the list.

In the Divisions list, you can choose the columns in the list by clicking on the
Actions button.
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Assign an Employee to a Division

To assign employees to divisions, go to the Employee subfolder under the Main-
tenance folder.

Select the employee and double-click on their name (or click on the Edit
button).

In the dialog box, click on the “User” tab.

Employee E|

Gereral | Address | Biling Address | Other Addresses | User | Permissionz || Motes

[] Disable access for this employes

Pazzward: T

o~ -
Carfirrm: JR— LSelect a divisimnj
;:,.fv'

Divigion: w ' ﬂ

[] Can only see transactions fram this division

[ ] Allows b agawa OnThelGo access
Allove M agaya Metwork, access

[ ] Allows b agava Software AP access
[ ] &llows Magaya WS Mobile access
Al b agaya POD Maobile access

[ ] H Cancel ][ Help ]

. Select a division for this employee. To remove the division, click on the red
x button; this will clear the dropdown field.

o  Ifyou want to restrict this employee’s access so they can only view trans-
actions from this division, place a checkmark in the box “Can only see
transactions from this division.” This can also be changed at any time by
unchecking the box.

. Click OK when you are done to save the settings.

Result: When the Administrator assigns an employee to a division, the employee
will not see the Division dropdown menu in their transaction screens. The
transactions that employee creates will be automatically assigned to that divi-
sion; there is no need for them to select the division. Documents created by that
employee will automatically display the division name and address.
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Using Divisions in Transactions

After divisions have been created, they can be used in transactions such as this
Cargo Release:

Create Cargo Release Wizard

General Information
Enter the general informationfar thiz cargo releaze such as
the Hurmber, Date and Releaze Ta.

n Statuz W Empty

Releaze Humber: |? |

Creation D ate: | FAF2009 b |

FReleaze Date: | 741742009 w Time: | 251:00PM 2
Employes: |Ilene Taylor ivizion; |Du:ean Shiprnents V| *
|zzued By: |HWE Cargn Company L |

Releazed to: || w |

The Divisions dropdown is visible to a person who has Administrative rights in
the Magaya System and who is not assigned to a division. When the Adminis-
trator assigns an employee to a division, the employee will not see the Division
dropdown menu in their screen. The employee will not be able to change the
division. The transactions that employee creates will be automatically assigned
to that division; there is no need for them to select the division.

If you are an administrator who is not assigned to a division, you will see the
Divisions dropdown on the General tab of transactions such as Pickup Orders
and Warehouse Receipts, or you will see it on the first screen of a shipment
wizard.

Divisions can also be assigned to entities such as Customers, Carriers, Agents,
and Vendors and to warehouse zones in your Magaya system. Employees in a
division will only see entities or warehouse zones in their division.
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This Cargo Release document below will show the “Ocean Shipments” division
name and address, not the “Issued By” company name and address in the docu-
ment:

ﬁ s ‘a‘ - g - “ - L; -

Delete  Find  Filker Ackions Zoom Cptions

Ocean Shipments

24 Miracle Mile, Coral Gables, FL UNITED STATES

Cargo Release

Release Mumber: |7

Felease DatefTirme: [JUlF1 72009 02:51 P
Release By: |llene Taylor

To limit what LiveTrack users see: You can limit a LiveTrack user to see only
transactions from a specific division by right-clicking the Customer profile,
selecting “Configure LiveTrack/Logistico Access” and checking the settings on
the Restrictions tab.

Reports by Division

To create reports by division, go to the list you need to create a report about such
as the Pickup Orders List or Warehouse Receipts List.

Click on the Actions button, and select “Reports”.
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In the pop-up menu, select “By Division”.

IN FIOCESS 14
W Delivered 13
W Delivered 12
W Delivered 11
In Process 10
'ii Ih Transit
ii In Transit
Si In Transit
Si In Transit
a Delivered
In Process

(]

In Process
In Process

— ML = M -l 0

In Process

& 7 X

fdd

Reparts

Akkachments

Prink Bakch. ..

Choose Columns.,

Import...
Export...

Skatkistics, ..

1£8 1 UG GLYET | E,;, Tssued By
1241542008 Art Bazel Gallery By Warehouse
1241542008 Lyan Crafters

By Employes

By Destination Agent

By Irvoice Mumber

By Purchase Order Mumber
By Driver's Mame

By Driver's License Murmber

By Destination Pork t!

By Destination Counkry
By Origin Pork

By Origin Country

By POD Received By
By POD Comments

By Lask Event

al o
}(? hd

Filker

<

S
o

L=

Actions

All the transactions for that division will appear in the report.

View Inventory Items by Division

To see the inventory per division, go to the Inventory Item Definitions list, click
the “Detail” button, and select the panel “Inventory by Division.”

M ame

Panels: [Inventl:ury by Divigian

)

Aftachrments
) RES-Bill of Material
Categaries
Detailed Inventony
[hiziuded in Bill of katerialz of Compound ltems
I_:E Main Div Inchaded in Bill of Materials of Kits

Incaming [tems

Inveentory by Divizion
[rwentary by W arehousze
[Fventory Sorted According to Type
Fieces in Compound ltems
Pricing Rules

Skl's

Summarized |nwenton
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Database Administration

Introduction: Database Administration

The Magaya Database Server Agent contains all the functions needed to manage
your Magaya database, including tools to optimize your database performance,
to create a backup of the database, and how to set up an automated backup
schedule.

To access the Magaya Database Server Agent, right-click on the taskbar icon for
the Magaya Database Server Agent (or double-click on it).

Magaya Database Server

Agent icon

When you right-click on the icon, a menu pops up.

Select “Open Database Administrator.”

Open Database Administrator...

Skop Database Server

About, .,
Exit
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A dialog box opens:
Mapaya Database Server Apent E|
. Magaya Database Server (DOC01:6110)
Running
Files Location
Diatabass Location:
Liosg Fiba: CriProgram FilssiMagays Corpitsgsyva Cargo Systemimagaysdh. log IE
Connections | B Lol sers o Rerrmu;narsl T Other Conmmctions | T Al Corrmctions 2 [ Bacip... |
Computer Names Liser Nama Irstances  Application Type
o Dot 1 Exglorer (Local)
Qphons J
Tooks >
dose || Hep |

If the database is not running, click the Start button.

Working with the Magaya Database Server Agent

The dialog box for the Magaya Database Server Agent shows the following
information about your Magaya database:

The database computer number and the port for this database are listed on
the top.

The status of the database is noted on the top, for example, “Running” or
“Stopped.”

Database location: Where the data is located. To change the file location,
stop the database first. The “Change” button is grayed out when the data-
base is running.

Log File: This is a trace file of events such as who opened sessions and
when, disconnections, etc. To change the file location, stop the database
first. The “Change” button is grayed out when the database is running.
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Connections: As you click on each tab, the computer name, user name,
number of instances, and the application type that is running are
displayed. The tabs are:

- Local Users

- Remote Users

- Other Connections such as the Magaya Communication Server Agent
- All Connections

Refresh button: To refresh the view of the database by clicking the icon of
the two arrows in a circle.

Stop button: To stop the Magaya Database Server Agent. First all users
must log off. If any users are connected when you click the Stop button, a
notice will appear asking if you want to continue while they are open. This
is NOT recommended. It will close their connection and could cause data
to be lost. Do not stop the database while users are logged in.

Start button: This will restart the same database.

Backup button: To create a back up of your database, either a full backup
or an incremental backup.

Restore: To select another database. A window opens. Before using the
Restore button, stop the database first.

Options: This button opens a dialog box with options to set up a schedule
to automate the database backup process and set the amount of memory
you want the database to use.

Tools: This button opens a dialog box to shrink the database. The database
must be stopped. See the section on Database Performance for steps. The
steps also include some settings needed in the Maintenance > Configura-
tion folder of your Magaya Explorer.

Additional Resources

As a database administrator, there are many other functions to learn about. See
the following Knowledgebase article for an overview of admin functions:

http://knowledge.magaya.com/#/article/admin_overview
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Backups

The Magaya database can be backed up in full or in part (incremental).

Create a Full Backup of Your Magaya Database

Creating a full backup of your database is recommended before you perform an
online update of your software or any time you want a backup of your data.

The Full Backup process will make a backup all your system data in contrast to
an incremental backup, which creates a partial backup of only the data that has
changed since the last full backup. For more on incremental backups, see the
section “Create an Incremental Backup”.

To create a fullmanual backup, follow these steps:

1)  Open the Magaya Database Server Agent by right-clicking on the Magaya
Database Server Agent icon in your computer’s taskbar. (Alternate:
Double-click on the icon to open it.)

2)  Select “Open Database Administrator” from the pop-up menu.
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3)  Click the Backup button.

Select “Manual Full Backup” from the pop-up menu.

A dialog box opens, showing your computer files.
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4)

5)

Navigate to the folder that you want to use as the location to save the
backup (or use the default location).

The full backup file has an extension of .bak added to the end of the file
name. The file name includes the date.

Click “Save”. The length of time required to save it depends on the size of
your database. If the backup is unsuccessful, the system will notify you. If
you need more space, consider deleting old files or placing them on
another hard drive.

Best practices recommend saving your data on another hard drive or
remote location to avoid loss of data if any damage occurs to the first loca-
tion.

Create an Incremental Backup

The Incremental Backups feature enables you to backup only the new transac-
tions and data since the last full backup instead of backing up the entire data-
base, which can take hours, depending on the size of your database. Incremental
backups can be performed in minutes.
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To make your system perform an incremental backup now:

1)  Open the Magaya Database Server dialog box from the taskbar icon.

2)  Click the “Backup” button and select “Force an incremental backup now”
from the pop-up menu:

3)  The system asks if you want to perform this task. Click “Yes” to confirm it
and proceed.
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The backup will be completed. Depending on the size of your database, the time
for this backup will vary. Users can continue working during the backup. You
may see a progress bar in the dialog box for the Magaya Database Server:

The incremental backup is saved in the folder with the most recent automated
full backup.

The most recent, automated full backup is saved in this folder.

Note: A file extension .bk_ means the file is compressed, and .bak is not
compressed.

Remember: You must also make a backup of the Blobs folder by copying it to
another location. This will not be done automatically as of the publication date
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of this documentation. The Blobs folder is located in the installation folder for
Magaya software:

The Blobs files are unstructured data such as photographs or attachments. They
are saved in a separate location from your database to help optimize the Magaya
system. For details on optimizing your Magaya system, please see the section
“Database Performance”.

Automate Database Backups: Overview

The Magaya Database Server Agent enables you to schedule automatic backups
to occur when you want them to occur. You can automate full backups and
incremental backups.

IMPORTANT: Set up the schedule on the server computer:

. Ensure the server computer will be on during the time that the backup
is scheduled to occur.

For example, if you schedule an automated backup for 12:00 AM, then do
not turn off the server computer overnight. It must be running to perform
the backup.

. Ensure all users are logged off.
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Automate Full Backups

To set up your database to make a full backup automatically, follow these steps:

1)  Click the “Options” button in the Magaya Database Server Agent dialog
box.

Another dialog box opens called “Database Options”. It has a tab
“Backups” that has the following functions:

o The checkbox for enabling automatic backups is checked by default. (If
you do not want the backup to happen automatically, uncheck the box.)

o The Backup Path field shows the locations where the backup file will be
saved. This computer must be on to perform the backup. Do not turn off

281



Backups

Chapter 8

this computer. If you want to change the location, click on the button with
the three dots.

Select the frequency of the full backup: Every Day or Weekly (On Sunday);
and set the time of day. 12:00 AM is recommended.

Enter a number of the amount of past backups you want to save. The
system will keep the most recent backups and delete the oldest backup file
when it reaches the number set here. If you want to save a backup file for
alonger period of time to keep a longer history, then increase the number
here or copy that file into another file location. This automated process
will not save all backup file indefinitely.

Click the OK button to save your settings.

The backup file is saved in a folder with the date of the backup. The folder
is saved in the location that is identified in the dialog box for the Magaya
Database Server. Any incremental backups performed after this full
backup are also saved in this folder.

Remember: You must also make a backup of the Blobs folder. This will not be
done automatically as of the publication date of this documentation.

Automate Incremental Backups

Open the Magaya Database Server Agent by right-clicking on the icon in
the taskbar.

Click the Options button in the dialog box.
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3)  On the “Backup” tab of the Database Options dialog box, click the “Add”
button under the Incremental Backups section of the screen.

In the dialog box, set the time for the incremental backup.
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4)  Close the Time dialog box.
Close the Database Options dialog box.

The settings are saved, and the system will perform the incremental
backup daily at the appointed time.

You must also make a backup copy of the Blobs folder. This will not be
done automatically as of the publication date of this documentation.

Restore Data from a Backup File

To restore the data to your Magaya database, follow these steps:
1)  Close your Magaya Explorer.

2)  Right-click on the Magaya Communication Server Agent icon in the
taskbar and select “Stop Communication Server”.

3)  Open the Magaya Database Administrator Agent by right-clicking on the
icon on the taskbar and selecting “Open Database Administrator”.

4)  Click on the “Stop” button.
The “Restore” button will become active. It may take a moment.

5)  Click the Restore button.

284



Chapter 8 Backups

6)  Locate the backup file in the dialog box.

Backups are displayed in chronological order and are labeled as Full or
Incremental. You can go back to a desired time, and the system will auto-
matically restore the Full backup and any Incremental backups since that
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time. The full and incremental backups work together and depend on each
other.

If files need to be decompressed, the system asks you if you want to
decompress them now:

When the decompression is completed, the system shows you the result
and asks if you want to continue:

Type “Yes” and click the “Finish” button.

If the system does not need to decompress files, a message will ask if you
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are sure you want to restore the data from the specified file. Click “Yes”.

The database will restore and start again automatically.

7)  Start the Magaya Communication Server Agent by right-clicking on the
icon on the taskbar and selecting “Start Communication Server”.

Now you can open your Magaya Explorer.

Redundant Backup of Data

It's highly recommended to save the data on the premises of your business and
at another location. This will prevent data loss due to theft or physical damage
at your location such as water damage or fire.

An off-premises, remote backup, can be a portable hard drive that you take
home with you every night, or cloud-based backup services from a third party.
You may also store a portable hard drive in a fire-proof safe.

If you use a cloud backup service, you can send the data to them. If a major
storm has damaged infrastructure such as power and Internet, you will not be
able to access the cloud back up of your data until the utility company restores
connections to power and other services.

Ensure you can access the data when you need it. This especially important for
compliance regulations such as those from U.S. Customs. Having a procedure
for backing up data is an important part of a disaster recovery plan.
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Recycling

Magaya software version 8.5 and later includes features designed to help opti-
mize large databases. These are optional processes and not required for all
Magaya customers. These optimizations are recommended if you have a large
database with long lists of customers, carriers, vendors and other entities;
numerous transactions such as Warehouse Receipts and other operations and
accounting transactions; and many photographs or other attachments.

Improving the performance of your Magaya database is a multi-step process
which begins with the following options in the Configuration menu:

e Recycling records

«  Extracting heavyweight data to save it outside the database in a Blobs
folder

. Shrinking the database

Please read ALL these steps carefully BEFORE beginning the optimization
processes. The Recycling process is recommended to be done first. If you have
questions, please contact Magaya Technical Support.

If you are updating your Magaya system from a version before 8.5, the update
and optimization processes will require approximately 2.5 times the existing
space. The space will be free after the optimization. Make a backup before these
processes.

The Recycling process helps keep the size of your Magaya database small by
allowing you to set the amount of time you want to keep messages or transac-
tions in the database. When the timeframe is met, the items are moved out of
the database. If you need them, they are available in the backup file.
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Perform the Recycling step before any other optimization steps.

1)

2)

3)

4)

Go to the Maintenance folder > Configuration menu.

Select “Maintenance and Performance”. This screen has a few sections,
but this topic explains the functions in the “Recycling” section of the
screen.

Check the box to “Allow the system to recycle the following records”.

When you check this box, the “Configure” button is activated. Click the
Configure button. A dialog box opens.

In the dialog box, set the number of days you want to keep transactions.
For example, you can set how long to keep transactions in the Transaction
Log. The Transaction Log keeps a record of every transaction, including
deletions. (For example, when an Invoice is deleted from the Invoice List,
it is still saved in the Transaction Log, where it can be restored by
right-clicking on it.)

When the Transaction Log is cleaned up, the transactions are removed

from the Transaction Log, but they can still be accessed via the backup file
if you need them later. Backup your data before cleaning up the Transac-
tion Log. Itis important to clean up the Transaction Log to help reduce the
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size of your database. To find the Transaction Log, click the “Options”
button on the top menu of your Magaya Explorer.

5)  When you click the “Save” button, the recycling process begins. The recy-
cling process will run in the background while users are working.

When the process is completed, the system creates a Task Alert to notify you, as
shown in this example:

Click the “Set Completed” button in the Task Reminder dialog box and close it.

Extract Heavyweight Data to the Blobs Folder

Another way to improve performance is run a process to extract large files from
your database and save them in a “Blobs” folder. The Blobs folder contains all
the attachments such as images and PDFs that are attached to Warehouse
Receipts and other Magaya transactions. These attachments are considered
“unstructured” data and are saved outside the database in the Blobs folder. (The
word “Blobs” refers to binary large object or basic large object.) The folder is
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stored in the Program Files (unless your system is set up differently) in the
Magaya Corp folder > Data. Here is an example:

When you backup your Magaya system, you must backup the Blobs folder sepa-
rately from the backup process. It is not part of the automated backup process

as of the date of this documentation. To backup the blobs, go to the folder and
copy it and save it in another location.

If you restore your database to another computer and do not copy the Blobs
folder also, then the attachments will not appear in their transactions. If this
happens, copy the folder to the new computer, and the images, etc. will be
restored also.

Steps:
1)  Go to the Maintenance folder and click “Maintenance & Performance”.

2)  Check the box “Allow the system to extract heavy weight data such as
images and data to an external File System Directory”.

This optimization will be applied to every transaction, current, future and
past. The large files will be placed outside the database. The system creates
a folder automatically in the Magaya software data folder.

The result of the unstructured data being stored in the Blobs folder is improved
database performance. This is especially beneficial for companies with large
databases that contain years of transactions and many MBs of photographs.
Backups will also be faster.
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Shrink the Database

Another way to improve the database performance is to reduce (shrink) the size
of the database. This process is done in two parts, one in the Maintenance
screen, and another in the Magaya Database Server Agent dialog box.

The best time to perform this database shrink process is after unstructured data
has been moved out of your database into the Blob folder and after you
configure the Maintenance of your system to perform the Recycling processes
as explained in the “Recycling” topic.

Follow these steps to shrink the database and gain performance improvements:

A. Shrink the Historical Data:

1)
2)

3)

Go to the Maintenance folder and click “Maintenance & Performance”.

Check the box “Allow the system to shrink the size of historical data.” This
will reduce the size of all legacy transaction files. This will go back through
old transactions, not just current transactions moving forward from
today.

Click “Save”.

When this process is completed, the system will notify you with a Task.

B. Shrink the Database:

1)
2)
3)
4)
5)
6)

7)

Make sure all users are logged off.

Stop the Magaya Communication Server.

Make a backup of your Magaya database.

Stop the Magaya Database.

Open the Magaya Database Server Agent dialog box from the taskbar

Click on the “Tools” button, and select “Shrink Database”. A wizard
opens. In the wizard, the following procedures are checked by default
(ensure they are checked; both processes are recommended):

Make sure the two checkboxes are checked:

. Garbage Collection: This process will find and clean up files that are
no longer in use

. Shrink Database: This will run a process to reduce the size of the
database by reusing the space that the Garbage Collection process
freed up. The Shrink process also moves data objects closer together
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so it is easier for the system to access them, similar to defragmenting
a hard drive.

8)  Type “Yes” in the box to proceed.
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9)  Click the “Start” button. The length of time this will take depends on the
size of your database.

When the process is completed, a dialog box tells you the size of the data-
base.

10) Click the “Finish” button when the process is completed.
11) Start the Magaya Database.
12) Start the Magaya Communication server.

The system is now optimized to save data more efficiently in the future. You will
not need to perform this task again. The system is ready to use.

Memory Usage

To set how much RAM you want the system to use, follow these steps:

1)  Open the Magaya Database dialog box from the taskbar to perform the
next optimization.

2)  Click the Options button. A dialog box opens.
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3)  Click the “Performance” tab.

On the Performance tab is an option to allocate additional memory for the
Magaya system to use.

If your hardware has more memory, click and move the slide bar to
increase the amount of memory you want the system to use.

4)  Click “OK” to save the setting.
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Security: Server Authentication

Administrators can set the level of authentication required by users to log into
the system. This is set in Maintenance > Configuration > Security. There are two
options: Application-level or Database-level authentication.

The Database-level authentication is stronger than the Application-level
authentication because users must type in their user name and password instead
of select their user name from a list.

The following screenshot shows Application-level authentication:

To change the authentication option for the database level:
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In Maintenance > Employees:

1)

2)

3)

Create user names for all employees, including yourself, if you do not have
them already. If you do not create user names, the system will create them
for you during the process.

Create an employee for the Magaya Communication Server.

The Communication Server also logs into the database. You need to create
a user name and a password for the Communication Server so it can
connect to the database.

On the User tab, also create a user name for the Magaya Communication
Server.

Make a note of the user name and password for the Magaya Communica-
tion Server, and make sure you know your user name and password. You
will need both to log in again.

Tip: To help keep track of login information, you can export employee
user names via the Actions button in the Employee list view, or create a
report by Name and print or email it.

Continue with the next steps:
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In Maintenance > Configuration > Security:
1)  Click the “Database-level authentication” option.
2)  Click “Save”.

Confirm that you want to perform the operation.

If you do not have user names, the system presents this message:

3)  While this screen is open, stop the Magaya Communication Server. Wait
until it notifies you it has stopped.

The system asks you to confirm your choice:

4)  Restart the Magaya Communication Server.
5)  Close your Magaya Explorer.

6)  Right-click the Magaya Communication Server icon, and select the option
“Database Credentials”. Enter the user name and password of the Magaya
Communication Server. Restart it.

7)  Open Magaya Explorer and log in with your user name and password.
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Chapter 9

JavaScript Basics

Variables

In addition to using formulas to calculate tariffs and rates in Magaya software,

you can use JavaScript.

You can use variables in your JavaScript code. Make sure you do not declare any
variable with the same name in your functions; this will obscure the variables
that are already defined in the Magaya system.

Here is the list of these variables:

Table 1: Variables

Variable Name
P Pieces
w Chargeable Weight
G Gross Weight
v Volume
A Value
T Time
L Volume Weight
The return keyword:

When you are writing a JavaScript function to perform a calculation, you need
to return the calculated value by using the returnkeyword.

Example:

{

return 3 *

Code

}

function OperatorExample ()

(= + 10} / 4;

This function will return 3 times the value of G. The return keyword not only
returns the value, but also ends the flow of the function.
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Basic Operators

To perform mathematical operations such as addition and multiplication, the
operations must be represented with operators to get the results you want. Here
are the most useful operators available in JavaScript:

Table 2: Basic Operators

Operation Operator Example Priority
Addition X=V+5; Lower
Subtraction X=P-2 Lower
Multiplication X=10*G; Higher
Division X=G/15 Higher

By combining these four basics operators, you will be able to make almost any
mathematical expression you desire.

The evaluation priority of the operators determines the order in which the
expression is evaluated. Multiplication and division are evaluated first, and then
addition and subtraction are evaluated.

To change the evaluation order of an expression, use parenthesis. Parenthesis
increase the evaluation priority of the surrounded portion to the highest
possible priority.

Example:

function CperatorBExample ()

{
return 3 * (& + 100 / 4:

Code

}

This example will evaluate the expression in the following order:
1) G+10

2)  Theresult of G + 10 will be multiplied by 3.

3)  The result of step 2 will be divided by 4.
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Assignations

Sometimes when writing functions or formulas, we need to hold temporal
values some place. To accomplish this we use variables.

An assignation is the process of making a variable equal to a given expression.
Let’s see an example:

{

Code

'

function AssignExample ()

& + 10;
* o f o4
return v;

This example shows how assignations work, similar to the previous example but

with differences:

1) Calculates G + 3 and hold the result in to x.

2)  Calculates 3 * x and then divides it by 4; where x is holding the value of the
previous assignation

3)  Returns the value held iny

Useful Mathematical Functions

There are some mathematical functions that can be used when programming in

JavaScript to help the calculation of more difficult expressions. Here are some

of them:

Table 3: Mathematical Functions (Sheet 1 of 2)

Function Description Example

Math.round (x) Rounds x to the immediate y=G*4,m=
higher or the immediate Math.round(y); return m;
lower integer value using the
approximation rules and
returns the resulting value

Math.floor (x) Returns the immediate return Math.floor(4.4);
lower integer value

Math.ceil () Return the immediate return Math.ceil(5.6);
higher integer value
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Table 3: Mathematical Functions (Continued) (Sheet 2 of 2)
Function Description Example
Math.min (x, y) Returns the minimum value | return Math.min(W, V);
between x and y
Math.max (x, y) Return the maximum value | retrun Math.max(W, V);
between x and y
Math.abs (x) Return the absolute value of | return 2 * Math.abs(W - G);
X
Remember that JavaScript is case sensitive. Functions and variable names must
be written exactly as they were created, using the same upper case and lower case
characters.
Conditionals

Your functions will not always be a trivial sequence of statements executed in
the very same order. Sometimes you will have to take a different path to meet
the desired results. To do that, you will need to control the flow of your
program.

If (condition) :

This construction will allow you to make a decision in your code based on a
given condition.

Example:

Let’s suppose that we want to get a result based on the value of volume. We want
to return twice the value of the volume but it can’t be less than 20. If it’s less than
20 we just want to return 20. Here's how to do it:

function Conditions()
{
a = £ *
if (a = Z0)
a = Z0;
return a;

Code

}

In this example, the value of 2 times V will be held on the variable a. Then this
value will be compared to 20, and here the decision is made: if the value is less
than 20, let’s make it 20. Then the resulting calculation is returned.
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Comparison Operators:

To evaluate conditions, we used comparison operators such as less than. The

following are the most commonly used ones:

Table 4: Comparison Operators

Comparison Operator Example
Equal to == if(G==2) ...
Different to = if (G!=2) ...
Greater than > if (G>4)..
Less than < if(G<7)..
Greater than or equal to > = if (G>=8) ...
Less than or equal to <= if (G<=10) ...

If (condition) ... else...

This construction works just like the if (condition) construction, but here we
have the possibility to take some action in the case of the evaluated condition is

not met.
Example :

Consider you’d like to calculate the following:

. If the volume (V) is greater than the weight (W), return the volume times
4.5
. Otherwise, if the volume is less than or equal to the weight, return the

weight times 5

To accomplish that let’s use the if (condition)... else... construction:

function ConditionsWithElse ()
{
if (Vv = W)
{
result = 4.5 * V;
return result;

Code

return 5 * T;
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Note that a pair of braces ({}) was used to make a statements group. The purpose
of this is to tell the JavaScript interpreter that not only the first statement
following thei fclause has to be executed when the condition is met, but the
complete block of statements into the braces.
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Using the Script Columns Feature

Introduction

Scripts written in JavaScript can be used to calculate information and display it
in lists or reports in your Magaya software.

The Script Columns feature can be found on any “Choose Columns” dialog box
in your system, including lists in the Warehousing folder, the Accounting
folder, Maintenance, and other lists or reports.

An example of a script column is if you need to know the number of days cargo
has been on hand. The script in this example will calculate the number of days
based on the date the cargo arrived and today’s date.

JavaScript can also be used in custom fields. See:

http://knowledge.magaya.com/#/article/custom_fields

Steps to add a script column to a list

Go to the Actions button in a list or report (or right-click an item) and select
“Choose Columns.”
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When the “Column Settings” dialog box opens, click the arrow on the side of the
button “Add Columns” and select the “Add Script Columns” option from the

dropdown:
| Column Settings @

Mame Type i [ QLI;:
@ Mumber Text =
'@ Date Date
@ Shipper Text R
g Conzignes Text Field Type: [Text]
o Carrier Test .
() Pieces Integer Visible
() Weight (Ib] Decimal [ Jword whap
(D) Wolume [fE] Decimal width: 80 .
[ @ |zzued By Text
[ @ Supplier Text Aligr:
[ @ Warehouze Provider Test
[ ©® Emplayee Tt
[ @ D eztination Agent Test
[ () Yolume weight [v1b) Decimal
[ () Chargeable ‘Weight [Ib] Decimal
[ @ [Fvoice Mumber Text
[ @ Purchaze Order Mumber Text
[ % PR Momber T awt T
£ Add Columns |+ 1]8 ] [ Cancel ] [ Help

Related Columns..

Script Culumns...‘r%
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The Script Columns dialog box opens:

Script Colurmns

=

MName

Twpe

Edit. ..

Delete

[

Ik

] [ Cancel

J L peo ]

When you add scripts for columns to your Magaya system for this transaction
(such as the Warehouse Receipt list), they will appear in this dialog box. If you

don’t have any scripts saved yet, the list will be blank.
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Click the “Add” button to create a new script column. In the dialog box that
opens, enter your script:

1)

2)

3)

i )

Script Column @

Display Mame:  Days On Hand

Internal Mame:  days_on_hand

Ty¥PE! | Integer - |

Scripk: Edit. ..

IUse direct access to dakabase (without $ML)

[ a4 ] | Cancel | | Help |

Enter a name for the column in the “Display Name” field. Since this is the
name that all users of the system will see in the list, choose a name that
describes the function of the script. For the example that calculates the
number of days cargo is on hand, we entered the Display Name: Days On
Hand. The Internal Name field fills in automatically as you type, using
lower case letters and substituting an underscore line for any spaces. The
Internal Name is used by the Magaya system.

The Type field is used to determine the format of the output (what will
display in the list). The system will use this information to format the data
that will display in the list. The field has a dropdown menu with the
following options:

. Text

o  Integer (this displays a number)
. Date

. Yes/No

Option: The checkbox “Use direct access to database (without xml)” will
tell the system to use a different scripting language instead of xml, which
will improve the speed of processing a transaction. This is useful for large
transactions that will calculate large amounts of data. As of the date of this
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documentation (April 2015), documentation is only available for this
process from Magaya Corporation. Contact your sales representative or
Implementation specialist to customize a transaction with this method.

4)  Click the “Edit” button to open a window for writing the code:

S5cript Code E|

Function ) 4

return
DaysInitorage (ZmlDocument .. documentE lement) ;-

[ K ] l Cancel I [ Help ]

The function brackets are already included. Enter the code in this screen.
You can also use (refer to) JavaScript functions that you already entered in
the JavaScript library that is located in the Maintenance > Configuration
> JavaScript.

This example uses a function created in the JavaScript library called
DaysInStorage that calculates the days an item has been on hand.

When you complete the script code, click OK to save it and return to the
Script Column dialog box.

5)  Click OK to close that box and return to the Script Columns box. The
script code you entered will be displayed in the list.

The script column will also be displayed in the Column Settings dialog box.
Move it to the place in the list that you want it to appear.

When you click OK, the column heading now displays in your list. It can be
displayed in other lists that are related to it by choosing the “Add Related
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Columns” option from the Choose Columns dialog box. This column will also
be available to create reports.

n Column Settings
MName Type G_ nuc:D i
O Carrier Type Test Standard
O Method code Text Standard
© Carrier code Text Standard
(] TestScript
O Biling Address: Contact Name Text Related
O TestCustom Text Custom Fields
] O Phone Extension Text Standard

The source of the column type will show in the dialog box also, indicating if the
column is a standard one included with the system, a related column, etc.
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Customize Reports

You can enhance and customize the format of reports. Change the font, color,
size, etc. of the different elements in the report such as company name, title,
subtitle, columns headers, rows, etc.

Options

Any report that you create opens in a view that includes a toolbar at the bottom
of the report. To customize the report:

1) Click the “Configure” button.

d

Z21H. v. ¥ &% -

Configure Save Filker Actions Close

A dialog box opens with three tabs: Header Info, Fonts, and Numbers. The tabs
available depend on the report you are viewing.

Configure Report f'5_<|

Header Info |F|:|nts Mumnbers

Coarnpary: |HWE Cargo Company |

Title: |Warehnuse Receiptz by Conzignes |

Subkitle: |Januar_l,l 1 through December 31, 2011 [USD] |

Coc J(» )

TheHeaderInfo tab displays your company name, the report title, and subtitle;
you can change any of these as needed.
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2) Click the “Fonts” tab. Select the element you want to customize such as the
Header - Company Name. Make changes to the font and click OK.

Configure Report f'>_<|

| Header Infu:u| Fonts |Numbers|

Configure font for:

Font Properties

Mame
| Header - Company Mame Font: | Aial b |
Header - Report Title Al :
Header - Beport Subtitle 2z Color | N |8
Header - Report Date Bold  [[]italic
Body - Colurn Mames
Body - Bow Labels Presview
Body - Report Yalues
Body - Repart Totals

AaBbCc

[ k. H Cancel H Help ]

3) Click on the “Numbers” tab for the following options:

Configure Report r>__<|

| Header Info | Fonts | Mumbers |

Shiow negative numbers

(%2 With a leading minus sign
{3 In parenthesis
Highlighted in red -2ras

All Mumbers
[] 5how numbers divided by 1000
[] Do not show cents
[ Da nat show if zero

] 4 ][ Cancel ][ Help
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For example, to display negative numbers in red, select the options above to see
the numbers in your report as follows:

Amt. Due Original Amount

10,700.32 10,700.32
10,700.32

1,500.00

Other options available:

. Display whole numbers or numbers divided by 1000

. Output numbers using the thousand separators, for example: 1,000,000.00
«  Display negatives values in red or in parenthesis

The Balance Sheet, P&L, and other reports enable you to view the report on a
cash basis or accrual. For more on cash basis reports, see the following Knowl-
edgebase article:

http://knowledge.magaya.com/#/article/cash_basis_reports
Choose Columns:

1) Click the Actions button, and select “Choose Columns”.
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2) In the dialog box that opens, select the column you want, or click the “Add
Column” button to open a new dialog box with more choices.

Column Settings E'

Name Typs A
OREE

@ Humber Teut

'@ Shipper Tet

'@ Congignes Text n . i

'@ Carrier Text Field Type: [Tex]

i) Pieces Inteqger Wizible

(D) weight (Ib) Decimal [ ] word wiap
() Supplier Teut width | 240 =
(@ Volume [fF) Decimal o *
(16 1zzued By Teut Aligre
] @ wharehouze Provider Test

[ © Emplayes Teut

[] ©) Destination Agent Teut

[] @ Valume weight [VIb) Decimal

] 'Q Chargeable *eight [Ib)] Decimal

O '@ Invoice Mumber Text

O '@ Purchaze Order Mumber Text

[] @ PRO Mumber Text hd

||;I'];| Add Columns | - | [ 1] ] [ Canicel ] [ Help ]

In this “Column Settings” dialog box, you can adjust the width of any column,
move it up or down, or you can type over the name of the column to change it
to a name you want.

If you need to reset a report back to its original columns, click Actions > Set
Default Columns.

The currency of reports can be changed (if you set you system to multicur-
rency), you can filter information in a report, and export a report from your
Magaya system.

Save Custom Report:

The “Save” button has two options: one saves the report as is; the other allows
you to save the same report by another name (previously the system would
overwrite the report). This feature is especially useful when you want to create
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another report that is similar to the first one; now you do not have to start from

scratch to build it.
—
cl Save
Deci11/2005 23 haster #
¥ Save as...
- 2 L N -
2 H|| 7. ¥ w o
Caonfigure Save Filker Actions Close

316



A

Accounting document numbers
setup 116
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Server Authentication 296
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Air waybill, expand details 122
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AMS 142
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Authentication levels 158
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Automated accounting 6
Automatic creation tab 8

Backup database 275
automate (overview) 280
automate full backup 281
automate incremental backup 282
full manual 275
incremental 277

bar code 222

Bill of Lading, expand details 123

Bill, create periodic 26

Bill, create recurrent 20

Blobs 279, 290

Index

Bookings Online set up 135

C

Cargo manifest, expand details 123
Carrier Contracts

add a new 76, 79

add multiple rates 79
Carrier rates 42

create reports 48
CASS 172
Charges, automate 6
Charges, dependent 9
Charges, prioroty 9
Charges, show or hide in documents 9
Check, create recurrent 20
Clauses, set up 161
Client Contracts 75, 86
Code, enter JavaScript 154
Commissions

set system-wide 133
Commissions, inventory 94
Commissions, salesperson 89
Commodity Type, in Rates dialog box 61
Commodity Types, set up 166
Company type, set up 111
Configuration menu 108
Configure ocean shipment settings 150
Contact Magaya 3
Contract Tab 46
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amendment 77

carriers 76

clients 86
Contracts Manager 74
Control

link with data source 196
Credit Limits, set up 116
Custom Fields

advanced filter 192

deactivate 186

detailed set up steps 179

examples 176

internal name 180

reports 188

set up 152

tab 177

type screenshots 181
Custom rate 59

Customer registration via Custom LiveTrack

127
Customs, US 142

D

Database
performance 288
Database server agent 272
Deleting transactions 289
Denied Party Screening 120
configure 121
Discount Payment Terms, configure 173
Divisions 264
assign employees 267
create report 269
detailed set up steps 264
set up 167
Document numbers
consecutive order 113
duplicates 116
Prefix, Suffix 115
setup 113
Drop ship configuration 133

E

Emalil, set up 131
Events

add new 168
automate creation of 110
define 168

F

Fields 198

File extension .bak 277

Fiscal printer 118

Fiscal printer RUC number 119

Fiscal printer tax rates 119

Fonts, customize reports 313

Forms
air waybill, expand details 122
Bill of Lading, expand details 123
Cargo manifest, expand details 123
set up form filling 122
show item details 124

G

General configuration options 110
General Rate Increase 63

Generate recurrent transactions 23
GRI 63

H
Help 3

IATA configuration 146
Incoming messages 130
Incoterms 169

Initial amendment 77
Invoice, create periodic 24
Invoice, create recurrent 13
Itemize charges 19

J

JavaScript 259
check syntax 261
comparison operators 304
conditionals 303
Database Object 259
mathematical functions 302
operators (basic) 301
variables 300
XmlDocument Object 259




JavaScript, add code 154

L

Labels, set up printer 125

Landed cost, configure 116

Lists, set order 110

Lock Air Waybill or Bill of Lading numbers 116
Log file 273

M

Magaya Database Server Agent 272
Magaya Document Designer 195

alignment 225

Code pane 206

controls 196

create new template 252

custom field internal name 248

custom fields 247

Design pane 205

fields 210

file size limit 255

font 226

graphic elements 196

how to open 201

Insert 208

insert image 235

interface 205

JavaScript 259

Layers 208

modify existing templates 224

multiline text 227

publish 254

reload data 248

resize fields 225

Schema 209

tables 228

x-path 228
Measurement units, set up 125
Multiple rates 79

(0

Online Bookings 135

Online Payments 136

Online Sales Orders 138
automate charges 140
cancel 140

Online Shipping Orders 141
Outgoing messages 131

P

Page numbers, Magaya Document Designer
249

Participation, agent commissions 104
Participation, salesperson commissions 90
Payment Terms, configure 173

PDF optimization 160

Performance configuration 160

Periodic invoice 24

POD 144

Pricing configuration 133

Print labels, set up 125

Print, pre-printed forms 221

Q
Query Rates 50
QuickBooks, set up export options 116

R

Rates
compare purchasing and selling rates 56
create a custom rate 59
discount from carrier 85
enter your own rates 80
expire 83
filter 66
modify 72
multiple 79
RORO 46, 82
set by range 45
transform from existing 64
Rates, query 50
Rates, standard 54
Recurrent accounting transactions 13
Recurrent bill 20
Recurrent check 20
Recurrent invoice 13
Recycling 288
Refresh database 274
Reports, by custom field 188
Reports, choose columns 314
Reports, customize 312
Restore data 284




Roll On Roll Off (RORO) 46, 82

S

Salesperson commissions 89
Schema

elements 209
Search by customer name or account number
129
Security configuration 157
Selling rate (Standard) 48
Server Authentication 296
Shipment Documents set up 162
Shipment numbers 114
Shrink database 292
Standard client rates 54

create reports 57
Start database 273
Stop database 274
System Alerts 165
System startup 160

T
Tariff 29

create new 30
Task Types 171
Tax rates, fiscal printer 119
Transaction Log 289

clean up 156
Transaction Log, set up 155
Transaction Tracking, set up 127

U

Unstructured data 290
Users connected 274

Vv

Vendor, periodic bill 26
View transactions, limit list length 110

w

WMS, set up 143
Working Date Period 110

y 4
Zebra printer 125
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