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WELcoME To THE HorizoN NETWORK

Welcome to Velocity Express' Horizon Supplier Network Console, powered by E-Courier software.

As a supplier to Velocity Express you will benefit from the many features of the Horizon Supplier Network
Console, which are outlined in this Supplier Users Guide. We have provided simple instructions on how to
use our password-protected, Internet-based system for fast, easy management of all pickup and delivery jobs
performed for Velocity Express.

The system requirements are very easy as well. All that is needed is a computer, a Microsoft Internet
Explorer 6.0 or greater browser and a dedicated Internet connection, such as an internal network, Broadband
or DSL connection. For easy access to the system please save the following link under “Favorites” on your
Internet Explorer:

www.horizonconsole.com/supplier

If you have any questions or need assistance using the system contact Velocity Express Customer Support at:

Email: logisticssupport@velocityexp.com

Hours: Monday — Sunday: 7:00 am - 11:00 EST

WELCOME TO HORIZON!
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SECTION 1

Loc oNTO THE SuprPLIER NETWORK CONSOLE

In Section 1 you will learn how to log on to the Horizon
Supplier Network Console. Topics that will be reviewed are:
* Logging in & Support, Section 1: A
+ System Updating and Launch, Section 1: B
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Loc oN To THE SupPPLIER NETWORK CONSOLE

On your web browser go to: www.horizonconsole.com

Click on Supplier or Franchisee link.

)
)
3). Enter the User Name you received from Velocity Express.
). Enter the Password you received from Velocity Express.
)

Once entered, the Login button will become activated and you can
access the Supplier Console by clicking the Login button.

You have now successfully entered the Horizon Supplier Network Console.

If you need assistance logging on to the system, or have forgotten or not

RK

Section 1: A) LOG ON

£ | httpef feavn, horizonconsole, comfsupplier

?

1

received your username or password, email Velocity Express Customer
Support at: logisticssupport@velocityexp.com

\_ [!ocitysys{ems

CIAR[O L CONSOLH

-

User Name
Password

[Logn] +— [ &
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Section 1: B) UPDATING

1). When a user initially logs in, it will take a few seconds for all of
the work orders to be retrieved. During this time you will see a
red “Updating...” signal at the top of the screen.

2). Once completed, “Totals” will appear. The user is now logged in
in to the Dispatch mode and is ready begin using the system.

I_L_l

{ Upaing..

[ To Be Accepted
AL In Progress [:]
Local [8152] eBilling Verification Tulaz
Reports 500
2
=S
Agent Console — Refresh H Totals _:
gent Name |999 o Be Ercepted 2
ispatched In Progress 4
From Local (333) ePilling Verifization Go Ivlax
Reports Go |[ &m0
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SECTION 2

ABouT THE SuprPLIER NETWORK CONSOLE

In Section 2 you will learn about the components of the
Supplier Console Network. Topics that will be reviewed are:
* Frames, Section 2: A
¢ Results Window, Section 2: B
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Section 2: A) FRAMES

Now that the user has logged on and the system has been updated,
the user will view a screen similar to the one shown in Example 1.

The Supplier Console consists of two components:

A. Frames
B. Results Window

“Frames” are categories that drive the dispatching function throughout
the entire system. Frame categories are:

* Agent Console
* Totals
+ Job Details

Not all of the Frames will be visible at the same time. Frames change
based on actions required to process each orders through the

dispatching function.

The “Results Window” are categories that show the results of the
dispatching function preformed by the Frame categories.

* To Be Accepted

* e-Billing Verification

A

I Agent Console 135 Totals Joh Details

Agent Hame  |3152

I Dispatched [ AL

To Be Accepted

-
In Progress Pay Motes

Pay Pay Status

From Local [8152) ¢Billing Verifieation lIl Tl I
I Reports Go 500 I
eBilling Verification [ Find | Message BickupDate [~ | Time I
Date Perind Last 7 Days v Ioh i POD Harne POD Date I:ITi.me
I Frora Job Date Elylail Aliss
Tao Joh Date Hotes Pieces Weight Route # I
I Pay Status 1-Plarned Pay » Wait Wait Notes
Payments ; Load Load Hotes I
I ERill Event |
Prirt Bill of Lading v o (Mo I
T . 1 R
E— r—— i — Fon . e e B ey
‘ Check Al | OndexRef S;’m‘mm Delivery Motes ‘wa ‘ . mgnm};‘ Dai DB ‘ i
|‘ 4756 Planned TBM SOMERS IEM 1155 | $4874 Local (3152) ||
IDUZ¥A Pay  ROUTE 100 1133 WESTCHESTER AVE POD: 22272005 1222 720 |
O SOMERS, NY, 10589 [WHITE PLAINS, NY, 10604 Ry 841872005 00-00 1B ON- I
| SHIPFING ELLEN MINOGUE Due: £/122005 0400 DEMAND
SOMERS
l HY |
T ——— S L T e e e A TN i R
Results Window categories are;
* Check Al + Notes * Pay Batch
* Order No.  + Description  + Pay Date
* Pickup * PIW *DB
* Delivery * Pay
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Section 2: A) FRAMES

Below are descriptions of each type of Frame:

1. Agent Console Frame (Example 2) B Lgent Mame (999
This frame includes: L+ Bispatched
A) Refresh Button: Can be clicked at any time. St Local (339)

(NOTE: Screen automatically updates every 3 minutes
to display status of current jobs.)
B) Agent Name: This displays the Agent name or number.
If the name or number is incorrect please contact Example 3
Velocity Express

- |
Logistics immediately. | Tatals :
| ToBe Loceprted 2 C
2. Totals Frame: (Example 3) | B Progress — 1 | 5
This frame includes: | el oo o e .
C) To Be Accepted: This example shows the Button with | Reponts Go H cag E
a 2 highlighted inside the button. This indicates that L————— ==

there are 2 jobs to be accepted or acknowledged.

(NOTE: A yellow button indicates that the jobs shown below are D)1 Rrogress: Theseiare Job t,h 8t are in progress and

from that segment of the Supplier Console. In above example, need to be updated an_d PC_)D d and or cleared. In

there would be 2 jobs below that would need to be accepted before above example, there is 4 jobs to be updated.

the user could proceed with those jobs.) E) eBilling Verification: Press the Go | buttonto
view jobs that need to be approved at a mutually agreed
upon pay amount..

F) Reports: Press the Go | button to view some
reporting tools to help the user report and or reconcile.
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ABouT THE SupPPLIER NETWORK CONSOLE

Section 2: A) FRAMES

The To Be Accepted Button (example 4) changes depending on
which section of the module the user is working in.
A. Default View or when the ‘To Be Accepted’ button or the ‘In
Progress’ button is clicked. You can limit view to a number of
days if desired.

When the ‘eBilling Verification’ Button (example 5) is clicked, the
frame allows the user to input search criteria to display desired results

The Message Frame (example 6) allows you to send free form
messages as well as the ability to select a job and send an email
message concerning that job. This frame can be seen in all sections..

|
| Days [ETE— -

A

__________ ]

Date Perind | Last 7 Days =l
Frorn Joh Date 3728405

To Job Date 4/4/05
Pay Status I 1-Planned Pay Z I|

Payments | =] I

[ MMessage

=T — ~MNat Set--

ElvTail
Muotes
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ABouT THE SupPPLIER NETWORK CONSOLE

Bection2: PWERAMES S, o't - YA musTw T —ow e

Juh Details
The Job Detail Frame (example 7) is only visible in the ‘In Progress’ y—l— Pay Status
and ‘eBilling Verification’ section of the Supplier Console. Pasr Nntes
This frame will display Job Detail when a job is selected from the Clrdex Hotes
Results Window. (Section 2, B) _

- : ) FoOD Diate Tirne

Users are also able to update job information such as pieces and/or Pisces Weight Poute #
weight as well as entering POD information. Wait Wait Notes

Load Load Hotes

COD [ CODStatus

EBilling Esent
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ABouT THE SupPPLIER NETWORK CONSOLE

Section 2: B) RESULTS WINDOW

The Results Window (Example 1) displays the number of stops
associated with a particular section.

A. The column headers may vary depending on the section
of Supplier Console the user is working within.

B. The first column will always displays a Check All button
as well as a check box in each row. This allows the user
to select all jobs, a few jobs or a single job to update,
complete or approve payment.

In the diagram shown in Example 2 the second row is highlighted
because the mouse is hovering over the row.

If a row is selected (this is done by clicking on the job number in

blue text, as you mouse over the blue text it will turn to red) the
background color will be blue (As shown in Example 2).

| Check All LOrderNo  [Pickap ‘De]ivery ‘Rdnyue ‘Nnm Desc g m‘;’z DB L
131502 Test coount Test Accomnt 44105 0900 g 11 $13.25 [Local (999) |
| 3 po— — o — | ) (o b — — — e | ]} A
| FOD Req‘dl s Town, TE, 77346 ryTown, TX, 77348 PLATINUM Tow Conpeny Nane
2
131503 Test Account Test Account 44105 10:00 Flg 11 $14.45[Local (999)
| s 123 Any Street 123 Any Strest 44005 1100 26 M. |demo
FOD Req'd fnyTown, TH, 77346 AnyTown, TX, 77040 PLATINUM Tou Company Name
2
| 131504 Test Aceount Deemno Acet 44105 0900 Fig 11 $13.25 [Local (999)
|1z 123 Any Steest 5505 Main 44105 10:00 0 |detuo
FOD Reqd s Town, TE, 77346 ryTown, TX, 77346 PLATINUM Yow Conpeny Nane
2
| 131505 Test Account Test Account 4405 11:23 Flg 11 $1,069.65 Local (995)
12345 123 finy Street 123 Ang Strest 4405 12:23 1,160 1. dermo
| FOD p‘gq‘dl ngTown, TX, 77346 AnyTown, TX, 80537 PLATINUM Tou Company Name
2
e —
Check All | OrderNo  |Pickup Delivery ‘RdyJDue ‘Nnm Desc W m’;‘z DB
131502 Test Accomnt Test hcoount 444105 09.00 Flg 111 $13.25 Local (959)
|z 123 Any Street 999 E 4th 444105 10:00 0 ML |dewo
FOD Reqd nyTown, TX, 77346 g Town, TE, 77346 PLATINUM Your Cotapany Nane
2
131503 Test Accomnt Test Aceount 404105 10:00 Flg 111 $14.45 Local (999)
|z 123 Aing Strest 123 finy Street 444005 11:00 26 M1 |demo
FOD Feq'd AnyTown, TX, 77346 \finyTowm, T, 77040 PLATINUM I% Your Company Narms
2
131504 Test Accomt Dz Acet 444105 09:00 Fig 111 §13.25[Loral (999)
r |z 123 Any Street (5505 Main 444105 10:00 0 ML |dewo
FOD Reqd yTown, TX, 77346 \unyTovwm, TE, 77346 PLATINUM Vour Cotapany Nane
2
131505 Test Accomnt Test Acoount 444005 11:23 Flg 11 $1,069.63 |Looal (999)
r|zs 123 Aing Strest 123 finy Strest 444005 12:23 1,160 M. |demo
FOD Reqd nyTown, TX, 77346 &y Tovn, TH, 80537 PLATINUM Your Company Hame
2
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ABouT THE SupPPLIER NETWORK CONSOLE

Section 2: B) RESULTS WINDOW

The Supplier Console will update, by default, every couple minutes. & e e i —— || 8

The user can also manually refresh the module at any time by pressing o S

the refresh button (shown circled in Red in Example 3) [ — e — e g L = —

When the system is updating the phrase ‘UPDATING... will display in 2 N | e

Red text (as shown circled in in Example 3) The system will lock . e | =0

during the update process. —le= 5 =

If any row from the Results Window is selected, updating will be e Daiy B e | e
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SECTION 3

UsiNng THE SupPpPLIER NETWORK CONSOLE

In Section 3 you will lean about Using the Supplier Console
Network. Topics that will be reviewed are:

+ Accepting Jobs, Section 3: A,

* In Progress Jobs, Section 3: B,

+ eBilling Verification, Section 3: C

* Reports, Section 4: D.
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UsiNnG THE SuppPLIER NETWORK CONSOLE

Section 3: A) ACCEPTING JOBS

Now that you have an understanding of the two components that make
up the Supplier Console Network, Frames and the Results Window,
we will now move to “Using the Supplier Console Network”.

There are four steps that will discussed in this section that will teach
you how to use the Supplier Console Network. They are:

Step 1. Accepting Jobs:
Step 2 In Progress

Step 3: eBilling Verification
Step 4: Reports

After you have logged into the system and all updates have occurred
the user will be taken to the “To Be Accepted section” (example 1) to
begin using the Supplier Network Console.

To Be Accopted MMessage Send
Dayy 1 <])|| s 7|

(kay Towen, T, 937
h

A0S 1123
a5 1323
FLATIHUM
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NETWORK

Section 3: A) ACCEPTING JOBS

rAgent C le— Fefresh |  Totals
. g Bgent Name Iass Tao Be Accepted
Step 1 Acceptlng JObS Diepatched In ng:ressp
-, = From Local (399) o exifivationd T Go | Max
In Example 2, the two ‘2’ inside the yellow button (circled Red) ’ o “f}f fo |M—m
indicates the number of jobs to accept. o Be Accepted Mossagl s |
. - . ; - . o || ® “HotGer =
The user can see complete detail of each job in the “Results Window o A o " EELEN|
shown by following the Red arrow. ;‘ : &l
/.
v
Print | | Bill of Lading Iﬁ
oot | i I
Check &l | Order No ‘Pukup Delivery RdyDue Motes
1531506 Test Account Test Lccount 405 11:23
r 12345 123 Any Street 123 Any Street 4405 12:23
POD Req'd Ay Town, TX, 77346 Ay Town, T, 80537 FLATINTI
2
131507 Test Account Test Account 4ams 11:23
[ 12345 123 fany Street 133 Ay Street 41405 12:23
PCD Regd bnyTown, TH, 77345 iy Town, T3, 80537 PLATINIIM
2
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UsiNnG THE SuppPLIER NETWORK CONSOLE

Section 3: A) ACCEPTING JOBS

Step 1: Accepting Jobs

A)

To Accept all Jobs click on the “Check All” button, (example
3) this will place a check in each check box. When a user
clicks on “Check All” the button will then display “Clear All”
by clicking again the user can un-check all jobs if desired.

To Accept one (1) or more, but not all jobs, simply check
the “Check Box” in the desired row or rows.

Then click the “Accept Button” to accept the jobs.

If the user does not want to Accept a Job or Jobs,
example 4) then they should click on the desired job
number in the results window. When hovering over a
Job Number, with the mouse, the job number text will
turn red. Then single “left click.”

rAgent C le— Fefresh |
Agent Hare Iass

 Totals

To Be Accepted
Dispatched In Progress
From Local (339 eBilling Venﬁcat]o}’ Go Tulax
Reports 7 Go 500
L
7
To Be Accepted— | Messagd- Send |7
Days ~Alk- -] || Tob ’ | -Not Set- -+ |
Ellagy
Mots =]
/
’I
(¢
Pint | [Eillof Lading 7-
- — Y E
Accept | Y/
2
A —»I Check &l | Order No ‘Pukup Delivery RdyDue Motes
131506 Test Account Test Account A5 11:23
r 12345 123 Any Street 123 Any Street 4405 12:23
POD Req'd Sy Towm, TX, 77346 Ly Towm, T3, 80537 PL&TINUM
2
= = 131507 Test Aecount Test Lecount 4405 11:23
B W e 123 famy Strest 123 Any Street A5 12:23
=FOD Reqd) AnyTown, TX, 77346 AnyTown, T, 20537 PLATINUM
- B
Example 4
D | Tes
Lanx

13507 Tes
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UsiNnG THE SuppPLIER NETWORK CONSOLE

Section 3: A) ACCEPTING JOBS

Step 1. Accepting Jobs

E)

Once the Job Number has been clicked, (D), it will turn from
red to gray. (example 5, red circle) and will place the Job
Number in the Massage Frame

The user then selects an Email Address and can create a
message in the Note Field

The user then clicks on the Send Button to send the
message containing the intended recipient.

(NOTE: A message can be sent for any reason with or without the

Job number, but it is advised that if the message is pertaining to

a specific job number, the user click on the job first so as to

reference it in the message.)

After all or some jobs are accepted and messages are sent
for jobs not being accepted (if any) please proceed to step 2.

Joh
ElvTail
Maotes

Message Send |—a‘£-

| -[iat Set--

I

pEfigdesk Ghe-courier. com

Type desired
meszage here

[—
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UsiNnG THE SuppPLIER NETWORK CONSOLE

Section 3: B) IN PROGRESS

Step 2: In Progress:

To move on to the ‘In Progress’ section, click on the “In Progress
Button” as shown in Example 6, A.

Once the “In Progress Button” is clicked, it will display in yellow to
indicate that the user is in the “In Progress” section of the
Supplier Console.

(NOTE: Jobs can be updated (piece count changed or weight updated etc),
completed and even eBilling verified from this section. Users can even print 1

or all orders in manifest form, as well as sending messages.)

A

~Agent Console — Refresh [ r Totals

Agent Mame [999 To Be Accepted

Dispatched In Progress

From Local [999) ¢Billing Verification

Reports

In Progress ML ge  Send

Diays Al Tab Mot Get-

Prit [ Bill of Lading =

Job Details

Pay Fay Status

Pay Motes =]
H

FikupDate [ | Time[

FOD Hare | POD Date [ [Tiree [~

Blias

Pieces Weight | Foute #

Wait Wit Nates |

Load Load Hotes |

ERill Event

Yes Mo
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UsiNnG THE SuppPLIER NETWORK CONSOLE

Section 3: B) IN PROGRESS

Step 2: In Progress:

A. Select a job to update by clicking on the “Job Number” as
shown in Red Circle.

B. Update (If Needed) to change existing criteria and then select
the Update Button.

C. To complete the job enter as follows:
1. Pick Up Date and Time (if shown) and POD Date and
Time
2. Event Info — Click each event (if any) and select the Yes
or No button.

Route Info (if any) (See Black circle).

When all information is entered, press Complete Button.

5, Repeat for each job as they are completed. (Real Time
is preferred)

(NOTE: As long as POD, Date and Time are entered users can save a step by
updating Pay Status to either Agent Approved or Agent Suspended (if Agent
Suspended is set, user must enter Pay Notes to explain suspension.)

=== === = =
Agent Console  Refiesh [ [ Totals [ Jobh Details 131502
Agent Neme [533 To Be Accepted 2 1| ray
Dispetched In Progeess 4 ( o ot
From Lacal 93] <Billing Verifization = MJ
Reports G iu
~InProgress M ~ Send | | PickupDate [ |Tame| |
Lays [ || e Eme s || PoDNems | 20D Dats Jrawe [ | 1
EMail  [Hores@chyspint.com — 5
Motes I | Pieces 1| Weight [ 1 Route# |
Wait Wait Notes |
1| Lo Load Hotes |
EB{llEvent  [Typel
Print [Bil of Lading = | |‘ Yes (~No ) 1¥052 <
Complete | ‘ EBllNote |
Cheok Al o |Pidap Delivery = Y = (gipg— m— — A- —DEge = — pyp— m"“‘z‘nn
131500 Test Account Test Avcount 40405 09.00 Flg 11 $13:25 Looal (999)
r iz 123 Ay Steeet 1999 £ Alith 404105 10.00 0B demo
FOD Red Yo AnyTown, TE, 77346 A Town, TX, 77346 FLATINUM Vour Company Nate
2
131403 Test Account Test Account 44105 L0.00 Prg m $14.45 [Lacal (999)
r 2z 123 Ay Steest 123 Any Street 464105 11.00 26 Mi. demo
FOD Reqid AnyTown, TX, 71346 Ay Town, TX, 77040 PLATINUM Vour Company Name
2
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UsiNnG THE SuppPLIER NETWORK CONSOLE

Section 3: C) eBilling Verification

Step 3: eBilling Verification: ~Totals
. To Be Accepted 2
Users can verify pay amounts as well as research status of completed
; . . In Progress
jobs from this section. o -
Click on the eBilling Verification Button to proceed to this section. the A R o
button will turn yellow to indicate that a user is in the eBilling Reports

Verification Section of the Supplier Console as shown in Example,
8A.
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NETWORK

Section 3: C) eBilling Verification

2 Ty i $1398 PayStter |1 Plrred Pay ﬂ
Diispatehed T Progpesa F] Pay Hotes =
- e | S Local (5% sBillng Veaifcation 7| s |
Step 3: eBilling Verification: upars il =
g eBilling Verification Mossage  Serd Fickop Bite [~ 47470) Time [07.21
A) If all Jobs are set to proper pay amount, the user can click the | Cummes)|commlicoo) | — g
Check All Button and then click on the Agent Approved Y || N o a—
Payments | Loed Load Hotes [
Button. o TT——— e 752
: s - = | mmave |
B) Users can also update orders one or more at a time. Just "’:‘: E——— — = - o [ a2 rose] oo |
click the check box of a row or multiple rows and then click on AT DAL WL | s L
the Agent Approved button. i P g o .
(NOTE: The system will not allow you to check any jobs for which a POD is o | i o T %
required and no POD is entered. Also note that the POD field both in the “Job " ' e ) oy
Details” frame and in the “Results Window” has a beige background color if a s [ased 1 . W | saw Lg

POD is required but none has been entered.

Agent Consale — Fefiesh Totals
Agent Hene [909 To Be Accepred

Job Details 131500

Update |

B
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NETWORK

Section 3: C) eBilling Verification

Step 3: eBilling Verification:

C) To Suspend the job enter as follows: _’ﬁ% ey ——— °_1 O mmim o
1. Click on Job Number to be suspended. mﬁ;: E% ) [ — — :‘ﬁ‘,'ﬁa"”{—l" —
2. Set Pay Status to 3-Suspended. ot oo —
A " n 5 Pirid | -l Yo ruur| i
3. Enter detailed Reason for suspension including correct sgmsogons : o |
pay amount in the Pay Notes. e E‘: ‘j;’:;&w T e |,’,‘; | :‘"fﬂ P ""“""""h; |
[Fay MHQIMANAHU;Y’“ ;};JSAHDHLLL FADD AFT mmgg i!'WJ
4. Click on Update Button. e i a0 on s B2 Skt i o
Pyl
5. Repeat as needed for jobs that should be suspended. [P e - r o
(NOTES: Messages can be sent form this section also. Users should note the S pLATI oy
eBilling Verification frame in this section. This allows users to research any or all Er N il e Fon | e oo
" . by Tomn, TH, 7348 Ry: 414015 1000 e
jobs in a date range based on one (1) or all pay statuses. Users should also note the * e 4l i

E‘és]

Agent Consale — Febesh Tatals
Agent Nare [a99 7o B becepred

2
4

Diispatched in Progress
From Lexal (5563 WRilling Verifiention
s

Joh Dretails 131500 - —-. Updsre |
Pay I 1398 PayStatss |3 Cuspended
Pay Hotes

(EAL31 [

[Bad Zip Coreecrt delivery zip i3 94322 correct
rice should be (063K

°F

different column headers in the “Results Window” of this section. The Report feature
can be accessed by pressing the Reports Button labeled ‘Go” and shown in above
screen shot with Blue circle. Each screen has print button can print 1 or some or all

jobs. Will print in Manifest format Including POD line.
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UsiNng THE SuppPLIER NETWORK CONSOLE

Section 3: C) eBilling Verification

The e-billing verification screen allows you to view jobs from eBilling Verification
prior days. Date Perind | Last 7 Days v

—> | FromJobDate | 12/30/2005]
The system defaults to the last 7 days. Set the criteria |~ ;: ;;‘:ﬂiﬁ — NEJEDT

5 . Pazmments
If you are looking for a job older than 7 days ago you need to
change the dates to match the job date you want. Bill of Lading v

Agent Approved
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Step 4: Reports:

The reports section allows agents/drivers to review past orders based
on pay status and date range. Once criteria is set the system will

Section 3: D) Reports

show those jobs. As with the other sections, the user can select certain

jobs by checking the check box and print the selected items.

Reports
Diate Period

From Job Diate
Ta Joh Date
Pay Statns

Payments

Last kanth W

Today

Yezterday

Last ¥ Days

Current week [Sun-Sat] to [
Last Week [Sun-5Sat]

tonth to Date

‘Last Maonth
Year to Date
Custorn D ate

From the Dropdown menu, pick the period you want

Reports
Date Perind

Lasgt Manth w

From Job Date I 124 HEEIEIE|

T Job Date
Pay Statns

Payments

Bill of Lading

I 12431 HEDDE'

(123)-41 v

18
~
OrderRef ‘P‘ay Status ‘Pickup Delivery MNotes POD ‘PI‘W ‘ m"g Pay-Bauh‘ Pay-Date| DB ‘
22714 Agent CDL SANDERS, CAROLL 2571304, 2571311, 8571328, 8573071, |sandrers carnll m $17.58 13 120372005 [Local
001-32420% Approved (3026 N. Commerce Parkway 208 ADELAIDE ST 2573518, 857525, 8572532, 8578540 | POD: 124142005 11:41 (7777
O Iliramar, FL, 33025 sunrise, FL, 33028 Ry 12/1/2005 11:15 Test
Drue: 120172005 13:15 Test
S Trnanediate Eccount
22715 Agent CDL SANDERS, CAROLL 2571304, 8571311, 8571328, 8573071, | Sanders, Carol 11 $17.52 13 12022005 Lacal
001-32489% Approved (3026 . Commerce Parkway 208 ADELAIDE ST 2578518, 8378525, RITR532, 8578549 POD: 124172005 11:39 (1777
il Iliramar, FL, 33025 sunise, FL, 33022 Fdy: 12/1/2005 11:16 Test
Diue: 12/1/2005 13:16 Test
S Inroediate & poount
22725 Agent CDL SANDERS, CAROLL 2571304, 8571311, 8571328, 8573071, |al m $17.58 13 120372005 [Local
001-32420% Approved (3026 N. Commerce Parkway 208 ADELAIDE ST 2578518, 8572525, 8578532, 8578540 |POD: 1241/2005 14:53 (7777
[ Tulirarmar BT 330725 aumriee BT 33098 Rl 120112005 1331 Teat




elocityexpress

regl fime delivery

o) ON LIAR ALY CONSOL:

SECTION 4

UNDERSTANDING PAYMENTS AND VIEWING PAYMENT HisTORY

This section covers how to view payments submitted. This
section has the payment information that can be viewed by
custom dates or by using the drop down section of the reports
console.




elocityexpress

regl fime delivery

NETWORK

UNDERSTANDING PAYMENTS AND VIEWING PAYMENT HISTORY

Section 4:

Under the Reports section, click the Payments combo button.
NOTE: The payment button appears shaded until you click it Totals

i ToBeAwped [0
twice. . B
: Reports Find In Py
Reports Find : . e (o ]
_ Date Period Last 7 Days w e e
Diatz Period Last 7 Days = — eBilling Verification hodax
From Job Date 8/2/2007 R
From Job Diats 8/2/2007 Eports 500
e To Job Date
To Job Date /2007
Pay Status 1-Flanned Pay v
Pay Status 1-Flanned Pay v P
P a}-‘mmts —Maone— ot
ayments
. ~
0 - 364 07737707
Pint 227 -2 i : . .
Print Order List v 260 From the Dropdown menu, pick the period you want
256
257
18
~
Check All | OrderRef ‘P‘ay Status ‘Pu:kup Delivery MNotes FOD ‘P.I'W ‘ ﬂsll):g Pay—Batch‘ Pay-Date| DB ‘
22714 Lgent CDL SANDERS, CAROLL 2571304, 8571311, 8571328, 8573071, sandrers caroll 1 $17.58 13 12312005 |Local
001-32485% ipproved (3026 . Cormerce Parkway 202 ADELAIDE ST 8578518, 2578525, 857853, 2578540 POD: 12//2005 11:41 (7777
O Mliramar, FL, 33025 sunrise, FL, 330028 Rdy: 12/1/2005 11:15 Test
Due: 12/1/2005 13:15 Test
Swve: Iranediate Arcount
22715 Agent CDL SANDERS, CAROLL 8571304, 8571311, 8571328, 8573971, Sanders, Carol 11 1758 13 12732005 [Local
001-324898 Lpproved 3026 . Coramerce Parkway 208 ADELAIDE ST 8578518, 8578525, 8578532, 8578549 POD: 12/1/2005 11:39 (7777
O Miramar, FL, 33025 sumrise, FL, 33028 Rely: 12/1/2005 11:16 Test
Due: 12/1/2005 13:16 Test
Sve: Immediate Aecomnt
22725 Lgent CDL SANDERS, CAROLL 2571304, 8571311, 8571328, 8573071, |Sal 1 $17.58 13 12312005 |Local
001-32485% ipproved (3026 . Cormerce Parkway 202 ADELAIDE ST 8578518, 2578525, 8578532, 578540 POD: 127172005 14:53 (7777
[ Tulirarmar BT 330725 aumriee BT 33098 Rl 120112005 1331 Teat




