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Shipping

Introduction
You can use FastManager's integrated shipping module to ship packages via UPS.

UPS Integration is initially not available in the “Basic Edition” However, customers with
a Basic Edition license can purchase the module for a nominal fee. To purchase the
H Ship Module, simply try to ship a package, FastManager will give you the option to
purchase the module.

Advantages of Integrated Shipping:

e No more double entry.

e The tracking number is stored in your work order.

e Your customer is automatically charged a shipping and handling fee based on your charge
preferences.

e Drop ship made easier. Based on how a customer is setup you can have your customer's
address populate as the “FROM” Address and have their customer's address populate the “TO”
address.

e When charging your customer you can add a % markup to the ship charges plus add a handling
fee as well as a handling fee per box.

e Track your shipment directly from FastManager. No need go to the UPS web site.

e FastManager's integrated UPS shipping supports package insurance as well as UPS notifications.

 Notification emails are sent to the email address on the sales order, the associated sales rep as
well as a master address that you setup so you can have a copy of every UPS notification email.

¢ You can also print the UPS labels directly from FastManager. You can use your existing label
printer or any standard laser or inkjet printer will also work.

* Your shipping employee does not have to see the invoice screen in order to ship. FastManager
adds the ship charge in the background and he can ship directly from the job board.

e FastManager will automatically change your WO status and comment once the shipment is
processed.

UPS Setup

e Open the Job Board and select an order
e Click on Ship UPS
e In the UPS dialog that pops up, click on the UPS Setup hyperlink
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m These settings are per computer. So if you have multiple ship accounts or more than

one company you can have 2 computers each with its own setup.

Enter your UPS account

information.
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e This will be your UPS web account id and password, you account number as well as your API
Access Key that you can get from UPS.com

B3 UPS Setup (S|

~Login [nformation

IJzer |d: fastmanager

Fassward —

Account Mumber [ G755H]

k ain E mail chriz@fastmanager. com

APl Access 1523456573895 i
~5Ship From

Manme: ABC Company

Compary: ris@fastmanager.com

Address: 557 Edgebrook Lane

City/State: Wellington FL

ZipsCourntry: 33411 us

Phone: 3553-123-1234

3¢ cancel l [ o 0K

UPS API Access Key

In order to connect FastManager to your UPS account, you will need to acquire an API
. Access Key.

This will not cost you anything and it only takes 5 minutes online. Here is how:

e Browse to ups.com/upsdeveloperkit/ and login and with your UPS.com user ID and password.

e Click on Manage Access Keys in the Access and Administration section.
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e Fill out the information and then click on Request Access Key at the bottom. This will
generate a new access key that you can enter on the setup screen in FastManager.

| You may be asked to “Request production service” as a next step.
7 This is not required for FastManager's module to work so you can ignore that step.

FastManager will only use your account if the Payor Type selected is Sender.

aroung

Whio iz paging ?

Sender |E|

e Enter your company address. This is the FROM address that you want to use when you ship to
your customers.

e When shipping you will be able to toggle between this address and your customer's address in
the event that you need to drop ship the order to their customer.

UPS Ship Methods

To cross-match your current ship methods to those of UPS:

e From the Ship screen, under Ship: Pickup you can click on the Setup hyperlink.
e Each ship method you currently have in FastManager can be cross matched to the UPS service
type as well as who will be paying.
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B Ship UPS E3
Ghaloor, Suhail DOnlire Help !
Order: 15395 - DY 1074823 i

UPS Sewp.. | |

General ||_i|.'--j::-;-‘-v'-3=|f.Dn-jel [IL'-;--'iu.'ha!um: [

~Ship Fram ~ ~Ship Ta =~ Ship: Pick-Up
| e | | || uPs Sewice
Compary: | Company:
Address 1 [ | Address 1 | ]
Address 2

>>Next Step ‘

This way you can have 2 Ground shipments, for example:

¢ UPS Ground, and
e UPS Ground 3rd Party

Ship UPS

To create a shipment go to the Job Board.
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If you have your statuses setup in an intuitive way you can filter out all jobs that are
not ready for shipment:

Job Board
ﬁ" Open Frint Export Refresh Customer Goods B 1ssue Stack Ship UPS Filter
=
7

Customer |.-’-'-.II Customers |E| [] Wiew Lost Quata
Sales Rep |.-’-'-.II Feps Izl [ View Pending 1
W0 Status &vanced Filter O (<] _I Yigw
_ & Advance Filter :
which D ate 7 [ > | To | = | []vie
1- Mew Order
7- Scheduled ription Phone | Cantact

24145 MrHom o CmEreidEry

Poloz £
24199 Pioneer - AT Artwork
24217 Creative 4- Awaiting Approval wiood :
4044 CampH 5. 0n Hold - Problem ! shirts
24093 E astfiels =itz

G- Ready For Production

o " 7- Done 1:) |

- Swipped

Select the WO order you need to ship.

Click on the Ship UPS button

|| @ shipUPS || ¥ Filter1

You will need an internet connection in order to use this module.
If you dont have the ship module active then you will have the opportunity to purchase
it directly from within FastManager.

FastManager should automatically fill in all the relevant addresses and select the
correct service type if these were entered correctly on the Sales Screen
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B3 Ship UPS |
YMCA Camp Chingachgook
Order; 22572 - 2013-1913 store crew sweat/tzhirt UPS Setup..

General lUpdatEWDrk Order "Eu:unfirmatiu:un ]

—Ship Fram ~Ship To
M ame: |AEC Company | M ame
Campany: | chris. waldick@gmail.ct | Compary
Address: |5aj.r Edgebrook Lane | Address:
CitpState: |Wel|ington | ||=|_ | CityState
ZipdCountny: |33411 | |u5 | ZipdCountry
Phaore: |551_53_33?1 | Phaone

Toggle Address

v~ Ship: Deliver

IPS Service

| Ground

YWwho iz paying 7

| Sender

[~]

| Jane Smith |

| YMCA Camp |
1872 Filot Knob Rid

| Kattskil Bay | [NY |

[w ][5

| 555-123-12134 |

Address is residence

Customer dccount [nfo

Account; |

Payor Zip: |

| @

|dpdate Cugtomer Master Record

gpAdd JK Delete

Package Tvpe |'Weight [Lbz] L

Ingurance | Content Deszcription | Packing Tep| Tracking Mumber Beturned

>>Next Step

FastManager will select your address as the ship FROM if Who is paying = Sender

e If not, then FastManager will assume you want to drop ship to your customer and will select
your Customer's address as the FROM address.
* You can still toggle between the addresses by clicking on the hyperlink below the address

FastManager will try and Parse the freeform addresses that your entered into the sales order or your

customer's master address.

If you enter the address as follows then FastManager will seamlessly parse the address:

Ship Address field on the Sales Screen:

COMPANY NAME
CONTACT PERSON
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ADDRESS
BUILDING OR SUITE NUMBER (Optional)
CITY, STATE ZIP

Use State abbreviations such NY or FL.
Use the country abbreviation such as US
Next you can add how many boxes you have.

Click on the Add button.

[ Toggle &

npAdd| JK Delete

Paw Type |wWeight [L
1

Complete the information below

B Add Boxes X
~—i&dd Packages

Mumber of Boxes: |3
Packaging Tvpe: | vour Fackage |E|
LuwiaH: |3 12 12
Weight: |32] | LBz
Dezcrption: | Tees

Tatal Inzured Yalue: |0.00 5D

The insured value is per box.

These settings will be saved, so when you ship the next time you will not have to enter
3 this information again, unless you ship a different size box every time.

e You can add more boxes by clicking on the Add button again.
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e You can delete mutiple boxes by highlighting many rows and then click on the Delete button.

Payor Account Info

e |f the Payor type is not Sender, you will also need to enter your payor's UPS account number

and zip code

Click Next at the bottom of the screen

Ground |l|

W'ho iz paging 7

Sender |E|

Setup
~Cuztarner Account [hfo
Account;
FPapor Eip: @

IJpdate Customer Mazter Fecaord

From this tab you have 2 sections that you need to complete:
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B3 Ship UPS |

YMCA Camp Chingachgook
Order; 22572 - 2013-1913 store crew sweat/tzhirt

I: |dpdate ‘wiork, Order

—Charge Custormer

IPS Setup...

]

|tenn: [tern SHIF from the Own cataloa.
Add Markup

+ Handling Charge

i

+ Handling Charge Per Box 200
Save az company default ..

Save az customer default ..

~Jpdate Order

Change ‘w0 Statuz

7-Done |E|

Comrnent. [F you tppe {TRMY in the text box below, then it will be replaced by the actual tracking number
|Shi|:||:|E|:| ITRN}

Save az default for all future shipmentsz

Create Shipment

‘ << (3o Back ‘

e First, select how your customer is billed for the shipment as well as the item code you want to
use in the sales screen.
o To change the item code click on the hyperlink:
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UTJer ££0¢& - QU013 131 .3 SI0Te Crew SWears [znl

IJpdate "W ork, Order

Charge Custamer

[kem: [tem SHIP from the Dwn catalog.

Add Markup 5

FastManager will only apply the markup if the shipment is marked Sender.
If the payor type is not sender then FastManager will still charge the handling fees.

The next section is where you tell FastManager to update the WO status and make a comment.

e The text {TRN} will automatically be replaced with the master tracking number that is sent to
FastManager from UPS.

~|Jpdate Order

Change Wi Status
8- Shipped [~

Comrment. IF you type STRN} in the test bos belaw, then it will be replaced by the actual racking number
Shipped {TRM}

Save az default for all future zhiprments

\q ‘) You can save these settings in order save time the next time you ship.

The markup and handling fees can be saved as a company default or customer default.
The customer default will supercede the company default. So if there is no default charge for your
customer then the company default will apply.
e You can of course make all values zero.
Next click on the Create Shipment Link.

e This may take a few minutes while we connect to the UPS server.

Once completed you will see a summary of the shipment including the tracking number and all
charges.
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B3 Ship UPS |

YMCA Camp Chingachgook

Order; 22572 - 2013-1913 store crew sweat/tzhirt UPS Setup..

[ " l Canfirmation

—rder Surnmary

b azter Tracking Humber; 12w a27BANE99426785
Service Tupe: Ground

Base Amount; 4842

Surcharges: 0.00

Total Charge: 43.42

Amount added to thiz invoice: 5h.59

Cancel Entire Shipment

Print Shipping Labels

Done

If you are not satified with the amounts you can select to Cancel the entire shipment at this time.
From here you can also select to print the shipping labels.

Once you are done, you will see that FastManager updated your WO status and comment

Current *%/0 Statuz | Latest Camment

8-5 hippEd E; hippEed 1:'- | |:'=!-|H-'-1-E
7- Done

If you open the order on the Sales Screen, you will see that FastManager has added the charge as a
new line item.
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32 Screeﬁ |Jzage Charge 1 0.00 0.00 Mon
35[SHIF UPS: 12w/827RA055537E962 | 1 hh.59 5553 Man

Printing Labels

Right after shipping you will have the opportunity to print the shipping labels .

e If you made a mistake you can always re-print the labels from the Job Board, Sales Screen or

Task Screen

Once UPS receives your box and the shipment status changes then you will no longer
be able to cancel the order or print the labels.

e To re-print the labels from the Job Board, select the work and order and click on the Shipping

tab below.

General || Sales Order Detail || Purchase Orders | Attached Files | Taszks

_,@ Track =3 Print Labels | R Cancel Shipment | _‘g Copy
Date Tracking Mumber Mo, Boxes | Status ShipTo
TA31/2012 63134 12wWB27RA0391 727063 2 MEW chriz,waldick@gmail.com At ABC Company 587 Edgebrook Lane, Wellington, FL 33411
8/1/2002 45704 £ 12w B27eA0393426785 2 MEW chriz,waldick@gmal.com Atk ABC Company 587 Edgebrook Lane, Wellington, FL 33411

e To re-print the labels from the Sales Screen, click on the Fast Action button and select UPS
Shipments.

e To re-print the labels from the Tasks Screen, click on the Action button and select UPS
Shipments

Select which printer you want to print from as well as the other settings that may be required.

You can print to almost any printer including, inkjet, laser and label printers.
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B3 Print UPS Labels (|

K —

Select Printer

Samsung CLP-310 Sernies |E|
Frint Size

{7 Fit to page

Orientation

{*) Portrait

() Landscape

Frint Pozition

Center on page

From Top 01 [In Inchesz)

Fram Left ol [nlnches)

After testing on a Zebra label printer we found that scaling the print image to 50%

( worked best.
= Once you click OK these settings will be saves to this computer ready for when you
ship again.

You will see a grid with all the boxes listed.
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B3 Print UPS Labels (|

Fackage Type |'W'eight [Lbz) | L |"-.-'-.-" | H | Tracking Humber | Frint
1|%'our Package 23 312 12 12w/827RAN3TTF27EE3
2|'our Package 23 312 12 12w/827RAN394236172

Print Setup Select / Dezelect All Print

e By default all check boxes are checked.
e You can uncheck and only print the labels you want.
e At first you may only want to print 1 label until you have your setup 100% correct.

E tip> You can click on the Print Setup hyperlink to go back to the previous page and
then print another test label if required.

Click on Print.

Cancel UPS Shipment

After creating the shipment you will have an opportunity to cancel the entire shipment.

e You can also try and cancel later, however UPS will need to authorize the cancellation.

Similar to printing labels, you can cancel your shipments from the Job Board, Task
Screen or Sales Screen.

¢ Select the shipment you want to cancel.
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e Click on the Cancel Shipment button

[ Cancel UPS Shipment |t

Cancel Shipment
Tracking Humber, 125w 82768403994 26755

~|Ipdate Order

Delete charge from customer order 7
Change %0 Status

Select |z|

Comment. |f you type {TRMN} in the text bax belaw, then it will be
replaced by the actual tracking number

Cancel {TRN}

Save az default

[ 3¢ cancel l [ o 0K

¢ You can also select if you want FastManager to remove the charge from the sales screen and
change the WO status.
e FastManager will change the WO status as well.

\, |) The WO comment text {TRN} will be replaced with the master tracking number

Track The Shipment

Similar to printing labels you can track your shipment from the Job Board, Sales Screen or Task
Screen.

To track a shipment, select the Shipment you want to track from the Job Board
On the Ship UPS tab at the bottom, click on the Track button.

e |t may take a few seconds while we connect to UPS to fetch the tracking info.
e FastManager will show you detailed results of the shipment.
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B Track UPS Shipment |
~Results
Master Tracking #:  12wW/E27BANZREEE4170 Shipment Reference: 25731
Shipper Mumber: WE27EL Shipment Weight: 57 50 LBS
Service Type: GROUMD Mumber of Packages: 3
Ship Date:  07-26-2012 Status:  DELIVERED
Shipped From: 700 SILVER 5T aGawiak, Ma 01007 2907 US
Shipped To:  SaMDWICH, Ma 02563 US
Tracking Mumber Date Stamp Location Status

+ 1 12wW827RA035E864170  07-27-2012, 16:20  LEFT WITH MAN SANDWICH, Ma US DELNWVERED

= 2 12WB2TEADIETI2E7EY 07-27-2012,17:08 LEFT WATH WOMAN SANDWICH, MA LS DELVERED
O7-27-2012, 0546 WEST YARMOUTH. Ma LS ouT FOR DELMWERY
07-27-212, 0253 WEST YARMOUTH, Ma LS ARRMAL STAN
07-27-2012, 0206 CHELMSFORD, Ma US DEFPARTURE SCAN
07-27-2012, 00:0F - CHELMSFORD., Ma US LOCATION SCaN
O7-26-2012, 2247 CHELMSFORD, Ma US ARRMAL SCAM
O7-26-2012, 20033 W SPRIMNGFIELD, Ma U5 DEFPARTURE SCAN
O07-26-2012, 1921 W SPRINGFIELD, Ma U5 ORIGIMN SCAN
07-26-2012, 1523 BILLING INFORMATION RECENED

+ 3 12wW827RAD3E7042197 07272012, 16:20  LEFT WITH MAN SANDWICH, Ma US DELNERED

Once you click Done, FastManager will also update the shipment status.
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