Client Support :
Online Portal — Job Booking

Technical Notes
Portal requires an up to date web browser - Internet Explorer 6.0 or higher, Mozilla Firefox 3.0 or higher, Opera 9.0 or

W H Barley Transport & Storage

higher, Google Chrome.lIt also requires Adobe Reader 7.0 or higher to facilitate the printing of pallet labels, manifest and
other optional reports.

Instructions For Use

FREE PHONE
B 0800 052 4961

B Computer | Frected o OF

From the W H Barley website — www.whbarley.co.uk — you should select Online Customer Tools

shown on the left menu. From here the Job Booking button should be pressed.

n  FREE PHONE
§ 0800 052 4961
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This leads to the presentation of the following screen;
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Click the Login button, enter your supplied Username & Password and press Submit.
Please note that user credentials are case-sensitive and must be in UPPERCASE.
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Once logged in, a number of options are presented on the left hand side of the window.
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Jobs canbe edited

“View.Jobs’ option

These items are —

Add Job

Create a new online booking
View Pending

Review input jobs not yet submitted to W H Barley

LB I View jobs which have been confirmed to W H Barley

View Jobs

Review historical jobs booked through the portal

Profile Administer & Modify details of our account.

Logout Logout of the system. Internet Explorer can be closed afterwards.

Contact Us Contact information for W H Barley.

Return to the Home Page of the Job Booking System
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Add Job

L

Add New Job

T
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ter e total e of chep paiets on the deivery
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Once you have clicked the Add Job button you are presented with the screen above. Items marked
with a red dot are mandatory but, you should complete as much detail as possible.

The data required is straight-forward and descriptions of the requirement are shown on the
immediate right of each form item. Please see Page 5 for Special Features.

An example of an input job is shown below.

Select date fo be defivered N or By
Enter tne deivery tre window 2.9 0800 1700

[&] Enter me seiery aoeress name
Enter tne ceinery adaress

weight of the deavery
e OF palets on the delvery

Ener ine iotal ramaer of chep paiEts on the deivery

Enler e 1otal paliet spaces of e deivery

15 3 taint requrea for s

15 3 ripe vehicie requrod 1 oy

15 3 Booing required for s desvery?

Is tere Anyihing over 2K

S and Add Anchet

@ rtemet | Proected Mode: On

Once the job has been input you should either select Submit and close or if you have another job to
process then select Submit and Add Another.
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Special Features

Account HIC = Select Account Code from list
Reference @ ] Enter your reference for the delivery
Callection - Select date 1o be collected
Time Start Enter the coliection time window ¢.9.0800 1700
Delivery UWURZ008 (Thursday - @By Oon Select date to be delivered 'O’ o 'By'
Time Start 0900 Epg 1700 Enter the delivery tme window & g 0800 1700
. ? 'ﬂ_ Enter the delvery adaress name
- Enler the defvery address
Town Enter the delvery town
County Enter the desvery county
Country Aitad Kingsam - Enter the desvery country
Posicode @ (7] [ AddAddss | Enter the defivery posteode (include space)
Goods FALLETS Enter brief description of goods
Weight .0 Enter the total weight of the delivery
Pallets ®0 Enter the number of pallets on the delivery
Cheps 1] Enter the total number of chep pallets on the defivery
Volume *0 Enter the total pallet spaces of the delivery
Taillift Yes @ No 15 & Baillifl required for this delivery?
Rigid Yes @ Mo Is a rigid vehicle required for this delivery”
h Yes @ No |5 & booking reguired for this delivery?

I there anything else we need (o know? Max 250 Chars

SubmitandClese | | Submaand Add Ancher

Field Name Button Description / Use
Collection Time W H Barley will collect your goods between 9am and 5pm on the requested day.

However this feature allows you to advise us of early closing times or instances where
goods will not be ready before a certain time.

Delivery Time For time specific deliveries the window for a delivery should be input here —

For AM deliveries Start =0800 End = 1200
For PM deliveries  Start =1200 End=1700
For Time Specific Start =1315 End =1315 (An example).

The AM / PM requirements are specific and if input incorrectly may not be delivered as
required.

Delivery Name ? If at least five characters of a company name are input in Delivery Name and the ?
button is pressed the system utilise the Royal Mail business lookup service and will
attempt to provide possible delivery details for companies which match the fragment of
the name input.

Delivery Name A If at least five characters of a company name are input in Delivery Name and the A
button is pressed the system utilise your User Address book and will attempt to provide
possible delivery details for companies which match the fragment of the name input.

Postcode ? If the postcode of the delivery point is input in the Postcode form field and the ? button
is pressed the system utilise the Royal Mail business lookup service and will attempt to
provide possible delivery details for companies which match the postcode.

Postcode Add When all details of an address have been input it is possible to store them in the User
Address Address book. By pressing the Add Address button the system will store the input details
for later retrieval through the A button above.
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If you selected Submit and Close in the previous step you will be automatically taken to this next
screen. However, if you did not or are not automatically taken to it — please click the View Pending
button on the right-hand side of the window.

Job Bookings Pending

Oraer aata by
# DeiweryDaie Callecton Daie

It should be noted any jobs input are immediately held in Job Bookings Pending and require
confirmation. It is not until they are confirmed that W H Barley are aware of the requirement.

To confirm a job you should tick the box on the right-hand side of the item and click the Confirm
Checked Jobs button.
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Once processed those jobs confirmed will be removed from the Job Booking Pending screen.

Job Bookings Pending

Oraar aata by

00 09 GAne

7
Copyright 2008 — W H Barley (Transport & Storage) Limited. E&OE.
This document is for use by W H Barley customers who utilise the Online Portal System.



Client Support :
Online Portal — Job Booking

W H Barley Transport & Storage

View Confirmed

You will not be automatically forwarded to this screen and should therefore select View Confirmed
on the right-hand side of the window.

Once jobs have been confirmed they are automatically allocated a W H Barley job number — shown
under the Job No column in the example below. This is our unique identifier for your request and
perhaps the easiest point of reference for any queries you might have later.

N Barey amapan B Siarast

Job Bookings Confirmed

Oraar aata by
®DeweryDaie - Caliecton Dae

In the screenshot above you will notice that you have two options for confirmed jobs — the ability to
print Pallet Labels for identification and to print a Collection Manifest which can be printed prior to

collection. This manifest upon presentation will be signed by our driver and is a record of the goods
collected from you.

Pallet Labels
All pallets must be labelled for easy identification. To this end we have provided the ability to print
barcoded Pallet labels directly from the system.

To do so you should tick the box on the right-hand side of the item you wish to print labels for and
press the Print Pallet Labels button.
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Print Pallet Labels

orcar st by

 Dewery Date

Caecton Date

The system will automatically generate an A4 page with two copies of a pallet label. It should be
noted that each page of this printout refers to a single pallet and under no circumstances should
they be affixed to different pallets. For multiple pallet consignments the system will print the
appropriate number of pages.

na Yook Adawcss Wdom it
§tron ) smitictng - e s 5 (8] o+ 5 ke B Commt -
Y BT

Job No Job No

54128

W H BARLEY

54128

W H BARLEY

Total Consignment Weight

Total Gonsignment Weight

EC ‘WK
PALLETS 1

EC Mk
PALLETS 1

1000

Pallats

1000

Pallets

Goods

Spaces Spaces

2.0 2.0

Location
W HBARLEY - SYSTEM TEST ACCT
G Date (Collect)
02/09/2008
Date {Deliver)
04/09/2008

Location
o ‘W H BARLEY - SYSTEM TEST ACCT

Date Collect)
02/08/2008
Date (Deliver)
04/09/2008

Time

0800 1700

Send Sen

senders rer TEST123

Deliver BILLY BLOGGS
ACACIA AVENUE

senders rer TEST123

Deliver BILLY BLOGGS
ACACIA AVENUE

e
SMALLVILLE 0800 1700
BRISCO

MK12 5NL

Rl

SMALLVILLE
BRISCO

MK12 5NL

C
00028523

00028523

Once printed, you should press the back arrow in Internet Explorer twice to take you to the Job
Bookings Confirmed screen.
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Collection Manifest

Prior to collection of your freight or when you have completed job entries for the day you should
press the Print Collection Manifest button as shown below.

Job Bookings Confirmed

Ordar data by

i

|ils
il:
¥
i

This will present you with a date selection screen and you should select the date on which the goods
are due to be despatched and not the delivery date.

W Ry Tanspan B Sirape

Print Manifest

i
U A0 Ane

Once input to your satisfactions press the Print button.
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The system will once more generate a document and open Adobe Reader. This document should be
printed and signed by our driver upon collection. It serves as a record of the collections from your
site on the date shown upon the document.
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View Jobs

The portal provides you with the ability to search for individual consignments or for a range of
shipments delivered between specific dates. In turn this report can be printed for your records.

b

View Jobs

Total 1 deiveries

To print this list 85 8 report elick Here
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Profile

The profile screen provides you with the ability to modify the email addresses to which booking
confirmations are sent. Again one is mandatory — the other optional.

It is also possible within this screen to amend or delete any User Addresses which you may have
stored within your address book.
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Contact

Provides you with our contact information should you have an issue with the use of the portal or just

need some guidance.
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Logout

Once you have completed your use of the portal you simply press Logout on the right-hand side of

the window. The system will confirm you are logged out and you can now close Internet Explorer.
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Welcome

The Detver Booking P
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