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KEY POINTS

Ensure you log in to the correct database (Check with Sigma Support or Manager).
* Individual unique Username and Password required.
*+ The toolbar holds most functions, similar to Microsoft Office.
* Reports create printable PDF documents.
* Multiple jobs can be open at once, switch between them via the job ref tabs.
+ Any jobs you open will be locked and nobody else can edit them until you have closed it.

LOGGING IN

After opening the FM3 application, this log-in screen will appear, like most log-in screens FM3 will
require a personal Username and Password. However, it will also ask to choose a Database, in most
cases, this will be the Live database, but this can be configured so check with Sigma support or a
manager.

B¥ FM3 | GuideFM3 - x3.9494 - O X

File Edit View Window Help
D-w-B- @ |[X[@-[@[sRl]m > r[+ -|v x[s]

User Name

x
e
)) Database I - I

Irvenicing date I2BIEI?;"2IJ24 vl

L [ [ [ B:130220230928 /|

FM3 > Login

When the information is entered, select ‘OK’ or click enter.

MENUS

Once logged in the FM3 Dashboard will load, this contains links to key pages to the left and
information on the right.
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¥ FM3 | GuideFM3 - x3.9494 - [Dashboard)]

AY File Edit View Reports Datsbase Customs Accounts System Window Help

D-w-B- @[ %@ -[am[ge@]wrm[+ —[v x][]
[ Dashboard

View Start Page
Job Status Events
Search for a job

Show Recent Jobs

Address Editor
Quotes View

Create New Job Create a Job Open a Job
Deleted Documents

2 Search Jobs View Tutorials

Sigma Online Support

Call us for more information or email
info@sigmafreight.com

Customs

CDS declarations through one of our
partners ThymelT, ASM Sequoia or
Descartes is available via an FM API

e-AWB

Live [UserGuideDB_2022] |ADMIN |ADMIN |Checking for internal messages @ 11:01:51

Welcome back to FM3 gE!G%MEMAS ))

Show Recent Invoices
& Quick Actions Getting Support

Contacting Sigma

‘When contacting Sigma for assistance, first send an email with details of the problem to our
helpdesk to receive a ficket reference number for your support incident.

Send email requests for assistance to: helpdesk@sigmafreight.com

Contents of Email
Please send as much detail as possible so that we can help you quickly, this should include

where possible:

= An explanation of the problem

+ Details of the steps leading up to the problem

+ Example reference numbers (Job Ref, Invoice No, Address Code, etc)
+ Screenshots of any relevant messages

Please also include your contact details if they are not already included in your email signature
A member of the team may need to call you back to fully assist you

If you have an urgent issue and require timely assist, please call in to the helpdesk using 0330
223 5813 and someone will assist you

Our telephone lines are open Monday - Friday, 9am - 5.30pm GMT/BST excluding UK Bank

26/07/2024 11:00: < |B: 130220230928 |

FM3 > Dashboard

Towards the top of the FM3 application, lies a Toolbar, which holds most functions across all pages.

2) FM3 - Win10SQL14Exp - x3.9483 - [Address Editor]

) File Edit View Reports Database Accounts |System Window Help

-_ﬂ‘l-ddbﬂ-l'—/xA

Dvlrz"-vlﬂlvluﬁ- W ENEIES

FM3 > Toolbar

form.

Create a new Job or Document.

Open a Document with the reference number or click the
arrow to search.

Save changes to the current Job/Document.

This will open the ‘Reports’ window to export data in PDF
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Allows you to send emails from FM3.

Connect/Disconnects from database and can be used to log
out then log in to another database or as another user.

Save / Cancel Tick saves changes you have made to the open document,
whereas Cross cancels changes made.

File tab contains the above functions in list form, including
‘Exit’ which will close FM3.

Database tab holds different editable databases (e.g., Address
Editor)

Accounts Accounts tab encompasses functions related to financial
information (such as ‘Sales View' and ‘Profit and Loss’

Features such as ‘Administration’ are kept under System tab.
Unlikely to need to use this tab.

Open job bar

Multiple jobs can be open at once, to switch between them, locate the Open job bar and click the
reference of the job you want to view.

A¥ FM2 - Win10S0OL14Exp - x3.0483 - [Q0001]
MY File Edit View Reports Datsbase Accounts System Window Help
' i » ; ZE-,E|H-:'-H|+—|J):|‘[

FM3 > Open Job Bar
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Dashboards

When in the main ‘Home' dashboard, icons to
other dashboard pages reside beneath the

linked taskbar.

These are:

* Home, represented by a house.

* Messages, found under the envelope

button.

* Reports, shown as a graph, holds multiple
summary tools to visually show FM3
reports (such as Top Clients and Job

History)

+ Financial Tools, located through the ‘£’
icon, provides insights into financial data

(e.g., Profit/Loss)

Messages =
o

View Inbox

View Qutbox

[ somg)

FM3 > Reports Dashboard

FM3 > Messages Dashboard

Tap Clents Repart
Chent Analyss Report
Clent Route Analysis
Chent Tumonver Repart

[rvoice Breakdovn
Inrvodoe History

Sakes Quote Summarny
Jab Caunt By Dept
Jab Summary

Home o

View Start Page

Job Status Events
Search for o job
Show Recent Jobs
Show Recent Invoices

Address Editor
Create New Job
Deleted Documents

Sigma Oniine Support

m—c=rT |

FM3 > Dashboards

Financial tools 3

PrafitLaoze
PrafitLoss Reports
ProfitfLoss By Chent
Chart of Acocounis

Chmrwie
View Summary
Admin Taols

Sales Imvoice PL
Generate Imaoices
Clients On Hold
Fileg Mot Imaoiced
Gakss W Atk

Aporave a New Invoike

&

FM3 > Financial Tools

Dashboard
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REPORTS

Documents can be exported with information from the job carried over and either sent to a printer or

to a client/colleague via email.

Print

From jobs, FM3 allows documents to be printed with the specific job data already keyed in. To access

these printable PDFs, open a job and select the
+ P

printer icon in the top toolbar or use the shortcut ‘Ctrl

A¥ FM3 - Win10SQL14Exp - x3.9483 - [Import Job (SI000003)] = [m| X
” File Edit View Reports Database Accounts System Window Help =3 ﬂ
SN HEEEEET =
[ Dashboard | [ SE000004 || [ 51000003
51000003 “ Header 1 Details} Goods Dascription] Containels] FOD ]
Documents N coc |EIN J |CHINA Job Period Date  |11/05/2022 ~| May 2022
Actions # Service Service Level Consol Office Code  Job Status
L B R | | R | T |
[ &dd Mew Document
3 Print Document Cansignor ] Mates ] Enntact] Fres TEH[I Importer ] Nates ] Ennlact] Free Text]
(45 Document Status |STAHK J Ref | |CUF'F'B J Fief |
Efen BhenEs Stark Enterprise - Cuppboard Global ~
B View Emails 20 Queen Street 4 Privet Drive
- Gueens Mew York M4R W30 Little +hinging Surey HPZ2 001
NEIEELIELY UNITED STATES ONITED KINGDOM v
View allachments e — " [mport Direct Fepresentation Nt Presert ]
Copy Job 51000003
Client ]Notes | Contact | Free Test Hutify ]Notes | Notity Contact | Agent | Motes | aged | v
R 2 | Jcures =] Rt | STARK sl
Import Job Egpb?%d Global - Staik Enterprise ~ Q
ivet Diive 20 Queen Street APy
Delivery Nate - S1000003/2 Little ‘whinging Sumey HP2 001 Dueens Mew'York M4R WL LS
UMITED KINGDOM v v @
Callection ]Noles | Contact | Free Test Delivery ]Notes | Contact | Free Test
N&BOO | Ret | |curPe | Ret |
Maboo Logistics A Cuppboard Global -
137 “wookie Street 4 Privet Drive
Space Tatooine SWwi1 999 Litte %/hinging Surrey HP2 001
UNITED KINGDOM v UNITED KINGDOM v
VVVVVVVVVV Date/Time: || 00:00:00 <= D ate/Time: || 00:00:00 ===
o) @l
FM3_UserGuideDE  |ADMIN |ADMIN |Checking for internal messages @ 09:55:21 12/05/2022 09: 50:( |B: 20092021164¢

FM3 > Open Job > Print Icon

The following menu will appear populated with different PDF reports, corresponding to the distinctive
documents needed throughout the job process. As an example, if we want to print a File Front, first
check the document is correct by double-clicking the report name or selecting Preview. If all is correct,
click Print.
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W HREPOMs Uatapase ACCOUNIs DJYSIem wWinaow Hep

F- X

‘quu|+—|~/§ A|

7 seoooood | A Reports

. Reports ICUI/DeII Containersl

@ Print I_ PDF Preview [ Show Print Queue

@"tustoms Clearance [nstructions

@ File: Fromt

@ Release Mote

[
000342
[.

"l Import Job I Delivery Maote I Costing I
|

Drate/Time: I

= ||oo:o0:00 =]

| [Drate/Time: I

= |[on:0n:00 =] |

FM3 > Open Job > Print Reports Screen

Below is a File Front example which has pulled through the information from the job, mainly the

addresses and item/container details, as more data is entered in the job, more data will fill out the
report. If data is missed and a box is blank, you can return to the job, enter the information and reopen

the PDF Preview. This box will then be filled in.

A Print Preview

IMPORT FILE

FRONT |f'e®t  $S1000003

Created By: ADMIN

11/05/2022

Service Code:
SE1000

coD:
CN

Consol Ref:

Con Type: Dept Code:
Ocean Import

Bill Of Lading Number:

Vessel:
California Luna

BCDE1234567

Container No Seal:

Port of Export:
SHANGHAI CHINA

Port of Discharge:
SOUTHAMPTON SEAPORT, UK

Final Destination:

House Number:

ETD: ETA:

Terms

Shipping Marks:
MNO. 12345678

Books

Description, Nos & Packing:

3 Boxes

Gross Weight:
56.00 kgs

Charge Weight:
56.,000.00 kgs

Cube:
56.0000 cbm

Cuppboard Global
4 Privet Drive
Little Whinging
Surrey HP2 001

Contact:
Tel:

Importer: Importer Ref:

02001111697

Consignor:

Queens
New York
M4R V3L

Consignor Ref:

Stark Enterprise
20 Queen Street

Delivery Address:
Cuppboard Global
4 Privet Drive
Little Whinging
Surrey

HP2 001

Delivery Date:

Delivery Ref:

Delivery Instructions:

Contact:

Telephone:
02001111697

Collection Address:
Naboo Logistics
197 Wookie Street

Space
Tatooine SWW1 999

Collection Date:

Collection Ref:

Collection Instructions:

Open Job > Print > Select Report > Print Preview
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“l' Print Preview

By, Please select ane of the output modes from one of the buttons shown below.
%" and then cenfigure the way in which you wish to generate the report.

@8 Printer ‘ o Fie ‘ Email ‘ & f1p ‘

Created By: ADMIN 11/05/2022

Con Type: Dept Code:
Basic Ocean Import

‘Container No Seal:

Name: |55 Defaul

Type:  Brotherwiork
Where:

Traw  [Defauit -

BCDE1234567

=] Properties

Final De stination:
. UK

ETA: Terms

16/09/2023

Gross Weight:

56.00 kgs

Page Rang
Erler page numbers

= Al and/or pags 1anges
 CurgntPage  separated by commas
(" Pages Fer example, 1,352

Frint [ pages in rangs -

Cop
Charge Weight:

Humberof copies: [T 34
. 56,000.00 kgs

olate
55,0000 cbm

Jnor: Consignor Ref: W4ND4V1510N

[~ Save FDF o DB

nterprise

Cancel een Street
L]

irrey HEZ 00T
Contact:

Tel: 02001111697

Tew York
M4R V3L

Delivery Address:
Cupboard Global

Delivery Date: Delivery Ref:
16/09/2023 10:00 W34SL3Y

Open Job > Print > Select Report > Print Preview > Print Pop-Up

From this view, to print, select the printer icon in the top left corner. This will bring up a ‘Print’ pop-out,
allowing you to export the document via multiple routes, in this case, we need the print tab seen above.
In addition to print, this page provides a ‘save file’ and ‘email’ function.

Another route to print would be back in the Reports page, via the ‘Print’ button at the top. Ensure you
select the report you want to print before clicking ‘Print’.

I.|@.‘X_ Ev|ﬂ|%g| M o4 » H|+ —|~/ X|A|

| [ AEOpOONT L

) Reports S O

z Q Preview | [~ PDF Preview [~ Show Frint Queue

2| Repotts | Colx’DeII Containersl
cLment @Advice of Arrival
ant Cﬁ Cedtificate of Shipment
- Customs Clearance Instiuctions

|28 File Front

i i Release Nate
oy
nents
100003

B

&
3100000342

Impart Job | Delivery Nntel Eostlngl
Loading report def from db.. A
T =T == | T s | | == |

Open Job > Print > Select Report > Print Icon
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B¥ Reports

Reports I Cg|,-'[)e|| a" Please select one of the output modes from one of the buttons shown below.
% and then configure the way in which you wizh to generate the report.

@Advice of Arival -

56 Certiicate of Shif] & Prnter | [l Fie | B Email | & FTP |
@ Cuztomns Clearan )

(i File Front ~Frinter

Sl Fielease Nate Marne: I@ Default

j Propertiez |

Type:  Microzoft Print to PDF

Traw: IDefauIt LI

Where:
—Fage Range Copie:
& Al Enter page numbers
LA anddor page ranges Murnber of copies: |1 'Z]
" Curert Page zeparated by commaz. -
" Pages For example, 1,2.512, I Colate
Frint IAII pages in range j

I~ Save PDFto DB

Cancel |

Import Job I Delivery Mo | Cosng |

Open Job > Print > Select Report > Print Pop-Up

Email

FM3 can use Outlook to send reports via email. Locate and click the ‘envelope’ icon in the top toolbar,

select ‘Email (via internet) and press ‘Next'.

A¥ FM3 - Win1050L14Exp - x3.9483 - [Import Job (SI000003)]

» File Edit View Reports Accounts System Window Help

=181 %]

D-w-8-|@-| FERDEEEETE

i

D) Dashboard | [ AEDODODT

lActions o Service

S1000003 ¢ Header |Details| Goods Desclipt\onl Containersl POD I
Documents CoC [on - [CHINA Job Period Date [11/05/2022 = | May 2022

Sewice Level Consol

Office Code  Job Status

Tope | | Dept. sl | [sEr000 ]

Consignor | Notes | Contact | Free Text|

[ Add Mew Document
5 Print Document

£ e | |

Importer |Notes | Contact | Free Tewt|

iew attachments TEL: 02008050258 ©

138 Document Status ISTAF\K J Ref I ICUPPB J Ref I
B s Stark Enterprise A Cuppboard Global A
A ‘tiew Emailz 20 Queen Strest 4 Privet Drive
: Queens New Yok M4R V3L Little Whinging Surrey HP2 0071
Wbl UNITED STATES UNITED KINGDOM v

Copy Job 51000003 =
Client |Notes | Contact | Free Tex

Matify |Notes | Motify Contact | Agent | Mates | aget |

Date/Time: - || 000000 ==

g 2 [ [cuere =L STARK 5
1k
Impart Job E%DDhDaDIC! Global A Stark Enterprise ~ E [
tivel Drive 20 Queen Street Zla
Delivery Note - SI000003/2 | || jtle Whinging Surrey HPZ 001 Dueens New York MR vaL 2|8
LINITED KINGDOM v wl =
Callection I Notes | Cantact | Free Text| Delivery |Notes | Contact | Free Tex
MABDD o] Ref | CUPPB o] Ref |
Maboo Logistics ~ | [Cuppboard Giobal ~
197 Wookie Sheet 4 Privet Drive
Space Tatooine SWw1 999 Little ‘whinging Surrey HP2 001
UNITED KINGDOM v UNITED KINGDOM v

Date/Time: - || 00:00:00 =

2) ¢ B @)

FM3 UserGuideDB  |ADMIN [ADMIN |

|13,'05[2022 14:11:0 |B: 20092021164 |

Open Job > Email Icon
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}, FM3 - Winl0SO0 14Fxn - 39483 - [Imnort lob (SIOO000311

Send Message n

¥ File Edit
7 - @@ - [ How do you want to send the message?

— ‘You message can be sent internally (accross the network to another user), or via Email. Please select the method you wish to
j Dashboard yse to send your message

1000003
Document Message Method

i Internal (instant) message

ctions lob St
) Add New Do [« Keep copy of email on job
3 Frint L' ocume

o] b5t
Q e Sending messages by email relies upon your windows email dient being
@ Enter Charge correctly configured. Your network administrator should be able to help with |
A View Emails this. However, a good rule of thumb is that if you can email from windows

{using "send to" to email a file), you can email from this application.

Wiew Job Hiz

Wiew attachn ]

Capy Job SIC E

B ] A
ocuments
mport Job ~
Jelivery Mote - £
W
v Record against Job history | Mext = | Cancel |
—I| S I Nores I LOn[aC[I rree IEHII Ll I Haes I L,on[ac:[| rree IEHII
1
Open Job > Email > ‘Send Message' Pop-Up > Select Email
Send Message n

Message
Enter your message details, or choose from an existing template to send a predefined message

ter your messages subject here

Body

Enter your message here, or dick on the "Templates...” button to pick outa
predefined message
template

Templates. . I [ Record against Job history < Back Cancel

Open Job > Email > ‘Send Message' Pop-Up > Create Email Content.

Here the email subject and body can be edited. Email templates (see the following section) are also
accessible from this menu. By clicking ‘Next’ you are taken to an address page where the recipient’s
email can be added. Alternatively, you could press ‘Finish’ from this screen and be taken to a ‘New
Message’ page in Outlook (or a similar PC email application).
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Send Message n

Who do you want to send the message to?

You can now determine wha is to receive your message. You can select more then one redpient for your message by adding
them to the "To" list

end to (from job) Send To (address code) —Send To the followingi——————
Client x| |cues ] H
Address |
Contact | Email | Telephone

{MAIN CONTACT}  general@cuppboardglob.c... 02001111697

v Record against Job history < Back Mext > I Einish | Cancel |

Open Job > Email > ‘'Send Message’ Pop-Up > Email Send To

VINLUS0 1dbyn - w4948 - lnuace IV 111
Send M
= end Message n
[ Options
_d These are optional features for your message, you do not need to select any of them in order for your message to be sent.
ir
Attached To Job | Manual File Attachment | | -
File Name | File Type ;—'; 2ﬁ§E|M4|§22
[ clientRemoteAccessLoginDetails. pdf FDF L T
od | CIMona-Lisa.jpg Image ¥
Lme y
b5k
arge
ails
His Filef
AED
chit
AE
|
100g
¥ Record against Job history < Back | Mext = II‘ Finish II Cancel |

Open Job > Email > ‘Send Message’' Pop-Up > Attachment Options

Another click of the ‘Next' button will show an attachments page, from which external attachments
added to an FM3 job can be included in the current email output.
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[14Fyn - ¥3.0483 - [Invoice (INVOOODO1Y]

dit Send Message n

-  Ready to send?
— You may now send your message by dicking an the FINISH button.

[]
Your message will be sent using the options you selected. During this E
process you may see a progress indicator to keep you informed as to what is b
happening. ¥

0221
wDa Please Note: by
When sending via email, it may be that you will receive an error message.

CLMTE This could be due to your windowsfemail configuration and not a fault of this W

el application. Sound you get such a message, please review it carefully and

[ contact your system administrator.

1ange B

1ails

b Hig

achn

bAE

‘o0or

[V Record against Job history Lack- Cancel
I

Open Job > Email > ‘Send Message' Pop-Up > Final Confirmation

Finally, the only option will be to click ‘Finish’ and be transported to an Outlook message.

Email Templates

Templates contain pre-made subjects and bodies of text for an email. Within FM3, these are stored
under the ‘Templates’ button.

Service Service Level Longol Uthce Lode  Job Status
J Dept.|5\ JJ- 1r 1r 1r 1
l Notes } Contact ] Free Text ] Message
J Ref |W'4ND4V1 510M Enter your message details, or choose from an existing template to send a predefined message
prise:
Street
]?E_F?ék M4R V3L |Enter your messages subject here
3050258 Body |wTmL |
Enter your message here, or dick on the "Templates...” button to pick out a
Jtes ] Contact 1 Free Text ] predefined message
template
o] et |
ilobal

ve
Jing Surey HPZ 0071
NGDOM

l Notes ] Contactl Free Text
| Ref [SKrwaLK3R

istics

& Shrest

ooine S 339
WGDOM

& |06/09/2023  ||00:00:00 =3

Templates.. [ Record against Job history < Back | Mext > | Einish | Cancel |

Open Job > Email > ‘'Send Message’ Pop-Up > Create Email Content > Templates

Multiple templates can be stored in FM3.
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r l Dretails ] Goods Description ] Containers "

——

EYE |CHINA
Templates 1 Data sources ]
|BAS J Dept. |5| J Mame | Description
Air Arrival Notice Air Import Arrival Notice
sighar l Motes ] e ] s T ] Clearance Instructions Importers DAN Ocean Customs Clearance Instruct...
Customs Cleared Alert Customs Cleared Alert
3K J Fief |W’4ND4V1 510N Ocean Arrival Notice Ocean Import Arrival Motice
. Enterprize
ueen Street
zhs Mew vork M4R V3L
'ED STATES
02002050252 Details lTextTemp\abe HTML Template ]

it I Motes | Contact | Free Test

FE | Ref |

soard Global

vet Drive

‘Wwhinging Surrey HPZ2 001
"ED KINGDOM

ction lNotes | Contact | Free Teut|
oo | Ref [SKvwALKIR

10 Logistics

wookie Street

;e Tatooine 5w 933
"ED KINGDOM

te/Time:  |06/09/2023 || 00:00:00 =3

Mame Description
|.-'-\ir Arrival Notice |.-'-\ir Import Arrival Notice
Subject
|{qryMain:Main7FiIeRef}
Default send via.. )
|v Favourite
{+ Email

™ Internal msg

Queries...

Create Email Content > Templates

Cancel

Selecting a template will bring up the internal Name and Description, as well as the Subject to be used
in the final email, under the Details tab.

Text Template is a separate tab containing the body of text attached to the template. This will be what
is pulled through into the body of the final email.

14/24



FM3 Basics User Guide

sader IDE[aiIsI Goods Descliptinnl Emla\nels')}”"

e J ICH\NA Message Templates — (] ®
j CMN

I Templates IData sources I

ype IEAS J Diept, |5| _J MName | Description | | p—

Consignor I Motes I Ennlacll Fiee Texll

Air Arrival Notice
Clearance Instructions
Customs Cleared Alert

Air Import Arrival Motice

Customs Cleared Alert

STARK

==+ Rt [WAND4VIETON Ocean Arrival Notice

Qcean Import Arrival Notice

Importers DAN Ocean Customs Clearance Instruct...

Delete |

Stark Enterpiise

20 Queen Street

Queens Mew ‘ork M4R W3L
UNITED STATES

TEL: 02008050258

Client I Hotes I Eunlacll Free Text

Template | Preview I

Detals Text Template |HTML Template |

CUPPE | Fef |

Dear Sirs,

Cupboard Glabal

4 Privet Drive

Little “whinging Surey HPZ 001
UNITED KINGDOM

Callection I Hotes I Contactl Free Text

Your Ref:
Importer:

NABOO -] Ref [SK¥W4LKIR

Consignor:

Naboo Logistics

197 Wookie Street

Space Tatooine Shw1 939
UNITED KINGDOM

D ate/ Tirne: IDE/DSJ2023 hd IUU 00:00 =

Mawb :

Hawb:

Flight No:
Arrival Airport:
ETA:

Herewith 'RAir Arrival Notice' as per our ref:

Flight details are as follows:

{gryMain:Main ImporterRef}
{gryImporter:add CompanyName}
{gryConsignor:add CompanyName}

{gryMain:Main_FileRef}

{gryMain:Main MawbPrefix} {gryMain:Main MawbNo}

{gryMain:Main HAWB}
{gryMain:Main FlightNo}
{gryAirportDischarge:vda Desc}
{gryMain:Main ArrivalDate}

Queries... |

oK | Cancel |

Create Email Content > Templates > Text Template Tab

To add FM3 job information (such as Invoice Ref or Client Name) please email Sigma Support.

Add a new template with the ‘New’ button. This will create a new entry in the list of templates with the
same fields as regular templates, but these will be empty.

== x|

Actions 3

[ Add Mew Dacument
@ Frint Diocument

Pre Alert Ocean
Shipping Instructions
NewTemplate 1

Oceanfreight Pre Alert Manifest
Shipping Instructions

AF FM32 - Win1050L14Exp - x3.9483 - [Export Job (AEDDDDDT)]
A File Edit View Rep
- A Message Templates = O
O -~ @ -
Templates |Data sources I
[) Dashboard || [ AE000 | |
Name Description
AE000001 Booking Confirmation Booking Confirmation:
Post Shipment Confirmation  Airfreight 'Flown as Booked' Confirmation
Documents Pre Alert Air Airfreight Pre Alert Manifest

New |

Delete |

(45 Document Status

Enter Charges

B4 Yiew Emails
Wiew Job Hiztory

“Wiew attachments
Copy Job AE0O0001

Documents 3

Export Job
HawB - AEDOOOO7 /2

Accounts 2
Costing

Invoice -3

INY000001

Details |Te)(tTe|11p|ate I HTML Template I

Mame Description
INewTempIahel I
Subject
efault send via..
[~ Favourite

" Email

{~ Internal msg

INY000002
INWO00003

Queries... |

O |

Cancel |

5 % % )

FM3_UserGuideDB  |ADMIN |ADMIN |Checking for internal messages @ 12:52:06

[16/05/2022 12:47:0 [B: 20092021164 /|
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A FM3 - Win10SQL14Exp - x3.9483 - [Export Job (AE0DD001)] — o X

¥ File Edit View Rep : == x|
- A Message Templates —

O - =~ - = @ =

Templates |Data sources I

[ Dashboard || [ AEDOD

Mame | Description |

O
g
2

*

AEQ00001 Booking Confirmation Booking Confirmation:
Documents i, | | Fost Shipment Confirmation  Airfreight 'Flown as Booked' Confirmation
Pre Alert Air Airfreight Pre Alert Manifest Delete
Pre Alert Ocean Oceanfreight Pre Alert Manifest

Actions -3

Shipping Instructions Shipping Instructions

[ 4dd New Document NewTemplate 1 |

@ Frint Diocument

[]2 Document Status Details Text Template |}—rr|v||_ Template I

[E Enter Charges Template |Preview I

B4 Yiew Emails ~
Wiew Job History
“Wiew attachments
Copy Job AE0O0001

D ocuments %

Export Job
HaWE - AEO0000T/2

ol

Cozting
Invoice -3 v i
IM000001 < >
IMY 000002
|NVO00003 Queries. .. | OK | Cancel |
NEC R AR
FM3_UserGuideDB  |ADMIN |ADMIN |Checking for internal messages @ 12:53:37 [16/05/2022 12:47:0 [B: 20092021164 /|
Details Tab which holds basic fields regarding the template.
Name/ Description Name and description of the template for internal
storage.
Subject Information to be extracted as the subject of the final
email.
Text Template This tab holds the body of the email template.

Text to be extracted into the final body of the email.
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DRAGGING ATTACHMENTS

External documents and emails can be added to FM3 jobs by dragging them from your PC.

Documents

Open the job and press ‘View Attachments'. From here, click the document you want to add and drag

it across into the empty Files tab.

<
Files | Details I
Documents N

AF FM3 - Win1050L 14Exp - %3.9483 - [RE000002] - [m] X
MY File Edit View Reports Database Accounts Systern Window Help == x|
D-w-B- @[ x[@-| g R e vt -]y x]|=]

[ Dashboard || [ RED00002

RE000002

“Your Ref Type Description Created CreatedBy Modified
lActions S

[ &dd New Document
< Print Document
(44 Document Status
[ Erter Charges
igw Emails

View Job Histary

Wiew attachments

Copy.Job REDODO0Z

Documents =

Export Job

ModifiedBy FileSize:

Nenmg |

FM3_UserGuideDE  |ADMIN  |[ADMIN \Chedung for internal messages @ 15:59:14

|18/05/2022 14:08:% [B:20092021164¢ /)

FM3 With The Attachment On Desktop.

A FM3 - Win10S0L14Exp - x3.9483 - [RED

MY File Edit View Reports Database Accounts System Window Help

[ &dd Mew Document
& Print Document
(48 Documet Status
& Enter Charges
b Yiew Emails
Yiew Job History
Wiew attachments
Copy Job REOOOO02

D ocuments 3

Enport Job

D-&- 8- |- X[@-[m[gm@] v s -]vx]]
D) Dashboard || [ RE00D002
REQ00002 < -
= o Files IDetalIsl
OCHIMERES - Y ey Type Discrption Cieated CroatedBy  Modfied ModfiedBy  FleSizs
tActions &

S enwn |

FM3_UserGuideDB  |ADMIN |ADMIN |Checking for internal messages @ 15:59:39

|18/05/2022 14:08:2 B:20092021154€ /|

u=
a—

SterterGuide

=
PDF
—

Starter Guide

FM3 With The Attachment Being Dragged Across To The Attachments Page Within An FM3 Job.
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A FM3 - Win1050L14Exp - x3.9483 - [RI

M) File Edit View Reports Database Accounts System Window Help

D-w-B-|g-|X@-

m‘g{,g‘u< >H|+—|./ x|A‘

[ Dashboard || [ REDO0D02

RE000002 <

Fies | Detais |

Documents N e

[ Add Mew Dacument
& Print Document
Document Status
[ Enter Charges
B Views Emails
“igw Jab History
Wiew attachments
Copy Job REOOOO02

D ocuments x

Expoit Job

WActions 3 Starter Guide. pdf

Type Desciiption

FDF

Created CreatedBy odified

18/08/2022 15:5959 ADMIM

FileSize
215

MocliisdBy

2 Gl

Mpen

FM3_UserGuideDB

ADMIN |ADMIN |Chedking for internal messages @ 16:05:46

|18/05/2022 14:08:7 [B: 20092021164 /|

FM3 With The Attachment Added To The Attachment Page Within An FM3 Job.

Once let go, the document information will show in the files tab, as seen above.

Emails

Attaching emails to jobs will use the same process with slight differences: Emails are to be dropped into
the 'View Emails’ page, not attachments and Outlook should be used to drag these emails.

I's s - - I m - 0 x [P - x
F mm.  Sadnage  w oD 77 Coming Soon Try i now (@ &) |2 Fle Bt View Reporis Dutabsse Accounts System Windew Help =l5]x]
—_ D-G-B-|&-[X[@-[m[g @]« « » 0]+ —[v x[a]
mm
3 New Email ~ ‘ W~ = M 9 € = | & uweadRead BB~ M~ | SearchPeople | D Dashboend || T reooo0ce
RE000002 <
> . N Fram o Sugect Body. Receved From/To
Focused  Other By Dote v Test for FM3 Documents % | [Fronwmz =] [Fsnsmz =]
5 Toda &[] fotions N == Fomadde T SR
£ Gemma Phillips <gphillipssigmac | > © 7 e
Gemma Phillips To Gemma Phillips 09:18 [ Add New Document
4 Test for FM3 o818
E TolingTesing 15 elo (B
£ Testing Testing 123... (13 Documert Staius
5 ouer Hello out there. B8 Ene Charget Emai | petais |
. [ View e
F View Job Hstaey
2 Vi Slachaents
= Copy Job REQODOO2
Documents a
Expatlob
=
Es
A w3
=5 All Takders are up to date. | Canneded tor MicrosortExchance [ & = T o e o e 2 6% 4

Outlook Open Next To FM3
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Fle Home Send/Receive View Help (2 Comingsoon] i row @) 11 Vi R Do o g Mo 1o =lslx

- - N _ . - gﬂy)(am:‘%l.|~<-uo—~/x.

S Newemal - |l ~ B [~ | © % > | O Uweadrhead BB- P | scacnpeopie || Ko T o
RE00000

> Focused  Other ByDete v T Test for FM3 Do ts ‘F"'m e = et r"im'fd o z‘r nyan ]

§ | Tod % ctions 2 | eeves  Fom Fromddem T Shect

2 Gemma Phillips <gphillipssigmat

Gemma Phillips e To Gemma Phillips

'g' E Testing Testing 123...

25 ouer Hello out there... @ emal | et |

z ———— Gemma Phillips D

z Cony Job REGOXT2 Testng Testing 123, Hello v
ocumenls 2 Iy,

H

Export Jcb

=

2R

R 2R
ttems: 5 Al folders are up to dat onnected to: Microsaft xchange | [ | B —————#———+ 100% |ru3 UserGuickDS |ADMIN [ADMIN [Ghecking for = 00520.55 % ]
Email From Outlook Dragged Into The Email Page Within An FM3 Job
Select the email to move over, hold down the click, drag to FM3 and drop (let go).
P search = - a] PR - R . X
=l5] %]

/7 Coming Soon | Try it now (@ o)

M) File Edit View Repoits Database

Accounts System Window Help

File Home  Send/Receive  View  Help

= D& -8 |&- )"u.x({:,ﬁu...\;_zxAl
CR NeweEmall ~ | Il ~ B B~ | © € = | © Unead/Read B2~ [~ | Searchpeople & D“hm'd‘ [ Reboo0a:
, . N RE000002 o Fom ™ et Bady Received  FromiTa

Focused  Other By Date v Test for FM3 Documents N [ [ [ [Pz -] [y =]
g Todey ) Sle 5 ] |actions a | [recened FromAddiess  To Sibpect
2 . Gemma Phillips <gphillips.sigmat 195722 08:18 mmﬁg sigma GouticGemma Phiips  Test for FM3

Gemma Phillips To Gemma Phillips [y Adat
[ Testfor FM3 051 @
£ Testing Testing 123... Hello
£ Testing Testing 123...
> Older Hello out there... & Emai | Detais |
g Tertng Tesing 23
£
H Hello out there . ©
k4

Document 2
Expat Job
=
A
) Gl g

tems Allfolders are up to date. nected to: Microsoft Exchange | [ Bl ———————+ 100% |rm3 UscrGudeDB [ADMIN [ADMIN (Cheding for internal messages B 09:21:58 15/05/2022 05:16:* 5:2005202116% /]

Email From Outlook Attached To The Email Page Within An FM3 Job

Emails will now show against the job with information stored in the top box and the contents below.

RAISING A SUPPORT TICKET

You are always welcome to email or phone us directly, however, FM3 has a support feature which will
send an email (to support) straight from the application. Press F12, ensure ‘Send request to Help

Desk' is selected and click Next.
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A¥ FM3 - Win10S0L14Exp - %3.9483 - [Dashboard] - O X
MY File Edit View Reports Database Accounts Systern Window Help -2 x|
D-@-B- @ ¥[@-[aw]) 2@ v rm|s —]v x][a]
| | Dashboard
Sigma Support Request * lGMA
View Start Page wel EIGHTSYSTEMS
Job Status Events elcome
. This wizard will guide you through the various options to obtain support
Search for a job from Sigma. First of all, how would you like to contact us?
Show Recent Jobs
Show Recent Invai ethod of support
{~ Remote control
Address Editor - -
Fremm e T * Send request to Help Deski
Deleted Douments = Windows Remote Assistance
i iIre.,
Send a support/feature request to the Help Desk via Email. You can
include details such as affected formsfreports, and indude
Sigma Online Suppor| screenshots and other files as needed. A ™ticket”™ will be generated
and emailed back to you to track, f
’ ays. ;}
< Back | MNext = I Cancel
T =rTanT, TIETErSTIre
PO15 5TX email: HelpDesk @SigmaFreight. com
United Kingdom Website: www.SigmaFreight.com
Click here to download/start a remote support session
|FM3_UserGuideDB  [ADMIN |[ADMIN |Checking for internal messages @ 16:20:57 |18/05/2022 14:08:2 B: 20092021 184¢

F12 > Sigma Support Request Window

20/24



FM3 Basics User Guide

& |

Sigma Support Request b I
Identification i
First of all we need to know who you are, and what type of support you require.  You can optionally enter a
“reference” to be used in any further communication.

Name Email

[Administration |

Phone Number Reference

PFlease give the emal a Subject Ine .

|Subject Here

i
< Back
L

Sigma Support Request Window > |dentification

The following screen will ask for credentials, we mainly need ‘email’, ‘name’ and ‘subject’ to contact you
regarding the ticket. Fill out your information and click Next.

Priority will be the next screen, in which you can specify the urgency and benefit of the request. This
section is not necessary.

- |

Sigma Support Request : I

Priority &

Please tell us how important this request is, and when you need a response by (as well as how you want
that response)

[ Priority Date,Time Definition:
 High |Email back before |
& MNormal
© Low Date/Time

|18jo5/2022 ~| [20:20:55 =]

[save TimeManey = =]

<pack [ met> | concel |
il BT, MG iR e

Sigma Support Request Window > Priority
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-l |

1 Support Request

Details
Please desaribe the nature of your request here. If you like, you can list individual formsfreports and the
chamges to be made to them on the next stage of this wizard {dick next).

*:Eadilﬂext} Einish Cancel

T ol ST, Mol W

Sigma Support Request Window > Details

The details page is the body of the email, here explain what is going on and what steps you have taken

to get there.

‘Areas Affected’ relates to the specific areas of FM3 in question, this is not explicitly needed but might

speed up the process as support will know where to start looking.

L |

1a Support Request

Areas Affected

Please list individual forms reports and the changes to be made to them using the “Add" button (bottom
left). You dont have to supply these details, but it may help us identify the changes to be made.

a Forms |Ft!-pﬂrl!|

Form Caption |

Home

Please supply details below:

Md| dﬁadc[&extb Finish Cancel

— T Pl ST, McliEA W

Sigma Support Request Window > Areas Affected
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& |

Screen Shot
A picture paints a thousand words etc, so0 a soreen shot helps us to getup to speed quicker with where in
the application vou are refering. You can double dick to edit the image prior to sending to us.

A e R - Ly el
Fol vk g A
iT- = Y

" Fadlaa

8 Jeimn g e

[ =
MR A | O ' d

e T =
- '

Ly e g e

il Einish Cancel
T e T R TR I

Sigma Support Request Window > Screenshot

A screenshot will be taken showing the screen behind the Support Request Window, this will be

attached to the final email sent to Support. Screenshots help us to understand what was happening
and where to go to find a solution.

Finally, additional attachments can be uploaded, we would recommend taking additional screenshots

or creating an example (in cases where a new report or template is to be made) to convey the
information visually.
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-l |

-

ipport Hequest A I

Additional attachments ft

You can choose to attach other flles that may releate to your request, such as spedfication documents, or
additional screen shots

FileName | Description |

AddFie[s}l < Back || Finigh I Cancel

e L~ R~ il Pae- b E- ) L
Sigma Support Request Window > Additional Attachments

ADDITIONAL HELP

If you need additional guidance, please get in touch with us via email or telephone.
Tel: +44 (0) 330 223 5813

Email: helpdesk@sigmafreight.com
Website: https://www.sigmafreight.com/support/
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