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Address Editor User Guide

INTRODUCTION

FM3 has an address book feature for all companies and contact information, called Address Editor,
under the Database menu.

AY FM3 | GuideFM3 - x3.9494 - [Dashboard]

&Y File Edit View Reports Tools | Database Custorns Accounts System Window Help

D~k

[ Dashboard

View Start Page
Job Status Ever
Search for a job
Show Recent Jg

Show Fecent In

Address Editor

Container Yiew

Address Editor *
A

irlines

Charge Codes

Consolidation Yiew

Currency

Customs Offices

File Attachment Search
Flight Status Updates View
I50 ContainersType List

POD View

Relationships

Service

Validata Editor

Commodity

Ee

M 4 » H|-I' —|-/ X|A

Quotes View

Database Menu > Address Editor

elcome back to FM

Once open, it should already be populated with your addresses (if an import was previously organised)
and Airlines (e.g., Air Canada).

[ Dashboard || [] Address Editor

Stark Enterprise
Listing IAddressI Eﬂntaclsl Accnuntsl Typesl Mates | Attachmentsl Sealchl Sales I Extralnfnl Tasks.r‘HlstnryI

Search For Search In System Type Uszer Type Show Top:  OrderBy: W Descendng  Sales Co-ordinator
! I ICDdE =l I =] I | I'I 50 %) IFrequency ofuse v| I {all v|  CopyAddess |
Code Company Mame Addressl Addiess2 Town PostCode Country Code  Tel Email Sales A/CH Purchaze A/CH Created CreatedBy
ST Swann Customs 184 South Streel Farks TWw/2 008 us 02008120335 support@gwann, 59535959 59595959 23/09/2024 11:EADMIN I
MARID tario Bros. Shipping 2 Luigi Street Peach Town  ML2PDK JF 07130919852 waligé@Manio-5 41004450016 | 05134410 23/09/2024 11:EADMIN
DCBAT ‘wapne Enterprizes LTD 1966 Bat Lane Gotham BAT MdN us 01966073039 batman{@wayne, 4401501471 03311360 23/09/2024 11:EADMIN
STARK Stark Enterprise 20 Queen Shieet Queens M4R Il s 02008050258 helpi@stark com 9876543 9676543 23/09/2024 11:EADMIN
TARDI Tardis Transport Powell Estate City of London  "wHO 961 GB MZ23N71963  Tennant@T ardis TARDIS T&RDIS 23/09/2024 11:EADMIN
IMPODT Importer Test GB IMPO0T 17/05/2022 TT:EADMIN
CUFFE Cupboard Global 4 Privet Drive Little Whinging  HPZ2 001 GB 02001111657 general@cuppbe 02589632 03698523 23/09/2024 11:EADMIN
FTLTD Fellowship Transport LTD 12 Shire Retail P Middle Earth ME2 003 NZ (123456789 suppart@tellows 101220071 29071954 23/09/2024 T1:EADMIN
NABOOD MNaboo Logistics: 1597 Wookie Stre Space Sl 939 GB 01933071620 naboo@logistics 3216543 3216543 23/09/2024 11:EADMIN
GTSTA Stark Shipping 73 Wwinterfel The Marth W1NTR GB 817042011 info@StarkShipe 5 TARKS STARKS 23/09/2024 11:EADMIN
CLioo Client Test GB Client Client 12/06/2022 10:EADMIN

I 4 [= B -+ ~ - Show E zhibition O ptions

Address Editor > Listing Tab
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CREATING AN ADDRESS

There are two methods to create an Address, through Address Editor and when within a Job Picker.

Via Address Editor

To add a new address, click the red plus symbol in the bottom bar.

[ 2
J¥ File Edit View Reports Tools Database Customs Accounts System Window Help . = ﬂ
O o- - 5 M~ 5| 4
[ Dashboard || [ Address Editor
Stark Enterprise B
Listing l Addiess ] Contacts ] Accounts ] Types ] Motes 1 Attachments I Seaich ] Sales ] Extra Info ] Tasks/History ]
Search For Search In System Type User Type Show Top:  OrderBy: W Descendng  Sales Co-ordinator
v
[ | Code =l | | 180 2] [Frequencpofuse -] [l x| CopyAddess

Code Company Name Address] Addiess2 Town PostCode Country Code  Tel Ermail Sales A/CH# Purchasze /CH Created CreatedBy
SWANC Swann Customs 184 South Streel Farks Tw2 008 us 02008120335 support@swann, 59595959 59595959 23/09/2024 11:EADMIN |
MARID Maric Bros. Shipping 2 Luigi Street Peach Town  ML2PDE JF 07130919852 waligi®Marnic-5 41004450016 05134410 23/09/2024 T1:EADMIN

DCBAT “wayne Enterprises LTD 1966 Bat Lane Gotham BAT MM us O1966073039  batman@wayne, 4401501471 03311360 23/09/2024 11:EADMIN
STARK Stark Enterprize 20 Queen Stiest Queens 4R W3l us 02008050258  helpt®stark.com 9876543 987ER43 23/09/2024 11:EADMIN

TaRDI Tardiz Tranzport Powel Estate City of London 'wHO 961 GB 223111963 Tennant@T ardis TARDIS TARDIS 23/09/2024 11:EADMIN
IMPOOT Importer Test GB IMPO01 17/06/2022 11:EADMIN
CUFFE Cupboard Global 4 Privet Diive Little Whinging  HP'2 001 GB 02001111697 general@cuppbe 02583632 (3698523 23/09/2024 11:EADMIN

FTLTD Fellowship Tranzport LTD 12 Shire Retail P Middle E arth MEZ2 003 NZ 123456783 supportEtellows 10122001 29071954 23/09/2024 11:EADMIN
NaBOO Maboo Logistics 197 Wookie Stre Space SWw/1999 GB 01999071620 naboot@logistics 3216549 3216549 23/09/2024 11:EADMIN
GTSTA Stark Shipping 73 Winterfel The Narth W1NTR GB 817042017 info@StarkShipe 5 TARKS STARKS 23/09/2024 T1:EADMIN

CLioo Client Test GB Client Cligrt 12/06/2022 10:EADMIN

< 4 > B + & -* % Show E shibition 0 ptions

Address Editor > Listing Tab (Red Plus Highlighted)

A blank Address Entry will open.

[} Dashboard || [ Address Editor

Listing Address ] Cnntacts] Accnunts] T_I,Jpes] MHotes ] Attachments] Search] Entra Info Tasksinstm_l,l]

Code MHame
| Company Logo l Address [for cut+paste) l

Address |

|
Towmn | Pzt Code
Coounty |

Country

Clear

Telephone | Master Address Code

Email |

Wehszite |

I < B Bl = & o ® Show Exhibition Options

Address Editor > New Address Entry
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Mandatory basic information includes:

* Address Code - The

reference in jobs and other
documents to pull through
this address/ company
information.

Company Name - Name of
the business for documents
and printable reports.

Address - This will be the
location attached to jobs
when this code is used
(including Address lines,
Town, County, Post Code &
Country).

Via Job Picker

A second way to access the addresses for editing is through a job. Open the address picklist with the "...
button next to the code boxes. This works for all Address Picker boxes (e.g. Exporter, Importer, Haulier

etc.).

This will open the ‘Addresses Pick List'.

SEQ00015

Documents 3]

g

Achions

[ Add Mew Document
@ Frint Document
(34 Document Status

B Wiew Emnailz
Wiew Job Higtary

Wigw attachments

Copy &ttachments

Code Mame

Address |

Town |

Pozt Code

Courty |

Country

Address Editor > New Address Entry

Header l Details] Goods Descriptinn] Fao ] Itemns ]

coo | -l

Type | J Dept. |SE

Semice

coc [Ge

Exporter l Motes | Contact | Free Text |

= |

I Ref |

Export Job >
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| Dept. [5E [ |

Exporter l Motes | Contact| Free Text |

Tupe |

=

-] |Lam

Consignee antes ] Contact] Free Te:-:t]

-] lacTivE ) -

|| Addresses pick list *
Caode M ame Country  Show top Order By, W Descending [~ Show only E zporter
| |GB |3EIEI f_A] |Frequenc_l,l of uze j W Show only Active
Search For SearchIn
Client ] Motes I o | Telephone
|| Listing | Detail |
Code Company Mame Telephone Addressi PostCode Town
TaRDI Tardiz Tranzport 223111963 Powell Estate WwHO 961 City of London
IKMPO01 Imparter Test
MaBOO M abion Logistics 11333071620 197 Wookie Street 51 333 Space
Collection ] Notes | Cupboard Global 02001111857 4 Privet Drive HP2 001 Litte Whinging
Iﬁ CLIoo Client Test
GTSTA Stark Shipping 517042011 73 winterfel W1 NTR The Morth
HaPoo Hapag Llowd
MEWOOT  MNew Address erhtrht CB24 BTH
coLoo Collection Test
DELOOT Delivery Test
Dated Time: |__ ExaM0001 |ExampleCompaty 0123456789 Address] 654 321 City
—— |ExPOM EwporterTest
Edt | New <4 > B ok | Cancel
Export Job > Exporter Address Code Picker > Addresses Pick List
From here either click the ‘Edit’ button or the ‘New’ button to add or change an address.
r . Cruppboard Global .
Addess | Cantacts | Accounts | Types | Notes | Attachmerts| Search | Extra nfo | TaskstHistor | Addvess | Cortaots | Accounts | Types | Notes | Attachments | Search | Sales | Extra nfa| Tasks/History |
| ‘:.,dg |Name g ool e e | | \E:Dud:va "“;mp:mm — Company Loga | Addess Ifor cutspaste] |
Address [ Addiess [+ Privet Diive
[ [
Town '7 Post Code Town [Litle Whinging Post Code
Couny | I & County [Surey W2 001 |
Courty [5B - Courtry [GB -] UNITED KINGDOM
Telephone Master Address Code @ Telephone (02001111637 Master Address Code
Email | = Email [general@cuppboardgiob.com -
Website [ | Websts | =]
oK. Cancel oK Cancel
New Edit
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EDITING AN ADDRESS

Via Address Editor

To edit an address, search for the code or company name and, double click the address you want or
select and click the ‘Address’ tab to edit.

[} Dashbeard || [ Address Editor

Swann Customs

Listing l.-’-‘-.ddlessl Cnntacts] Accounts] T_I,Jpesl MHotesz l .-’-‘-.ttachmentsl Search] Sales l E:-ttlalnfcul Tasks.-’Histor_l,J]

Search For Search In Syztem Type Uger Type Show Top:  OrderBy: [ Descending  S:
! | |':°EIE ﬂ | ﬂ | ﬂ |1 a0 *_A] |Frequenu:_l,l of uze j m

Code Canpany Mame Addresz] Address2 T PastCode Country Code Tel Ermail
SN Swann Customs 184 South Streel Forks T2 003 s 020087120335 supports |
MARID Mario Eroz. Shipping 2 Luigi Street Peach Town  MLZ PDEK JF 07130919852 waluigi®
DCBAT Wayne Enterprizes LTD 1966 Bat Lane Gatham BAT MaM s 01966073039 batmand
STARE Stark Enterprize 20 Queen Street Queens 4R 3L us 02003050258 helplsst
TaRDI Tardiz Tranzport Fowell Estate City of London wHO 581 GE M22311963  Tennant
IMPO0T Imparter Test GB
CUPPE Cupboard Global 4 Privet Drive Little Whinging  HFZ 001 GE 020017111697 generalt:
FTLTD Fellowship Transport LTD 12 Shire Retail P tiddle Earth MEZ 003 HZ 0123456789 supportd
NABOO Maboo Logistics 197 Wookie Stre Space Swf1 9599 GB 01999071620  nhabool@
GTSTA Stark Shipping T3 Winterfell The North W1 HTR GB 517042001 infod@St
CLinot Client Test GE

I4 4 B Bl + -~ o % Shaw Exhibition Options

Address Editor > Listing

Address codes can't be edited; only the fields with a white background.

Cuppboard Global

Listing Address l Contacts] Accounts] Types] Motes ] Attachments] Search] Sales ] E:-:tralnfo] Tasksinstor}l]

Code MHame i L
CUPPE |Euppboard Global ompany Logo ]Address (Far Cut+paste]]
Address |4 Privet Drive

Town |Litle Whinging

Post Code
County |Surrey |HF‘2 om J
Courtry |GB | UNITED KINGDOM

Telephone |02001111697 W aster Address Code Clear
Ermail |general@cuppboardglob. com J
Web site | J

Address Editor > Address Tab

To save, click the green tick in the bottom toolbar or the save button at the top.
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ADDITIONAL INFORMATION

Subsequent tabs will hold additional information, such as Contacts, Accounts and Types.

Contacts

Contacts can be attached to address entries. This will add a specific individual to the overall address
and include them in jobs as an optional contact for the company.

[1 Dashboard || [ Address Editor

Listing] fddress  Contacts l.&ccnunt&] Type&] Mates ] Attachment&] Search] Eutra Infu:u] Ta&k&f’Histor}l]

Contact/D |F|0|e |Teleph0ne |Emai| |

L

I < g Bl 1+ - v x

Contact Details llnterests] Events | Motes |

Contact/D Salutation  Forename Irnitial Surname
| | | | |

Email Web site Rale

| | | =

[+ Prefered contact method

Telephone Fax tabile

[+ Prefered contact method [+ Prefered contact method [+ Prefered contact method

i< < [ - & ~ * » Shaow Exhibition Options |

Address Editor > Contacts Tab

Multiple individuals can be added via the Contact Details section within the Contact tab. Once all details
are added to this tab, select the green tick and a new contact should be added to the grid above.

Accounts

The accounts tab contains the financial data connected to the company.

8/14
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[ Dashboard || [} Address Editer

Listing] .-’-‘-.ddlessl Contacts Accounts l Tupes I MHotesz I .-’-‘-.ttachments] Search] Entra Info | TagkaHigtomy

Date Account opened Credit Linnit Balance

X = | |

Salez A/C Ma Purchase A/C Mo Wat Mo Wat Ext. ECRI
Deferment Defer VAT Acct Reprezentation Tupe Terms

Invaice Frequency Charge Currency |GBF' ﬂ |UNITED KINGDOM ﬂ

Per o =] inveice Curency |GEF  =| [UNITED KINGDOM =]

[~ Haz Own Batch
[ OnHaold

14 < [ Bl 4 & o ® Show Exhibition Options

ar

Address Editor > Accounts Tab

Sales A/C and Purchase A/C no are the account numbers set in your accounts package. Payment terms
can be added and edited here (e.g., Immediately, 30 Days).

Types

Finally, Types, are categories which group addresses and sort them for use.

[ Dashboard || [ Address Editor

Sigma B

Listingl Addlessl Contacts] Accounts Types ]Notes l .t’-‘-.ttachments] Searchl Extra Info | Tasksz/History

System ] Lger ]
[ Agent [ Depot Select Al
[ Airline [~ Ewxporter
) ) Mone
[~ Carrier I~ Haulier
[~ Client [ Importer Irer
[~ Collection [ Motify
[~ Consignes [~ Prospect &
[~ Consigrar I~ Supplier
[~ Competitor [~ Swstem '
[ Deliven [~ Customsz :
v Achive [ Customzwarchouse
Carrier SCAC code l—_|

I <4 [ Bl + ~ 2 - Show Eshibition Options |

Address Editor > Types Tab

When in a job, selecting an address, you can sort by type to ensure addresses are in the correct fields.

9/14
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Code Mame Country  Show top Order By, W Descending | [~ Show only Exporter

| | GE 300 % |Frequercyofuse v | o Show orly Active

Listing | Detail |

Code Caompany Marme Telephone Addresz] Town Sales ASCE

CUPFE Cuppboard Global 020017111697 4 Privet Drive Little "hinging 02589632
! HABOO Maboo Logistics 01399071620 197 Wookie Street Space 3216549

Ba, Britizh Ainways "W aterzide Heathrow Airport ba

WS Wirgin Atlantic Crawley Buziness Cuarter Crawley

CL Lufthanza CityLine Flughafen k.oln/Bonn K.l

BD Britizh Midland Airways L Dronnington Hall BDOO

BE Flybe Britizh European 44 1392 366669 Exeter |nternational Airpart Emeter

SIGHA Sigma 01433 1234567517 Brunel \Way Fareham

Zh t anarch Airlines Limited Londaorn Lutarn dirpart Lutan

Edit M I < P Bl ] Cancel

Addresses Pick List > 'Show Only Exporter' Tickbox Highlighted

The most useful categories are Client, Collection, Consignee, Consignor, Delivery, Exporter, Haulier,

Importer and Notify.

To save the entry, press the green tick in the bottom taskbar (from any tab).

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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ADDRESS NOTES

Where to find

The notes section is located within address editor and is one of the tabs along the top.

A) File Edit View Tools Reports | Database| Accounts System Window Help

[ Dashboard || [ Address Editor

D-&-B-|@-|x|=-

¥ Container View

| = X|a

Address Editor

[ Dashboard

View Start Page

Job Status Events
Search for ajob
Show Recent Jobs
Show Recent Invoices

>

Address Editor
Quotes View
Create New Job
Deleted Documents

ES

Airlines

Charge Codes
Consolidation View
Currency

Customs Offices

File Attachment Search
Flight Status Updates View
150 ContainersType List
POD View
Relationships

Service

Validata Editor
Commodity

pack to FM3

Create a Job

Search Jobs

Sigma
Listing | Address | Contacts | Accounts | Types | Notes | Attachments | Search | Sales | Extra Info | Tasks/History |
Search For SearchIn System Type User Type Show Top:  Ord
| [oiama [CompanyName = T ~ [ [fe
Code Company Name Address1 Address2 Town PostCode Country Code  Tel
SIGO01 Sigma GB

This is the layout of the page. Its important to note that the two tool bars are separate and the bottom
one acts on behalf of the whole address i.e. adding/editing an address. The higher tool bar in the

middle is for the purpose of the notes section.

[ Dashboard | [ Address Editor

Sigma

Listingl Addressl Eontactsl .&ccountsl Types MNotes .ﬂttachmentsl Searchl Etra Info Tasks.-"HistoryI

S pecific | General I

Mote Fef Created Created By
»
I e B Bl - - W x
Mot | Condition I Help I
Mote Ref |
1< < Bl . v ® Shaw Exhibition Optiohs

Adding a Note

To add notes to your addresses you need to create a note line you can start this by pressing the Plus +

icon in the middle or by simply typing in a note ref in the box. This will create a temporary line press the
tick ./ button to complete.
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The actual note you want to add should be entered in the bottom section. Each time you make a
change to the note save the change by pressing the tick Icon. To cancel editing the note press the cross
X button and to delete the note press the minus - button.

Sigma

Lislimg| Addless| Eonlacts| Accounts | Types Notes |Atlachments| Sealch| Sales | Extralnfo | Tasks/History

Speciic I General |

Note Ref Created Created By Priarity
= Note 1 30/05/2024 16:33.42 ADMIN
14 < = P

Note |Cunditiun| Help |
Note Ref [Note 1

This is an example Note

How to Utilise

To Properly Utilise the note switch to the
condition tab, this will bring up a list of
checkboxes. On the left are all the address types
if they have been filled in on the Types section of
Address Editor then these will reflect that. On the
right is the Priority setting of the note default
medium.

Mate CanditinnIH.ﬂp |

[~ Agent [~ Delivery MNotes Pricrity
[ Airline [~ Depot " High
[~ Carrier ™ Exporter {+ Medium
v Client [~ Haulier " Low
[ Callection ™ Importer

[~ Consignee [~ Motify

[~ Consignor [ Supplier

The Types here will determine when the note will come into affect on an address field. For example if i
don't have collection checked then when i add the client no note will show up where as if it was then it

would show.

Collection |Nntes | Ennlacl' Free Ta:-:l]

Collection Motes IEnnlact' Free Ta:-:ll

[s1G001 | Ref |

Sigma

UNITED KINGDOM
TEL:

Fax:

D ates/Tirne:

~||00:00:00 =

The Priorities affect different attributes of the
notes.

Low

Will highlight the notes tab and enter the note in
the text field.

Client JREESM Contact | Free Tet |

This is an example Note

"2 T PR IS [ —
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Medium

Works mostly the same as a low priority but will switch the current tab to the notes tab when the
address code is entered.

High
This will generate an alert into the users view that will display the note when the address code is

entered. Note only appears when adding the address not every time on the open of the job. It will then
act similar to the medium priority switching to the note tab.

Related Address X

T_\JDE «e| De
Exporter | Notes | Contas

—

nformation x

Client m Eantactl ﬁ This is an example Note
[
[siG00T ] Ref |

Sigma
UNITED KINGDOM
Fax:

Collection |Noles | Conts

—

Date/Time: | v“[[l:l]]:ﬂl] j‘ Date/Time: l“l]ll[[l:l]] i‘

General Tab

This tab is simply to add a note to the Address on Address Editor not used elsewhere in the system

[ Dashboard | [ Address Editor

Lislingl Addressl Eontactsl Accountsl Types Motes Attachmentsl Searchl Extralnfo | Taszks/Histary

Specific  General |

2] < . Bl 4= & o *® Show E=hibition O ptions
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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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