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Move Management Setup

This topic covers the initial settings needed for general Move Management functionality. In general
Move Management covers the following:

Order Management:
e Household Goods
e Special Services
e Military and Government
e International Forwarding
¢ National Account Profile
e Task Management

Local Dispatch

Long Distance Dispatch

Claims Management

Van Line Interfaces

Claims setup is covered within the Claims topic and currently the following van line interface topics are
available:

SIRVA Hub Integration with MoversSuite

UniGroup Downloads

UniGroup Uploads

Refer to the Additional Setup Areas section for a complete list of available topics.

The following sections provide the basic instructions on setting up a database environment for Move
Management functionality. The guide lists the setup areas in a particular order since many of the
settings are dependent on others being set first. MoversSuite recommends starting out small. Do not
set up more branches, for example, than are absolutely necessary since it is more than likely that
adjustments will need to be made as one works through the environment settings in order to optimize
the system. In other words, start out with a good base and go from there. It will be much easier to go
back and make corrections and additions than it is to possibly start over.

Environment setup is facilitated by use of two tools: MoversSuite Administration web, a web-based

interface that contains setup screens for more recent functionality;anda 2 3SNR& {dzZA S ! RYA YA
an application that is installed along with the MoversSuite administration that also provides particular

access to environmental variables. Read more about the web-based administration tool through the

MoversSuite Administration topic.

Details needed for specific functionality will be provided through training and/or through support.
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Van Line, Agents, Branches, and Accounts Setup

This section covers the environment variables that define the van line, agents, branches of services, and
national accounts that an organization will reference.

Van Line Setup

a2@SNRa {dzAGS ' RYAYAauNr A2y B aa{ B DSYSNIf B *zly [AY

Define the van lines that will be referenced through MoversSuite, including any that will be referenced
by third party applications. The van line is associated to many records including Agents, Branch, and
National Accounts.

The table below describes the variables used to define van lines records.

Fields appearing in red are required when adding new records for the particular setup area.

Van LineField Description

Van Line Code Enter a single-character identifier for a van line.
Example:
M (for Mayflower)
U (for United)

Van Line Name Enter the name of the van line in free-form text (up to 30 characters).
Example:
Mayflower
United Van Lines

Customer Number  Enter the customer number associated to a particular van line (up to 15 characters).
This setting may be required for statement imports from an external interface.

Vendor Number Enter the vendor number associated to a particular van line (up to 15 characters).
This setting may be required for statement imports from an external interface.

Image URL Specify the name of an image file (up to 2048 characters) that will be included on
invoices generated through MoversSuite. The image file must be loaded into the

report server and is dependent on the Include Van Line Imag#ag setting. Refer to the
Image URL Setting topic for details.

Examplewvan_line_logo.jpg

DOT Enter the Department of Transportation number for the van line (up to 50 characters).
Phone Number Enter a general contact phone number for the van line (up to 30 characters).
Extension Enter a phone extension for the contact phone number (up to 10 characters).

Note: XmlExternallnterfaceVanLineMap table may need to be set up to support statement imports from
an external interface for particular van lines. Refer to the SIRVA XmlIExternallnterfaceVanLineMap
Settings for SIRVA Statement Import topic for details.

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 6



Agent Setup

MoversSuite Administration web > Move Setup > Agent

Move Management Setup Guide

Enter the agents whom represent the moving company or affiliated van line.

Use the table below when defining agent records to be used by an organization.

Fields appearing in red are required when adding new records for the particular setup area.

AgentField

General Information

Agent ID

Van Line

Name

Sister Agency flag

Sister Agency

Contact

Memo

Vendor

Address
Address

City
State

Country

Description

Enter a value (up to 10 characters) used to uniquely identify an agent.

If this agent is to be referenced by an external interface, such as van line download,
then the format of this value must match how it is stored on a the external system.

Agents are assigned to a MoversSuite order within the Agentstab for booking,
origin, hauling, and destination specifications.

Select a van line from the provided list (as defined within Van Line Setup) to be
affiliated to this agent.

This value must be accurately set in order to ensure successful exchange of data
between MoversSuite and external interfaces.

Enter a text description (up to 30 characters) for the agent. The Name will be what
is displayed throughout MoversSuite.

Setting this flag will instruct MoversSuite to recognize this agency as belonging to a
group of agents assigned to a particular branch. Typically, sister agency association
allows an agent to assign income to a sister agency within Revenue Entry or allows
an agent to book orders for other sister agents. Personnel belonging to a sister
agency will be accessible to all sister agencies. Refer to the Personnel Setup for
details.

Setting this flag will allow access to the Sister Agency selector.

Select a branch that this agency will belong to from the provided list.

For initial setup, the Branch may not be available. The Sister Agency setting may
need to be revisited after the Branches are defined. Refer to the Branch Setup.

Enter the name (up to 30 characters) of the contact for this agent.

Enter a memo (up to 60 characters) to be associated to this agent. This information
will appear when selecting or inquiring on an agent. Extra phone numbers and
contact information can be set within this field.

Associate this agent to a vendor defined within Microsoft Dynamics GP. The
Vendor must be correctly associated to the agent for accurate financial reporting.

Enter the street address for the agent (three lines up to 228 characters each). The
address is throughout MoversSuite for agent selection, inquiry, and invoicing, etc.

Enter the city (up to 26 characters) associated to the street address the agent.
Enter the state (up to 26 characters) associated to the street address the agent.

Select a country from the list for the street address of the agent.

a2 @SNDA
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Postal Code
County
Phone Numbers

Home Phone Number

Fax Number

Branch Setup

Move Management Setup Guide

Enter a postal code for the street address of the agent (up to 10 characters).

Enter a county code (up to 3 characters) for the street address of the agent.

Select a country for the home phone number from the list provided. The country
selected will dictate the format in which the home phone number must be in.

Enter a home phone number and extension (up to 10 characters) for the agent.
Select a country for the fax number from the list provided. The country selected
will dictate the format in which the fax number must be in.

Enter a fax number for the agent.

MoversSuite Administration web > Common > Branch Setup

Branches can be defined to represent an agency, a region of operation or service, a geographic area, or
an accounting or reporting area. Reporting and record retrieval are the two primary purposes of a
branch and it is not generally associated to accounting within MoversSuite.

MoversSuite suggests that consideration be taken when creating branch records: branch usage and the
ability of the user to distinguish them from one another within MoversSuite are very important and can
have a impact on the flow and effectiveness of an organization.

Use the table below when creating branch records.

Fields appearing in red are required when adding new records for the particular setup area.

BranchField
General Information

Name

Brand ID

Agent

Van Line

Degription

Enter the name (up to 30 characters) used to identify the branch.
This name entered here will appear throughout MoversSuite. Branches are
associated to a MoversSuite order at the time a lead or order is created.

Enter an identifier for the branch (up to 5 characters). This will be the value
that typically represents the record in MoversSuite. Users will select this
identifier when creating orders, generating revenue and storage billing,
creating invoices, reporting, etc.

It is not uncommon to have the Branch ID match a related Agent ID.
Tip: Create Branch Name and Branch IDs that are easy to identify from within
MoversSuite, avoid using all numeric values, etc.

Select an Agent directly related to this branch. Refer to the Agent Setup for
more information.
Select a Van Line affiliation for this branch.

Note: It is important to associate the Van Line at this time in order to enable
searching, even if it serves no other purpose at this time.

Refer to the Van Line Setup for more information.

a2dSNDR& {dzA 4GS
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Estimate Prefix

Estimate Number

Image URL

DOT

Dispatching Common View

General Ledger Setup

Branch Code

Company Code

Control

Advance Setup

Company Number

Move Management Setup Guide

Estimates established in MoversSuite will begin with the prefix (up to 4
characters) entered here . Itis not uncommon to have an Estimate Prefix that
is similar to the Branch ID/Agent ID.

Estimates are created as leads through MoversSuite > Go To > Move
Management > Sales Leadd will require the user to select a branch.

Enter the starting number (up to 10 digits) for the estimates in MoversSuite.
The Estimate Number follows the prefix, which combine in a hyphen-separated
FT2NXYI G 2% bdbtbtbbb b b d ¢

Note: This is not a static value. The Estimate Number will be updated when
new sales leads are created in MoversSuite. Currently, MoversSuite allows
duplicate Estimate Numbers, as well.

Specify the name of an image file (up to 2048 characters) that will be included
on invoices generated through MoversSuite. The image file must be loaded
into the report server and is dependent on the Include Branch Imagéag
setting. Refer to the Branch Image URL for Invoices topic for details.

Examplebranch_logo.jpg

Enters the Department of Transportation number for the branch (up to 50
characters).

Enter the area code (4 characters) that represents the branchQ service
location. This four-character code is used to associate this branch to other
branches and/or to a general geographic area as viewed through Local
Dispatch. When a Service Brancls selected in Local Dispatchservices from
all branches that have the same Dispatching Common View code as that of the
selected branch will be displayed.

Example:A company may choose to associate all west coast branches to a
O2RS 2F a![h/é FYR gKSYy Ftyeé oNIyO
Branch in Local Dispatch, services for all the branches will appear with work

grid for the specified date range.

This field is referenced by the MoversSuite > Local Dispatch > Service Branc
functionality.

Enter the code (up to 10 characters) that represents this branch for recording
accounting and financial transactions with.

Enter the code (up to 10 characters) that represents the company that this
branch belongs to for the purpose of recording accounting and financial
transactions with.

Select the actual GL Control Account from the provided list that will be used
with this branch for the purpose of recording accounting and financial
transactions with.

Enter a value (up to 32 characters) that is supplied by a banking service
provider and is used to name the upload file containing driver advance
transactions to be processed by the external banking service provider.

This setting is reference within the Driver Advances Upload File Setup topic.

FTP Host Directory Enter a name of the directory on the application server (up to 64 characters)
where the upload file will be stored and referenced by the automatic upload
a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 9



Branch Contacts
MoversSuite Administration web > Common > Branch Setup > Contacts

Move Management Setup Guide

process when sending driver advance transactions to a banking service
provider.

This setting is reference within the Driver Advances Upload File Setup topic.

Set contact information for Address Types as needed. Important: At least one Address Type must be

set up for each br

anch.

Tip: A single, default address will be referenced by MoversSuite if other requested Address Types
are not set up; if desired, only a Default address will need to be defined.

Contact Add
Default

resyypes

Invoice Header

Payment Remittance

Physical

Services

Shipping Correspondence

Description

MoversSuite will attempt to locate Address Types
as requested by the particular functionality, such

as Invoice Header when generating invoices, and

if it sees that particular type is not set, then it will
use data from the Default.

This address information will display in the header
section of invoices generated for this branch.

This address information will display in the
remittance section of invoices generated for this
branch.

Enter the physical address for the branch.

Enter the address information for the location of
branch services.

Enter the address information where branch
shipping correspondence should be directed.

Refer to the Branch Address Type Settings for more information on usage within Invoicing.

Branch Address Typeield Description

Address Type

General Information

Select the record type that will be updated from the available list. The
available Address Types are described above.

Contact Enter the name or position of the person (up to 30 characters) that is the
contact person for this branch address for the specified Address Type.

Title Enter the title (up to 50 characters) for the branch address for the specified
Address Type.

Address

Address Enter the contact street address (up to 256 characters).

City Enter the contact city (up to 26 characters).

az2@BSNR& {dAldGS {2Fl6FNBZ [ ] 10



Move Management Setup Guide

State Enter the contact state (up to 2 characters).

Postal Code Enter the contact postal code (up to 10 characters).
County Enter the contact county code (up to 3 characters).
Email Enter the contact email address (up to 120 characters).

Phone Number

Phone Enter the contact phone number (up to 30 characters).
Extension Enter the contact phone extension (up to 6 characters).
Fax Enter the contact fax number (up to 30 characters).

National Account Setup

MoversSuite Administration web > Move Setup > National Account

Define accounts that will need to be referenced through MoversSuite. These accounts are typically
volume movers and may be tied to a van line, in which case the account number used to identify these
accounts should match that assigned to them from the van line.

These accounts differ from Customershat are defined within Microsoft Dynamics Gor accounting
purposes.

The National Account is referenced throughout MoversSuite including within the Billing Information
screen and within the Account Profilemodule (see the Account Profile topic for more information).

Use the table below to define national accounts.

Fields appearing in red are required when adding new records for the particular setup area.

National Accountrield  Description

General Information

Name Enter the name (up to 25 characters) for the account.

Dept. Agency Enter the department agency (up to 27 characters) this account belongs to.

Contact Enter the contact person or position (up to 25 characters) for the account.

Bureau Service Enter the preferred bureau service provider (up to 27 characters) for the account.

Account # Enter identifier (up to 15 characters) for the account.

Notes Enter notes (up to 60 characters) to attach to this account. Notes will be visible
when the account is inquired upon and appears as a memo attached to the
account.

Address

Address Enter the street address (up to 256 characters for each line) of the account.

City Enter the city (up to 26 characters) of the account.

State Enter the state (up to 2 characters) of the account.

az2@BSNR& {dAldGS {2Fl6FNBZ [ ]
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Country Enter the code (up to 3 characters) of the account.
Postal Code Enter the postal code (up to 10 characters) of the account.
County Enter the county code (up to 3 characters) of the account.

Phone Number
Phone Country Select the country of the phone number from the drop-down list.

Phone Enter the phone number prefix and phone number (size and format depends on
the country selected) of the account.

Extension Enter the phone extension (up 10 characters) for the account.

Note: MoversSuite recommends that a generic account be created primarily to be used to assign Task
Definition records to in the case that no account really needs to be associated to them. An example
g2dA R 0SS |y | 002dzyi ¢AdGK GKS ylYS 2F 4DSYSNAO !

O
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Custom Fields Setup

MoversSuite Administration web > Move Setup National Account > Custom Fields
Eight custom fields are available to MoversSuite users. The labels are defined as Custom Fields and will

appear within MoversSuite > User Defined Fields > Customer Spedifigser can enter responses (up
to 30 characters in length) for each question defined here.

Cusztomer Specific

Dur's Nurber | TMO Sit Authit | i

3

Rark/Grade | SIT Date In [vrrrMMDD) | i

1

Payes EINH | SIT Date Out [vrYMMDD) | j

F

Code of Service I &gent Marme {Last, First, M1} I i

Use the table below to define custom specific fields to appear within MoversSuite.

CustomFields  Description

Label 1 Enter the label (up to 30 characters) for the first user defined field.
Label 2 Enter the label (up to 30 characters) for the second user defined field.
Label 3 Enter the label (up to 30 characters) for the third user defined field.
Label 4 Enter the label (up to 30 characters) for the fourth user defined field.
Label 5 Enter the label (up to 30 characters) for the fifth user defined field.
Label 6 Enter the label (up to 30 characters) for the sixth user defined field.

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 12
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Label 7 Enter the label (up to 30 characters) for the seventh user defined field.
Label 8 Enter the label (up to 30 characters) for the eighth user defined field.
a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 13
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Labor, Driver, and Service Types Setup

This section lists the setup needed to define personnel and equipment roles within MoversSuite,
including labor types, driver types, and service type.

Labor ype Setup

a2@SNRa {dAGS ' RYAYyAauNrdAz2y B aa{ B DSYySNIrf B [l02NI ¢

Use this setup to define the roles of those who will be referenced within MoversSuite such as packer,
loader, coordinator, driver, salesperson, etc. These are the people who be included on order and
service requests within MoversSuite.

Labor Types can be defined in any manner and can be as specific as needed. Define all the types that
would be typically associated to an order, such ones for local driver, long distance, and local CDL driver,
etc.

Employees will be associated to a Labor Type within User Setup. Specifically, the Labor Type is
referenced within the MoversSuite Administratiorg web > User Setup > Personnel > Labgpe field.

Use the table below to define Labor Types for use within MoversSuite.

Fields appearing in red are required when adding new records for the particular setup area.

Labor Type Field Description

Labor Type Enter the name for the type (up to 20 characters) including those required
from the Required Liaor Typegsable below. Records defined here will be
assigned to MoversSuite users and personnel within the Personnel Setup.

IsLocal Dispatch { S GKA& Ftl3 G2 a,¢é¢ G2 KIFI@S dzasSt
assigned to crews within Local Dispatch.
CKA& Tt 3 Ydzad -dsgatchinétdassigrepersonnato ¥ 2 NJ
services.

Item Code Select an Item Code from the available list to link this labor type to when
financial transactions are created in Revenue Entry.

GL Number Enter a general ledger account number (up to 10 characters) to link this labor
type to when financial transactions are created in Revenue Entry.

IsLongDistance { S0 GKA&a FtlF3 G2 a,¢ (2 KIFIOBS GKA:Z
Long Distance Dispatch.

The Is Local Dispatchnd Is Long Distanc#lags can both be set for a single Labor Type. This will make
these employees available within both Long Distance Dispatch and Local Dispatch.

Required Labor Types

Important: MoversSuite requires that the following Labor Types be set up:

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 14
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Required Labor Type Description

Claims Adjuster Adjuster within the Claims module.

Claims Expense Not used as a labor type.

Coor Will be used for all coordinator types, such as transportation, logistics, and
Other Agents.

Disp Dispatcher within Local Dispatch.

LD Disp Dispatcher within Long Distance Dispatch.

Mover Mover within Local Dispatch.

Packer Packer within Local Dispatch.

OA Surveyor When sales handle OA surveys in addition to their own sales, both the OA
Surveyor and Salesperson will be defined for an order.

Revenue Clerk Clerk assigned to perform revenue related tasks for the order.

Sales Salesperson assigned to the order.

In addition to the required Labor Types, MoversSuite suggests that the following types be defined as
well.

Suggested Labor Type Description

Contractor Contractor for local services.
LD Driver Long distance company drivers.
No Labor Type Used for employees that will use MoversSuite and will not be

referenced by the application itself. Examples include branch managers
and administrative professionals.

Owner Operators Specific driver within Long Distance Dispatch.

Percent Employee Used for employees that are paid a commission or percentage for their
involvement in a job. This is typically in addition to the commissions
paid to other labor types such as a packer.

Driver Type Setup

a2 JSNDE {dAGS ' RYAYAAdNI GA2y B aa{ B DSYSNIt B 5NAISN

Define the type of driver that will be assigned specifically through your organization for Long Distance
Dispatch. These can include owner operator, company driver, lease, etc.

The Driver Type is similar to a Labor Type, however, the Driver Type is a required link in assigning a
driver to an order within Long Distance Dispatch. Driver Types must be defined for drivers within the
User Setup in order for the driver to display within Long Distance Dispatch and to have commissions
processed for these drivers, as well.

az2@BSNR& {dAldGS {2Fl6FNBZ [ ] 15
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Use the following table to create Driver Type records.

Fields appearing in red are required when adding new records for the particular setup area.

Driver TypeField Description

Description Enter the name of the driver type (up to 30 characters).
Example:
Owner Operator
Company Driver
Lease
None

GL Number Enter a general ledger account number (up to 10 characters) to link this driver
type to when financial transactions are created in Revenue Entry.

Service Type Setup

a2@SNRa {dAGS ' RYAYA&aiUNIdGA2y B aa{ B [20Ff {SNBAOS B {

Define all types of local services to be offered through Local Dispatch. Any specific task assignment that

can occur for an order will need to be defined as services, such as packing, loading, no pack, unloading,

driver assist, etc. Avoid associating the Service Type to a particular dispatch. For example, create

Gt O1Ay3¢ YR I @2AR a[20Ff tFO1lAYy3A¢é YR G[2y3 5Aal

The Service Type is specifically referenced within MoversSuite > Local Dispatch > Add/Edit Local
Service

Important: A Service Type will need to be created for each branch that will be using the service.

Fields appearing in red are required when adding new records for the particular setup area.

Service Typé&ield Description

Service Enter the name of the service (up to 30 characters). Each service will
need to be created for each branch of service.
Example:

Auxiliary Service
Commercial Delivery
Commercial Move
Deliver

Driver Assist

Load

Pack

Pack/Load
Pack/Load/Deliver
Service Cancelled
Storage

az2@BSNR& {dAldGS {2Fl6FNBZ [ ] 16
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Unpack
Warehouse Handling

Units 9y i SNJ SAGKSHWNI GBS A & FY SilKaSdzNIESRNI 6 &
service is measured by cartons.
The Units setting generally affects the choice for Labor type and
whether the Average Cartons Per Hour or the Average Weight Per
Hoursisneeded. LY ISy SNI f I heffthelldbd Typeib A |
SELSOGSR G2 0SS GKIG 2F F LI O1S
Types is expected to be that of a mover.

Labor Type Select a Labor Type from the available list to be associated to this
service. The Labor Type will influence which services are available
within Local Dispatch.

Avg Cartons Per Hr L¥ GKS !yAala Aa aSa G2 a/é& GKS
single packer is reasonably expected to handle within an hour.

Avg Weight Per Hr LT GKS | yAlda A atheavdrige niardberafpalindsak S
single mover can reasonably handle within an hour.

Item Code If the Service description will be linked to imported revenue items then
it will need to be associated to an Item Code. In which case, select the
appropriate Item Code from the available list.

Branch Select a Branch from the available list. A branch must be assigned to a
service in order for it to be available within Local Dispatch.
Services must be assigned to a branch in order to be available for
orders and personnel assigned to that branch.

Service Type Group After defining all Service Types, it may be desired to group services
together for reporting purposes. At which time, the Service Type
Groups can be defined and an administrator can revisit the Service
Type setup and select the appropriate group from the available drop-
down list.

Manual Entry HoursFlag { SG G KA & Ff I 3 § 2-comiputéd haurd withiri tie 2 &
Local Dispatch > Add/Edit Local Serviceirs./Manfield to be
overridden by the MoversSuiteuser. L ¥ G KA & Ffl 3 Az
computed hours cannot be manually adjusted by a MoversSuite user.

Use the table below to define groups of Service Typeswithina 2 SN & {dzZA S ! RYAY A & i NI {
Local Service > Serv Type Group

ServiceType Group Field Description

Service Type Group Enter the name of the group of service (up to 20 characters). These
values are assigned to Service Type records and are use for
consolidating data for reports.

Example:
Local Services
Transportation
Warehouse Handling

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 17



Move Management Setup Guide

International

User Setup

User Setup involves creating Security Profiles and Personnel records. Security Profile records define a
class of privileges to MoversSuite functionality that can be assigned to defined users. Personnel records
will include all those that access and use the MoversSuite application, such as coordinators, in addition
to those that will be referenced within the application, such as drivers.

The User Details List report can be used to confirm users. It includes in its listing the username, Report
Profile, Security Profile, Labor Type, and User ID for each user.

MoversSuite Security

There are multiple levels of security access to MoversSuite and related applications and to functionality
therein. The table below lists the type of security and the access it grants.

Security Type Description

Application Execution This is the security provided by Information Technology (IT) personnel
that controls the access to the various programs. This access can be
controlled through a third party application, such as Citrix, or through
privileges that grant access.
a2@SNBE{dZAGS FTYR a2@SNDa {dzAdS
programs that physically reside on a server. Access to these programs
is one level of security.

Note: Some functionality is not deployed to a client system.
Certain modules are provided at additional cost and are only
deployed to client systems that have paid for their functionality.

Licensing The MoversSuite application requires valid license keys to access the
program. These keys also control how many users can be set up to
access MoversSuite.

Application license is defined within MoversSuite Administratiorg
web > Common > License Key Registrati@ach customer will have
unique keys providedtothemo & a2 ASNRA& {dzA G S {

Username and Password ~ Access to MoversSuite and MoversSuite Administration - web requires
valid username and passwords. Users defined within MoversSuite
Administration ¢ web > User Setup > Personnel > User Setilpbe
those that can access the MoversSuite and MoversSuite Administration
- web. These users also count towards the licensing requirements.
Customer Web Portal users are defined within Web User Setupalso

within User Setup. These users also need username and passwords,
however, these users do not count toward licensing requirements.

Security Profile MoversSuite users are granted access to functionality within the
application through Security Profile assignment through MoversSuite

az2@BSNR& {dAldGS {2Fl6FNBZ [ ] 18
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Administration ¢ web > User Seip > Rersonnelrecords.

Security Profiles link modules of functionality to branches of services.
Users assigned to a profile that does not include a certain module or
branch will not be granted access.

Standard MoversSuite modules are listed within the Standard
MoversSuite Modules section. Access Type and the Manage flag allow
for additional security. Find more information within the Security
Profile Setup topic.

Branch access is described within Branch Setup and relates to
particular group of orders to which the user can access.

Report Profile All documents accessible through MoversSuite are assigned to Report
Profiles which are then assigned to personnel records through
MoversSuite Administratiorg web > User Setup > PersonrnelUser
Setup These documents include Reporting Service reports, bookmark
letters, Crystal Reports, etc.

Refer to the Report Setup and Administration topic for more
information.

Labor Type Labor Types control which users can access either Long Distance
Dispatch or Local Dispatch interfaces through its settings.

Other type definitions control access to a limited degree. If a Driver
Type is not setup and assigned to a driver, for example, that driver
cannot have orders assigned to them.

Refer to the Labor Type Setup for more information.
Administrative Roles Roles assigned to personnel through MoversSuite Administration >

User Setup > Personnel > Robiefine which areas the user can access
within MoversSuite Administration.

Find more information within the Assigning Administrative User Roles
section.

Safety Holds Administrative Holds can be placed on personnel and equipment
restricting them from being assigned within Local Dispatch and Long
Distance Dispatch.

See Setting and Removing Administrative Holds for more information.

Security Profile Setup

MoversSuite Administratior; web > User Setup > Security Profile

Security Profiles link modules of functionality to branches of services. Users assigned to a profile that
does not include a certain module or branch will not be granted access to orders or functionality
associated to the particular module or branch.

Use the table below to create Security Profile records that will be assigned to personnel within
MoversSuite Administratiorg web > User Setup > Personnel > Usetupe> Security Profile

Fields appearing in red are required when adding new records for the particular setup area.

az2@BSNR& {dAldGS {2Fl6FNBZ [ ]
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Security Profile Fields Description

Module Select a Module from the provided list to be assigned to the profile.
Standard modules are listed within the Standard MoversSuite Modules
section.

A Module is the area of functionality to be accessed by users assigned to
this Security Profile.

Branch Select a Branch from the provided list to be assigned to the profile. Users
assigned to the selected Branch will have access to the Module.

Since each order in MoversSuite must be assigned to a branch, the
branch assigned to the profile controls which orders a user can access for
the selected module.

Refer to Personnel Setup for details on assigning branches to personnel.

Access Type Select Fullto grant users the ability to add, edit, and delete records and

perform other related functionality within the Module for orders linked
to the specified Branch.

Select Read Onlyto limit users to viewing data within the Module for
orders linked to the specified Branch.

Manager flag Setting this flag will grant additional privileges to users assigned to this
profile.

When the flag is set for the Order Informationmodule, the users will be
granted access to the Account Profile Managemerinterface. See the
Security Profile Settings for Account Profiles for more information.

When the flag is set for Order Informationand Revenue Entrynodules,
these users will be able to override the Invoice Requirementalue set
within the MoversSuite > Billing Informatioscreen.

Tip: MoversSuite suggests granting coordinator and dispatcher profiles the ability to view (Access
Type of Read Only) both Local Dispatch and Long Distance Dispatch modules for all branches

(I

ocations). This is to ensure that communication is not disrupted across locations.

Use the following procedure to define new Security Profile records.

Creating a new Security Profile

1.

2
3
4.
5

6.

Access MoversSuite Administrationg web,

Open the User Setup > SecuyitProfilescreen,

Press New and the Security Profile will become active,
Enter the name of the new Security Profile

Press Saveto add the record,

Note: All assignments existing in other profiles can be copied into this profile. Select the
Profile to be copied from within the Copy Assignments section and press Copy. All
assignments will be added to the opened/new profile. This can be repeated to copy
assignments from multiple profiles. When duplicate assignments are found, as determined
by a match on Module and Branch, will not be copied.

In the New Security Profile Assignmeattion:

az
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7. Select a Module to be assigned to the profile. This is the area of functionality within
MoversSuite that will be granted access to users of this profile. Refer to the Standard
MoversSuite Modules for a listing,

8. Select a Branchto be assigned to the profile. This setting control which orders a user has access
to within the area of functionality defined by the Module. Users must be assigned to the
branch as determined by the MoversSuiteq web > User Setup > Personnel > Assigned
Branchessetting,

9. Selectan Access Typef Read Onlyto limit user access to the selected Module for the selected
Branch or select Fullto grant full privileges,

10. Check the Managerflag to grant additional privileges to the selected users (as described in the
table above). Note: This setting only applies to the Order Informationand Revenue Entry
modules,

11. Press Saveto add the detail assignment to the profile,

12. RepeatSteps 9 through 11 to add other assignments.

StandardMoversSuite Modules

Modules provide access to MoversSuite functionality. They are assigned to Security Profile records and
grant user access by branch of services. Refer to the Security Profile Setup section for more
information.

Modules appearinginredl N3 02y a A RS NER/ ¢0LIIYAR22RL S 40 ditKkRRI OFy 6 S

MoversSuite Module
Administration

Administrator

Advance Management

Advance Processing

AR Credit & Collections (Fall 2009)
Cash Receipts

Claims

Claims Payment Processing (not available)
Commission Statement

Customer Statements

Dynamics GP API

Dynamics GP Order Inquiry
International

Local Dispatch

Long Distance Dispatch

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 21
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Military/Government

NAVL Statement Integration
Order Information

Payment Management
Quote

Recurring Billing Generation
Recurring Billing Setup
Report Manager

Revenue Entry

Safety Systems

SIRVA Statement Integration
Special Services

Tasks

UniGroup Statement Integration

Van Line Revenue Import

Additional functionalityiscanbebuilt-A y 2 | Of ASydiQa aeaidisSys A®dSod 2 LIA
MoversSuite. These modules are not included upon a standard installation of MoversSuite and are not
under module-related security. They include the following:

e Account Profile

e Customer Web Portal

e Document Management

e |IGC/TechMate Interface

Personnel Setup

MoversSuite Administratiorg web > User Setup > Personnel

Use the Personnel setup to define employees that will be working within the MoversSuite application
and those that will be referenced within the application. Not only will the Personnel setup define an
employee record, but is used to set up personnel to do a variety of functions. The following describes
the functions provided through the Personnel setup:

e Define employee work status

e Assign a Labor Type to an employee

e Assign Employee # and employment data such as hire date and contact information
¢ Set the employee to be commissionable and to receive advances

¢ Control which branch locations the user belongs to or has access to
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e Associate key dispatch data to a driver, such as Driver Type and Line Haul %, within the Dispatch
tab

e Grant access to the Customer Web Portal using the Web User Setup

o Define User Access within the User Setup tab by granting MoversSuite and MoversSuite
Administration access through Username, Password and Security Profile settings and allowing
access to a particular Report Profile

e Set up MoversSuite Administration ¢ web users access to functionality within the Roles tab

¢ Define and monitor key safety features of the employee through the Safety tab

Important: The MoversSuite application should not be considered a human resource application. Itis
software for move management and does not include the security necessary to protect all personal
information.

If an employee will be performing multiple functions within the organization, then separate Personnel

records will need to be established. If a salesperson will be performing the function of a coordinator, for

example, then two separate Personnel records will need to be created: one in which the Labor Type is

that of salesperson and another for a coordinator. Each record can be created with the same settings,

such as Employee #, but MoversSuite suggests using a First or Last Name and Username that not only

identifies the name of the employee but also identifies their role when signed in; It is not uncommon to

FAYR t SNA2YYSt NBO2NRa O2y il AyAy3a a{YAGK &6[h/ 03X W
driver as being local or long distance, respectively.

Use the table below to define personnel who will be using MoversSuite or will be referenced by it.

Fields appearing in red are required when adding new records for the particular setup area.

PersonnelField Description

Generd Information

First Name Enter the first name (up to 16 characters) and middle initial (1 character) of the
M employee.
Last Name 9YGSNI GKS SYLX 2eS8SQa tFrad ylyYS odzL

If creating multiple Personnel records for an individual employee, MoversSuite
recommends entering some value, in addition to the name, that identifies the
SYLX 28SSQa NRtS Ay GKS 2NBFYATFGA2

Employee # Enter the number (up to 8 characters) assigned by the organization to identify
this employee.

Hire Date Enter or select the date of hire for the employee (in MM/DD/CCYY format).

Effective Date Enter or select the date that the employee began effectively working for the
organization (in MM/DD/CCYY format).

Status Select a Status value for this employee. The following default values are
available:

ACTIVE
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Labor Type

Note

Accounting

Commission Plan

Vendor

Advance Setup
Account Number
Account ID

Advance Cap Trip
Advance Cap Order

Assigned Branches

Available

Assigned

Default Branch

Contact
Address
Phone Numbers

Other Information

Move Management Setup Guide
INACTIVE
REVIEW

Assign a Labor Type to this employee from the list of those defined within the
Labor Type Setup.

Enter notes (up to 60 characters) to be displayed when viewing this employee
record.

Assign this employee to a Commission Plan as defined withinthea 2 @S N &
Administration > AFS > Commissions > CPMasgarp.

Select a vendor to link the employee to an account for financial reporting.

Advance Processingodule must be enabled to take advantage of these options.
This topic is covered in detail within the Driver Advances Driver Setup.

Enter account number (up to 16 characters) and identification (up to 16
characters) provided by a banking services provider if uploading advance
transactions to the banking service provider.

Enter the maximum amount (up to 10 digits) that an employee can assigned per
trip and/or order.

This is a list of branches defined within the Branch Setup topic.

Select (>>) or remove (<<) branches from the list of those assigned for this
employee. An employee can be assigned to or work on orders listed in their
assigned branch(s).

Select a default branch from the list of assigned branches. The Default Branch
will be referenced by third party interfaces and for the Customer Web Portal.

Enter the mailing address of the employee.
Enter Home, Work, Cell, Pager, Alternate, and Fax numbers for the employee.

Enter an Email address and Voice Mailbox # for the employee.

The Email address is used in several places within MoversSuite especially in
dispatch to send notices to coordinators and crew members. See the Email and
Calendar Options in MoversSuite topic for details.

Dispatch

Driver Type Select a type from the list created in the Driver Type Setup.

Driver Level Enter the driver classification level (up to 20 characters) for the employee.

Driver # 9YGSNI 6KS RNAGSNDAa fAOSyaS ydzyo SNJ

Fuel ID Enter the identification number (up to 10 characters) provided by the fuel
supplier for this employee.

Fuel PIN Enter the personal identification number (up to 10 characters) for the employee
provided by the fuel supplier.

Line Haul % Enter the line haul percentage (up to 2 characters) this employee will receive

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 24



Van #

Available Hours

Web User Setup

Username

Password

Profile

Login Count

User Type

Company

User Setup

Number of Users

Username

Password

Security Profile

Report Profile

Roles

Available Roles

Move Management Setup Guide
from the organization for transportation revenue.

The number identifying the van in use by this driver will display in this read-only
field.

Enter expected number of hours for the expected days that the employee will be
available for crew assignment within Local Dispatch.

Customer Web Portdlunctionality must be enabled to take advance of these
options. Refer to the Customer Web Portal Setup for more information.

Enter the name (up to 12 characters) the user will use to log into the Customer
Web Portal.

Enter the password (up to 12 characters) the user will use to log into the
Customer Web Portal.

Select a profile from the available list. The Profile options is comprised of the
Task Definitions created within MoversSuite Administration¢ web > Common >
Task Setumnd is used to lookup records in MoversSuite based on the Task
Definition setting (Name, Address, Phone tab).

This is a read-only field displaying the number of times that the Username has
been used to log into the Customer Web Portal. Changing the Username will
reset this counter.

Select a type of either ElectronicsHousehold Goodsor Special Commoditieto
determine what search criteria is used and how the retrieved data will be
displayed. It is important that the User Type is compatible with the selected
Profile.

Enter a title (up to 12 characters) to display within the Customer Web Portal
when users are logged in.

This is read-only information on the number of User Access records that have
been defined and total number allowed (Licensed Users).

Enter a unique identifier (up to 12 characters) and password (up 12 characters) to
for the employee if they will be a user of MoversSuiteor MoversSuite
Administration ¢ web. The Username and Password will be used to log into both
applications.

The Username will appear in the window title within MoversSuite.

Entering a Username and Password will create a User Access record, each of
which counts towards the number of existing users. Avoid creating User Access
records for personnel that will only be referenced within MoversSuite, such as
drivers.

Select a profile from the list of those defined within the Security Profile Setup to
grant this employee the appropriate access to MoversSuite functionality.

Select a profile from the list of those available to grant this employee access to
particular reports as defined withinthea 2 @S N & { dzAXiRepofis >/ 2
Report Profilesetup. See the Allowing Access to Reports Documents topic for
more information.

This is the list of roles that are available to be mapped to users that will access

a2 @SNDA
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Mapped Roles

Safety

License Expires Date

Last Physical Date

Administrative Hold

Next Physical Date

Safety Events

Move Management Setup Guide

MoversSuite Administration ¢ web. The roles tie to specific areas within the
MoversSuite Administration ¢web that can be accessed by the user when they
are mapped.

Add (>>) or remove (<<) roles from the user.

More information is available within the User Roles and Access section.
The Safety SystemsG 2 LJA O O2@SNAR (KA& Gl oQa
9YGSNI 2NJ aStS0OG GKS RIGS GKAa SYLX
format).

dza

Enter or select the date this employee had a physical examination (in
MM/DD/CCYYY format).

Placing an Administrative Hold on a driver will prohibit them from being assigned
to a crew in Local Dispatch or to a trip or order in Long Distance Dispatch.
Clicking on the Administrative Hold box will open a dialog to enter a reason for
the hold. A hold will also create a Safety Events record.

Enter or select the date this employee is schedule to receive a physical
examination (in MM/DD/CCYYY format).

Thissectionisl f AadAy3a 2F f233SR S@Syda i
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EquipmentType and Recor&etup

This section describes how equipment can be set up to be dispatched through Local Dispatch.

Equipment Type Setup

a2 @SNRa {dzA G S ! RY Angral 3 Eqhipmigrit 2 Buidfinera Bype B DS

Equipment Type records are used to classify the equipment to be assigned to and dispatched through
Local Dispatch.

Fields appearing in red are required when adding new records for the particular setup area.

Equipment Type Field Description

Type Enter a descriptions to classify equipment by (up to 20 characters). The types
defined here will be referenced when creating vehicle records within Equipment
Setup.

Important: A Equipment Type of Van must be set up. This type is required to
associate trailers to interstate shipments.

Examples:
Van
Trailer
Tractor
Pack Van

Item Code Select an Item Code to associate the equipment record to a revenue item used to
generate transactions in Revenue Entry.

Cost Enter the amount (up to 16 digits) that represents an expected charge for this type
of equipment.

Equipment Setup

MoversSuite Administratiorg web > Move Setup > Equipment
a2@SNRa {dAGS ' RYAYA&aidNrdAz2y B aa{ B DSYySNIrf B 9ljdzAi LIYS

Define the equipment that will be dispatched to local services.

This setup is divided between the two administration tools. Use the table below as a guide in creating
the record within MoversSuite Administration ¢ web and then adding to the record, if needed, using
a 2 @S NieAdmifistzation.

Define Equipment records using MoversSuite Administratiorg web > Move Setup > Equipmersetup to be
assigned to local services within MoversSuite.
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Fields appearing in red are required when adding new records for the particular setup area.

Equipment Field
Equipment > New
General Information
Description

Equipment Number

Type

Status

Local

Long Distance
Assigned Branches
Available

Assigned

Safety
Equipment Condition

Administrative Hold

Last Sanitized Date

Next Sanitized Date

Last Inspection Date

Last Inspection Date

Last Inspection Odometer

Description

Press New to activate the screen for new record entry.
Description

Enter equipment name (up to 20 characters).

Enter the number (up to 12 characters) that will be used to identify this
particular piece of equipment. The Equipment Number will be a primary
identifier (Equipment ID) when assigning equipment in Local Dispatch.

Select a classification for this piece of equipment. The classifications are defined
within Equipment Type Setup and will be a primary identifier when assigning
equipment in Local Dispatch.

Select a value from the following list that defines the state the piece of
equipment s in:

Active

In Shop

InActive
This setting will appear within Local Dispatch but has no effect on the ability to
assign the equipment to a service.
Set this flag to allow the piece of equipment to be assigned to local services

Set this flag to allow the piece of equipment to be assigned to interstate moves.

This is a list of branches defined within the Branch Setup topic.

Select (>>) or remove (<<) branches from the list of those assigned for this piece
of equipment. A piece of equipment can only be assigned to orders that have a
branch matching one of those assigned to the equipment.

The Safety SystemsG 2 LA O O2@SNA (GKA& G 6Qa dz

Select the description that best describes the equipment from the provided list.

Placing an Administrative Hold on a piece of equipment will prohibit it from
being assigned to a services in Local Dispatch.

Clicking on the Administrative Hold box will open a dialog to enter a reason for
the hold. A hold will also create a Safety Events record.

Enter or select the date this piece of equipment was last sanitized (in
MM/DD/CCYYY format).

Enter or select the date this piece of equipment is scheduled to be sanitized (in
MM/DD/CCYYY format).

Enter or select the date this piece of equipment was last inspected (in
MM/DD/CCYYY format).

Enter or select the date this piece of equipment is scheduled to be inspected (in
MM/DD/CCYYY format).

Enter the odometer reading for this piece of equipment when it was last
inspected (up to 10 digits).

a2 @SNDA
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Last Service Date Enter or select the date this piece of equipment was last serviced (in
MM/DD/CCYYY format).

Last Service Date Enter or select the date this piece of equipment is scheduled to be serviced (in
MM/DD/CCYYY format).

Last Service Odometer Enter the odometer reading for this piece of equipment when it was last
serviced (up to 10 digits).

License Due Date Enter or select the date that the license is due for this piece of equipment (in
MM/DD/CCYYY format).

ICC Due Date Enter or select the date that the International Code Council (ICC) membership is
due for this piece of equipment (in MM/DD/CCYYY format).

Safety Events ¢CKAAa aSOGA2y Aa | tAadAy3a 2F f233¢

safety record.

Once the equipment records have been defined within MoversSuite Administration ¢ web, they can be
further built upon withina 2 @S N & { dzatiorS MMR>YEqyipinénii> Equip

¢tKS F2ft2gAay3a (Fro6fS ftAada GKS FTAStRa GKFG | NB
the MoversSuite Administration ¢ web.

Equip Field Description

VIN Enter equipment name (up to 20 characters).

Cubic Feet Enter the cubic feet of the item.

Weight Enter the weight of the item (in pounds).

Make Enter the manufacturer make of the item.

Model Enter the model number for the item (up to 10 characters).

Length Enter the length of the item (in inches).

Height Enter the height of the item (in inches).

Fuel ID Enter the identification number (up to 10 characters) provided by the fuel supplier for
this item.

Year Enter the year this item was manufactured.

Actual Date Enter the date the item was purchased on (in MM/DD/CCYY format).

Department Enter the department code (up to 2 characters) within the organization that this itemis
listed under.

Equipment Level Enter the classification for the item.

Notes Enter notes (up to 60 characters) to be displayed when viewing this item record.

az2@BSNR& {dAldGS {2Fl6FNBZ [ ] 29
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Tractor Number Enter the identification for a tracker item (up to 12 characters).

Tractor Status Select a status from the available listbasedonthea 2 S NRa {dzAGS ! R
MMS > General > Equipment > Equipment TYRgType}etup.
Access to Equipment records is also available through MoversSuite > Tools > Manage > Resources
interface, where records can added and edited.
Resources
Lacal Equipment | Long Distance Equipment
Egquipment Type: |RE SR WIM: |1 GCFGTEWEW 032443 Effective Date: |1/1/2
L ik Number:lﬂﬂ'l ;I Cubic Feet: ID Statuz: |Active
M ake: IEhE'-.-'rI:dEt Wieight: Il:l
Year |'| 933 Level: ID
ol e o M S o g et el o i gl e e gl i s s A . A el B BBl i e et
Figure 1: MoversSuite > Tools > Manage > Resources screen
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Produd Setup

Use this section to define the products offered through MoversSuite.

Difficulty Status Setup

a2@SNRa {dzAGS ! RYAyAal NDifiFacey B aa{ B [20Ft {SNBAOS b

Define base difficulty factors to be used when calculating the duration of service within Calculate
Difficulty Factorfrom within MoversSuite > Local DispatchLecal Service > Add/Edit Local Service
window. Calculate Difficulty Factor allows for the default hours set for the service to be recalculated.
Reference the Service Type Setup for more information.

Fields appearing in red are required when adding new records for the particular setup area.

Difficulty Status Field Description

Factor Name Enter description for the factor to be used when computing duration of service
through Local Dispatch. This name will name will appear as the Factor field that the
user selects from.

Factor Enter the factor as the percentage increase to be added to the default Difficulty
Factor. For example, if the Difficulty Factor is a 1, for no increase in service
duration, then a factor of .24 would modify the Difficulty Factor of service to 1.24 of
the computed time.

The Difficulty Factor is used to increase the amount hours for a service (crew times
hours) by an additional amount computed as:

(NUMBER IN CREMultiplied by HOURS FOR SERVICE) multiplied by FACTC
MoversSuite provides the following default settings:

Default Factor Name Default Factor

Long Carry .24
Stair Carry .24
Elevator .30
Self Storage 24
Fragiles 24
High Value Items 24

Dispath Status Setup

a2z@SNDa {dAGS ' RYAYAAGNrdA2y B aa{ B [20It {SNBAOS B 5

Define status values for services assigned through MoversSuite > Local Dispatch

a2@PSNDR& {dzAdS {2Fd6l NB= [ ] 31



Move Management Setup Guide

Fields appearing in red are required when adding new records for the particular setup area.

Dispatch Status Field Description

Status Enter description for the status that a local service can be in when assignments are
made within Local Dispatch. The following default values are supplied by
MoversSuite:

Crew Left for Job
Crew Arrived at Job
Job Complete
Email Set the Email flag to allow personnel assigned to the order to received notification

when the status has changed. This topic is covered within the Automatic Email
Service subject.

Lead Type Setup

a2@SNDa {dzAGS ! RPMaadAygei NI GA2Yy B aaf{
Define the type of leads that a salesperson can select from within MoversSuite.

Fields appearing in red are required when adding new records for the particular setup area.

Lead Type Field Description
Lead Type Enter description for the type (up to 20 characters) to be available from within the
MoversSuite > New > Sales Lead > Lead Sdiigltk

MoversSuite provides the following default values:

Yellow Pages

Referral

Other
If leads are integrated with IGC Software for data exchange, then the description should
match that supplied by IGC Software exactly.

Note Type Setup

a2z@SNDa {dAGS ' RYAYAAGNrdA2y B aa{ B b2dS ¢eLIs

Define the type of notes that can be created for a MoversSuite order within the Notes tab. Note Types
are also referenced by third party interfaces. Reference the following subjects for more on Note Type
usage:

SIRVA Upload and Download Setup and Administration
UniGroup Download Setup and Administration

UniGroup Upload Setup and Administration
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Note Type fields are described within the table below.

Fields appearing in red are required when adding new records for the particular setup area.

Note Type Field Description

Note Type Enter description for the type (up to 128 characters) available from within the
MoversSuite >Note Type>Add Notes >Typefield.

Van Line Code Enter the code (up to 10 characters) that is used by a third party interface in identifying
this record when exchanging data with MoversSuite.

Important: MoversSuite provides a standard list of default Note Type records many of which are
required by certain pieces of functionality. The default list should not be altered.

Payment Method Type Setup

MoversSuite Administration web > Move Setup > Payment Method

Define the methods that can be associated to an order through the MoversSuite > Billing Information
Payment Information > Methodield. This setting is specifically referenced by SIRVA integration.
Reference the SIRVA Hub Order Upload and Download topic for usage and further setup details.

Fields appearing in red are required when adding new records for the particular setup area.

Payment Method Field Description
Payment Method Enter description for the type (up to 64 characters) available from within the
MoversSuite > Billing Information > Fment Information > Methodfield.
Examples:
American Express
Bill Customer
COD Cash/Certificate Funds
Discover

Interface Select the third party interface that will reference this record when exchanging
data with MoversSuite.

External Code Enter the code (up to 16 characters) used by the selected Interface for identifying
this record when exchanging data with MoversSuite.

Payment Type Setup

MoversSuite Administration web > Move Setup > Payment Type

Define the types that can be associated to an order through the MoversSuite > Billing Information >
Payment Information > Typé&eld. This setting is specifically referenced by SIRVA integration.
Reference the SIRVA Hub Order Upload and Download topic for usage and further setup details.

Fields appearing in red are required when adding new records for the particular setup area.

>
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Payment Method Field Description

Payment Type

Interface

External Code

Enter description for the type (up to 64 characters) available from within the
MoversSuite > Billing Information > Payment Infornian > Typefield.

Examples:

Account

COoD

Prepaid
Select the third party interface that will reference this record when exchanging
data with MoversSuite.

Enter the code (up to 16 characters) used by the selected Interface for identifying
this record when exchanging data with MoversSuite.

Product Code Setup

MoversSuite Administratiorg web > Move Setup > Product Code

Define the types that can be associated to an order through the MoversSuite > Move Information >
Shipment Details #roduct Coddield. This setting is specifically referenced by SIRVA integration.
Reference the SIRVA Hub Order Upload and Download topic for usage and further setup details.

Fields appearing in red are required when adding new records for the particular setup area.

Product Code Field Description

Product Code

Interface

External Code

Enter description for the type (up to 64 characters) available from within the
MoversSuite > Move Information > Shipment Details > Product Cheld.

Examples:

Agricultural

Art Object

Auto ¢ Relocation
Computer Equipment
Home Electronics

Select the third party interface that will reference this record when exchanging data
with MoversSuite.

Enter the code (up to 16 characters) used by the selected Interface for identifying this
record when exchanging data with MoversSuite.

Product Type Setup

MoversSuite Administratiorg web > Move Setup > Product Type

Define the types that can be associated to an order through the MoversSuite > Move Information >
Shipment Details > Pauct Typefield. This setting is specifically referenced by SIRVA integration.
Reference the SIRVA Hub Order Upload and Download topic for usage and further setup details.

a2dSNDR& {dzA 4GS
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Fields appearing in red are required when adding new records for the particular setup area.

Product Type Field Description
Product Type Enter description for the type (up to 64 characters) available from within the
MoversSuite > Move Information > Shipment Details > Product Tiigle.
Examples:
Computer
Files
Furniture
PC Equipment

Interface Select the third party interface that will reference this record when exchanging data
with MoversSuite.

External Code Enter the code (up to 16 characters) used by the selected Interface for identifying this
record when exchanging data with MoversSuite.

Shipment Type Setup

a2@SNDa {dzAGS ! R\ShipmerdTyped A2y B aa{ B

Define the type of shipment that can be associated to an order within MoversSuite > Move Information
> Shipment TypeThis field is referenced by order and order request uploads to third party interfaces.
See the UniGroup Upload Setup and Administration and Shipment Type Setting for SIRVA subjects for
more information on Shipment Type usage.

Fields appearing in red are required when adding new records for the particular setup area.

ShipmentType Field Description

Shipment Type Description Enter description for the type (up to 64 characters) available from within the
MoversSuite >Move Information> Shipment Typdield.

Van Line Code Enter the code (up to 16 characters) supplied by a third party interface that
represents this shipment type referenced when uploading or downloading
order records.

State Area Setup

a2 JSNDE {dAGS ' RYAYAAdNI GA2y B aa{ B DSYySNIt B {GFGS !

Create associations between state codes and regions using this setup. These will be used when
searching through the Find >Dispatch Informationto identify orders. Reference the Find topic for
usage.

Fields appearing in red are required when adding new records for the particular setup area.

State Aea Field Description

State Enter a code for a state or province (up to 2 characters). These values are associated to
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dispatching only. Users will enter the state code for orders directly from within the
MoversSuite > Name, Address, Photad.

Enter a code for the area of service (up to 2 characters). These values will be used to
search for orders within the Find > Dispatch Informatiotab.

MoversSuite provides default values for all the United States including the District of Colombia, a blank
value, and all Canadian Provinces.

Valuation Setup

MoversSuite Administrationg web > Move Setup > Valuation

Define the valuation descriptions and per pound amounts to be added to an order. Valuation
information is included in uploads to third party interfaces.

Fields appearing in red are required when adding new records for the particular setup area.

Valuation Field

Valuation

Valuation

Per Pound

Van Line

Interface

External Code
Per Pound

Amount

Description

Enter description for the valuation (up to 30 characters) to be set within MoversSuite >
Moving Information and MoversSuite > Claims

The Valuation may be required for SIRVA order registration uploads. This usage is
described in detail within the Valuation Settings for SIRVA and Valuation Per Pound
Setting for SIRVA topics.

Set this flag to have MoversSuite to enable the Per Pound field. Once enabled, users
will be able to set the Per Pound amount that will compute an initial valuation amount
based on the selected per pound rate and the weight of the order.

Use the Per Pound tab to define the per pound rates.

Select the van line(s) that can reference this valuation record when downloading and
uploading orders to the specified Interface.

Van Line records are defined within the Van Line Setup.

Select the third party interface that will reference this valuation record when
downloading and uploading orders.

Enter the codes used by the selected Interface for identifying this valuation record.

Enter the dollar amount to be referenced within MoversSuite for valuation records
requesting the Per Pound. These values will be available within the Per Pound field
within MoversSuite.

Note: This field is in dollars and cents and requires at least two digits be entered. For
SEFYLX SZ Iy BYUUNBS2FRBSRpPEASAPMDPHp PE
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Order and Move Type Setup

Set up the format and behavior of a orders created within MoversSuite.

Order Numbers Setup

MoversSuite Administratiorg web > Move Setup > Order Numbers

Order Number definitions are assigned to Move Types and are used to control the look and numeric
sequence of the MoversSuite Order Number. MoversSuite Order Numbers are comprised of several
elements, all of which are defined within this setup with the exception of the segment data (Partial,
Overflow, Set-off) that is supplied by a third party interface, if applicable.

Van Line Order Segment Pseg | | 55eg

|

|

NNNNN-NNNNNNN-NN-N-N-N

Agent Prefix

Year OSeg

Figure 2:MoversSuite Order Number format

Use the table below to define the format of Order Numbers used within MoversSuite. These will be
assigned to Move Types (see Move Type Setup) which, in turn, are linked to order records in

MoversSuite.

Fields appearing in red are required when adding new records for the particular setup area.

Order Numbers Field

Description

Prefix

Minimum

Maximum

Year Length

Description

Enter the name of the Order Number record (up to 25 characters) to be assigned to
a particular Move Type. Refer to the Move Type Setup for usage.

Enter an agent prefix (up to 4 characters) that will be incorporated into the Order
Number.

Enter the minimum value (up to 10 digits) that the Order Segment portion of the
Order Number can be. This is the starting count of the Order Number assignment
in MoversSuite.

The Minimum and Maximum values are used to specify a particular range that new
orders will be assigned to for this Order Numbers record.

Enter the maximum value (up to 10 digits) that the counter portion of the Order
Number can be.

Enter the number of digits (1 to 4 digits) that the will be incorporated into the
Order Number.

The Year Length field will determine what number of digits of the year display
within the Order Number. The count of Year Length will be taken from Current
Year beginning from the right.

a2dSNDR& {dzA 4GS
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Current Year

Next In Sequence

Next Year Sequence

Van Line

Move Management Setup Guide

Example Entering a Year Length of é2¢ will display the Current Year value 2 T2006¢
asangé HAGKAY GKS hNRSNJI bdzyoSN®

Enter the current year (1 to 4 digits) to be incorporated into the Order Number.

Enter the next value (up to 10 digits) to be assigned to the Order Segment portion
of the Order Number. The value entered for the Next in Sequence will typically be
within the range specified by the Minimum and Maximum values.

Enter the starting value (up to 10 digits) to be assigned to the Order Segment
portion of the Order Number when orders are booked for the following year.

The option to book an order for the following year is found within the Book Order
dialog as the Order Number Fronsetting:

Book Order Information

Fleaze complete and/ar werify the following required information
to book, this Order

Lagt Mame/Company Mame Firt Mame & bl

Order Mumber From;

Branch Type of Move % This Year
I LI I ;I = Mest Year
Sawve Cancel |

Figure 3: MoversSuite > Book Order dialog

Select a van line from the available list. Selecting a van line will automatically
associate orders booked under this type to the specified van line.

Van Lines are defined within the Van Line Setup topic.

Order StatusSetup

a2z @SNDa { dzk i S MMRX0def Seiup>IQrdér Satys b

Fields appearing in red are required when adding new records for the particular setup area.

Move Type Field Description

Status
an order through MoversSuite > Order Status

Enter the name of the order status record (up to 25 characters) that can be assigned to

The Order Status is used throughout MoversSuite to define the state of the order.

Examples:
Assigned

az2@BSNR& {dAldGS {2Fl6FNBZ [ ]
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Booked
Completed
Loaded
SIT

Voided

Move Type Group Setup

Mover@ Suite Administration 3MMS > Order Setup Move Type Group

Fields appearing in red are required when adding new records for the particular setup area.

Move Type Field

Description

GL Number

Description

Enter the name of the Move Type Group record (up to 20 characters) to be
assigned to a particular Move Type record. The Move Type Group allows the move
type to be associated to a general ledger account

Enter a general ledger number (up to 10 characters) to be used when creating
financial transactions.

Move Type Setup

MoversSuite Administration- web > Move Setup > Move Type

Move Types define several
The Move Type is linked to
Move field.

key elements of an order including branch and general ledger assignment.
an order when it is booked or through the Move Information > Type of

Fields appearing in red are required when adding new records for the particular setup area.

Move Type Field
Move Type

Description

Branch

Move Type Group

Is Long Distance

Description

Enter the name of the Move Type record (up to 25 characters) to be assigned to a
particular Move Type.

Select a Branch from the list of those defined within the Branch Setup. The branch
selected here will be assigned to any order created using this record.

Select a Move Type Group from the drop-down list to associate a general ledger
account to this particular move type record.

This flag controls which orders will be available to be assigned within Long Distance
Dispatch. Orders belonging to this move record that have the this flag checked can
be assigned to trips within Long Distance Dispatch.

Note: This flag has no effect on Local Dispatch or Local Services.

a2dSNDR& {dzA 4GS
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Order Number Style

External Interface
Mapping

ExternalCode

Interface

Move Type

Move Management Setup Guide

Select a style to be set when this Move Type is assigned to an order in MoversSuite.
Refer to the Order Number Setup for more information.

Selecting ¢none- will turn on the Manual Order Numbeflag that will require the
user to enter a free-form Order Number when booking orders.

Unique Order Humber il

Pleaze supply a unigue Order Humber.

Yan Line

| =]

Qrder Humber Partial Owerflow Set-0ff

B I

[IF | Mo Order Humber |

Figure 4: MoversSuite > Book Order > Unique Order Number dialog

Enter the code (up to 15 characters) to be used to associate this Move Type record
to a corresponding type to be referenced when exchanging data with a third party
interface (as specified within the Interface field).

Select an interface that will reference the External Code when exchanging data with
MoversSuite.

Select a Move Type that will be linked to the External Code.
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Special Services Setup

Special Services allow users to define and manage 3™ provisio (special commodities) orders. Products
such as microscopes, radio and radar equipment, biomedical products, antiques, tradeshow and exhibit
items, etc., that may be considered unusual to an organization and may require specialized handling or
equipment can all be organized and managed using Special Services.

Manufacturer Setup
a2z@SNDa {dAGS ' RYAYAAGNrdA2y B aa{ B {LISO/2Y B alydzZl O
MoversSuite > Tools > Manage > Manufacturer

Define records for fixture manufacturers that may need to contacted. Fixtures are linked to an order
through MoversSuite > Special Services > Store Information

Fields appearing in red are required when adding new records for the particular setup area.

Manufacturer Field Description

Name 9YGSNI KS FAEGdINB Y y dzétérsixiiateaBeNidked toy |
store information through MoversSuite > Special Services > Store Information
Fixtures.

Manufactures will be required when setting up fixture records. Refer to the
Fixture Type Setup.

Contact Enter the name of the contact person or position at the manufacturer (up to 50
characters).

Address and phone information can be associated to defined Manufacturer records withinthea 2 @S N &
Suite Administration > MMS > SpecCom > Manufacturer AddeegsManufacturer Phone Number
setup areas.

Access to manufacturer records is available through the MoversSuite > Tools > Resources >
Manufacturersscreen, where manufacturers can be set up, changed, or deleted.
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Manufacturers X |
M anutacturer Addrezs City State |Zip Contact
Heiuvenatinn Lighting | 2550 M. Micolai Stn| Partland OrR (37210 Stewe Wallers
Add b anufacturer Edit Manutacturer | Delete Manufacturer [].4

Figure 5: MoversSuite > Tools > Manage > Manufacturers screen

Fixture Type Setup
a2 SNRAa {dZAiGS ' RYAYyAadNI A2y B aa{ B {LISO/2Y B CAEGdNS
MoversSuite > Tools > Manage > Fixtures

Define records for fixtures requiring special handling, shipping, or installation that will be consistently
requested by vendors.

Fixtures are linked to an order through MoversSuite > Special Services > Store Informatcneen.

Fields appearing in red are required when adding new records for the particular setup area.

Fixture TypeField Description

Fixture Description Enter the item name (up to 50 characters) that will be used to identify this record
within MoversSuite > Special Services > Store Information > Fixtdeésitions.

Fixture Value Enter a monetary value (up to 10 digits) for the fixture.

Manufacturer Select a manufacturer for the drop-down to be associated to this fixture record.

Number of Pieces Enter the typical number (up to 10 digits) of items included with the shipment.

Installation Charge Enter a monetary value (up to 10 digits) to be specified as a typical installation
charge for this fixture.

Weight Enter the weight of the fixture in pounds (up to 10 digits).

Length Enter the length of the fixture in inches (up to 10 digits).

Height Enter the height of the fixture in inches (up to 10 digits).

Fixture Number Enter the number (up to 20 characters) that will be used to identify this fixture.

Width Enter the width of the fixture in inches (up to 10 digits).
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Fixture records can be accessed through the MoversSuite > Tools > Manage > Fixtuseseen.

X

Fisture Manufacturer |Pejuvenation Lighting j

Fisture # Deszcription Pieces |"Weight [ alue Length |%fidth |Height [Inzt Charge
390 Ad0 Replacement B GO0 125 303 43 43 24 125
3300 Replacement Bulb: | 1200 237 180056 43 43 36 7a0

Edit Fisture | Delete Fisture ok,

Figure 6: MoversSuite > Tools > Manage > Fixtures screen

The weight, height, length, and width values are combined to produce dimensions for the fixture, as
displayed within the Fixtures screen.

v Delivered Ta Staore [ Installed
Fiwture Manufacturer: Rejuwenation Lighting &
Fisture Mo, |Dezcription Ma. of Pieces [\Weight | Fisture Yalue |Install Charge [ Dirn (L = %W 5 H] | Gluantit

— e e e B el S o e S, gt e e o e ot T Bl i e S o e e Al ot

Figure 7: MoversSuite > Tools > Manage > Fixtures screen > Dimension field

Stores Setup
a2z@SNDa {dAGS ! RYAyAasikesiAzy B aa{ B {LISO/2Y B
MoversSuite > Tools > ManageStores

Shipments can often be shipped to more than one location under a single order. These locations are
referred to as Stores and provide a means for the user to assign a different address for the store to
within Special Services. One common type of a store that can be defined are military bases.
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Stores are linked to Job when assigned to an order through MoversSuite > Special Services > Store
Information > Add Jolor Edit Job

Client Job No: ||

% Store Mame; I

;I Stare Murnber;

Contact Marme: I

Phone Murmber: I

Address:

Phone:
Faw:

Save Cancel

Figure 8: MoversSuite > Special Services > Store Information > Add Job dialog

Fields appearing in red are required when adding new records for the particular setup area.

StoresField

Name

Number

Location

Contact

Regional Manager
Dock Manager
Store Manager
Visual Manager
Elevator

Escalator

Union Driver

Union Labor

Union Name

Dock Restrictions

Description

Enter the item name (up to 50 characters) that will be used to identify this record.
The Store Name is associated to a job within MoversSuite > Special Services > St(
Information.

Enter the number (up to 10 characters) that is used to identify the store.
Enter the store identifier (up to 50 characters).

Enter the name of the contact person (up to 50 characters) at the store.

Enteri KS yIFYS 2F (KS aidi2N8Qa NBIA2y ! ¢
9YGSNI GKS yIYS 2F GKS ai2NB8Qa R2O0]
9YGSNI GKS yIYS 2F GKS aidi2NB8Qa 3ISySnN
Enterthent YS 2F GKS ad2NBQa GAradzt Yyl

Enter 1 to indicate that an elevator exists for the store, 0 (zero) otherwise.
Enter 1 to indicate that an escalator exists for the store, 0 (zero) otherwise.

Enter 1 to indicate that driver union requirements exist at the store, 0 (zero)
otherwise.

Enter 1 to indicate that labor union requirements exist at the store, 0 (zero)
otherwise.

Enter the name (up to 50 characters) for the union contact at the store.

Enter any dock restrictions (up to 30 characters) that may exist at the store.

a2 @SNDA
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Note: The setup table also contains a Inactiveflag that is used by MoversSuite to mark records that
have been deleted but are still referenced under Job. Once the record is no longer accessed, then it is
permanently removed from the database.

Address and phone information can be associated to defined Stores records withinthea 2 @S N &
Administration > MMS > SpecCom > Shows Addesl Shows Phone Numbesetup areas.

Store records can be accessed through the MoversSuite > Tools > Manage > Stoseszen.

Add Store Xl
Stare Mame Stare Murmber
| —Regular Manager
I I I amne: I
Stare Contact Mame Stare Location
I I Phone: I
Address —Dock Manager
I amne: I
F'hu:une:l
Cify: | Shate: I —Store M anager
Country: IUniteu:I States of .-’-'-.meriu:;l Postal Code: I Mame: I
Phione Murmber Faw Mumber F'hu:une:l
I I —izual Manager
—Union Requirement N ame: I
[~ Driver [~ Labar -
Contact Bz I
Narme: I [ Elgwatar [~ Ezcalatar
F"h-:une:l Dack Restrichons:

Save | Cancel |

Figure 9: MoversSuite > Tools > Manage > Stores screen

Shows Setup
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Define commonly referenced shows using the Stores setup to be referenced when shipment information
is updated within MoversSuite > Mwee Information > Shipment Details >Trade Show

{ dzA G 8
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AddfEdit Trade Show Info rmatium.' : il

f+ Ongn  { Destination | Sequence Murmber |1

Show Trade Show Marne
[EMMA  w | |CMS Associstion Exhibit

B ootk Murber

Booth D ezcription

E shibitar

Save Cancel

Figure 10: MoversSuite > Move Information > Shipment Details > Trade Show dialog

Fields appearing in red are required when adding new records for the particular setup area.

ShowsField Description

Van Line Show Code  Enter the code (up to 4 characters) that will represent this record. This code will be
referenced by external interfaces to identify trade show data when exchanging data.
Itis set within the MoversSuite >Move Information > $iipment Details > Show
field.

Description Enter the name of the trade show (up to 50 characters). This value is referenced
through the MoversSuite > Move Information > Shipment Details > Tradeshow
field.

Shows records can also be defined within MoverSuite. A user can enter Show and Tradeshow Name

within the MoversSuite > Move Information > Shipment Details > Trade Show Information > Add/Edit
Tradeshowdialog and if the record has not yet been defined, the user will be prompted to add the

Shows record:

Information

Ho |

Figure 11: New show code confirmation
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Charge Types Setup

a2z@SNDa {dAGS ' RYAYAAOGNrdA2y B aa{ B {LISO/2Y B [/ KIFINBS

Fields appearing in red are required when adding new records for the particular setup area.

Charg Types Field Description

Charge Type Enter charge type name (up to 20 characters) that will be referenced when adding
store charges to a Special Services order. This field is set within the MoversSuite >
Special Services > Store Information > Additib@darges > Add/Edit Charge >
Charge Typéield.

Examples:
Attempted Delivery
Customs Fee
Deadhead
Delivery Charges
Extra Labor

Bill Charges To Setup

a2@SNDa {dAGS ' RYAYAAUNrGA2y B aa{ B {LISO/2Y B .Aff |/

Fields appearing in red are required when adding new records for the particular setup area.

Bill Charges Thield Description

Bill Charges To Enter a name for the user type (up to 20 characters) that can be assigned to
additional charges within Special Services order. This value is referenced within the
MoversSuite > Special Services > Store Information > Additional Charges >
Add/Edit Charge Bill Tofield.

Examples:
Destination Agent
Driver/Hauler
National Account
Origin Agent
Shipper

Auth ViaSetup

a2@SNDa {dzAGS ! R\SpeyCom AuldVviaA 2y B aa{ B

Fields appearing in red are required when adding new records for the particular setup area.

Auth ViaField Description

Charge Authorization Type  Enter the type (up to 20 characters) of how the authorization was reported as
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it relates to the person who authorized additional charges within Special
Services. This value is referenced within the MoversSuite > Special Services :
Store Information > Additional Charges > Add/Edit Chargéizfield.

Examples:
Email
Fax
Phone
Verbal
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Cuwstomer Web Portal Setup

MoversSuite provides a separate web-based application designed to allow limited access to move
information and the ability for some users to create leads. The application is accessed through any web
browser and allows for two user types: Transferees and Account Representatives.

Transfereegequire no setup and can access move information for a single order by supplying an Order
Number and Last Name. Transferees cannot create leads.

Account Representativewill need to be set up to access move information and create leads for a
particular company. The setup involves creating company profiles using Task Definitions and rollout
groups and creating user access records that include defining the login credentials for the Account
Representatives.

¢CKS /dzaG2YSNI 2SS0 t2NIFE A& 'y 2LIA2y It Y2RdzZ S GKI
application server once purchased. Once a available, the following setup will be needed to make the
Customer Web Portal functional:

1. Define Customer Web Portal global file settings. These are the general settings that apply to all
users of the Customer Web Portal.

2. Create company-specific profiles (Task Definition records) that will be used to create and
identify orders unique to a company.

3. Create user records (Personnel records) for Account Representatives to access the Customer
Web Portal. The user can be based on a company (group of individuals sharing the same
username and password) or individual (individual users with unique usernames and passwords).

Customer Web Portal Global Settings

MoversSuite Professional Services will deploy and install the Customer Web Portal application. They will
also provide initial run-time settings needed by the Customer Web Portal that are defined within the
global.asdfile. This file resides in the root directory of where the Customer Web Portal files are
installed to and defines variables that are used globally by the application as described in the table
below.

Use the table below as a guide when editing the global.asa file. This file can be opened and edited using
any text editor such as Notepad.

Global File Settings

Global File Setting  Description

FileLocation This is the physical location of where data files used by the Customer Web Portal can
be stored and accessed.

ConnectionString This is a text string containing the OLEDB provider data needed to open the
MoversSuite database.
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PODLink

CompanyName

HomelLink

AboutLink

ContactLink

HelpLink

DesCityLink

NewSchoolLink

ChangeAddressLink

UtilitiesSetupLink

MovePetLink
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This is a directory name where the Customer Web Portal can access the Proof of
Delivery Documents (POD).

Exanple:a R G | k
The text entered for this setting will appear throughout the Customer Web Portal as
the name of the moving company that the user is accessing.

Enter the URL that will be referenced when the user select the Homebutton within
the Customer Web Portal. This link will typically navigate the user back to the home
page of the Customer Web Portal.

Example:d KOG GLIYKK 666 DdY2PAYyA02YLI y&@ dO2 Yk é
Enter the URL that will be referenced when the user selects the About button within
the Customer Web Portal.

Example: ¢http://www.movingcompany.come

Enter the URL that will be referenced when the user selects the Contactbutton
within the Customer Web Portal.

Examplesomailto:info@movingcompany.comé or
ohttp://www.movingcompany.com/contact.htmié

Enter the URL that will be referenced when the user selects the Helpbutton within
the Customer Web Portal.

Examplesomailto:info@movingcompany.comé or
ohttp://www.movingcompany.com/contact.htmié

Enter the URL that will be referenced when the user selects the Destination Citylnfo
button within the Customer Web Portal.

Example: ¢http://www.neighborhoodplace.com/¢

Enter the URL that will be referenced when the user selects the Find a Nw School
button within the Customer Web Portal.

Example: ¢http://www.schoolmatch.com/

Enter the URL that will be referenced when the user selects the Change of Address
button within the Customer Web Portal.

Example: ¢http://www.moving.com/tools/change-of-address/index.aspé

Enter the URL that will be referenced when the user selects the Setting Up Utilities
button within the Customer Web Portal.

Example: ¢http://www.moving.com/coupons/home-services/utilities.aspé

Enter the URL that will be referenced when the user selects the Move Your Pet
button within the Customer Web Portal.

Example: ¢http://www.petswelcome.com/milkbone/petmvframe.htmié

Once changes have been made to the global.asa file they will become effective immediately.

Creating Customer Web Portal Profiles

Customer Web Portal profiles are groups of orders associated to a common Task Definition record and
are linked to a Customer Web Portal user(s) through the Profile setting within Personnel Setup (see
Creating Customer Web Portal Users). Profiles will be used to create and identify orders within the
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Customer Web Portal, therefore they will need to be established to distinguish them from orders
created from within MoversSuite application directly and from other companies using the Customer
Web Portal.

Use the following procedure to define profiles to be used for Account Representatives (refer to the Task
Definition Setup for more detail on each setting):

Create a Customer Web Portal Prefil

1. Access MoversSuite Administration(Web),

2. Open Common>Task Setup

3. Press New (next to Task Definition field) and the Definition tab will become active,
4

Enter a Task Definition Namehat will uniquely identify the company. The value entered here
will be available to be assigned to Account Representatives through the Profile setting within
Personnel Setup (see Creating Customer Web Portal Users),

5. Select the appropriate Accountfrom the list of those available,
6. Select Order Informationfor the Module,

7. Enter data for other fields within this tab as needed and press Saveto add the record to the
database,

8. Open the Taskgab and either enter new tasks to associate to the record or copy from another
Task Definition,

9. Open the Groupstab,
10. Press Newto activate data entry,

11. Enter an unique Namefor the group to be used as the Roll Out search option for Special
Commodities orders created using this Task Definition record. Note: Only one Task Group will
be recognized when searching for orders within the Customer Web Portal, therefore only one
Task Group should be assigned to a Task Definition record,

12. Enter other fields as needed. Refer to the Task Definition Setup for details,
13. Press Saveto add the group to the definition,

14. RepeatSteps 3 through 13 to add definition records for other companies that will use the
Customer Web Portal.

Task Definitions will be linked to Account Representatives through the Web User Setup (described
within the Creating Customer Web Portal Users section).

Creating Customer Web Portal Users

Account Representative access to the Customer Web Portal is controlled by the Web User Setupvithin
the MoversSuite Administration (Web). Personnel records with a defined Web User Setup will be able
to view orders defined under their Default Branch and will be able to create leads based on the selected
Profile.

Prior to creating user records, please be aware of the following:
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Itis generally assumed that Account Representatives are not MoversSuite users and/or
employees of the organization.

Customer Web Portal users do not necessarily have to be defined as MoversSuite users and will
not require a User Setup definition,

User access is not limited to an individual. A record can be set up to provide generic company-
wide access or for a particular group of individuals; these users (Account Representatives) would
all share the same username and password along with accessing the same set of orders (as
defined by the Default Branch setting).

Records created within Personnel Setup for the Customer Web Portal grant access based on a
particular branch of service. Account Representatives will be able to create order request based
on the Default Branch assigned to them.

The Profile setting references a Task Definition record that defines what orders are available to
the Customer Web Portal users. If customer-specific task records are needed, then they must
be defined first within the Task Definition Setup (as described within the Creating Customer
Web Portal Profiles section).

Use the procedure below to create user access records for a company accounts. Each record can be
used by an individual or a group of individuals to gain access to the Customer Web Portal.

Qreating a Customer Web Porté&Jser
Note: This procedure should be considered a best practice for granting access by external entities to the
Customer Web Portal. Any user defined with a Web User Setup can access the Customer Web Portal.

1.

2
3
4.
5

10.

11.

Access MoversSuite Administration (Web),

Open User Setup > Personnel

Press New,

Enter a Firstand Last Nameto identify the web client,

Enter Employee #A Yy F 2 NJY ININN2 T ¢ K\SINBepresent a numeric sequence for
easy identification,

Select a Statusfrom the available list. This field is required for Employee setup but can be any
value for general access to the Customer Web Portal,

Select a Labor Typdrom the available list. This field is required for Employee setup but can be
any value for general access to the Customer Web Portal. MoversSuite provides a type of Web
Userthat can be selected to readily identify the use of the record,

Set the Default Branch This will be the branch used when Account Representatives create
order requests (leads) in the Customer Web Portal. Note: The Profile setting determines which
accounts are visible to the Account Representatives,

Open the Contact tab,

Enter the Emailof moving company representative that will receive an email notification when
an Account Representative generates a new order request through the Customer Web Portal,

Open the Web User Setupab,
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12.

13.

14.

15.

16.
17.
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Enter a Usernameand Passwordor the user. This information will need to be supplied to the
Account Representative along with the URL of the Customer Web Portal for login access,

Select a Profile from the available list as defined within MoversSuie Administration (Web)}
Gommon > Task Setufor the particular company that is being represented. The Profile will
allow Account Representatives to view orders assigned to the particular Profile (Task Definition).
Refer to the Creating Customer Web Portal Profiles topic for more information.

Notes:

The Profile will also define the search variables present when the User Type is Electronics or
Special Commodities.

Login Countndicates the number of times this user has accessed the Customer Web Portal.

Select a User Typenas either Electronics Household Goodsor Special CommoditiesThe User
Type defines the type of search options that are available to the Account Representative as well
as the format of the retrieved data. For example, users will be able search by Date Type and
51 0SS wl y3Ss [/ da&adr@rdeS\Ndbér fof the Haillisehold G6ods User Type.
MoversSuite recommends consideration be taken in selecting the correct User Type to go with
the selected Profile,

Web User Type Description

Electronics Users will be able to search by Product Group (as defined by the
User Type), Date (choice of Load, Delivery, Start, or Book Date)
and Date Range, and/or Search by value on (Customer, Serial or
Model Number).

Household Goods Users will be able search by Date Type and Date Range,
/ dz& (G 2 Y S NI & rQrderdNiimbds.| YS 2

Special Commodities  Users will be able to search on Company Roll Out (Task Group
associated to the selected Profile), Date Range, Store Name, Store
Number, Job Number, Mall Name, and/or Order Number.

Enter a Company Namédup to 12 characters) for the company that will be logging into the
Customer Web Portal. This name will also appear within the Customer Web Portal, as well.

Press Saveto add the user,

RepeatSteps 3 through 16 to add other Customer Web Portal users.
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Additional Setp Areas

The following additional setup topics are covered in other subjects:
Account Profile Setup and Administration
Accessing Bookmark Files
AR Credit and Collections Setup and Administration (available Fall 2009)
Claims Setup and Administration
Customer Statements Setup and Administration
Document Management Setup and Administration
Driver Advances Setup and Administration
Extra Stops and Segments Setup and Administration
Invoicing Setup and Administration
Quotes System Setup and Administration
Rating Systems Setup and Administration
Recurring Billing and Storage Setup and Administration
Report Setup and Administration
Safety System Setup and Administration
SIRVA Upload and Download Setup and Administration
SIRVA Statement Import Setup and Administration
UniGroup Download Setup and Administration
UniGroup Upload Setup and Administration
Office and Industrial Move Overview

Tasks Setup and Administration
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