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WELCOME

1. INTRODUCTION

Thank you for purchasing ShipRite software, the first step towards building a successful business. A
successful business depends largely on maintaining accurate records and making informed decisions
based on these records. Other factors such as store location, products offered, services provided and
competitive price points also play a significant role in the success of one’s business. ShipRite software
makes running a business easier than ever by keeping up to date with the latest carrier mandates, by
providing competitive, affordably priced software and hardware, and by providing our customers with
exceptional support services.

ShipRite uses a three-prong approach to help develop and maintain one’s business. The first step is
to collect data through daily transactions to store in the ShipRite database. ShipRite software’s methods
for data collection are superior to any other available options by offering a multi-point-of-sale system
with a push button interface.

Secondly, ShipRite collects the business data and consolidates it into printable reports that may be
used for making strategic business decisions. ShipRite software uses Microsoft Access to store its
databases, which makes it easy to create custom reports and import reports into spreadsheets such as
Microsoft Excel to analyze and graph performance.

Lastly, ShipRite helps to connect with customers to create an individualized experience that will
keep them coming back. By utilizing ShipRite software’s integrated marketing tools such as Letter
Master and Contact Manager, it is easier than ever to focus advertising dollars on the customers who
provide the most business, as well as offer personalized discounts and rewards.

2. FEATURES

* FULLY INTEGRATED POINT OF SALE

ShipRite software provides all functions from point-of-sale such as mailbox rentals, package
shipping, letter mailing, and customer account inquiries.

% MULTI-POS

ShipRite software allows the user to customize how the point-of-sale will look and behave with a
programmable button interface, which provides the ability to best fit the needs and demands of
one’s business.

+ SHIPPING MASTER

ShipRite software provides an easy-to-use interface for shipping both domestic and
international packages. By displaying the shipping cost of all carriers on one screen, it is easy to
offer customers the most affordable shipping method available.
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PACK MASTER |11

ShipRite software provides a packaging module that quickly calculates the cost for an unpacked
item, allowing quick, custom packaging services.

MAIL MASTER

ShipRite software handles all USPS mailing through the Mail Master, which provides support for
5 different scales and quickly calculates all mail choices for fast selection and importing into the
POS.

LETTER MASTER

This is ShipRite software’s comprehensive marketing manager which is used to query the
database and provide business related information regarding the customers.

ADDRESS BOOK

ShipRite software uses the address book to keep track of customer accounts, shipping and
purchasing history.

NETWORK READY

Whether it’s one point-of-sale system or many point-of-sale systems, ShipRite software is ready
to be networked and accommodate any size business.

Please visit http://shipritesoftware.com/support/downloads.shtml to view and download the

networking instructions.

WINDOWS OS COMPATIBILITY

ShipRite software is compatible with the latest version of Windows 7, Windows 8 and Windows
10.

CURRENT HARDWARE COMPATIBILITY

ShipRite software is compatible with most of the current hardware available, meaning that, it is
not necessary to purchase all new hardware.

DHL, FEDEX, UPS AND USPS INTEGRATION

ShipRite software integrates with all major shipping carriers, offering the most affordable and
competitive rates possible to the customer. For more information, please refer to Chapter 2 —
Carrier Setup.
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3. PCSETUP IMAGE
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This image represents the typical setup of devices to the pc and provides a visual representation
of how these devices should be connected.

Keyboard
- i Brother Laser Printer

Dymo Label\Writer

Citizen Receipt Printer

Touch Dynamic Monitor

2 __ VGA Cable TSC Bar Code Printer

, USBCable

™ Pie=s
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SYSTEM/SOFTWARE REQUIREMENTS

NN N N N VR VR UE NN

Windows 7, 8, or 10.

Intel Pentium processor (dual core) or above (Core i3, i5, or i7)

2 GB RAM or higher

Video display driver capable of 600x800 resolution or higher
Modem/LAN/Cable/Wireless internet connection or network interface card
Thermal Label Printer

Laser Printer

Receipt Printer

Electronic Cash Drawer

Bar Code Scanner

SHIPRITE SOFTWARE INSTALLATION

1.You will be sent a link to download the Program. Save to your desktop. 2.Double click on
the file on our desktop. Just keep clicking Next/Next/Next/Install until the program is
installed all the way

DO NOT START THE PROGRAM YET

Before you start the program.... Find the MY COMPUTER icon on your desktop or go to
START: COMPUTER and RIGHT BUTTON CLICK. Select PROPERTIES. Make a note if your
computer is 32 bit or 64 bit processor.

If your PCis 32 bit processor, download this file:
http://support.shipritesoftware.com/SR_Utilities/CRRuntime 32bit 13 0.msi If your pc is

64 bit processor, download this file:
http://support.shipritesoftware.com/SR_Utilities/CRRuntime 64bit 13 0 1.msi Follow the
prompts to load this utility. When done, click FINISHED.

Now you need to run the Reports Runtime Engine. To download to your desktop and Run
this file....

http://support.shipritesoftware.com/SR_Utilities/Setup ShipRiteReports Runtimes.msi

Double click on the file name and RUN this program

Double click on the ShipRite Icon on your desktop. When you start the program, you will
get a variety of messages, click OK and continue on through. Eventually, after loading
several modules like DOT NET, the program will open. It will inform you it is adding to the
database. The first few times you run the program, RIGHT BUTTON CLICK on the button
and select RUN AS ADMINISTRATOR. Just do that a few times.

You may get error messages when you start ShipRite. Click OK and the program is
terminated. That is ok. Just Right Button click on the ShipRite ICON and select RUN AS
ADMINISTRATOR and those messages will be gone!l. When you start the program, you will
get a variety of messages, click OK and continue on through. Eventually, after loading
several modules like DOT NET, the program will open. It will inform you it is adding to the
database.
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. If you have an issue during loading, please fill in a support ticket and you will be called:
http://support.shiprite.net . On the left click NEW TICKET. Fill it in and as accurately as
possible describe the issue. In the SUBJECT line put LOADING DEMO. Check your spam
folder if you do not get an automated email immediately. If still problems with sending a

ticket, then just send an email to INFO@shipritesoftware.com

e After you have installed this utility, Start the ShipRite Program again from the desktop ICON.
If this does not work, then follow the instructions below to fill in a support ticket and get
help from us!

SHIPRITE SOFTWARE REGISTRATION

e You will be sent a registration key

e Download the key and save in the Shiprite Folder in your computer’s C drive.

e This Registration key contains all the information for your store. You can put it on as many
stations within your store at no additional cost.

e Registration is good for one year and will need to be renewed to continue use of the
software.

SHIPRITE SOFTWARE UPDATE

e C(Close the ShipRite program
e QOpen your internet browser and go to http://main.shipritesoftware.com/updates/ to open

the instructions with a link to download the latest update to the software.
e ShipRite will automatically download and run the updating procedure
e Save the file to your desktop.
e Double click on it and install
e Restart the ShipRite software by clicking on the desktop icon
o C(Click the ‘Accept’ button to comply with the end-user license agreement
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SOFTWARE PRODUCT LICENSE

The SOFTWARE PRODUCT is protected by copyright laws and
international copyright treaties, as well as otherintellectual
property laws and treaties. The SOFTWARE PRODUCT is
licensed, not sold. The term "COMPUTER" as used herein shall
mean the HARDWARE, if the HARDWARE is a single computer
system, or shall mean the computer system with which the
HARDWARE operates, ifthe HARDWARE is a computer system
component.

1. GRAMT OF LICENSE. This EULA grants you the fallowing
rights:

(a) Software Installation and Use. You may only install and use
one copy of the SOFTWARE PRODUCT on the COMPUTER.

(b) Storage/Metwork Use. The SOFTWARE PRODUCT may not
be installed, accessed, displayed, run, shared or used

v

Accept | | Decline

Click the ‘Install’ button to continue
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Click the ‘Finish’ button to complete the update process

Welcome to the ShipRiteNet Setup Wizard %

Select whether you want to repair or remove ShipFitel et,

(®) Repair ShipRiteMet
() Remove ShipRiteMet

Click the ‘Close’ button to exit

Installation Complete

ShipRiteMet has been successfully installed.

Click "Cloze" to exit.

Pleaze use Windows Update to check for any critical updates to the \MET Framework.

Cancel

Page | 16



Place a checkmark in the checkbox to accept the terms and conditions
Click the ‘I Agree’ button

ShipRite Senvices, Inc. (DBA: ShipRite Software) -
1312 Genesee 5t

Utica, NY 13502

315-733-6191

This EULA (End User License Agreement) covers the following Products:
ShipRite Global Connect v10.X Release dates: from 5/M1/2012

Smart Swiper v2.X and up

ShipRite ARS Collection Program vix.x

ShipRite Hardware Packages with DELL, PAR Tech and FlexPO3S systems.
PLEASE READ THIS. IT IS NOT THE USUAL YADAYADAYADA!

The impaortant things to note are that YOU are responsible for making sure the
following areas are WORKING correctly.. PRICING, INSURANCE, COD
SHIPMENTS and CREDIT CARD PROCESSIMNG. On a weekly basis, when you
audit your carrier bills, you should make sure thatif you insured packages, that
you are being charged for it. If you are NOT being charged for a service, then
that service was not provided in the carriers eyes. If you insure or send out any

packages COD with values exceeding $500, you should make sure that data

HavE READ, UNDERSTAMD AND AGREE
O THE ABOWE TERMS AND COMNDITIONS

e ShipRite software is now updated to its most recent version!

8. SHIPRITE SOFTWARE TRAINING

The first step in learning to use the ShipRite software, and utilize all of its capabilities, is to read

through the manual. Familiarizing oneself with the manual and its contents will provide immediate

valuable knowledge into how each component of the program functions. ShipRite provides an hour of

live support training with the ShipRite software purchase. To maximize the training experience, first read

the manual and the Getting Started User’s Guide. Further live support training is provided for an
additional charge of $45.00 per hour. Please call (315) 733-6191 to schedule an hour of live support

training with one of our ShipRite software technicians.

Here is a list of our training videos to guide you through the program:

http://support.shipritesoftware.com/SR _Videos/Legacy

Videos/AddressBook.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/ButtonMaker.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/CarrierMarkups.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/ContactManager.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/DepartmentSetup.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/InternationalShipping.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/InventorySetup.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/MailboxRental.mp4

http://support.shipritesoftware.com/SR Videos/Legacy

Videos/MailboxSetup.mp4
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http://support.shipritesoftware.com/SR

Videos/Legacy Videos/MailMaster.mp4

http://support.shipritesoftware.com/SR

Videos/Legacy Videos/OpenCloseProcedure.mp4

http://support.shipritesoftware.com/SR

Videos/Legacy Videos/PackMaster.mp4

http://support.shipritesoftware.com/SR

Videos/Legacy Videos/POSOverview.mp4

http://support.shipritesoftware.com/SR

Videos/Legacy Videos/ShippingaPackage.mp4

http://support.shipritesoftware.com/SR

Manuals/Refunds Guide.pdf

http://support.shipritesoftware.com/SR

Manuals/Accounts Receivables.pdf

SHIPRITE SOFTWARE SETUP

1. PROGRAM SETUP FEATURES

The program setup section of ShipRite consists of five main components.

%+ Program Registration
“* Options

% Global Features

« Local Features

% Carrier Setup

To access the program setup:

e From the main menu, click the ‘Setup’ tab

e Next, click ‘General Setup Options’
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2. PROGRAM REGISTRATION

i X

I I - Shiprite Global Connect -

Options Global Features Local Features Camier Setup

Warning: Do not change any of the information on this tab, ShipRite
Support will instruct you on how to change any information. Changing
ANY of the data here will cause your program to stop functioning.

(o ELYV N Rl Shiprite Software

Registration #:
=) B support@shipritesoftware . com

The program registration section contains all the registration information regarding the user’s
account. Make sure that the information in this section is accurate. If necessary changes need to be
made, please contact ShipRite support to receive a new registration number. Any changes made without
a new registration number will void the registration and prevent further use of the ShipRite software.

The only thing that can be changed by the user in this screen is the addition of the store email

address.
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3. OPTIONS

5. Program Setup - Shiprite Global Connect

Shiprite Global Connect

Global Features Local Features Carrier Setup Data Base

- Charge FedEx Retail Rates ALWAYS - Charge Key Deposits
- Charge Residential EMABLE - Endicia
- Chaige UP5 Retail Rates EMABLE - Ho Receipt
- Create Accounts EMABLE - SmartSwiper
- Markup FedEx Discount
- Markup UPS Discount
- Show Postage Cost
- Inventory 55
- 3rd Party Insurance
- 4th Char Search
- Address on Receipt
- Charge USPS Cost
- Force POS Shipping
- Packaging Instructions
- Par Tech Display
- Parcel Shipping Order
- Personalized-DiawerlD
- Print Duplicate Label
- Quickbooks
- Refund Technology
- Short Signature Receipt
- Stamps.com
- ¥igoLP Display
- Yolume Color
INVENTORY - No Cost On Report
SECURITY - ENABLE Program Securitp
SECURITY - Point of Sale
SECURITY - Setup
STOP - PEST Shipments

The options section allows ShipRite to be customized in order to meet specific business needs.

TO ENABLE AN OPTION

e C(Click on an option in the ‘OFF column to highlight and select it.
o Click the ‘double right arrows’ button to move the desired selection to the ‘ON’ column.
e Press the ‘Save’ button in the upper left corner of the screen to set the changes.

TO DISABLE AN OPTION

e C(Click on an option in the ‘ON’ column to highlight and select it.
e Click the ‘double left arrows’ button to move the desired selection to the ‘OFF column.

e Press the ‘Save’ button in the upper left corner of the screen to set the changes.

OPTION DESCRIPTIONS

% ALWAYS - CHARGE FEDEX RETAIL RATES

Enabling this option will only show FedEx retail rates on the shipping screen, disabling the ability
to toggle between base rates and retail rates.

% ALWAYS - CHARGE KEY DEPOSITS
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Enabling this option will always charge a deposit for the mailbox key when calculating mailbox
charges.

ALWAYS — CHARGE RESIDENTIAL

Enabling this option will treat all shipments as residential when calculating shipping charges,
however, when exporting information to the online carrier’s system, the actual commercial or
residential charge is transmitted. (Note: This feature is not available for all carriers)

ALWAYS — CHARGE UPS RETAIL RATES

Enabling this option will only show UPS retail rates on the shipping screen, disabling the ability
to toggle between base rates and retail rates.

ALWAYS — CREATE ACCOUNTS

Enabling this option will automatically create a customer account whenever contact names &
addresses are entered in the point-of-sale

ALWAYS — MARKUP FEDEX DISCOUNT

Enabling this option, Markups will be calculated on the Fedex Discounted cost instead of the
Base Cost

ALWAYS — MARKUP UPS DISCOUNT

Enabling this option, Markups will be calculated on the UPS Discounted cost instead of the Base
Cost

ALWAYS — SHOW POSTAGE COST

Enabling this option will always display the postage on the Stamps.com label.

DISABLE — INVENTORY SS

Enabling this option will disable the spreadsheet inventory and only display the inventory form
when viewing the inventory setup.

ENABLE — 3RD PARTY INSURANCE

Enabling this option will prevent ShipRite from exporting insurance billing to shippers if the store
intends to use a 3™ party insurer.

ENABLE — 4TH CHAR SEARCH

Enabling this option will prompt ShipRite to search for a contact name match after the 4™
character is typed in Shipping Master and point-of-sale.

ENABLE — ADDRESS ON RECEIPT
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Enabling this option will print the customer address on the receipt for verification.

ENABLE — CHARGE USPS COST

Enabling this will allow to charge customer with your online discounted cost.

ENABLE - ENDICIA

Enabling this option will allow ShipRite to communicate with Endicia’s label server to print USPS
postage labels.

ENABLE — FORCE POS SHIPPING

Enabling this option will force all shipping to be processed through the point-of-sale.

ENABLE — NO RECEIPT

Enabling this option will allow a transaction to be settled without issuing a receipt

ENABLE — PACKAGING INSTRUCTIONS

Enabling this option will print packaging instructions to the designated laser printer whenever
the Pack Master Il is used.

ENABLE — PAR TECH DISPLAY

Enabling this option will provide sale information to the customer display on the back of Par
Technology systems.

ENABLE — PARCEL SHIPPING ORDER

Enabling this option will print the parcel shipping order and invoice disclaimer at the end of an
invoice.

ENABLE — PERSONALIZED DRAWER ID

By enabling this option your Clerk will have the same DrawerID (based on UserlID) after logging
in from any POS station on your network. POS Security option must be enabled for this feature
to work

ENABLE — PRINT DUPLICATE LABEL

Enabling this option will print a duplicate label when a shipment is processed.

ENABLE — QUICKBOOKS

Enabling this option will allow ShipRite to export accounting information to Quickbooks when
closing.

ENABLE — REFUND TECHNOLOGY
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Enabling this option will trigger all packages for upload to Refund Technologies. (Note: UPS only)

ENABLE — REPETITIVE INVOICING

Allows invoices to be automatically generated for repetitive monthly charges.

ENABLE — SHORT SIGNATURE RECEIPT

Enabling this option will print a smaller receipt for the customer to sign instead of a full receipt.

ENABLE — SMARTSWIPER

Enabling this option will integrate SmartSwiper for Credit and Debit transactions.

ENABLE — STAMPS.COM

Enabling this option will allow ShipRite to access the Stamps.com program & account to print
postage.

ENABLE — VIGOLP DISPLAY

Enabling this option will present a four-line display on the Par Technology VigoXP system.

ENABLE — VOLUME COLOR

Enabling this option will provide a background color to a customer’s name and address field, to
signify that, this particular customer has reached a certain threshold in shipping and sales.

INVENTORY — NO COST ON REPORT

Enabling this option will disable the ‘Cost’ and ‘CostValue’ columns from showing on inventory
reports.

SECURITY — ENABLE PROGRAM SECURITY

Enabling this option will prompt users to login prior to entering ShipRite. Depending on user
setup, certain areas of ShipRite may be locked.

SECURITY — POINT OF SALE

Enabling this option will prompt the user to enter a password prior to making a transaction in
the point-of-sale.

SECURITY — SETUP

Enabling this option will provide additional security for program setup and table management.

STOP — PEST SHIPMENTS

Page | 23



Enabling this option will place an export status of ‘hold’ on shipments created with Pack Master
. In order for a shipment to upload to its respective carrier, the export status must be
‘pending’, which may be performed at the ‘End of Day’ screen or the ‘Shipment History’ screen.

4. GLOBAL FEATURES

Shiprite Global Connect

cal Features Carrier Setup

DEFAULT - Form Title
- Email Setup
- Holidays
- Inventory
- Letter Master
- Lynk CreditCard Setup
- Pack Master
- POS Departments
- Report Master
- Shipping Margins
- Tax Counties

RM - User Accounts

MESSAGE - POS Disclaimer
MEXT - Account Number
MNEXT - CloselD

NEﬂ - Invoice Number 2
»
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This section covers Global Features, which are the options that affect, not only the server, but also
all of the workstations connected to the server. It is important that the changes made in Global Features

are made on the server and not on a workstation, as this could create conflicts between the server and
each workstation.

e DEFAULT - FORM TITLE

x

OlE] [ secwwemem |

Program Registration Options Global Features |[Local Features [Carrier Setup

DEFAULT -Form
Title:

NEﬂ - Invoice Numbst -
,

This is the text that will appear at the top of a
Window Form (ShipMaster and MailMaster).

Any text typed into the ‘Form Title’ textbox will be used as a title for the Shipping Master and Mail
Master screens. Some examples might be to use the business name, address or phone number. If any
changes have been made, click the ‘Update Now’ button, then click the ‘Save’ button.

* FORM - EMAIL SETUP

mail Setup

r~Account Credentials

Outgoing Mail (SMTP) Settings

User Email: Itheresa@shipritesoftware.com Server: |smtp.gmail.com ?
Password: ™ show et

Port: |587 ¥ encrypted connection
™ Always send a copy of Notification to the above User Email

Test Save
I” Keep a Log of Email Nofifications Open Log

r~Available Email Notifications:

Subject: j Edit Email Body

Send Test Email |

Update Subject | Restore Email Body |

Enter your store email address, password and the path for the outgoing server. You can search for
the SMTP settings for your email provider on Google.
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+* FORM - HOLIDAYS

5 Holkdsy setup - KN

R =1ENET [ Holiday Setup

By accessing FORM — Holidays, a new window will open up allowing the user to add, remove, and

edit holidays. Holidays affect when a store is considered open, as well as pickup and delivery days for all
carriers. ShipRite makes it easy to add local holidays, as well as those observed by only one carrier.

TO ADD A HOLIDAY

Select the date that the holiday falls on by clicking the ‘day’ on the calendar.

Next, enter the holiday description in the corresponding text box.
Select the carriers affected by the holiday in the ‘Applies To’ text box.
Click the ‘Save’ button to save any changes.

TO DELETE A HOLIDAY

Click on the holiday to remove in the holiday list window.

Next, click the ‘Delete’ button located in the upper left portion of the screen.

When prompted with “Are you sure?”, click the ‘Yes’ button.
Click the ‘Save’ button to save any changes.

+ FORM - INVENTORY
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-l Inventory Master = B

File Print
EEIE] ] INVENTORY MASTER ]
SKU ‘ Desc ‘ Department ‘ ary ‘ ReOrder ‘ Cost | Sell | MSRP | SYC Tax | Pa(i
018421004040 | Crayon/pencil Shan RETAIL 3.00 4 0.43 0.76 = 1
021200010224 Magic Tape Refillat RETAIL 7.00 4 0.86 1.46 o i
021200010231 Magic Tape 3/4x30 RETAIL 4.00 4 0.86 1.46 o i
021200010309 Transpar Tape 1/2x RETAIL 20.00 8 0.66 1.15 ol 1
021200010323 Double Stick Tape 'RETAIL 9.00 4 1.07 2.05 o i
021200010538 Mounting Tape Roll RETAIL 11.00 4 1.68 2.76 = i
021200014659 Scotch Mailing Tap RETAIL 0.00 ] 1.20 3.89 o 1
021200073786 3M Transparent Bo: RETAIL 11.00 4 1.59 3.42 o i
021200155772 Post It Notes, 3x3 YRETAIL 11.00 4 0.66 1.40 ol 1
021200569005 Post It 3x3 Yellow RETAIL 6.00 2 1.53 2.84 o i
021200569012 Post It 3%3 Asst Col RETAIL 0.00 2 1.53 2.84 o i
021200530269 Post It Flour 5 Colot RETAIL 35.00 12 1.32 2.76 ol 1
021200661044 Desk Top Dispense RETAIL 11.00 4 1.76 5.97 o i
021200669202 Post It Tape Flag, SRETAIL 6.00 1 1.28 2.56 = i
021200765414 Post It Notes 4x6  RETAIL 11.00 L) 1.60 2.67 o 1
021863011204 Sticky Clips. White RETAIL 11.00 2 1.69 259 o i
025000058868 The Best Software s RETAIL 0.00 o 75.00 165.00 ol 1
N2514933MN54 Greetinn Card Natm CARDS 22 nn mn 12n 7?74 I ~
L1l | Al
View: Sort:
SKU: I:l Class: - [sKku
© Packaging
e[ ] [ ez & Ascending
& Normal
ol - Descog

Selecting this field will open the Inventory Master, which is beyond the scope of this chapter.
For more information on the setup of Inventory Master, please see chapter 7.

% FORM - LETTER MASTER

wf Shiprite Global Connect = B

I LETTER MASTER

EZSteps

#1 ¢  Choose The Type of Information

® Contacts

#2 7 ® Receivables

® Inventory

#3

Selecting this field will open the Letter Master, which is beyond the scope of this chapter. For more
information on the setup of Letter Master, please see chapter 6.

** FORM - PACK MASTER

Selecting this field will open the Pack Master Setup screen. There are 3 tabs in the setup.
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& Pack Master Setup X

x

Regular | Modified | Fragity |
Default Settings:
Double Boxing Threshold:
Default Labor:

Fill Cushion:

GaEt

Minimum Piece Charge: 0.

Save Exit

Regular:

e Double Boxing Threshold — The minimum dollar value that Pack Master will use before
recommending the package be double-boxed.

e Default Labor — The minimum amount of time, in minutes, that packing should take.

e  Fill Cushion — The minimum amount of packing, in inches, between the item and the side of the
box.

e Default Piece Charge — The additional dollar value to charge for each item packed in the same
box.

Modified:
& Pack Master Setup X
Regular Modified I Fragility ]

Build up: Add a top:

Minimum Labor: ‘I] Minimum Labor: z]

Cut down: Telescope:

Minimum Labor: II] Minimum Labor: z]

4

e Buildup — The minimum number of labor minutes to build up a box to make it bigger

e Add aTop— The minimum number of labor minutes to add a top to the box to make it taller

e Cut down —The minimum number of labor minutes to cut down a box to make it shorter

e Telescope —the minimum number of labor minutes to telescope 2 boxes together to make it
bigger
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Fragility:

% Pack Master Setup X

Reqular | Modied ~Fragiity |
— Fragility:

NOT FRAGILE EXTREMELY

| o | ® | 2 | ¥ |

Fill Cushion (inch):

I
Fill SKU: | || PACK_LF || PACK_LF || PACK_LF || PACK_LF |
Wrap (times): | || 1 || 1 || 2 || 3 |
Wrap SKU: [ |[ Pack_Fw |[ Buwe | BuBWP || BUBWP |
Labor (min): [ 2 | s [ 8 J 1w J 2 |
I

Labor SKU: PACK__LAB” PACK_LAB” PACK_LABH PACK_LAB” PACK__LABI

Save | Exit |

A
e  Fill Cushion — The minimum amount of fill (per sq inch) based on the fragility level.

e  Wrap — the minimum amount of bubble wrap needed based on the fragility level
e Labor — The minimum time (in minutes) it takes to pack the item based on the fragility level.

* FORM - POS DEPARTMENTS

—

Il@]“szﬁ_ﬁ" INVENTORY DEPARTMENTS

CARDS 0% res
COMPUTERS 0% Yes
COPIES 0% Yes r
o 0% oo D AIRBORNE
FEDEX 0% Mo
NTL AIR 0% No
BILEOR, B Yer e B Onfo
ETER B B
ETERINTL B B
SCHON 1A% B B
OFFICE B =
PACK 0% Yes
PAR_SPL 0% Yes vl

Selecting this field will open the Inventory Departments screen which allows the user to create
point-of-sale categories and set whether the department is taxable.

TO ADD A DEPARTMENT

o Type the name of the department in the corresponding text box.
e Set whether the department is taxable by clicking the radio button or ‘On/Off button.
o Click the ‘Save’ button to save the department.
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TO DELETE A DEPARTMENT

e locate the department and click on it to select it for removal.

e C(Click the ‘Delete’ button to remove the selected department.

e When the message prompt ‘Do you really want to remove this record?’ opens, click the ‘Yes’
button.

% FORM - SHIPPING MARGINS

20.00 999999.00

.
A 3 Tiered pricing markup scheme based on 3
ranges of calculated shipping charges.

Selecting this field will allow the user to edit the markup value range ($) for each tier level.

TO CHANGE THE MARKUP VALUES

e C(Click in the text field of the tier level to change.
e Enter the dollar amount.
o C(Click the ‘Update Now’ button and then the ‘Save’ button.

(Note: If a shipping cost is not covered by a tier, the Shipping Master will produce an error and no
markup will be calculated)

(Note: If two tier levels overlap, then the Shipping Master will calculate the markup using the lower
of the two tiers levels, which will also not produce an error)
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v FORM - TAX COUNTIES

B3 () 2015 Shiprite Software, Inc. — ®
|
GO BACK ADD EDIT DELETE
County State Total Tax ™ T2 T g
ONEIDA NY 8.750 8.750 0.000 0.000
Tax Exempt XX 0.000 0.000
d
4

Selecting this field will open the Tax Counties form, which is used for setting the tax rate per
county and state.

TO APPLY A TAX RATE

e Enter the business’ state in the corresponding text box.

e Enter the business’ county in the corresponding text box.

e Enter the tax rate to be applied in the corresponding text box.
o Click the ‘Save’ button.

TO REMOVE A TAX RATE

e C(Click on the tax to select it for removal.
e Click the ‘Delete’ button.
o  When the message prompt ‘ATTENTION...Are you sure?’ opens, click the ‘Yes’ button.
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+ FORM - USER ACCOUNTS

Shiprite Global Connect - o ilEN
‘ l USER SETUP ‘

UserlD: | B em—
FullName: | Phone: ’_-7

Shipping

Yiew Shipping Costs
Suspend Shipping
NamefAddress Table

All Other Tables

Pickup Records

Inc & Production Rpts
Tracking Files
Utilities Menu
General Setup

User Accounts

Selecting this field will allow the user to create and edit accounts and set permissions. The
default account is set to ADMIN, with full access to all aspects of ShipRite.

(Note: ShipRite will not function properly without an ADMIN account.)

TO ADD A NEW USER ACCOUNT

e Enter auser ID in the corresponding text box.

e Enter a numerical password in the corresponding text box.

e Enter the user’s full name in the corresponding text box.

e Enter the user’s phone number in the corresponding text box.
e Select the permissions that the user will be granted.

Page | 32



e Click the ‘Save’ button.

USER PERMISSIONS

++ Shipping — Grants the user access to ship packages

R/

%+ View Shipping Costs — Grants the user access to view package prices

72

+» Suspend Shipping — Grants the user access to suspend a shipment

0,

«*» Name/Address Table — Grants the user access to name and address tables

R/

<+ All Other Tables — Grants the user access to Inventory, QuickBooks, Management Module and
other tables
«»* Pickup Records — Grants the user access to view pickup records

R/

%+ Inc & Production Rpts — Grants the user access to view Inc Production Reports

72

+» Tracking Files — Grants the user access to tracking files

R/

«» Utilities Menu — Grants the user access to the utilities menu, located from the ‘options’ tab

@,

% General Setup — Grants the user access to the ‘General Setup’ options, located from the main
menu
+*» User Accounts — Grants the user access to creating and modifying user accounts

@,

< POS — Grants the user access to the point-of-sale interface

+* Online Access — Grants the user access to online features, such as uploading and updating
procedures

«» Contacts — Grants the user access to add, remove, and edit contacts

++» Voiding/Resave — Grants the user access to cancel, void, or resave a sales transaction

Y/

% Reports — Grants the user access to report printing features

@,

< POS Manager — Grants the user access to the POS manager

R/

«» Discounts — Grants the user access to discounting functions

R/

< POS Button Panel — Grants the user access to add, delete, and edit buttons

+ MARKETING TOOLS — ROUNDING TO NEAREST

This feature will round shipping charges up to the
nearest nickel, dime, quarter, hall-dollar, or dollar
in order to reduce the handling of change.
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Selecting this field will allow the user to round shipping charges based on the selection made
from the drop down menu.

TO CHANGE THE ROUNDING VALUE

e Open the drop down menu by clicking the down arrow on the right side of the text box.
e Click on the selection that ShipRite will round to.
e C(Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process.

MARKETING TOOLS - Volume By

- Email Setup
- Holidaps

- Inventory

- Letter Master

- Lynk CreditCard Setup
- Pack Master

- POS Departments

- Report Master

- Shipping Margins

- Tax Counties

- User Accounts

Sets the period, monthly, yearly, or total for
acquiring shipping velume.

Selecting this field will allow the user to set the time period that ShipRite will use for calculating
revenue totals and acquiring shipping volume.

TO CHANGE THE VOLUME BY VALUE

e Open the drop down menu by clicking the down arrow on the right side of the text box.
e C(Click on the selection that ShipRite will use for the time period.
e C(Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process.
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Sets the period, monthly, yearly, or total for setting
the color for shipping volumes.

% MARKETING TOOLS - VOLUME COLOR BY

Selecting this field will allow the user to set the period of time that a customer will remain in the high

shipping volume threshold without making new purchases.

TO CHANGE THE VOLUME COLOR BY VALUE

e QOpen the drop down menu by clicking the down arrow on the right side of the text box.

e C(Click on the selection that ShipRite will use for the time period.

e C(Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process.

% MARKETING TOOLS — VOLUME THRESHOLD

Page | 35



Shiprite Global Connect

Program Registration

DEFAULT - Form Title

- Email Setup

- Holidays

- Inventory

- Letter Master

- Lynk CreditCard Setup

- Pack Master

- POS Departments

- Report Master

- Shipping Margins

- Tax Counties

ORM - User Accounts

MARKETING TDOLS - Rounding to Neares
MARKETING TOOLS - Volume By

MARKETING TDOLS _Volume Threshold

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
NEXT - Account Number
NEXT - CloselD

NEﬂ - Invoice Number <
»

Global Features Local Features Carrier Setup

Update Now

Sels the dollar amount threshold for changing the
background color for identifying prefered
customers.

Selecting this field will allow the user to set the dollar value that a customer must reach in order for
their name to appear highlighted, signifying an important customer.

TO CHANGE THE VOLUME THRESHOLD

Click in the text box and enter the dollar amount to set the threshold.
Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process.
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0,
0.0

MESSAGE — ACCOUNT AGING

i x

I I - Shiprite Global Connect -

Progiam Registation [ Options Global Features §|[Losal Features [Carrer Setup

DEFAULT - Form Title py( Current Thank yau far yaur business.
- Email Setup
- Holidays
 Inventory
- Letter Master Plus30: Your statement s past due. Pemittoday.
- Lynk CreditCard Setup
- Pack Master
- POS Department
" Report Mastor o Perhaps this is an oversight? Please Remityou payment today
- Shipping Margins L for prompt credit
~Tax Counties

Plusan: Seriously past due. Remittoclay,

Sormy. we are now sending Vito the Leg Breaker to ses you

NEXT - Account Number
NEXT - CloselD

NEiTI - Invoice Number Update Now

Messages that print on the Customer Statements
that age outstanding balances.

Selecting this field will allow the user to edit messages that appear when printing statements for
accounts receivable. These messages print based on the amount of time that has passed since the last

payment.

TO CHANGE THE MESSAGE

Click in the text box and enter the message you would like printed for the corresponding time

lapse
Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process

0,
0.0

MESSAGE — COUPON TEXT

Shiprite Global Connect

Glabal Feat Ton ]

~Inveniory

[FORM - Lettes Master

[FORM - Lynk CradiCard Sutun
FORM - Pack Master

This is the formated text o appear al the end of an
invoice printed on the Receipt Printer.
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Selecting this field will allow the user to add and edit text that will appear at the bottom of receipts

printed with the receipt printer.

TO CHANGE THE MESSAGE

e Click in the text box and enter the message you would like printed at the bottom of the receipt.

e C(Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process.

% MESSAGE — DROP OFF DISCLAIMER

DEFAULT - Form Title

- Email Setup

- Holidaps

- Inventory

- Letter Master

- Lynk CreditCard Setup

- Pack Master

- POS Departments

- Shipping Margins

- Tax Counties

- User Accounts
MARKETING TOOLS - Rounding to Neares
MARKETING TOOLS - Volume By
MARKETING TOOLS - Volume Color By
MARKETING TOOLS - Volume Threshold
MESSAGE - Account Aging
MESSAGE - Coupon Text

Drop Off Disclaimer

ESSAGE - Do)
MESSAGE - POS Disclaimer
NEXT - Account Number
NEXT - CloselD

NEﬂ - Invoice Number

Shiprite Global Connect

(TRl DropOf Disclaimer - Notepad - ]
File Edit Format View Help

| I hereby certify that the materials
contained in this package do not contain
any article that is Hazardous, Illegal,
Prohibited, Dangerous or Restricted.

I further certify that any liquids
shipped are secured gainst leaking.

If the contents of the package are
discovered to contain ANY of the above
items, or if the contents leak outside
the package, I agree to pay all costs
associated with the consignment of this
shipment. Those costs may include, but
are not limited to:

Fines by any governmental body,
cleanup costs, reasonable legal fees
and an administrative fee equal to the
amount of the sum of the identifed costs.

These fees are due and payble
immediately upon invoicing.

If the fees are not paid in 38 days,
then a late fee EQUAL to the
administration fee will be assesed for
each 30 days the original fees are not
paid.

I agree to the above terms:

X

Selecting this field will allow the user to add and edit text that will appear at the bottom of
receipts when a customer drops off a package, charged on their own account, to be picked up by the

carrier.

TO CHANGE THE MESSAGE

e C(Click in the text box and enter the message you would like printed at the bottom of the receipt.

o C(Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process.
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% MESSAGE - POS DISCLAIMER

o x

I I - Shiprite Global Connect -

- Letter Master
- Lynk CreditCard Setup
- Pack Master
- POS Departments
- Report Master
- Shipping Margins

M ounties

ORM - User Accounts

Next Account Number to use for Customer
Accounts when not using the Telephons number

Shiprite Global Connect

|[Focal Features [Carrer Setup

pa e
g with items shipped USPS, the cust.
omes s responsible for dealing with

the LS

teseliver or addiessezipsode corestion
| agree to the above

NEXT
NEXT - Invoice Number Update Now
< |

For paperless shipping, on the POS Receipt
Printer, this statement will print.

Selecting this field will allow the user to add and edit text that will appear at the bottom of receipts
when shipping a package through Shipping Master or Mail Master.

TO CHANGE THE MESSAGE

e Click in the text box and enter the message you would like printed at the bottom of the receipt.
e C(Click the ‘Update Now’ button and then click the ‘Save’ button to complete the process.

s NEXT — ACCOUNT NUMBER

Selecting this field will allow the user to view the next account number to be associated with a
customer, who does not leave a phone number, when an account is created. If a customer leaves a
phone number, it will be used as the account number.
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(Note: Do not change the account number unless instructed to by a ShipRite support technician)

% NEXT - CLOSE ID

MESSAGE - Coupon Text
MESSAGE - isclaimer
r

NEXT - Package ID
NEXT - SKUPLU N

rea Code
SETUP - Default Ship From
SETUP - Default Tax County

Carmier Setup

This is the next ID number assigned to a drawer
close procedure. This number is used for
reprinting close slips.

Selecting this field will allow the user to view the next close ID that is assigned to the day’s closing
report. This number is used to generate Consolidated Z reports.

(Note: Do not change the CloselD number unless instructed to by a ShipRite support technician)

% NEXT - INVOICE NUMBER

Shiprite Global Connect

Program Registration

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
NEXT - Account Number

NEXT - Invoice Number
TV ————

NEXT - SKU/PLU Number
PRINT - Account Receipt Total

PRINT -

SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
SETUP -
UTILITY - Process Switch
|

Credit Card Receipt Total
Default Area Code
Default Ship From
Default Tax County
ELTRON Label Size
Invoice Auditing
SalesTax Start

Service Tax

Ship To/Ship By Case
Tax Rounding Style
Third Party Other Insurer
Third Party Shipsurance Insurer
User FingerPrint Login

B

anal Features Eallier Setup

Next Inveice Number to use for Point of Sale
Invoices.
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Selecting this field will allow the user to view the next invoice number that will be associated with
the next point-of-sale transaction.

(Note: Do not change the invoice number unless instructed to by a ShipRite support technician)

Shiprite Global Connect

Options Global F oatures [TocarFeatures [Carror Setup

NEXT _ Package ID

ber
T - Account Receipt Total I
INT - Cre ipt Tot 12622
-D.

Next Package ID to be assigned to a packaged
shipped.

“ NEXT - PACKAGE ID

Selecting this field will allow the user to view the next package ID number that will be associated
with the next package shipped.

(Note: Do not change the package ID number unless instructed to by a ShipRite support technician)

% NEXT - SKU/PLU NUMBER
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5 x

I I - Shiprite Global Connect -

Program Hegistration

[ Global Features Local Features Carrier Setup

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer

- Default Ship F
- Default Tax County
- ELTRON Label Size
ice Auditing
oo
To/Ship By Case
Rounding Style
Parly Other Insurer
Parly Shipsurance Insurer
UP - User FingerPrint Login

i
UTILITY - Process Switch &
|| >

Next number to be assigned as an SKU for price
lookup. Used when the item to be sold does not
have a UPC number.

Selecting this field will allow the user to view the next SKU/PLU number that will be associated with
the next item entered into the Inventory Master.

% PRINT — ACCOUNT RECEIPT TOTAL

5 X

I I - Shiprite Global Connect -

Program Registration Options

[Global Featurss [Tocal Features [Corer Setup

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
NEXT - Account Number
NEXT - CloselD

NEXT - Invoice Number
NEXT - Package ID

PRINT_ Ascount Hecsipt Tatal ! nt !

- Default Area Code
- Default Ship From
- Default Tax County
-El

P -

ce Tax
- Ship To/Ship By Case
Rounding Style
I

SETUP - User FingerPri
UTHTY - Process Switch

This determines the amount of receipts that are
printed for Account Transactions.

Selecting this field will allow the user to choose the amount of receipts printed for a sales
transaction.
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0,
0.0

PRINT — CREDIT CARD RECEIPT TOTAL

5 X

I I - Shiprite Global Connect -

Program Registration Options

i Global Features Local Features Canier Setup

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
MNEXT - Account Number
NEXT - CloselD

NEXT - Invoice Mumber
NEXT - Package ID

NEXT - SKU/PLU Numbs

PRINT - Credit Card Receipt Total
- Default Ship From
- Default Tax County
P - ELTRON Label Size
- Invoice Auditing
- SalesTax Start

- Service Tax UpdsteNow |

- Ship To/Ship By Case
- Tax Rounding Style

This determines the amount of receipts that are
printed for Credit Card Transactions.

Selecting this field will allow the user to choose the amount of receipts printed for a credit card

transaction.
< SETUP - DEFAULT AREA CODE

5 x

I I - Shiprite Global Connect -

Progiam Registration

Global Features [[Foval Features [ComierSetup

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
MNEXT - Account Number
NEXT - CloselD

- Invoice Number

- Package 1D

- SKUJPLU Number

Account Receij

efault Tax County
SETUP - ELTRON Label Sice
- Invoice Auditing
P

ounding Style

Party Other Insurer

Party Shipsurance Insurer
SETUP - User FingerPrint Login
urﬂw - Piogess Switch

Default area code for automatic phone number
formatting

Selecting this field will allow the user to enter a default area code that will be used when the phone
number for a customer is entered.
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0,

< SETUP — DEFAULT SHIP FROM

5

x

I I - Shiprite Global Connect -

Giobal Features ? [Local Features [[Carier Setun

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
HEXT - Account Number

HEXT - CloselD

NEXT - Invoice Number

NEXT - Package ID

NEXT - SKUZPLU Number
PRINT - Account Receipt Total Shiprite Software 315-733-6191
P d 1312 Genesee St

Utica, MY 13502

This is the default shipped by that will appear in
the ShipMaster when starting a new package to
ship.

Selecting this field will allow the user to edit the default ‘Ship From’ address. This address will be

used in the ‘From’ field when processing a shipment in the Shipping Master. Your Default Ship From
should be the name and address of your store.

(Note: Always be sure to have a default ship-from address, otherwise, ShipRite may encounter
errors)

s SETUP — DEFAULT TAX COUNTY

Shiprite Global Connect

Global Features. Lm:al Features l:amen Setup

Progiam Registration Dptions

MES SAGE - Coupon Text
MESSAGE - POS Disclaimer
NEXT - Account Number

i ONEIDA
EIEEN-E
de

o

CNEIDA

This is the Default Tax County in POS

T ty Shipsurance Insurer
[SETUP - User FingerPrint Login
uTﬂw - Pracess Switch
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Selecting this field will allow the user to choose the default tax county to be used for calculating the
tax on transactions. Click the arrow on the drop down textbox to show all counties entered currently
entered into ShipRite.

% SETUP - ELTRON LABEL SIZE

x

I I - Shiprite Global Connect -

Frogiam Registration i anl Features l:arriel Sotup

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
NEXT - Account Number
NEXT - CloselD
NEXT - Invoice Number
NEXT - Package ID
NEXT - SKU/PLU Number ON -
PRINT - Credit Card Receipt Total
SETUP - Default Area Code
fault Ship From

ax
o/Ship By Case
- Rounding Style
SETUP - Third Party Other Insurer
SETUP - Third Party Shipsurance Insurer
SETUP - User FingerPrint Login =]

UTILITY - Process Switch ©
|| »

Sets the size of the label for printing DHL Shipping
Labels in sizes 4x6 or 4x6.25 inches.

Selecting this field will allow the user to set the print size of DHL shipment labels.

OPTIONS

e 4x6 inches
e 4x6.25 inches

« SETUP - INVOICE AUDITING

5 X

I I - Shiprite Global Connect -

Tarier Sotup

otal
redit Card Receipt Total
Default Area Code

Update Now

e
hird Party Other Insurer
hird Party Shipsurance Insurer

int Login il

»
This is used to enable invoice auditing and to set

the level of detail captured during auditing. Note:
Auditing will slow down POS performance.

Page | 45



Selecting this field will allow the user to choose which type of invoice auditing to use. The drop
down textbox will provide the option to choose a detailed report or a summary report.

OPTIONS
e None
e Detailed

e Summary

* PRINTED SHIPPING RECEIPT

Available Printed Receipt On/Off Options:
OFF ON
Consignee Name 9 @
Consignee Street Address O] &
Consignee City/State/Zip & 8
Dimensions L xW x H e g
Scale WT/Charge WT C &
Update Now Exit

Select this option allows the user to choose what information they want printed on the customer
package shipping receipt

% SETUP - SALES TAX START
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)

I I - Shiprite Global Connect -

Program Hegistration

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
HEXT - Account Number
HEXT - CloselD
MEXT - Invoice Number
NEXT - Package ID
NEXT - SKU/PLU Number
RINT - Accaunt Receipt Total
PRINT - Credit Card Receipt Tatal
TUP - Default Area Code

- Default Ship From

- Default Tax County

- ELTRON Label Size

T T o Se—
SETUP - Ship To/Ship By Case
SETUP - Tax Rounding Style
SETUP - Third Party Other Insurer

Global Features

SETUP - Third Party Shipsurance Insurer
S|

ETUP - User FingerPrint Login
UTHTV - Process Switch

B

This is the Threshoeld for where to start charging
sales tax. This is applicable only in a few states.

*

[[Cocal Features [Cartier Setup

Selecting this field will allow the user to set the minimum dollar amount needed in a sale before

ShipRite will start calculating a sales tax.

(Note: This option is only applicable in certain states)

s SETUP - SERVICE TAX

I I - Shiprite Global Connect -

Progiam Registration

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
MNEXT - Account Number
NEXT - CloselD

NEXT - Invoice Number
NEXT - Package ID

NEXT - SKU/PLU Number

- Default Area Code

- Default Ship From

- Default Tax County
- ELTRON Label Size
- Invoice Auditing

SETUP - Service Tax
P et pet e

Rounding Style
d Party Other Insurer
ance Insurer
ingerPrint Login

ss Swilch =
»

Set the Service Tax in your area.
A 25 85% service tax would be entered as 25.85

%

Local Features Carrier Setup

Selecting this field will allow the user to set the service tax in their area. This value is represented as
a percentage. This is only applicable in certain states.
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% SETUP - SHIP TO/SHIP BY CASE

ite Global Connect

Program Registration Options Global Features

[Cosal Features [Cartier Setup

MESSAGE - Coupon Text

ackage 1D
- SKUZPLU Number - Shin
- Account Receipt Total Al Upper Case
- Credit Receipt Total R
a Code

- Default Tax County
- ELTRON Label Size
sice Auditing
- SalesTax Start

Proper Case with Upper
rd Party Other Insurer
rd Party Shipsurance Insurer

er FingerPrint Login
ocess Switch

This is used for controlling how words are

capitalized in the Shipper and Consignee fields of
the ShipMaster.

Selecting this field will allow the user to choose the way in which the consignee field is displayed.

OPTIONS

0,
0.0

All upper case
All lower case
Proper case

Proper case with upper

SETUP — TAX ROUNDING STYLE

x
I I - Shiprite Global Connect -

Program Registration Dptions

(ocal Featares [Carier Setup

INT - Account Receipt Total
- Credit Card Receipt Total
- Default Area Code
- Default Ship From
- Default Tax County
-ELTRON Label Size
P-

e
TUP _ Tau R g Style

3
psurance Insurer

This determines the way that tax is rounded.
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Selecting this field will allow the user to set the tax rounding method. The method chosen depends
on the state in which one lives in. Please select the rounding style that meets state requirements.

% SETUP — THIRD PARTY OTHER INSURER

5 X

I I - Shiprite Global Connect -

Program Registration Giobal Features [Focal Features [ComierSetup

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
<Enter third party insurer name herex

<Enter thid paty insurer address heres

NEX e ID
NEXT - SKU/PLU Number
PRINT - Account Receipt Total
PRINT - Credit Card Receipt Total
SETUP - Default Area Cod
SETUP - Default Ship From
SETUP - Default Tax County
SETUP - ELTRON Label Size

- Invoice Auditing

- SalesTax Start

- Service Tax

- Ship To/Ship By Case

SETUP - User FingerPrint Login

UTEIITY - Process Switch

This is the Name and Address of a Third Party
Insurer.

Selecting this field will allow the user to enter the third-party-insurers’ name and address. This
information will be printed on the report that will be issued to the third-party-insurer.

% SETUP — THIRD PARTY SHIPSURANCE INSURER

=% Program Setup - Shiprite Global Connect = =

Shiprite Global Connect

Global Fealtures Local Features Ealliel Setup

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer

NEXT - Account Number Policy ID
- CloselD

o ckagslD) Email Address:
PRINT - A t
PRINT - Credit Card Receipt Total Signature Threshold
SETUP - Default Area Code
SETUP - Default Ship From
SETUP - Default Tax County
SETUP - ELTRON Label Size
SETUP - Invoice Auditing This is the policy ID, supplied from
SETUP - SalesTax Start Shipsurance. It can be located on their
L =Bl e website, http:/iwww dsiins com

SETUP - Ship To/Ship By Case
Okap Cancel

- Tax Rounding Style

This is where you enter all of the store specific
Shipsurance information.

Selecting this field will allow the user to enter the Shipsurance account information. The policy ID,
supplied by Shipsurance, can be located on their website, http://www.dsiins.com.
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0,

Program Registiation

MESSAGE - Coupon Text
MESSAGE - POS Disclaimer
NEXT - Account Number
NEXT - CloselD
NEXT - Invoice Number
NEXT - Package ID
NEXT - SKUZPLU Number
PRINT - Account Receipt Total
PRINT - Credit Card Receipt Tatal
SETUP - Default Area Code
SETUP - Default Ship From
SETUP - Default Tax County
SETUP - ELTRON Label Size
SETUP - Invoice Auditing

- SalesTax Start

- Service Tax

- Ship To/Ship By Case

- Tax Rounding Style

** SETUP — USER FINGER PRINT LOGIN

Shiprite Global Connect

Global Features Lutal Features Ealliel Setup

SETUP
FingerPrint fkeypad login Only
Fingerprint login Onl

Both Fingerprint &

Add/Remove Fingerprint login authentication for
ShipRite users.

Selecting this field will allow the user to
choose the method used for login authentication.

OPTIONS

e Fingerprint login

o Keypad login

e Fingerprint & Keypad login

5. LOCAL FEATURES

This section covers local features, which represent the options that are applied to each
individual workstation operating ShipRite. Each workstation on the network will need to have these

options set correctly.

Page | 50



e ALWAYS - SHOW CHANGE DUE SCREEN

15 Program Setup - Shiprite Global Connect -

Shiprite Global Connect

Global Features Local Features Carrier Setup Data Base

- Show Change Due Screen I3
- Mimic Scale Display

- DHL Label

- D'YMO Label

- Eltton/Zebra

- FedEX Label Type

- FedEX Laser Labels

- FedEX Themal Labels

- Mailbox Package Motice
*Manifosts Enabled -
- Receipt Slips
- Receipts
- Reports
- Stamps Label
- Code to Open Drawer
- Dimensioning

- Enable Touch Screen Update Mow

- FIND M5 Word Program
- Invoice Font
- Invoice Font Size

e Invoice Type Format -
»

By enabling this option Payment Master will always
show Change Due screen for cash payments to give

a clerk a chance to go back.

This option allows the user to choose whether or not to show the amount of change due after a

transaction

e MIMIC SCALE DISPLAY

Shiprite Global Connect

Tocal Toatures Tanior Solup

By enabling thi

splay format

By enabling this option, ShipMaster sale display will reflect your physical scale weight display

format
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e PRINTER — DHL LABEL

Selecting this field will allow the user to select the printer that will print DHL labels.

Shiprite Global Connect

f Eallier Setup

Options

- DHL Label

- Eltron/Zebra

~ FedEX Label Type

- FedEX Laser Labels

- FedEX Thermal Labels
- Manifests

- Open/Close

- Receipts

- Reports

- Stamps Label

- Code to Open Drawer

- Drawer ID

- Enable Touch Scieen

- Invoice Font

- Invoice Font Size

- Invoice Type Format

- Microsoft Word Instructions
P - Pole Display Setup

- POS Swyle

- Receipt Skip Lines

Global Features Local Features

e — [

Eltran Test

Printers and Faves:
Update Now

This is the printer used to print Airborne Labels.

Can be any windows defined printer.

Click on the printer to be used for printing DHL labels.
Click the ‘Update Now’ button, then click the ‘Save’ button.

Click the drop down arrow to open the list of available printers.

e PRINTER - DYMO LABEL

Selecting this field will allow the user to select the printer that will print Dymo labels.

- FedEX Last
- FedEX Ther
- Manifests
- Open/Close
- Receipts
- Reports
ER - Stamps Label
Code ta Open Drawer
- Drawer ID

Disy
- POS Style

- Receipt Skip Lines
- Scale

is the printer used to print DYMO printer labels_
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e C(Click the drop down arrow to open the list of available printers.

o Click on the printer to be used for printing Dymo labels.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.

e PRINTER — ELTRON/ZEBRA

iprite Global Connect

Local Features

- wser1 ype
- FedEX Laser Labels

- FedEX Thermal Labels

- Manifests PRINTER-

- Dpen/Close Eltr

- Receipts F

- Repoits H

- Stamps Label
-G

SETUP - Pale D:

SETUP - POS Style

SETUP - Receipt Skip Lines
ale

SETUP - Scal

This is the printer used to print the Eltron{Zebra
language specific shipper labels.

Selecting this field will allow the user to select the printer that will print Eltron/Zebra labels, used for

UPS shipments.

e Click the drop down arrow to open the list of available printers.

e Click on the printer to be used for printing Eltron/Zebra labels.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.

e PRINTER — FEDEX LABEL TYPE

| svotecobwoomes |

Tocal Featur

Themal Nodocta | -

This is the type of FedEX label to print at the printer.

[SETUP - Scale
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Selecting this field will allow the user to select the FedEx label type. If using a thermal label printer,
select ‘Thermal No doc tab’, else if using a laser printer, select ‘Laser’.

OPTIONS

e Thermal no doc tab

e Thermal doc tab bottom
e Thermal doc tab top

e laser

e PRINTER — FEDEX LASER LABELS

Frogram T Totsont z et Fr

This is the printer used to prini the Federal Express
Label.

Selecting this field will allow the user to select the laser printer to be used for printing FedEx labels.
(Note: Choosing the laser printer is only necessary if the label type has been set to ‘Laser’)

e C(Click the drop down arrow to open the list of available printers.
e C(Click on the printer to be used for printing FedEx labels.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.
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e PRINTER — FEDEX THERMAL LABELS

,
= Eocaluslomes |

Global F eatuss

This is the printer used to print the Federal Express
Label.

Selecting this field will allow the user to select the LPT port to be used for printing FedEx labels with

a thermal printer.
(Note: Choosing the LPT port is only necessary if the label type has not been set to ‘Laser’)

e C(Click the drop down arrow to open the list of available ports.
e C(Click on the LPT port to be used for printing FedEx labels.
o Click the ‘Update Now’ button, then click the ‘Save’ button.

e MAILBOX PACKAGE NOTICE

s the printer used for Mailbox Package Notice

Select the printer used for Mailbox Package Notice printing
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PRINTER — MANIFESTS

Piintes s Faves

This is the printer used to print out carrier manifests
for pickups.

Selecting this field will allow the user to select the printer to be used for printing manifests

Click the drop down arrow to open the list of available printers.

[ ]
e C(Click on the printer to be used for printing manifests.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.

PRINTER — RECEIPTS

Shiprite Global Connect

[Carrier Setup

FedEX Label Type
FedEX Laser Labels
FedEX Thermal Labels

Manifests

Prirters and Faves
Update Now

SETUP - POS Style
[SETUP - Receipt Skip Lines
SETUP - Scale

This is the printer used to print out the ‘short'
ts at the Point of Sale. This printer is usually

tied to firing open the cash drawer.

Selecting this field will allow the user to select the printer to be used for printing receipts.

Click the drop down arrow to open the list of available printers.

[ ]
e Click on the printer to be used for printing receipts.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.
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e PRINTER — REPORTS

Shiprite Global Connect

Global Features Tocal Features Carrier Setup.

Open/Close

o Open Drawer
ol
- Enable Touch Screen
- Invoice Font
- Invoice Font Size
- Invoice

pe Format
P -M ‘Word Instructions _
Pate Diplay Setun Piinters and Faiss
- POS Style
- Receipt Skip Lines Update Now

- Scale

inter used to print out producti
inventory reports, and the Z-Report.

Selecting this field will allow the user to select the printer to be used for printing reports.

e C(Click the drop down arrow to open the list of available printers.
e C(Click on the printer to be used for printing reports.
o Click the ‘Update Now’ button, then click the ‘Save’ button.

e PRINTER - STAMPS LABEL

Shiprite Global Connect

Local Features etup

-DHL Label
-DYMO Label

- Eltion/Zebra

- FedEX Label Type

- FedEX Laser Labels

- FedEX Themal Labels
- Manifests

- Open/Close

- Diawer ID
- Enable Touch Screen
Font

e Format
rosoft Word Instructions Phintess and Fanes
p

I
le Display Setu
4
Update Now

he printer used for stamps Label printin:
d be the actual eltron/zebra printer..

Selecting this field will allow the user to select the printer to be used for printing Stamps.com labels.

e Click the drop down arrow to open the list of available printers.
e C(Click on the printer to be used for printing Stamps.com labels.
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Click the ‘Update Now’ button, then click the ‘Save’ button.

e SETUP - CODE TO OPEN DRAWER

te Global Connect

Global Features Local Features. Canrier Selup

Program Registration

- DHL Label
- DYMO Label

- Elron/Zebra

- FedEX Label Type

- FedEX Laser Labels

- FedEX Thermal Labels

- Manifests
- Open/Close
- Receipts
- Repoits
AL G — e

- Pole Display Setup
- POS Style
- Receipt Skip Lines

This is the ASCIl code (ex: 130) to fire the cash
drawer attached to the Short Receipt Printer.

This is the ASCII code value used by ShipRite to open the cash drawer.

e DIMENSIONING

3 Program Setup - Shiprite Global Connect

Shiprite Global Connect

Global Features Local Features Ear T Setup Dala Base

- Show Change Due Screen 4

- Mimic Scale Display
e
“Elon/Zebra e e
- FedEX Label Type
- FedEX Laser Labels
- FedEX Thermal Labels
- Mailbox Package Notice
- Manifests
- Receipt Slips
- Receipts
- Reports
- Stamps Label
- Code to Open D
- Dimensioning

er ID
- Enable Touch Screen
- FIND MS Word
- Invoice Font

- Invoice Font Si:
- Invoice Type Format
| >
e

Select Dimensioning device and applicable seftings.

e SETUP - DRAWER ID
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- X

I I - Shiprite Global Connect -

Pragiam Registiation Options, Global Features. Tocal Features Eamer Setup

- DHL Label
- DYMO Label

- Eltron/Zebra

- FedEX Label Type

- FedEX Laser Labels

- FedEX Thermal Labels
- Manifests

- -

- Invoice Font
- Invoice Font Size
- Invoice Type Format _
- Microsoft Word Instructions Spdociiow

P - Pole Display Setup
- POS Stle
- Receipt Skip Lines
- Scale

This is the location specific Drawer ID used to
identify where transactions occured and all money
received is marked by location.

This is the location specific Drawer ID used to identify where transactions occurred and where
money was received.

e SETUP - ENABLE TOUCH SCREEN
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I I - Shiprite Global Connect -

Progiam Registiation Options

PRINTER - DHL Label
PRINTER - DYMO Label
PRINTER - Eltron/Zebia
PRINTER - FedEX Label Type
PRINTER - FedEX Laser Labels
PRINTER - FedEX Thermal Labels
PRINTER - Manifests

PRINTER - Open/Close
PRINTER - Receipts

PRINTER - Repoits

PRINTER - Stamps Label
SETUP - Code to Open Drawer

SETUP Enable f ouch Screen
SELYRaSnable Touch Scicen.

- Invaice Font Size
- Invaice Type Format

icrosoft Word Instructions
- Pole Display Setup

x

Global Features Local Features Carrier Setup

Update How

This option will show the on screen keyboards for
data entry. Only be enabled if you have NO
keyboard attached to the machine.

This feature will allow you to enable touch screen support.

e SETUP — FIND MS WORD PROGRAM

E3. Program Setup - Shiprite Global Connect

Registration

- FedEX Label Type

- FedEX Laser Labels

- FedEX Thermal Labels
M

ox Package Notice

- Stamps Label

- Code to Open Diawer
imensioning

- Drawer ID

- Enable Touch Screen

- FIND M5 Word Program

- Invoice Font

- Invoice Font Size

- Invoice Type Format

- Microsoft Word Instiuctions

- Pole Display Setup
- POS Style
- Receipt Skip Lines

Shiprite Global Connect

Global Features Local Features Data Base

Seal T‘
- Scale _>|J

Auto-Locate the Microsoft Word Program
Executable.

Auto locate the Microsoft word program executable file Winword.exe
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e SETUP — INVOICE FONT

x

I I - Shiprite Global Connect -

Program Registration Options Global Fealures Local Features Ea er Setup

~DHL Label
- DYMO Label
- Eltran/Zebra
- FedEX Label Type
- FedEX Laser Labels
- FedEX Thermal Labels
- Manifests
- Dpen/Close
- Receipts
- Reports
- Stamps Label
SETUP - Code to DOpen Drawer
SETUP - Drawer 1D

- Invoice Type Format _
- Micrasaft Word Instructions [ et

- Pole Display Setup

- POS Style

- Receipt Skip Lines

- Scale

This is the location specific font name for the POS
Short Receipt.

This feature will allow you to set the font type for the invoice.

e SETUP — INVOICE FONT SIZE

5 X

I I - Shiprite Global Connect -

Program Registration Dptions Global Features Local Features

- DHL Label
- DYMO Label

- Eltron/Zebra

- FedEX Label Type

- FedEX Laser Labels

- FedEX Thermal Labels
- Manifests

- Open/Close

- Receipts

- Reports

- Stamps Label

- Microsoft Word Instructions Update Now

- Pole Display Setup
- POS Style

- Receipt Skip Lines
- Scale

This is the location specific font size for the POS
Short Receipt.

This feature will allow you to set the font size for the invoice.
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e SETUP — INVOICE TYPE FORMAT

5 %

I I - Shiprite Global Connect -

Global Features [ Carrier Setup

- DHL Label
-DYMO Label
- Eltron/Zebia
- FedEX Label Type
- FedEX Laser Labels
- FedEX Thermal Labels
- Manifests
- Open/Close
- Receipts =
- Reports r H
- Stamps Label
- Code to Dpen Drawer

- POS Style
- Receint Skip Lines

You can choose between the Short (receipt printer)
or Long (laser printer) POS Invoice formats.

This feature will allow you to choose the invoice type format.
Options include:

e Short — used for the receipt printer
e Long — used for the laser printer

e SETUP — MICROSOFT WORD INSTRUCTIONS

Global Connect

Program Hegistration Global Features. Local Features [Cartier Setup

~DHL Label
- DYMO Label

- Eltron/Zebra

- FedEX Label Type

- FedEX Laser Labels

- FedEX Thermal Labels
- Manifests

- Stamps Label
- Code to Open Drawer
- Drawer |
- Enable Touch Secreen

Start Wordpad and display the instructions for
integrating Microsoft Word into the Shiprite Global
Connect program.

This feature will start Microsoft Word and display the instructions for integrating it with ShipRite.
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e SETUP — POLE DISPLAY SETUP

5 Program Setup - Shiprite Global Connect = =

Shiprite Global Connect
Global Features Local Features Carrier Setup

- DHL Label
- DYMO Label
- Elion/Zebra

- FedEX Thermal Labels Enter Pole Display Dsta
- Manifests

- Stamps Label

T ode topRen Drawer Enter Pole Com Part

- Enable Touch Screen

- Invoice Font
P - Invoice Font Size
ice Type Format

SETUP, ploy Sclup
SETUP - Receit Skip Lines
SETUP - Scale

your pele display information. Only the
02 VFD Display is suported at this time.

This feature will allow you to setup your customer-facing pole display. The upper text box allows
you to enter the display text while the lower text box allows you to select the Com Port that your
display is set to.

e SETUP — POS STYLE

BY. Program Setup - Shiprite Global Connect - x

Shiprite Global Connect

This is the location specific POS Style. Use ol
option depends on licensing and program ed|

This is a location specific POS style. Use of this option depends on licensing and program edition.
SETUP — Receipt Skip Lines
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Shiprite Global Connect

DOptions

- DHL Label

- DYMO Label

- Elron/Zebra

- FedEX Label Type

- FedEX Laser Labels
- FedEX Thermal Labels
- Manifests

- Open/Close

- Receipts

- Reports

- Stamps Label

- Code to Open Drawer

- Drawer ID

- Enable Touch Screen

- Invoice Font

- Invoice Font Size

- Invoice Type Format

- Microsoft Word Instructions

isplay Setup

SETUP - Heceil Ski Lines

Global Features Local Features

Carrier Setup

This is the number of lines to skip after each receipt

printed on the POS receipt printer.

This feature will allow you to enter a value in the textbox representing the number of lines to skip
after each receipt is printed.

SETUP - SCALE
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Shiprite Global Connect

Options Global Features Lacal Features [Carer Setwp

- DHL Label

- DYMO Label

- Eltron/Zebra

- FedEX Label Type

- FedEX Laser Labels
- FedEX Thermal Labels
- Manifests

- Dpen/Close

- Receipts

_ Reports

- Stamps Label

- g?;i:;ru Dpen Drawer ht Limit (k)

- Enable Touch Screen
- Invoice Font
- Invoice Font Size

- Invoice Type Format

- Micresoft Ward Instructions

- Pole Display Setup
- POS Style
ebrrwipl, Skip Li

Select Scale and Setup Communications Protocols

This feature allows you to setup the scale for use with ShipRite.

e Select the scale from the drop down menu.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.

6. CARRIER SETUP

Shiprite Global Connect

Progiam Registration Dptions. Global Features Local Features [ Setup

Carrier Selection
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This section covers carrier setup for DHL, FedEx, UPS, and USPS. To access the carrier

setup:
e From the ShipRite main menu, click the ‘Setup’ tab, then click ‘General Setup
Options’.
e Next, click the ‘Carrier Setup’ tab to the right.
e From the Carrier Selection menu, choose which carrier to setup.
% DHL

x

Carrier Selection
DHL-1
Site User ID:

DHL-I DASC Rate
Type:

UPDATE HOWE

You can obtain a DHL account number by sending an email to DASC@DHL.com and they will
contact you to get set up.
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To setup your DHL account:

e Enter your DHL account number in the corresponding textbox.
e  From the drop-down textbox, choose your rate type. DHL will tell you what you rate
type is.. Most stores start out with RS3 rates.

% FEDEX

3. Program Setup - Shiprite Global Connect - bd

Shiprite Global Connect

Global Features Local Features C. Data Base

EMAIL - Shippiny
FedEx Air Level

Apply to be an FASC by going to www.fascnet.com
EMAIL — Shipping Notifications

Check to disable the email notifications generated by the carrier to a shipper and/or consignee about
their shipment

Fedex Air Tier Level — enter the tier level for your Fedex Express account (found on the welcome letter
you get from FASC)

Fedex Ground Tier Level — enter the tier level for your Fedex Ground account (Found on the welcome
letter you get from FASC)

Setup - FedEx account number:

e Click on ‘SETUP — FedEx Account Number’ located in the left column.
e Enter your FedEx account number in the corresponding textbox.

Setup — Fedex HAL ID

Enter Location ID and Agent ID. These are the Fedex Hold at Location ID’s provided by your
account rep

Page | 67



(= Program Setup - Shiprite Global Connect = =

Shiprite Global Connect

Global Features Local Features Canier Setup

Carrier Selection
FEDEX

FedEx Air Level Tier
FedEx Ground Level Tier

FedEx User Account registration procedure consists of 3 steps:
1. obtain user Key and Password
2. obtain user Meter number

3. register your copy of ShipRite

‘Would you like ShipRite to register your FedEx Account?

Creates the initial connection to Federal Express.
This must be run at least once and results in a
Federal Express Meter Number.

e C(Click on ‘SETUP — Register with FedEx' located in the left column.

e C(Click the ‘Yes’ button on the following pop up window to obtain the user key and password,
obtain use meter number, and register your copy of ShipRite.

When finished, a message will display to let you know that the FedEx setup process has successfully
completed.
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& Program Setup - Shiprite Global Connect

Shiprite Global Connect

Registration

Global Features Local Features

Carrier Setup Data Base

Carrier Selection

ASD Discount Level

EMAIL - Shipping Notifications
ETUP - Next Tracking#

SETUP - UPS ReadyTH

Sets the ASO Discount Level for projecting actual

discounted costs for production and income
reports.

Select ‘ASO Discount Level’ from the menu. You will be given a discount level when you are
approved to be an ASO. To apply to UPS, send an email to ASOAwards@ups.com

From the ‘ASO Discount Level’ drop down menu, select your UPS discount level.
Click the ‘Update Now’ button.

13 Program Setup - Shiprite Global Connect

Shiprite Global Connect

Registration Global Features Local Features Carrier Setup

Carrier Selection
UPS

MyUFS User ID:
(ASO Discount Level

EMAIL - Shipping Notifications
SETUP - Nexst Trackingtt

SETUP - UIPS ReadyTH MyUPS Password:

Shipper Account#:

Select ‘SETUP — UPS ReadyTM'.
Enter your ‘MyUPS User ID’ in the corresponding textbox.
Enter your ‘MyUPS Password’ in the corresponding textbox.

Enter your ‘Shipper Account#’ in the corresponding textbox.
Click the ‘Register’ button.

You will need your last invoice from UPS to complete the registration
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s USPS

CREATE AN ENDICIA ACCOUNT:

e Visit the following website: https://account.endicia.com/shiprite

e  Click the Next button to proceed to the next page.

Suppies SWIE  AUUUL US Searu

& endicia

Sign Up

Get a 4-week Trial!

Select Your Plan

Endicia @® 515.95/month Get a 4-week trial period.

2 = Compare )
Premium © $174.95/year (save 516.45)

« Try any Endicia service plan
for 4 weeks
Cancel any time within the

Compare Plans
Promotions and Bundles

4-week trial period and pay
no service fees.

After the 4-week trial period,
service fees, including the
first month, will be charged
to the credit card on file.
You can upgrade or cancel
your service at any time.
Unused postage funds are

refunded to you when you

close your account.

If you have a promotional code, a USPS Source Code or an Endicia bundle serial number, enter it here.

e Fill out the Contact Information on the next page.

Create Your Endicia Account

Contact Information Al fields are required unless otherwse marked
First Name Last Name Type: Honthy, Endica Label
Server
Ouratior: Wty
Rate: $0 00 moneh
Compary (optional)
Reset s
Emai Agr co

We Respect Your Privacy

Phase (Toll F Ext (optional) We do not sefl or share your
personsi nformaton for marketng
purposes. Please read our Privcy
Polcy for detats

1) Please check this box # you do not want to receive occasional newsletters, promotional
messages and offers from Endicia. You will stil reconve important notifications such as
mantenance notifications and software update information

Privacy Pobcy »

e Fill out Your Postal Settings.
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Your Postal Settings

Physical Address

Address1 Address2 (optional)
cy State ZP Code™
| State v |

# My Mailing Address (where my mail is sent to) is the same as my Physical Address

(where my mail is sent from)

Post Office

e o

Fill out the Password and Security Options.

Fill out the Endicia Payment Method and USPS Postage Payment Method.

Password and Security Options

Endicia.com Internet Password

This password wil be used to access your account pages an Endicia com. For security
purposes, your password must be at least 8 characters long and contain 2 numbers, 1
uppercase and 1 lowercase letter

P—
1

Re £xter Fassword

Software Settings

Create a temporary pass phrase for accessing your Endicia sofwace. The pass phrase
must be 664 characters long and cannot ba the same as the Endicia com Intemet
password you created above. which is used to acCess your oniine account pages.

new.

Plaase enter a security question and answer that out 5uppot stafl can use to verify your
identity if you ever forget your pass phrase.

Queston

Answer

3 1 centiy that all information furished is accurate and truthful | also cert that | have
10ad and understood the Urited States Postal Service Privacy Act Statement
Acknowledgement of Deposit, Endicia Terms and Condtions, and USPS Policy
Regarding Shortpaid and Unpaid Postage.

Click the Complete Sign Up button to finish the account setup and obtain an Endicia Account

Number.

Endicia Payment Method @

Endicia Service Plan Payments
Your first 30 days of Endicia Label Server is FREE. Alte this fre trial peniod, your credt
«card or Bill Me Later account will be charged a rate of $0.00 per month. Endicia Parcel
Insurance will also be billed to this account

# My Biling Address is the same as my Physical Address

* cesca e EEE-

Covd Type Cord Mumbar Expiraton Date.
Amercan Expreas v ot vii2014 v

° The Shopping Express Lane
B elater | 00

USPS Postage Payment Method @
USPS Postage Payment Options

Please select a payment option for your postage. For organizations spending more than
$500/month, we recommend selecting the checking account option

© Use payment method sbove

each month).

Other Msthods of Payment »

Enter Endicia Credentials into ShipRite:
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From the ShipRite main menu, click Setup > General Setup Options.

File Switch Users Actonf [Satup) Help |
General Setup Options Fa 4
\yzxeie

Vi Vg G

Carrier Selection

Select USPS from the Carrier Selection drop-down menu.
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3 Conne .
- Shiprite Global Connect j

Tocal Teature:

Select “SETUP — Endicia label Server” in the yellow-column.
Click the Select button to enter your Endicia Account Number and Pass Phrase.

Enter your Endicia Account Number and Pass Phrase into the corresponding textboxes.

Giobal Foatur Tocal Foan =y

SETUP - USPS Approved Shipper

Endicia Label Server (ELS) is an XML Web Service)
that enables you to create shipping labels with live
prepaid postage on the label.

Click the Save Credentials button.

+ ~ endicia
~
[ Save the Pass Phrase for your account:

Save into database:

Pass Phrase must be at least 5

| Save Account: 7‘ Note:
characters long with a maximum of
64 ch

For added seéumy, the Pass
Phrase should be at least 10
h long and include more

|

than one word, use at least one
uppercase and lowercase letter,
one number and one non-fext
character (for example,
punctuation)

A Pass Phrase which has been
used previously will be rejected.

Click the Ok button to proceed.
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ShipRite Software Inc. ’ ~

ShipRite Software Inc.
6 Account and Pass Phrase were

saved Successfully!

Now, when USPS is selected from the Carrier Setup screen, you will have a different set of
options to change your account pass phrase, add postage to your account, get the status of your
account, and set the pickup location.

|- e a—

“&
 Endicia Printable i
Serup - usPSA;-m-dsWhp- *

Endicia Label Server (ELS) is an XML Web Service
that enables you to create shipping labels with live
prepaid postage on the label.

CHANGE YOUR PASSPHRASE:

From the Carrier Setup screen, select USPS from the Carrier Selection drop-down menu, and
select “SETUP — Endicia Label Server”.

Click the Select button next to “Change your account pass phrase...”.

On the screen that opens, type in your new Pass Phrase into the “Change to:” text box and click
the Change Pass Phrase button.

[Ehange pass|
[
1 = O] Account: Note:
™ M
| & endicia Pass Phrase must be atleast

characters long with a maximum of

64 characters

For added securty, the Pass

Phrase should be at least 10

long and include more
than one word, use at least one
uppercase and lowercase letter,
one number and one non-text

Change to: character (for example,

Change the Pass Phrase for your account:

Change from:

A Pass Phrase which has been
used previously will be rejected

Change Pass Phrase Exit
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ADD POSTAGE TO YOUR ACCOUNT:

| & endicia

E

i~ Account Balance:

Postage Balance:

Ascending Balance:

Remaining postage
balance after recredit

Total amount of postage
printed after recredit

~Amount of postage, in dollars, to add to the account: ——

10.00]

Add $10.00 to the account

~Note:

The minimum amount of postage
that can be purchased is $10.

The maximum amount is based on
the settings of the account.

Any amount, at least $10.00 and
up to $99,999.99, in unit of dollars
and rounded to the nearest cent.

Add

GET ACCOUNT STATUS:

Exit

Account Status.

& endicia

[~Account Balance:
Postage Balance: $178.90

Ascending Balance: $4,295,967

Remaining postage
balance after recredit

Total amount of postage
printed after recredit

[~ Account Specifics:
Account Status: A

Device ID:  FakeDevicelD

Account Status flag:
A = Active

The account's 12
character Device ID

Note:

The Label service is running in
Testmode. The data for
AccountStatusRequest XML
(GetAccountStatus) has been
validated.

Refresh

From the Carrier Setup screen, select USPS from the Carrier Selection drop-down menu, and
select “SETUP — Endicia Label Server”.
Click the Select button next to “Add postage to your account...”.
Enter the amount of postage you wish to add and click the Add button.

NOTE: You can also add postage while in the ShipMaster screen by clicking on the Endicia Logo

From the Carrier Setup screen, select USPS from the Carrier Selection drop-down menu, and
select “SETUP — Endicia Label Server”.
Click the Select button next to “Get the status of your account...” to show the account balance
and account specifics.
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SET PICKUP LOCATION:
e From the Carrier Setup screen, select USPS from the Carrier Selection drop-down menu, and
select “SETUP — Endicia Label Server”.
e C(Click the Select button next to “Set the pickup location...”.
e Use the drop-down menu to select a Pickup Location; enter any special instructions if necessary.
e Click the Save location button.

~Account: ~Note:

'5 icla°
e endicia e

i~ Change Package Pickup Location:

Special Instructions for Pickup are
Pickup Location: |Other required if "Other" chosen for
Side Door | || Package Pickup Location.
Knock on Door/Ring Bell
Mail Room

Office

Reception

In/At Mailbox

Front Door

Back Door

Save Location Exit

B« |

[~ Special Instructions for

These are special i

[N ——)
\

IF USING STAMPS.COM:

e Select ‘SETUP - Stamps.com Customer ID’.
e Enter your Stamps.com customer ID in the corresponding textbox.
o C(Click the ‘Update Now’ button, then click the ‘Save’ button.

Tlobal T eat = Corier Setom

: :
S8 | sromocewcomea | |
Proas a1 ealures ‘Local Featuret

e Select ‘SETUP — Stamps.com Login’.
e Enter your Stamps.com login in the corresponding textbox.
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e C(Click the ‘Update Now’ button, then click the ‘Save’ button.

e Select ‘SETUP — Stamps.com Password'.
e Enter your Stamps.com password in the corresponding textbox.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.

FOR USPS APPROVED SHIPPERS:

. Pregram Setup - Shiprite Global Connect - x

USPS RSA rates will apply if your account has a

customer commitment agreement with Retail
Shipping Associates.

o Select ‘SETUP — USPS Approved Shipper .
e If you're an approved USPS shipper, click the ‘Check if Applied’ checkbox.
e C(Click the ‘Update Now’ button, then click the ‘Save’ button.

SETUP — USPS RSA RATE - If you are a Premium member of Retail Shipping Associates and
participate in their USPS RSA Rates program, ‘Check if Applied” checkbox Click the Update Now button
and Save.
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TABLE MANAGEMENT & UTILITIES

MASTER SHIPPING TABLE

The Master Shipping Table will allow you to set markups on your FedEx, UPS, DHL, and USPS
shipping services. You can also make adjustments to carrier packaging, such as the dimensions
and pricing, as well as, set the pricing for accessorial charges, which are the additional charges
and fees associated with shipping a package.

To access the Master Shipping Table:

e From the ShipRite main menu click Actions > Table Management > Master Shipping Table.

B shipRite Demo Las Vegas Shiprite Global Connect v.10.17.1
File Switch Users Utilities | Actions | Setup Help
- Accounts Receivables

Contact Manager
Quick Books Online

Coupon Manager
Dock Hand Manager

Shipment History

Address Book

Pack Master i

GoOnline (End Of Day)

MailBox Manager

Drop Off Manager Fs
Package Check In/Out Ctrl+F5
Letter Master - MS Word

Price Charts

Inventory

Purchase Orders
Tickler

Email PPP Report to DHL
Time Clock

Zipcode Editor

Shipsurance: Insure Package

Table Management >
Quick Books Management Module

Service Tables
Zone Tables
User Setup
User Fingerprint Setup
Mailbox Setup

Once in the Master Shipping Table, we can change the markups associated with shipping a
package. Using FedEx as an example, let’s change our markup cost.

e Select FedEx from the drop-down menu.
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E X

Carrier Selection

o Next, let’s assume we want to make changes to the markup on FedEx Priority service; each
service will need its markup set.
e Select FEDEX-PRI in the left-hand column.

1. GENERAL

o The General tab contains information regarding this particular carrier’s service, zone, and
department. These values should be left as their default.
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I

Carrier Selection
FEDEX

Service Selection

FEDEX-INT-1ST
FEDEX-INTE
FEDEX-INTP
FEDEX-PRI

FEDEX-SVR

2. PERCENTAGE MARKUP

=

Carrier Selection
FEDEX

Sernvice Selection

FEDEX-PRI

FEDEX-SVR

X

Shiprite Global Connect

FedEx Priority Overnight|
General ﬂplinns Peltenlage Markup Atl:essnrial Revenue
FEDEX-PRI o |

FEDEX48 lon |
FEDEX o |

Click the Percentage Markup tab.

Shiprite Global Connect

FedEx Priority Overnight

[ Percentage Markup [ Accessoarial Revenue

Change the markup percentage, as needed, for each tier level.

The 3-tier markup system allows you to easily manage your profit markups for a wide range of
services based on the price. These ranges are established in the General Setup of the program.
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3. OPTIONS

The options should be left to their default settings, however, they can be turned on/off by using
the arrows to move the selection to the appropriate window.

Shiprite Global Connact

Carrier Selection

FEDEX I FedEx Priority Overnight
Service Selection I Percentage Markup [Accessorial Revenue

Consignee Mot Required Al Service

Disable This Service P Letter Express 8 oz
Freight Service Saturday Delivery

Popup Messages Saturday Pickup

Shipper Nol Required Surcharge for Residential

4. ACCESSORIAL REVENUE

The accessorial revenue tab allows you to set your pricing for all the additional charges

associated with shipping a package, such as Delivery-Area-Surcharge, Saturday Pickup/Delivery,
Signature fees, etc.
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u Shiprite Global Connect

Carrier Selection

FEDEX -

. - Peicentage Markup
Service Selection

Residential Surchaige
C.

t Signature Required
gnature Required
Adult Signature Required
Additional Handling
Saturday Delivery

DAS Surcharge- COM
Third Party Insurance

Letter Markup Fee
Dry Ice
Fuel Surcharge - Air

e Select one of the Accessorial charges, for example, Indirect Signature Required

Shiprite Global Connect
Carrier Selection

FEDEX g

Percentage Markup (Accessorial Revenue

Service Selection

Indirect Signature Required
T

FEDEX-NT-1ST by

FEDEX-INTE DAS Surcherge. COM

FEDEX-INTP [rioe Fackbon Foe ~
Declared Value

Letter Markup Fee

Fuel Surcharge - Air

Indirect Signature Service Cost and Charge

e Change your selling cost
e C(Click the Update Now button and then Save in the upper-left
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3. TABLE MANAGEMENT & UTILITES

A. MASTER SHIPPING TABLE

1. UPS:

From the Main Menu, click on the Actions pull down menu, click on Table Management, and then click
on Master Shipping Table, select UPS. You can set up any UPS service. For example, UPS Next Day Air
has been chosen here. There are four tab controls: General Setting, Options, Percentage Markups, and
Accessorial Revenues.

A. GENERAL SETTING

Service Code, Zone Table and Carrier Code: Do not change these unless ShipRite Software directs
you.

Account No.: This is your account number.

**This is normally included with your installation CD, if you have to add or change
this for any reason the alpha characters, if present in your account number, must
be in CAPS.

POS Department: This assigns all sales of this product to an existing POS department.
PLU: This is the inventory item that will be associated with this to track in sales reports.

Pop Up Message: This is useful as a training tool or a reminder. Basically, when this service is
selected in the ShipMaster, the message entered here will pop up. This message must be
enabled in the next section: Options. A typical message might look like this: “Next Day Service
is usually delivered by 10:30am the following business day”.. or “NO LITHIUM BATTERIES or any
other Hazardous, lllegal, Dangerous or Prohibited Materials”.

Shiprite Global Connect

Carrier Selection
UPS Giround

- - Dptions I Percentage Markup Accessonal §
Service Selection
Enter

R7v614 Pop up
Message
[/ here:

Dept MUST
match your POS
departments in

General Setup
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B. OPTIONS

These items should be set by default. If not, move them from the OFF to the ON side and visa versa as
needed

. Master Shipping Table

=101 x|
Shiprite Global Connect

Carrier Selection

I UPS Ground

0 . ercentage Markup Accessolial Revenue
Service Selection

Air Service
Consignee Not Required
Disable This Service

Popup Messages
Saturday Delivery
Surcharge for Residential

Use Dim Weight
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C. MARK UP

(Percentage Markups): You can enter the mark up % for parcels shipped. This mark up % is applied to
the service chart for this service according to the 3 levels set up in Chapter 2. For flat fee mark up for Air
Letters, see the next section “Accessorial Revenue”

Carrier Selection

- - Accesszorial Revenue
Service Selection [Bceessoal Revenue.

D. ACCESSORIAL REVENUE

Your selling prices here for accessorial items.
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B3 Master Shipping Table = X

Shiprite Global Connect

FedEx Ground

Carrier Selection

FEDEX I Percentage Markup

Service Selection
FEDEX“1 ST g-ag-idenlial Surcharge

Indirect Signature Required
Direct Signature Required
Adult Signature Required
Additional Handling
Saturday Delivery
= Saturday Pickup
FEDEX-INT-1ST DAS Surcharge - RES

DAS Surcharge - COM

FEDEX—'NTE Third Party Insurance
FEDEX-INTP Kloms Debvesg s i
FEDEX -PRI Home Delivery - Evening

Home Delivery - Appointment

FEDEX.STD Declared Yalue

Letter Markup Fee

FEDEX—SW‘ Fuel Surcharge - Ground

2. DHL, FEDEX AND USPS:

These services are set up the same as UPS’s procedures. . This is ingested from your linkage
mailbox from DHL.

3. TABLE MAINTENANCE: SERVICE TABLES, ZONE TABLE MANAGEMENT AND
INTERNATIONAL TRANSLATION TABLES.

A. SERVICE TABLES

From main menu, go to Action on the top of your screen, click on Table Management, and select Service
Table. You can view a shipping service’s base rate chart on the right by clicking on the service link on the
left. If a service is not listed on the left that means it is not available to you. 1DAY service is being
selected here.

w. Shipping Services View

LBS ZONE102 | ZONE103 | ZONE104 | ZONE105 | ZONE106 | ZONE107 | ZONET! ~
1 1.00 1.00 1.00 1.00 1.00 1.00 1. |
0 12.75 14.25 15.00 15.50 16.00 16.75 17.
1 14.75 17.50 20.75 22.50 24.50 25.75 26.
2 15.75 18.75 23.25 25.25 27.50 28.50 29.
3 17.25 19.75 25.75 27.75 30.50 31.50 32
4 18.25 20.75 28.25 30.50 33.25 3425 35
5
6
7
8

R 12 2450 3050 4650  50.50 55.25 57.25 58.
CAN-XPED 13 2525 3150 4875  52.7% 57.50 59.75 50.
CAN-XPRES 14 26.00 32.75 50.75 55.00 59.75 62.25 63.

L 15 2675 3400 5275  57.25 62.00 64.25 65.
COM-GND 16 27.75 3500 5425  59.00 63.75 65.75 67.
EXP 17 28.50 36.00 55.75 60.75 65.50 67.25 69.

18 2925 3675  57.25  62.25 67.00 68.75 7.
FEDEX-1ST T — e —— — T —— ——
< r »
INS-Add a Row DEL-Delete a Row
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For those who have DHL, you select their chart from the list on the left. You can then directly input the
correct rates from those carriers if they are not already included with ShipRite. If the rates are provided
to you by the carrier that are in MS Excel format, you can just use COPY and PASTE to update your chart
above.

B. ZONE TABLE MANAGEMENT

This is the ZONE table maintenance. If you have a zone popping up in any of the  carriers that is not
correct, check it in here first. You can correct any zone problems in this screen.

5. Zone Table Management - X
LozIP_| HiziP_| ZONE -
1 400] 599 ZONES 1
2 600 799 ZONE11
3 900 999 ZONE11
4 1000 8999 ZONES

10000 33999 ZONES
34100 34199 ZONES
34200 34999 ZONES8

8 35000 35899 ZONE7
] 35900 36499 ZONES8
10 36500 36799 ZONE7
11 36800 36899 ZONES8

12 36900 37299 ZONE7
13 37300 37499 ZONES
14 37500 37599 ZONE7
15 37600 37999 ZONES
16 38000 38499 ZONE7
17 38500 38599 ZONES
18 38600 39799 ZONE7

— | 15 |

EAS Definitions_OLSINETS R h- foies

GROUND Toe 1 incan  acnan saura J_vJ
< [»

OAHU-GND

WWXPED INS-Add a Row DEL-Delete a Row

The Service and Zone tables are just like a spreadsheet. If a zone is not correct, just change it to the
correct one.

Editing Keys:

e  DEL—will DELETE the current row. Use the Backspace Key to erase entries on the line.

e INS- will INSERT a ROW at the cursor position.

C. INTERNATIONAL TRANSLATION TABLES

A name of a country is listed different from different shipping companies. China is an example: UPS,
FedEx and DHL list it as China, but USPS lists it as Peoples Republic of China. If you cannot find the right
codes for international shipping, you look for it and fill it out in the International Translation Table.
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There are three functional buttons in the International Translation Table: Add a country (Plus icon),
Delete a country (Minus icon, red color) and Refresh view (Cloud icon).

| Universal Country Translation Table

Lookup AIRBORNE

Panama

Papua New Guinea

Paraguay

Peoples Republic of C China China China
Peru

Philippines

Poland
Ponape

Portugal

Puerto Rico

Qatar

R epublic of Congo
R epublic of Ireland
Republic of Yemen reVleW
R eunion

Romania

Rota

Userl: |KAROL|NA j Password: |~

FullMame: | KAROLIMA GRUNBERG Phone: | 422 - 5433

Shipping

Suspend Shipping
MamefAddress Table
All Other Tables
Pickup Records

Inc & Production Rpts
Tracking Files
Utilities Menu
General Setup

User Accounts

POSs

Give user access lo view package prices

5. MAILBOX SETUP: THIS WILL BE EXPLAINED IN CHAPTER 10.
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B. UTILITIES

The Utilities is usually used by your tech support personnel — do not use unless instructed to do so.
From the main menu, you will see the Utilities pull down menu. There are 11 options under Utilities

Menu: Inventory update, Fix invoice balancing, Data Model Manager, Merging Contacts or Accounts,
Create SR Support Text file, Button panel utilities, Extract data by Table, Synchronize RecQty to Qty in
PQO'’s, Initialize Invoice Inventory, Create Shiprite_update.mdb, Force closer a drawer.

ShipRite Demo Las Vegas Shiprite Global Connect v.10.17.1 - X

File Switch Users = Utilities Actions Setup Help

Inventory Update

Fix Invoice Balancing
Data Model Manager

Merging Contacts or Accounts
Create SR Support Text file

«
Button Panel Utilities

Extract Data By Table g
— -
Syncronize RecGty to Qty in PO's SoSSSSSTs SO \\, \ )
e —
Initialize Invoice Inventory -:‘“‘::“““
L
Create Shiprite_Update.mdb I

Force Close a Drawer SR

1. INVENTORY UPDATE

ShipRite Demo Las Vegas Shiprite Global Connect v.10.17.2
File Switch Users Utilities Actions Setup Help

—as

Inventory Update > Export Inventory

Import Inventory

Fix Invoice Balancing

Data Model Manager

Merging Contacts or Accounts

Create SR Support Text file

Button Panel Utilities
Extract Data By Table
Syncronize RecQty to Qty in PO's
Initialize Invoice Inventory

Create Shiprite_Update.mdb

Force Close a Drawer

www shipritesoftware.com g

This is used to Export or Import your Inventory tables

2 FIXINVOICE BALANCING

This is a utility created to balance invoices that may have been off due to rounding, etc.
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3 DATA MODEL MANAGER

This function is used to back up the database. For example, if you want to back up Accounts Receivable
Aging, select ARAging button, click on the Key icon. To open this file, click on OPEN button, and then
enter ARAging in the text box, and click on BEGIN button. Finally, click on OK button after the Back Up

operation is completed.

+ Shiprite Global Connect

@ @

1. Selecta
Table that
you want
to back it

AirbornePanels

ContactHistory

4, Enter the
backed up
file name

I here.

2. Click on
KEY icon to
get to database
file that you
will see figure
below for step
#3.

N 'BEGIN'.

5. Click this
button to
complete
the back up.
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Open @

Laok in: |tﬂ shiprite ﬂ &5 -
; CiData [#1) shipritez.mdb
ﬁ [)English [#1) SHIPRITE . MDB
MyRecent  [#]130.mdb (21 TEMPzane. MOB
Documents B atppoRME_Services.mdb  ELJUPS_Services.mdb
T @Cauntry.mdh @UPS_ZDnes.mdh
@dbl mdb @USMaiI_Services.mdb
Desktop @de.mdb @USMaiI_ZDnes.mdh

[BFEDE:_Services.mdn  E]UsPSi,MDB

3. Click

J @FEDEX_Zunes.mdh @zipcudes.mdb Open button
T A— [EINTERSHIPRITE. MOE (2] Zone MDEB to open the
[#]olddata.mdb file.
- @Online.mdh
_-JI)E @repnrts.mdb
iy Computer
- A
' File name: SHIFRITE.MDEB j Q\Len |
by Metwork  Files of lvpe: |a‘1'u:cess D atabaze [*.mdb] j Cancel
Flaces

[ Open as read-only

4 MERGING CONTACTS OR ACCOUNTS

Merging Contacts or Accounts is designed to merge duplicate information into one.

A customer has two different names, addresses or phone numbers or two different accounts in your
database that she wants to merge it into one. In the top text box, The Destination Account, enter
customer’s name and hit Enter. A list will appear. Select the Contact or Account you want to KEEP. In
the lower box, Source Account to Merge, enter the customer’s name and hit Enter. Select the duplicate
name and double click on it. This information will be merged into the Destination account and then will
be deleted.

The process is the same for merging Contacts or Accounts. Just click which one you want. Merging
accounts will combine all history including transactions, invoices, payments, balances, etc.
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3 (c) Copyright 2016 Shiprite Software, Inc. - O X

Select if
itisan
Account
ora
Contact

Merge Master 2.0 <

« Accounts ¢ Contacts

Enter customer’s name
Destination Account: here and press Enter. This
| is the account they want to
keen

1) Account# or Cust ID
2) Phone Number

3) Organization Name

4) Last Name, First Name

h

Source Account to Merge S
Enter customer’s hame

here and press Enter. This
is the account that will be
deleted after the merae

3. Click on
this button to
process

meraina.

v

Search Size in Characters: |4—

Here the customer wants to merge her maiden name with her married name. She wants to keep the
name Starr.

Merge Master 2.0 =

—| Shiprite Global Connect

&« Accounts

—3 ‘.-"_' ) ATTENTION...Merging

Destination Account: T 010083429308
Whitley, Theresa

010085067152 924 Chaps Circle

Starr, Theresa Dayton, OH 45420
3 702-555-1212

924 Chaps Circle BALANCE: -$ 5.00

Henderson, NV 89002

702-463-4047 TO

BALANCE: $ 66.00 010085067152

Starr, Theresa
924 Chaps Circle

Source Account to Merg Hendérsom NV._ 50002

702- g
Gligsenae BALANCE:§ 600
Whitley, Theresa
924 Chaps Circle CONTINUE?
Dayton, OH 45420
702-555-1212
BALANCE: -$ 5.00 Yes No
T =, Al

Search Size in Characters: |4
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B3 (c) Copyright 2016 Shiprite Sof e In O

0
Merge Master 2.0 <
@ Accounts © Contacts
Destinatio~ "~ 2
Shiprite Global Connect X
0100850671
Starr, There: @R ATTENTION...Operation Completed with the Following Results...
924 Chaps (' U )
Henderson, ~ Contact Rows Affected...1
Payment Rows Affected...2
702463404 Transactions Rows Affected...3
BALANCE: POSHold Rows Affected...0
Quotes Rows Affected...0
DELETED 010083429308 From AR
Source Ac

2 |

Search Size in Characters: |_4_

After the merge, the Destination account is remaining and the source account has been deleted.

5. CREATE SR SUPPORT TEXT FILE

Not used at this time

6. BUTTON PANEL UTILITIES

This was a utility created to Export or Import the button panel

7 EXTRACT DATA BY TABLES

If you want to exclude any table of ShipRite in your database, you can shift it to Exclude Tables section.
Select a table in the Include Tables section, and double click on Double Arrow icon, and then click on
Process button, unwanted table will be shifted to the Exclude Table section. It is not recommended to
do this without direction from a ShipRite Support
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w=| Extract Database by Table

Include Tables Exclude Tables

AirbornePanels 1= B Cancel @
AR - d —

ARAging 1

ARBalance

ARSales > —
ContactHistory 1. Select Frocess ‘ﬁ
Contacts «<| any

Contents unwanted

Country table.

CountryLookup

[CountyTaxes

extract.mdb file path

c\ShipRite\extract. mdb

w. Extract Database by Table

Include Tables Exclude Tables
AirbornePanels = CustornReports * il @
AR = [ m
ARAgINg I
ARBalance
ARSales Process ﬁ
ContactHistory 2. Double click "
g"”:a"‘ls << on this button to
Cg:r:nws remove a table
CountryLookup |< to the Excl_ude
CountyTaxes Table section.
Departments 3. Click
Dept - ] here to

. complete
extract.mdb file path the
‘c:\ShipRite\e)dract.mdb ves extracting

process.

8. SYNCHRONIZE RECQTY TO QTY IN POS:
Copies the Qty field to the RecQty field in every record in the PurchaseOrders table.

So it seems the Received Quantity is set to the Order Quantity for each Purchase Order and so the
RecQty and Qty are synchronized in the PurchaseOrders.

All of tables above function automatically if you want to reset it. ShipRite works properly if you restart
the program every time you reset it

9. INITIALIZE INVOICE INVENTORY:

Initializes the Logging.mdb database which logs the Invoice Numbers used in the POS.

Page | 94



10 CREATE SHIPRITE_UPDATE.MDB

Creates a Shiprite_Update.mdb using the current Shiprite.mdb. (Copies the Shiprite.mdb ->
Shiprite_Update.mdb then clears all tables in Shiprite_Update.mdb).
Shiprite_Update.mdb is used to rebuild the database using the Shiprite_Optimizer.

11 FORCE CLOSE A DRAWER

Force closes a specified Drawer#. For the selected Drawer#, any CloselD = NULL or CloselD =0 is
assigned the NextCloselD in the OpenClose, Payments, and Transactions tables

4. CONTACT MANAGER/ADDRESS BOOK

This is a very important feature. Correct use of this will enhance the operation of the ShipRite Software.
This is where you can edit or enter the contact’s information of customers, shippers and consignees. You
can add and delete customers, shippers and consignees. You can keep track of customer accounts such as
purchasing and shipping history, and billing statements. You can print contact lists and send cards or letters.

A. ADDRESS BOOK

From Main menu, go to the Actions pull down menu, and then select Address Book. This is the only way
to access the address book.

B3 Shiprite Global Connect

ey 4p| Address Book [i:g| @

Toolkit Name Searching

Add New I : J
Review and Edit
Limit Address View

Reports
Cards, Letters, Labels

Add Tickler
Print Contact List
View/Edit Customer Notes

Delete

jimport Mailing List Record Count...105

1. ADD NEW

Click on Add New, it will take you to the Quick Name & Address Entry Form. You can add contact
information for a new customer, shipper and consignee here.
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Click on the drop down menu and choose the correct country. The default is the United States. Fill
out all fields for First name, Last name, Company (skip it if Residential), Address 1, Address 2, City,
State, Zip Code, Phone Number, Fax number and email address. If an address is in the United States,
after you type in the last digit of the zip code, the search for the city/state will be initiated. If there
is a multiple match of more than one city for that zip code, a drop down list will open. Select the
proper city name from the list and press Enter. If the phone number is needed, enter it next. There
is a spot for a second phone number or a fax. The Contact Manager will automatically determine
whether the Contact is residential or commercial. The method is simple: For residential, the
Contact Manager looks for a COMMA. If there is a comma (Last name comma, First name), it will be
flagged as Residential. If this is Commercial, the Contact Manager looks for a single name with no
COMMA. If either of these conditions are met, the Contact is flagged as Commercial. Save your
work and then exit out of it

. Hot Pursuit 2001

Quick Name & Address Entry Form

Hollands, Linda

789 River Avenue

—d_
315-362-3213 ! [Dptional] Sieseesed ! o

[Optional] -’—IZI

2. REVIEW AND EDIT

Select a name that you want to change her/his contact information, and then click on Review and
Edit. You can edit name, address, phone number by either double clicking on the contact field or
click on Edit Name & Address button. That will take you to Quick Name & Address Entry Form
where you can make the change. There are two ways to edit the contact category: You can change
Contact Category by double clicking on the contact category in the box on the right (Consignee), and
then click the Contact Category. Or you can delete Contact Category in the box (Shipper), and type
the new category as Consignee. Remember to update your work after you change it.

B. NAME SEARCH LIST:

° There are four areas to open up Name Search List:
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e From the POS, select Customer Look up under the Actions pull down menu. This will take you to

Name Search list.

e From the POS, click on the Customer Look up button. This will take you to Name Search List.

e |nthe ShipMaster window, tab to SHIP FROM field, press Enter that will take you to the Name

Search List.
e |nthe ShipMaster window, tab to SHIP TO field, press Enter that will take you to the Name
Search List.
B3 MName & Address Search - O X
Country Goto Address Matches
| United States El 249
Company or Last Name, First Name _I_
|Shiprite ftware
) Type Last
First: :

Name Coma o

|Mark ~

Type a First name o
Address: company’
s name
| Google Maps
City, State, Postal Code: Residential
| utica [Ny [13502 © Yes & No
Phone Set: Cell Phone:
3157336191 | 3157336194 o
EMail: Save | Select
| (use f10)
Account Number/Organization: — = =
| 1 ©,

a Clone Contact [ Clear Form ] CANCEL
ipper |

To perform the searching process, type the last name comma first name for residential address and
company name for commercial address in the Search List. Select the name that it is highlighted, and
then click OK. If you do not see it there, continue entering the information and click Save/Select.
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NTEP COC #05-019 Shiprite Global Cennect Shipping Master

From

Shiprite Demo Las Wegas Contents:

702-463-4047

Shipping Counter

924 Chaps Cir

Henderson, Nv 83002 Zip Code Dec Yalue

[other
Time-In-

[o wlo l_

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Fect | S S | [ I

Domestic

UNITED S

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Repaort

Domestic

i $0.00 0.00 0.00
endicig- 322 S0 S0

tedia Mai

Domestic

You can search for the name from the POS: Tab to the SHIP FROM or SHIP TO field, type last name
comma first name for residential address and company name for commercial address. The address will
be displayed as long as it matches w/ a name of a shipper or consignee. If there is not any existing
contact display that you are looking for, press Enter. You can add it to the Name & Address Entry Form.

w. Shiprite Global Connect
Address Book

Name, Address, and Phones

Adler, Sarah

. Just doubl
Sarah Adler 2. Click here lick aauwmeere

or tvype new in the address
10 Cornell St ypP block to change

lthaca, NY 14850 category in —_—
607-256-9395 this box in the box

Toolkit

1. Double
3. Click here click here
to update
all the
change

UFPDATE
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3. DELETE

Select a name that you want to remove her/his contact information from your database, and then
click on Delete button. You will see the Record Count goes down.

4. LIMIT ADDRESS VIEW

IF SEARCHING FOR SPECIFIC CUSTOMER NAMES, YOU CAN USE DIFFERENT SEARCH
FIELDS TO DO THIS. I.E. ENTER NY IN THE STATE FIELD AND ALL NY CUSTOMERS WILL
BE LISTED

5. REPORTS

YOU CAN PRINT THREE (3) SEPARATE REPORTS

Address Listing alphabetically
Address Listing by level (consignee, shipper)

Contact sheet

6. CARDS, LETTERS, AND LABELS

This is used for the mail merge. Running this report will allow you to print address labels based
on the search criteria you have chosen.

7. ADD TICKLERS

Add reminders for Mailbox Renewal due dates and low inventory on hand. Select a name and then
click on Add Tickler button that will open up the Tickler Detail form. You can type a reminding
message in the Detail box, and select the due date from the calendar and then click on Due Date and
Time box. Save all your work. When you open up the program, you will see a reminding message
pop up with the due date in the Tickler view.
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To Do Detail Today is Monday, August 28, 2017

Date/Time Recorded: [6/26/2017 | [11:44:01 ]| [Status:
Taken for Employee:  |NERERE) - @ Open Exit
' U ¢ Closed

Regarding Client:

—

Details:  |SMALL ENVELOPE (ENVELOP-SM) - Inventary 4| | Completed By:
Below Threshold | |;]

Category for Action: Inventory Low l;l

Clear . %

Due Date and Time:  |6/26/2017 Q]

¢ Emergency & Urgent ¢ Routine

C Low C No Action

D. ACCOUNT RECEIVABLES

There are two ways to review a customer’s account from the POS:

e Select Customer Look Up option under the Actions pull down menu. That will take you to the
Name Search List. Select a name to review their account.

e C(Click on the Customer Lookup button on the bottom of the POS screen. This will take you to
Name Search List. Select a name to review their account.

You will see a customer’s contact information in the bottom of POS screen after you have used one of
the methods as described above. Right click where the contact information is displayed. Select Review
Customer Account option. This will take you to the Account Receivables screen. There are six function
tabs that you can review customers’ purchasing and shipping history, and billing statement. You can
edit tax status, shipping and purchasing marks up here. These useful features will be explained later in

Chapter 8.
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[ Accounts Receivable = [m] X
File Actions Bulk Check Bulk Credit Card

Pl |
| 77 , ACCOUNTS RECEIVABLE

rAccount Number, Account Name, & Terms

|010083429308 hitley. Theresa [ ‘

rFunctions ) First Name, Last Name
| Theresa |Whitley ‘
General
Address Block
Account Ledger |924 Chaps Circle

Miscellaneous |

Statements [Dayton |oH  [45420 RES o
History Phone:  |702555-1212 Fax:
Contacts

~Account Balance & Aging

Balance | Current Plus30 Plus60 Plus90 Plus120

5. SECURITY

ShipRite V10 has three interconnected security systems that can operate independent of each other.
There is System Security, POS Security and Setup Security. Before enabling security systems, User
Accounts must be set up first as described in Chapter 2-E-7. To enable any of the 3 security systems, go
to SETUP: GENL SETUP: OPTIONS. Then move the desired security settings to the ON side. For the
highest security, move all 3 security options to the ON side.

A. SYSTEM SECURITY

When this system is enabled, start the program and the user must log in. When logged in, the user can
only have access to those areas allowed by the system administrator. The system administrator is
usually the storeowner and has access to all functions. A clerk typically would be limited to only those
areas of the program that allow them to ship and sell. To Setup system security, from the Main Menu,
go to Setup - General Setup Options, click on the Options tab. To turn on the SECURITY-ENABLE Program
Security by select it first and then click on double arrows icon, to move it to the ON column. Now
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System Security is on. Save and Exit the program completely, and then go back in. Upon re-entry, you
will be required to log in with your security code.

5. Program Setup - Shiprite Global Connect

Shiprite Global Connect

Reqgistration Global Features Local Features Carmer Setup

ALWAYS - Charge FedEx Retail Rates ALWAYS - Charge Key Deposits
ALWAYS - Charge Residential ENABLE - Endicia
ALWAYS - Charge UPS Hetail Rates - No Receipt
ALWAYS - Create Accounts - SmantSwiper
ALWAYS - Markup FedEx Discount
ALWAYS - Markup UPS Discount
ALWAYS - Show Postage Cost
DISABLE - Inventory 55
ENABLE - 3rd Party Inzurance
EMABLE - 4th Char Search
ENABLE - Address on Receipt
ENABLE - Charge USP5 Cost
ENABLE - Force POS Shipping
ENABLE - Packaging Instructions
ENABLE - Par Tech Display
EMABLE - Parcel Shipping Order
EMABLE - Perzonalized-DrawerlD
ENABLE - Print Duplicate Label
ENABLE - Quickbooks
ENABLE - Refund Technology
ENABLE - Short Signature Receipt
ENABLE - Stamps.com
ENABLE - ¥igolLP Dizplay
- Yolume Color
INVENTORY - Ho Cost On Report
SECURITY - ENABLE Program Security
SECURITY - Point of Sale
SECURITY - Setup
STOP - PEST Shipments

B. POS SECURITY

When enabled, this requires the user to enter their security code prior to making a sale. This will tag
each sale to a particular user for audit purposes. Setup of the users for POS Security is exactly as the
same in System Security. After the user Accounts are set up, from the Main Menu, go to Setup - General
Setup Options, click on the Options tab, select SECURITY-Point Of Sale and then click on the double
arrows icon to move it to the ON column. Make sure you click SAVE, then exit. Enabling POS Security

will allow you to:
1. See who makes each sale

1. Track Clerk performance relating to sales
2. Cash Accountability

3. Open/Close Drawer

4. Track Void or Cancelled Sales
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C. DATABASE SECURITY

Setup of Database Security is exactly as the same in POS Security.

From the Main menu, go to Setup, General Setup Options, click on the Options tab, select SECURITY-
Setup, and then click on double arrows to move it to the ON column. At that point, no one can get into
the Setup screen and perform any type of setup for user accounts and the POS unless they have a
security code. Database Security Setup is to forbid people from getting into the MS Access Database
without using your password. That means no wiz-bang genius can open the database and make changes.

Make absolutely sure that at least one user has access to all areas.

6. LETTER MASTER
A. LETTER MASTER SETUP

In order to use this feature, make sure you have Microsoft Word installed on your computer and the
correct paths entered for the program files. If you have the incorrect paths, you will get a File Not Found
error. Here is how to fix it: Go to Setup: General Setup Options: Local Features: Click on SETUP-Find MS
Word Program and SETUP-Find MS WordPad Program. The correct paths should be entered
automatically and remember to save your work. Click on SETUP- Microsoft Word Instruction, and
WordPad will open up. Print the instructions for setting up the merge program. This will allow you to
pull your contact list into a Word Merge which will allow you to print address labels, mailings based on
your customer contact list. This Feature will NOT function without MS Word.

B. USE OF THE LETTERMASTER

This feature is used to print labels from your database, send letters to your customers, utilize your
database to find out who your best customers are and help plan for the future. From the Main menu,
go to the Actions pull down menu and select Letter Master.

1. Choose the type of information category on the right side of Letter Master screen. For example,
Contacts is being selected.
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B3 Shiprite Global Connect s [m] X

I LETTER MASTER

EZSteps

#1 a2 Choose The Type of Information
Q

© (Contacts
#2 ¢ Receivables
o

€ Inventory

2. Click on #2 icon to open up a list of all files located in the letter master. Such as cards, letters and
labels that you want to generate. For example, if you want to send out welcome letters to your new
customers, you click on Welcome letter file. You can add new letters, change a letter’s type, edit or
delete a letter by click on the optional buttons in Letter Master view. These buttons are: Click here to
ADD a new letter, Click here to CHANGE a Letter’s Type, DEL and EDIT.

5. Shiprite Global Connect = m] X
LETTER MASTER
EZSteps
o3 Avery 5260 Labels AB260 =
2] YWelcome Letter Welcome
Da
A

# »

Click here to ADD a new letter.

Click here to CHANGE a Letter's Type
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This is an example of adding a new letter to Letter Master: You can create a new letter to your liking by
clearing the Letter Description and Letter Name text boxes, and then just type your own name and
description in each field. As an example, you may wish to create a letter for customers who have over
due payments. You may want to call it Collection Letter and give it a file name Deadbeat.doc, and click
on MERGE icon to create the collection letter.

B3 Shiprite Global Connect — ] X

| LETTER MASTER

EZSteps Creating a new Card, Letter, or Label is
easy...
1T o
# "E &3’ e . 1. Enter
’ letter

3. Click this
button, and
Microsoft word
will open up.
You can start to
build your
document.

2. Entera
file name

3. Check off and fill out contact category, ranges or dates that you would like to use. For example, you
want to send out welcome letters to new shippers whose shipping volume is from $20.00 to $500.00.
Check off the Shipper box and fill out the range $20.00 to $500.00 in the Shipping Volume box.
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3 Shiprite Global Connect == m} X

LETTER MASTER

Select the Query Criteria to limit the number
EZSteps of items generated...

[ Shipper W Consignee

#1 c%g |N_ame Range: - | il _I

City, State, or Zip:

| L Y

Shipping Volume

#2 | $000 To | $000 AL

Package Count:
| 0 To | 0 AL ||
First Date:

—Q | []To] el A ]

Last Date:

| [.]To] = e N

Next Contact Date:

I []To] I [ R
=y

4. Click on the MERGE icon to launch Word and Merge the template with your database. You will see
how the welcome letter is formatted.

2l Form Letters1 - Microsoft Word

JD@m|é@|E|nv‘%|7s% - @ 7

JEi\e Edit Wiew Insert Format Tools Table ‘Window Help

[c] T TR

June 27, 2003

Alarnick, Angles
2137 Cropsey Ave Apt 2E
Brooklyn, MY 11214

Dear Anglee,

Thank you so rouch for choosing Shiprite Demnonstration Company
for your shipping needs today. We pride ourselves on providing the best
service for you, one of our valued customers.

Along with packaging items for shipment, we also provide convenient
and econormical ailhoxes, shipping supplies, copy service, and send/recelve

fax service

Anglee, please come back soon. We'll be lookdng forward to secing

¥ou again.
SBincerely yours, :
2
¥
HE EER r
JD[an [z &  auroshepes = . \DO‘|&'£vévE:§.e,
| Pane 1 er i [ar Lo Col pEC [Ty [FoT [ove [E

This is an example of generating a set of AVERY Labels. You can use the Merge feature by selecting
Avery Labels from the letter list box.
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bels1 - Microsoft Word

== - S

-] &

I
J

File Edit VYiew Insert Format Tools Table Window Help

ldler, Sarah

[c]
: 10 Comell 5t

. Ithaca, NV 14250

Andrewrs, Hoar
. Foom 400 Sheldon Court
- Ithaca, NY 14850

Barst, Mo
) A07 Colllege Ave, Apt 3ah
- Ithaca, NY 14850

Bell, &aron
: 307 Hughes Hall
- Ithaca, NV 14853

Berg, &lyson
B 403 Elrarood Love
- Ithaca, NY 14850

Bressler, Ilichelle
TI7 Feledwr St # 2

Ahn, Eunjung
100 Fair View Sguare 55
Ithaca, NV 14850

Loki, Kentaro
208 Dryden Rd, Apt#510
Ithaca, NY 14850

Behrstock, Ellen
127 Blair 5t, Apt#2
Tthaca, MY 14850

Bence, Brian
514 East Buffalo 5t #1
Ithaca, NV 14850

Bemstin, Jonthan
407 College, Apt da
Ithaca, NY 14850

Budington, Jessica

SN Calleos brm Bt D

Alamick, Anglee
2137 Cropsey dove bpt 2E
Brooklyn, N¥ 11214

Aftn: Visas
2323 Westin Building
Seattle, WA 98121

Belkin, Hadar
208 Dryden Rd, Apt 204
Ithaca, NV 14350

Bennet, Kate
3305 Roundwood Rd
Hunting Valley, OH 44022

Birga, Joe
114 Surnenrnit Aove apt 2
Ithaca, NY 14850

Calderon, Iarca

Cirrnell TTnmeraitor

| Pane 1 Ser 1 11 lar n.5"

ln 1 Col 1

[EFc Tre [Fxr [ove [ O

C. OTHER MERGE FUNCTIONS

You can access the merge feature from loading a customer through the POS. From the POS screen,
select Customer Look Up under Actions menu. That will take you to Name Search List; select a customer
that you want to send a letter to. You will see her/his contact information in the bottom of POS screen.
Right click on the contact information, and then select Cards, Letters and Labels, that will take you to

Letter Master.

Right click on
the bottom
tool bar and
then select
Cards, Letters

Ship

Ojfoo qf

Quick, Address Update
ice

Edit Detailed Contact Informatiy
memo

Review Custaomet Account
Cards, Letters, and Labels

[ Tickler
up

IUpdate &R, Sold To, & ShipTo Addresses

Select a letter file and then click on MERGE icon. For example, Welcome file is selected. Click on the
MERGE icon:

Page | 107



Merge
With:

Global Connect

‘ LETTER MERGING

Aoki, Kentaro 607-277-9967
Kentaro Acki

208 Dryden Rd, Apt#510
lthaca, NY 14850

Letter Descriptior]____________________________________ File Name

EBX

You will see a welcome letter for a customer is launched with Word and Merge the template with your

database.

&l Form Letters1

Eile Edit iew In

LxEdses &l B

- Microsoft Word

»? | TmesMewRoman - 14 ~ B £ U

@ | 75 - @

sert Format Tools Table Window Help

s

=(=fm =]

Y 1oz 3 oa s S

June 27, 2003

Aoki, Kentaro
208 Dryden Rd, Apt#510
Ithaca, MY 14850

Dear Kentara,

Thank wou 20 tmuch for choosing Shiprite Demaonstrotion Company
for your shipping needs today. We pride ourselves on providing the hest
service for you, one of our walued customers.

Along with packaging items for shipment, we alzo provide convenient
and economical rpailbozes, shipping supplies, copy service, and sendfreceive
faxt service.

Kentaro, please come back soon We'll be looking forward to seeing
FOU again.

Sincerely yours,

«loln]4

Draw - [k

Pane 1 er 1

agoshapes - ~ W [J O E 4l @ - F-A- == 8 @ -

161 Af T lo 11 Col 1 1013
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7. POINT OF SALE

A. SIMPLE POS SCREEN:

Below is your Simple POS screen when you first enter. If you get the Security Screen, you will need to
input your user password. The default user passwords are “1” for Clerk with limited access and “222”
for Admin with unlimited access.

You will now be in the Point Of Sale Screen. From this screen, you will do all of your selling, shipping and
account management.

Point of Sale: Simple Cash Register
File Edit Sales Actions Print Administration PLU iHelp

ShipRite Demo Las Vegas -
924 Chaps Circle
Semiareon W ez 0.00
315-555-1212

Invk:New Sale  06/26/2017  15:23 us
s | Notary | cus

Cash, Check, Charge

Description

sxuk Price QY Extp x | Freight

Greeting|
Cards/
Gift

7] 9] (cel]| e
@ 6 E Mailbox | Pack | Fick
E‘ Rental | Master | 4P/ |
1 E' Ship Letter | Ship Multi
enter

0|l oo Ship One -

@ = ool &)|=%"| =X = g &

B. FUNCTION BUTTONS

There are ten functional buttons on the bottom of POS screen: (a)Exit, (b) Cancel Sale, (c)
Transaction On Hold/Transaction Recovery , (d) Invoice Recall/Lookup (e) Save Memo Text to
Receipt, (f) Customer Lookup, (g) Change Price, (h) Item Discounting, (i) Set Sale Tax Rate, (j) Set
the Quantity Sold/Returned, (k) Receipt and (I) No receipt.

a. Exit: Exits the Point of Sale screen
b. Cancel Sale button: Click here to close out the current sale if you want to

abandon it or the customer backs out of the sale. The VOID/CANCEL security screen will open
up by default.

c. Transaction On Hold: Put the current transaction on hold. You may recall any on hold
transaction by clicking on this button when the POS is clear.
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d. Invoice Recall/Lookup: This drops down a list of all your invoices sold in Date /time order,
newest at the top. Just double click on any invoice you would like to recall.

e. Memo: In the SKU entry text box, you can put free text in the field and then click the Memo
Button. It will appear on the receipt.

f. Customer Lookup: Click on this button, this will bring you to the Name search list. Enter the
name in the Search List and press ENTER. Highlight the customer, and click the OK button.

g. Change Price: If you wish to override the price of a particular item, click here and enter the
new price.

h. Item Discounting : Apply a discount on any SKU item. Enter the percentage of the discount
for an item, click on % icon, and then enter an item’s SKU number. You will see the price
change.

i. Set Sales Tax Rate: Click here to override the sales tax rate paid by the customer. It is useful
for Tax Exempts and those who pay partial tax.

j. Quantity : Enter the actual Quantity of items, then the QTY button, then the SKU or shortcut
button of the item you are selling. For instance, to sell 33 copies: 33->click QTY button—=>click
on COPY SELF SERV BUTTON. You will see the price of 33 copies pop up in POS screen.

k. Receipt: Complete a sale with a receipt and puts you in the Payment Master to complete the
sale.

1. No receipt: Complete a sale without a receipt will be printed.

This screen will

show all line

tration PLU iHelp

items entered eany

including g

detailed 13:09

This is the SKU
entry/lookup field.

Office éssollt
Supplies L2
Mailbox

Rental

Descriptio
SKU# Price QTY ExtP

These are the POS
Speed
SKU/Department
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Double click on this

line

C. POS LINE EDITOR

Any line item run up in the POS, whether it was by scanning the UPC code or by entering it with a Speed
Button (see section D); that line can be edited with the POS Line Editor. Double clicking on the line
item will bring up a new window where you an change the Quantity, the Selling Price, Apply a Discount,
or change the Tax rate for that item only. Once the transaction is settled, the prices will revert back to
their regular prices.

Point of Sale: Simple Cash Register

File Edit Sales Actions Print Administration PLU iHelp

ShipRite Uemo Las Vegas -l
Y24 Chaps Lircle
Henderson, NV B3UUZ
315-555-1212

Inv#:New Sale 09/21/2017

Eatine Behy Dlame POS Line Editor

Desceiption
SKU# Prive QrY

Notary Services

Quantity: lbox | Pack
atal | Master
Selling Price: $5.00
1ip Letter §
Discount %: 0.00% 3
i Mail Master
" T s County - Tax %: CLARK -8.2500 ~ e WAL .

L

SAVE

D. POS BUTTON MAKER (SPEED BUTTONS)

You will notice an array of buttons on the right side (4 across and 5 down). These are the programmable
Speed SKU’s. They will apply an inventory or non-inventory item with the single click of a mouse. From
the figure below you will see that some buttons are pre-programmed. It is important to note that you
can change, delete or edit these buttons according to personal preference. You should also note that
these buttons are 3 Dimensional. That is, you can see the top panel of 20 buttons. This panel is called
Main. What you cannot see is the unlimited stack of 20 button panels BEHIND the Main Panel. These
are completely programmable by the user.

SKU: You can add a SKU item as long as it is already stored in inventory. To add an inventory SKU: Click
on any empty button. After the screen opens up, press Enter in the SKU field. The drop down list of
available SKU’s will be displayed. Select your inventory item by double clicking. You can then complete
as seen below. There is a lot of room in the POS Screen for more buttons to be programmed. Feel free
to set the buttons up according to personal settings.

In this example below, a button is added that will result in the sale on one roll of tape with a cutter.
Double click in the SKU field and a drop down list of the SKU will appear. If you know the SKU by heart,
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you may just type the SKU in the text box and press ENTER. If there is no SKU for the item you wish,

click the ADD button. The Inventory manager opens up. You may then add the item you need.

(TIP: You can create a ‘Go Back’ button on any panel to go back 1-level on the button panel. To do this,

select ‘Go Back’ as your type for step #1 when in the button editor.)

POS BUTTON MAKER

#1 - Choose Type #2 - Tell Us About Your Button
(To prevent the use of Non-existant SKU's, you cannot
c S KU SKU < typs here. Double click with mouse inside the SKU box to
|l et list of valid SKU's. If not there you may add at that
 Group ime.)
© Go Back

} Default Order Quantity(Enter 3 default amount, blank
Quantity: sefaults to 1, or 3 2 to ask for quantity)
Existing Defined Groups: | u

Click on

: Ship One
o to Sample Button Appearance
C MailMastd, programa | pescipion | L]
 1stClass button to S ﬁ

create a Button:
© Discount speed Button Color Lettering Color
csaests | pontor | LJCJCJ 0 CJCJL_J
" Pack Mastqg L
" Custom No shipping
© Packaging packages.

 Freight Forwarding
 Drop Off Manager
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This Button Maker is three-dimensional. After you program a new group, an array of 20 buttons is
created behind it. As a matter of convention, always leave the bottom right button as the GO BACK

button.

Point of Sale: Simple Cash Register

File Edit Sales Actions Print Administration PLU

ShipRite Parcel Copy & More -

7909 Brewerton Road

Cicero, NY 13039
315-699-9155

iHelp

Invi:4544 02/03/2005 14:43

Cash, Check, Charge

Description

SKUH# Price QTY

Magneti | g, ines

sCards

c
Ribbons

Discoun
t 50%
orf

p—

All these blank buttons
are available for you to

Packagi

Packag
-ing
Supplies

ng
Estimato
T

program as you desire. Ship

Package

1

Ship Multi

T
exit cancel! hold ! mvotcp

change chﬁn_q
lookup | price unt | tax quantity

mem
memo (‘USt

Ship Letter

Mail Master

receipt "Q |->|t ‘

Try to keep the buttons grouped together generically, perhaps by department. We have included some

of the buttons pre-programmed. Itis important to note that you can add, delete or edit these default

buttons to suit your needs.

E.

POS PULL DOWN MENUS

Edit Sales Actions Print Administration PLU

Peint of Sale: Simple Cash Register
File

iHelp

1 FILE

CANCEL: This will exit out to the Main Menu
2 EDIT

Delete Row: Deletes the current row where the cursor is blinking.
3 SALES

New Sale: Prepare for a new sale
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Finish Sale with a Receipt (Payment Master): This will also REPRINT a receipt if a sale is

RECALLED to the POS screen. When you select Sale With Receipt, the Payment Master form will
open.

Payment Master

Total Sale:
7 8 9
4 5 &
1 2 3
0 00 P — [
= e
Other -] Del | Enter

Payments: $0.00 T OMPLETE
—_— SALE
Change: $0.00 | or cHARGE to Acct @
Email Receipt: Posting Date: Apply Credit t
redit 1o
| o017 |, ‘ B count ‘

In the top left of this form, the total sale is displayed.

Below the Total on the left, are the amount-tendered spots. To pay by CASH, enter
the amount tendered in the CASH text box. Then press the tab key or click the
Complete Sale button. You may also click on the currency denomination on the
right. If you overpay, the change due window will appear.

Shiprite Global Connect

Change Due: |

| SE—

If you overpay, the
change due window will
appear.
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If the customer is a charge account and they overpay, you can apply the
overpayment to their account. First click on the Apply Credit to Account button,
then enter the amount tendered. You will not get the Change Due form. Apply
Credit to Account is used only in conjunction with Customer Account Management,

for charge accounts only.

Total Sale:

S 27.06 I

cesh [ ]| 1| 2] s
Check:
Card: Sl

Payments: $000 [ COMPLETE
= SALE
Change: ($ 27.06) or CHARGE to Acct [:
Email Receipt: Posting Date: > Ap ch dit t
ly Credit to
| Cnamwiy

To pay by check, either enter the amount of the check on the left in the Check Text
Box or click on the Check Icon on the right. Fill out check number, bank name and
state of bank in the available text boxes, and then save it. Filling in these forms
helps with the reconciliation of the Z-Report and the CLOSE DRAWER procedure at

the end of the day.
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Shiprite Global Connect

] CHECKS

Name on
Check:

Asia Travel

Check
Number:

Bank
Name:

State of
Bank:

To pay by credit card when using a credit card processing company that is not
integrated with ShipRite, enter the amount of the credit card sale in the Credit Card
Text box on the left, or click on the Credit Card Icon on the right. Fill out Name on card,
card number, and expiration date and authorization number in the available text boxes.

@ l@‘ \Lynk NOT Enabled I

Name on
Card:

Card
Number:

Expiration Charge
Date: Amount:

CWVV2 & Required
Number: @ lgnore

To pay by credit card when using the Smart Swiper integration with ShipRite, enter the amount of the
credit card sale in the Credit Card Text box on the left, or click on the Credit Card Icon on the right. This
screen will come up and will prompt the customer to swipe or enter their chip enabled card:
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Test Shiprite

rdd Number Now

\Smart Swiper 3 o

Rev 1/1/2015

Other Payments can be made. This is for barter, script, company business or whenever
you do a sale and you do not collect any form of payment. You enter the amount
tendered in the Other Text Box., press ENTER, and then type your REASON with as few
characters as possible. Example, your store ships a computer back for repair. In the
screen above, you enter 2684ENTER, then type COMPANY BIZ over the word Other.

= Payment Master

Total Sale:

Click on this box, press
Delete, and then enter
a reason paid by Other
Payment method.

26.8 /
s i - Del Enter
Payments: $ 26.84
Complete - i
Sale Posting Date:
|12:03:2004 L:;J
Change:\ $0.00 Apply Credit to ‘

Accnnnt

Function Buttons of Payment Master:

= Apply credit to account: used only in conjunction with Customer
Account Management, for charge accounts only.

=  Green Complete Saler: completes the payment
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= Red Cancel Sale: Cancel Payment and go back to POS. Sale remains
unpaid.
Finish Sale W/0 Receipt: Complete a payment w/o a receipt. Be aware that this will
print a small strip from your receipt printer for the purpose of kicking the cash drawer.
You will get the same Payment Master seen above.

Quick Refund (Ctrl+D): Allows you to refund one or more line items. Pull up the
Invoice, Click on Quick Refund from the Sales pulldown menu. The following instruction
window will pop up.

ShipRite Demo Las Vegas Recovere
924 Chaps Circle (
Henderson, NV 83002

315-555-1212
Pack B
Inv#:1209 09/21/2017 16:45:53 Supplies| °9o%€s
Murphy, Patricia
description —— Copies Fax
SKU# Pri 5
2 T7°® | Quick Refund X
Package Receiving Service 3
PKGREC 15.00 = Assort
, To make a refund: Envel-
) opes
1. On the POS Receipt, select each item you want to refund.
2. When done, press the <Receipt> button to process the Refund. Pack
ac
Master
etter

enter

D O D Ship One

Click on the line item(s) you wish to Refund and the POS will show the amount of the
refund in the black box:
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Point of Sale: Simple Cash Register *** Recovered Invoice *** *** Recovered Invoice *** *** Recovered Invoice ***

File Edit Sales Actions Print Administration PLU History Repetitive Invoice iHelp

ShipRite Demo Las Vegas

924 Chaps Circle
Henderson, NV 89002
315-555-1212

Bus

Inv#:1209 09/21/2017 16:45:53 Boxes | Notary | ¢ ge

Murphy, Patricia

Pkg

Description
Recy

Fax Freight
SKU# Price QTY ExtP

Package Receiving Service Greeting

é:t‘;'ll_ Cards/
Gift

opes

Mailbox | Pack
Rental | Master

Delivery

Click on this line and the
screen will display the
amount of the refund

Ship Letter | Ship Multi

enter

D D Ship One

cust change
Inukup price

ltem
aiscount

chang

memo tax

cancel mvo»ce
| I exit ' hold Bl

Click on Receipt and the following screen will be displayed. This is where you indicate
how you want to refund. Enter an explanation as to why the refund was made.
ShipRite will refund it back to the same payment method that was originally tendered.
You can change it to another method if you prefer. Click SAVE to continue.
REMEMBER: Use REFUND when payment was collected on the original invoice. The
refund will deduct that amount from the cash drawer, or the customer’s credit card, or
customer’s account.

Refund Procedure

Refunds Explanation for Return: (Required)

Name & Customer request
Address(Required):

Number(Required):

937-221-9090

Invoice Number:

Cash Refund:

Charge Card
Refund:

Credited On
Drawer ID Account:
01

Void Sale: This is used when you create an invoice by mistake and NO PAYMENT WAS
TAKEN. It makes it so that the transaction never happened. Using the Void function
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when payment was collected will result in the drawer being out of balance. Voiding
requires Admin approval.

VOID/CANCEL TRANSACTIONS

1211 |

Reason for this action:

< Training
“ Customer Changed Mind
© Clerk Error

 Testing

© Other

No Sale: This is a utility to pop the cash drawer open. You may also press <CTL> N. If
POS security is enabled, the No Sale will be credited to the clerk who was logged in at
the time.

View Payment History on Invoice: This will show all the payments applied to a
particular invoice. Go to Invoice Look up, then click on View Payment History on Invoice
in the Sales dropdown menu . Beneficial when the payment was split between 2
different payment methods

INVOICE HISTORY #1153

DATE MEMO CHG/PMT  BALANCE
08/23/2017 Sales $177.01 $177.01
08/23/2017 CC Pay#: wipe -$177.01 $0.00

4 ACTIONS

From Actions menu, it will take you to the following screens

Customer Lookup: It will open up the Name Search List that you can get into customers’
accounts.

Invoice Lookup (F3): You can recall an invoice from here.
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Repetitive Invoices: Gives you a list of all customers with Repetitive Invoices scheduled.
Ship One Package (F8): You can ship one package or letter in Ship Master screen.
Ship Letter (F9): Ship Master will open up that you can ship a letter from here.

Ship Multiple Packages (F11): Ship Master will open up; you can ship one or many
packages.

5 PRINT (REPORTS)

You have several reports you may generate: Production Reports, Sales Reporting, A/R
Aging Reports and Z-Reports. These are available from the drop down menu. They are
all created in Crystal Reports

Production Reports (Inventory Reports): This shows a By Dept and Item listing of your
inventory. Last page will show you your pricing Margin and total value of your
inventory. You may print this report by Department, Customer Account or by Sales
Clerk.

All reports printed in ShipRite will default to the current day. If you desire to change the
dates, you may do as shown below. Select the Date by CLICKING once on the desired
start date from the calendar, and then click into the Starting Date text box. Repeat for
the Ending Date.

B Report Dates B g

Starting Date: = . '

| ‘Sun Mon Tue A\:/g:: ! Thu Fri Sat’

Ending Date: 1| 2] 3] a] s

|08/28/2017 s |78 [w|[n]w
13 1415 | 16| 17| 18| 19

Print e lEn i e e

27 28 29 30 N

Cancel

The report feature will always give you the option of Preview. If you answer yes, the
screen below will appear. If NO, the report will immediately print to your page printer.
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Tof2 A [ % & & ||100% 'i Total 45 1002 450f135 /
. ~
L s
Produdtion R{port Shi em
by Sales Dep
4
1 2 3
FAX
QTY Price ExiPrice  Avg Price COGS
FLCON Fax Connection Charge 40.00 $0.50 $ 2000 $0.50 $525
FXCON_INTL Fax Connection Charge INT 2000 $200 $ 4000 $200 $11.00
Total for Department. FAX $ 60.00 $ 16.25
METER
QTY Price ExiPrice  Avg Price COGS
CERT Certified Ivlail 8.00 $3.50 $ 2200 $3.50 $11.20
CODs0 CODup 1o §50 100 $a00 $a00 $a00 $ 400
EXFL Express Mail Letter Rate 200 $ 1200 $ 3600 $ 1200 §24.50
M1 15t Class, loz 1.00 040 $040 $040 034
2 Lot Clags, doz 300 §0E5 $2.35 $085 $171
I3 1at Clags, 30z 100 $135 135 135 $020
PRIZ USPS PRIORITY 2 LBS 1.00 §5.350 $ 330 $ 330 $393
RTHNRCT Return Receipt Requested 200 $225 1800 $225 $ 10,00
Total for Department: METER $07.80 $ 56.50
RETAIL
QTY Price ExiPrice  Avg Price COGS
1 Mlailer, Tiffirlite #1 21.00 $029 $ 1240 $029 $029
BC BUSINESS CARDS 10.00 $100 $ 1000 $100 $ 500
TITRET B RITRET R WR 6D o 40 940 4409 4940 tnan ¥
el |
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Production Report PREVIEW....

In the above report, you will get a by department and item listing of how you performed for a fixed
period of time. It will show you how many sold, revenue, income and your simple margin.

1. Scroll Arrows: Pages you thru the report

2. Print: After viewing, you may print the report
3. Zoom Control: Zoom in and out on the report
4. Xout: Closes out the current view.

SALE REPORTING: This is your Sales Report for a set period of time (default is the current day).
This shows sales data, as well as gross margin and net income. You can print out the reports by
Sales Journals, Sales Inquires, Sales Tax Report, Hourly Sale Ticket and Hourly Analysis for a
Week.

e Sales Journals: You may view this report by Date Invoice, or by Customer Account as
shown, or Sales Clerk.

X 105 [ S & & 100z - Totat56  100% 5E: of 135

Sales Journal Shiprite Demonstra®

By Customer Account

1001 - Acer America Corp (vinr)

0133083 07/03/2003 10:17 Clerk

QTY Unit Price Disc Ex
USPS-LPECON IntLir Post Economy 100 $1397
CERT Certified Mail 100 $3.50
ETHERCT Return Receipt Reguested 100 $225
TSPS-LPAIR IntLir Post Air 100 $1462
Sub-Total:
Sales Tax:

Imvoice Total:

Total for Account 1001

135 - Alarnick, Anglee

0133067 06/30/2003 10:37 Clerk oTY Unit Price Dice Ex
#10 #10 Business Envelopes 20.00 $005
BX121224 BOX 24X12X12 200 $3.50
BC BUSINESS CARDS 20.00 $1.00
SHARFIE SHARFIE MARKER FEN s.00 $090
GDs Lirborne Ground Service 100 $12.62

e Sales Inquires:

e Sales Tax Report: This report simply shows Total Revenue for the period, Sales Tax
Collected and net revenue.
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e Hourly Sales Ticket: This is a printout on your receipt printer that gives a breakdown of
the $ amount and %percentage of business during the current day by hour.

o Hourly Analysis For A Week: This report is by DAY OF THE WEEK, and HOUR OF THE
DAY. It will show how much business conducted during each hour and the percent of
your total revenue for the week. It is useful for planning purposes.

ACCOUNT RECEIVABLES AGING: This is an accounts receivables aging report with a

breakdown of 30,60,90 days, etc.

Z-REPORTS: This is your sales summary, collection summary and payment summary for a fixed

period of time. The default time period is the current day. In the example below, the report is
generated for one week. Below is part one, the Production Summary.

All your departments are summarized. In each department heading is a summary of EACH item

sold in the report period. This report is very useful for you to scan down the Margin column on

the right and see if you have any pricing problems. This report should be used at the end of the

day to close.

Z

REPORT

*#*3*%3* Forthe Period: 06/01/2017 - 08/28/2017 *=*=*=*=

Z-Report
ShipRite Demo Las Vegas
924 Chaps Circle Print Date: 08/28/2017
Print Time:  20:40:46
Henderson, NV 89002
Production Summary
Income Margin
Department Sales COGS by SKU %
Income Departments
S 7.00 6.15 S 0.85 12.14
COPIES S 0.08 0.03 S 0.05 62.50
DHL S 121.34 82.81 S 38.53 31.75
FEDEX S 625.54 309.85 S 315.69 50.47
MAILBOX S 89.00 0.00 S 89.00 100.00
RETAIL S 8.04 3.48 S 4.56 56.72
USPS S 119.60 99.19 S 2041 17.07
S 970.60 502 S 469.09
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""" F e Perniod: 0&6/0 ) 0 < y seeee
Z-Report
ShipRite Demo Laz Vesaz
924 Chap=z Circle Porist Date: ax282017
Primi Time: 2004230
Headersozx, NV 85002
PrO dllction Res ults Toral Sales Cost of Goods Sales Income Margin
$971 S502 $469 48.33%
Collections Summary
Sales: 071 Cazh Count: $ 61920
Over/Short: 0 This is the
(returns): = (paid out): 0 collection
th
Net Sales: $ 0970.60 Cazh Expected: 610 summary on the
Z-Report.
Check: 0.00
Charge: 24289
+ Tax: 1 + Other: 21
Sub-T otal: $ 883.23
o G .
Total: $ 97127 Total: $ 97127
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VOID/CANCEL REPORTS: The purpose of this report is to show who has voided sales for the
defined period of time. This report includes the name of the voiding clerk, and the reason for

the void.
ShipRite Demo Las Vegas
. 924 Chape Circle
Vozd/CancelReport Henderson, NV 59002
TotalSale OrizginalQlerik Yoidin=Clerk AuthorizinsClerk Reason
7] ADMIN ADMIN ADMIN s
THERESA ADMIY ADMIN

THERESA ADMIN ADMIN

Statements: This is used to bill your monthly customers. There is a summary of the purchase
statement’s period, statement date and due date.

UNIVERSITY CHARGEBACK REPORTS
This is a special report created for colleges and universities that have a specific need for a chargeback report.

The chargeback report displays all sales transactions that are charged to an account in a single table that
is exportable to excel. The report is broken down by individual sale and SKU.

B To generate the report, please run the Reports.exe file that is located
in your C:\shiprite folder. This will open the ShipRite Report Master.
| Click on the “Production” option, then select “Department
. | Chargeback”.

| In the next screen, select the desired date range.
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O EnterOneOrMoreDs  — O | Once the date range is selected, all available CloselD’s will be listed.

Close IDs

’ Each close ID represents a drawer closing.

4

5207 2 - ’ At this point the report can be run for specific closings by either
5208 1 —
5209 2 selecting the individual closelD’s needed, or clicking the “All” button to
5210 1
5211 2 select all of them.
5212 1
5213 2
1

The report can also be run without selecting any closelD’s by simply
oL pressing the “Process” button. This will generate the report using
strictly the previously selected date range as selection criteria.

[ Include General Journal

PROCESSI | CANCEL

To Export Report to Excel

When asked to preview the report, select YES. In the preview screen press the export button on the top
menu.

[# Production Report

X 1of6 Y & & & 100 ~

Presigwm | '
I

In the Export menu, select the “Excel 8.0 (XLS)” option and press OK.

4

A file folder selection dialog box will display. Select the location to save the report to and press “Save”.
The report will now be saved in excel format at the selected location.

6 ADMINISTRATION: OPEN/ CLOSE DRAWER /DEPOSIT

POS Manager: Perform duties associated with the OPENING and CLOSING of the cash
drawer for accounting purposes. In order to use this feature, you MUST have a drawer ID
defined: Go to POS SETUP (Chapter 2)
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=, Closing the Drawer

Manager Options

Open{Close Drawer

Deposits
Cash Paid Out

Reading and Count

Go Back

Manager ID
MARK F.

Drawer ID
ol

[Cancel

A) Drawer Open:

When you first open POS, the Drawer Open Procedure will open:

% Drawer Open Procedure

Open

Opening the
Drawer

Manager 1D will depend

on who logged in on the
PNSK Seriiritv Pad

This is the UNIQUE
drawer ID for this
POS Workstation.

Manager ID

Drawer ID
o

®

Ck# Mame Aot T irnEI

Enter the actual coins
and money in your

The running total of
your opening drawer
will display here.
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Just click on the word to add the
equivalent of a roll of coins, or a
bundle of bills.

Half Diallar

Dollar

/When you have ROLLS of

coins, just click on the
WORD ‘Penny” and 50
cents will be added to the
Amount.

Example if you had 67
pennies and 2 rolls, you
would put 67 in the Coin

KSpot, then click twice on the

Click once on
the running
total column to
add ONE coin or
ONE bill to the

Arawar

When finished, save your work, and then the Cash Drawer OPEN slip will print out on your
receipt printer or you may preview it to your screen, and then print it. Close the report window

when done. You will then end up in POS.

Now you will just transact business like usual.

Page | 129



Ship rite Demonstration Conp any
Openning Drawer
Othe 0.00
by MARKF. ' S
Total §454.00
Drawer e
Wednesday, July 09, 2003 13:15
Coin
Pennies 0.50 ®EEPEN***
Hickels 1.50
Dines 240 FEEQPEN***
Cuarers 500
kE% BE%
Half Dollars 10,00 OPEN
Silver Dollars 500
Total of Coins $24.00
Currency
Clerk Sigmames e
Dollars 30,00
T ims 40.00
B) Drawer Close:

To Close the drawer at the end of the day, or the end of the employee’s shift: Go to POS:
ADMINISTRATION: POS Manager. Click on the Index Link Open/Close Drawer. Always count your cash
and coins first. Enter the coins and cash in the appreciate spot. If the total is correct, the Expected Cash
amount will highlight in yellow. The same true for Checks, Charge Cards and Other Payment. For
Checks, Charge Credits and Other Payment methods, click on each Tab and select each item by clicking
on it, a running total will add up. After you are done entering all the amount of cash in the drawer, and
selecting the Checks, Charges and Other, you should get this message “Drawer is in BALANCE”. Ifitis
not, you will have to circle back to find out where the error is. After you click SAVE, select PREVIEW and
the closing Z Report will print. If the drawer is in balance, the slip will inform you. Staple your opening
report and your Closing Z Report together. DO NOT PRINT or USE the datewise Z Report. That is being
phased out.
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& Closing the Drawer

Save @

Drawer is in BALANCE

Closing the

Drawer

This is the total fund in
your drawer, Cash,
Checks and Credit cards.
Remember, this includes
the $454 beginning
balance of your drawer.

Running total as
you click on each

$55.01 $2011]
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FOR NETWORK USERS: If you are a network user AND each workstation has its own unique Drawer ID#,
then follow this procedure AFTER closing each drawer...

On the server, go to POS. Then click on PRINT: CONSOLIDATED Z REPORT.

I3 Shiprite Global Connect E]@WI

Enter CloselDs
separated by space
or on separate lines.
Note: valid delimeters 13 14 15 16 17 28d 19 ID’s that will comprise
are commas and P your close.

spaces (ex: 1234,

5678, 9101)

Click on the day you
| February 2005 | are closing, then

T3 3 1 E select the DRAWER
E 7 8% 3 10 11 12

002 2 23 M4 % %

T Today: 2/18/2005

EN @

You will now get a composite Z Report that includes all the drawer closings for that drawer. Go ahead
and print that. Staple the DRAWER closing Z Reports to the back of the CONSOLIDATED Z Reports.

)

Deposit:

Some stores need to make deposits a couple of times per day. The purpose of this
function is to prepare a deposit slip. From the POS click on Administration and POS
Manager: First click on the checks to be included in the deposit. When the expected
amount of checks is selected, the check amount will light up yellow. The purpose of the
deposit slips is to allow you a document to prepare a deposit ticket for the bank.

Closing the Drawer

Recommended deposit
amount and total

drawer match, deposit
is ready to print slip.

Manager ID
ADMIN

Drawer ID

01

Click here when you are porenit Slip ws) Cancel (&)

ready to finish your deposit.

Ck# Name: Amount  Tim

1534 1624 10:3
8279 27.06 10:3

The checks selected above total
the expected amount; therefore,
this figure turns yellow.
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D) Cash Paid Out:

Occasionally you will have to pay a vendor with cash out of the drawer. Example:
Window washers, Postage purchase, etc. Click on save when done. A Paid out cash slip
will print. This goes into the drawer for the end of the day close out.

w. Closing the Drawer

Save @ Cancel

Cash Paid
Out

US Postmaster
Paid for accountable mail and stamps|

Manager ID
MARK F.

Drawer ID

E) Drawer Reading and Count:

This is for those stores that perform readings during the business day. You may do as
many readings as you deem necessary. Of course, this is not necessary for most stores.

Closing the Drawer [

Drawer Reading
and Counting

Expected Cash

Expected Total

Manager ID
ADMIN

Drawer ID
01

e Recovery Previous Packages: This will recover the last shipment invoice
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e Change Account: Use this to change the account in the Sold To Field. It will highlight
the name of the party in the SOLD TO box. You may begin typing a new name in the

SOLD TO box.

e Customer Payment by Invoice (Ctrl +F6): (doesn’t work)

e Drop Off Manager ( F5) — takes you to the screen to record drop off packages

e Package Check in/Check out ( Ctrl + F5) — takes you to the screen to accept

incoming packages for mailbox holders and package receiving customers.

e Show Stock Warning Form when Qty drops below 5: This is for producing a warning
when the quantity on hand of an inventory item gets down to 5.

7. INVENTORY SETUP:

a. To setup the inventory enter the POS — click on the PLU (Price Look Up) pull down menu and select

Inventory Setup. The below screen will be displayed:

. Inventory Master )

File Print
ADD

Y E0IT
N

F S INVENTORY MASTER |

SKU I Desc | Department I aTy I ReOrder | Cost | Sell |SVC Tax | Packingl
STMP1850  Stamper Size 1850 RETAIL 0.00 0 8.50 16.00 . =
STRG STUDENT STORAG STORAGE 0.00 0 0.50 100 =
STSETUP  SETUP CHARGE STRETAIL 0.00 0 0.25 100 H
TAPE2 TAPE. 2" LG RETAIL 0.00 0 0.70 349 o =
TAPE3 Tape 3" Clear  PAK_SPL 23.00 5 0.85 399 5
TEST Test Item PACK 0.00 0 0.00 500.00 i % [Fille
TRACK_NO  Tracking No: 0.00 0 0.00 000 =
TRCK Trucking TRUCK 0.00 0 0.50 100 o =
TRUCK Trucking MISC NON TAX 0.00 0 0.60 100 =
TUBE MEDIUM LARGE TUOFFICE 3.00 1 1.50 499 =
TUBE-LARGE LARGE TUBE OFFICE 3.00 1 1.70 599 H
UPS UPS MISC uPs 2252 0 0.50 100 =
USPS US POSTAL SVC  USPS 0.00 0 0.01 001 [
USPSINTL  USPS INTERNATIO METER 0.00 0 0.75 100 =
USPSPC Post Card METER 0.00 0 0.20 030 =
USPSPCI Post Card Intl METER 0.00 0 0.50 060 =
wu WESTERN UNION MISC NON TAX  -704.00 0 0.00 000 5 a
< | >I-J
View: Sort:

SKU: |:| Class: I'I lSKU

" Packaging 2
Desc: :I {_Eeckeang @ Ascending
« Normal .
et [ | Resh | Clar |  Descending

This is the inventory master. You can do many editing functions here. What you cannot do from this

form is ADD a new item, or DELETE an existing item. For those functions, go down to section b. below.
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SKU: This is the alphanumeric used to track items in the software. This can be scanned in using a
barcode scanner from items.

Desc: This is a description for the item. Shiprite recommends that the Item Description stay below 10
characters so it can be displayed on a Pole Display.

Department: This is department that the item belongs to.
QTY: This is the number of items listed in the inventory.

ReOrder: This is the number of items that the QTY need to be reduced to in order for the reorder
recommendation to be displayed.

Cost: This is the cost to you.
Sell: This is the amount that you will charge.

SVC Tax: This indicates whether the item is subject to the Service Tax. If your region goes not charge a
service tax please ignore this area

Packing: This will select if the items is to be used in the PackMaster. PackMaster information will be
further discussed in the section on Tab 3.

Class: This is the class that the item belongs to. This field only relates to the PackMaster. The possible
values for this field include “Wrap”, “Boxes”, “Filler” and “Difficulty”.

Weight: This is the weight of the item. This value is only used by the PackMaster.
L,W,H: This is the length, width and height of the item. This value is only used by the PackMaster.
Default: This will list if the item is the default item in its class. This value is only used by the PackMaster.

Summary: This will show weather this item will display on customers receipts if the item is selected by
the PackMaster. All inventory items selected by the POS will appear on the customers receipt. This value
is only used by the PackMaster.

View: This are will allow you to search the inventory. Enter the value you want to search for in the
appropriate field and press the refresh button. The inventory list will change to display only items that
are included in your search.

Sort: This will control weather you want to display the inventory items in ascending or descending order.
The Order is based on the items SKU.

Exit: This will exit the Inventory Master.
Add: Add a new entry to the inventory.
Edit: Edit the selected item in the inventory.
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b. Pressing Add or Edit will open the inventory detail window. This will allow you to edit the inventory in

greater detail or add an item or delete one.

B3 Inventory Detail
File Print Edit Help

X

rerri

PLU# Description: Department: Cost:__Markup: L
|I $0.0000 | 0% $0.0000
General Level Pricing Miscellaneous Inventory Cards Serial Mumbers W arranty

|~ Zero Means Out of Stock Mokl Minder MSRP-

[~ This is a Note l | $0.00

[~ This is a Free Hand Ledger Note
v Active

[~ No Franchising

Brand Name:

|~ No Discounting |

[~ Do not include in Net Income
Category:

UPC/Barcode:

| Yendor Part Number:

Ledger Message: |

| l Part for Modeli:

Quantity On Hand:

Re-Order
Threshold:

i— |
—

Overriding Tax

TAX 2

IZI [~ Freeze B
l;] [~ Freeze D

TAX 3

Linked SKU:

nzl

0x |

0%

o

Coled| |5

PLU (Price Look UP)#: This is the item’s SKU (Stock Keeping Unit). Enter (or SCAN) the SKU number into
this field. If the item is found, the detail will pop into all the fields automatically. At this point, you may
edit the item. Click SAVE when finished. If you enter a PLU and the item is not found, the SEARCH LIST
will display. At this point, you can add a new item. Press the ESC key and you will return to the above

INTENTORY DETAIL SCREEN. But now the PLU# will be displayed. Now continue to enter the rest of the

info....
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Description: This is the items description. This should be a common sense description of the item. This
is the description that will print on the customer receipt. This is a REQUIRED field.

Department: This is the Department that the item will belong to. Press Enter to display a list of the
current departments. Select the Department that best fits the item that you are currently setting up.
This is a REQUIRED field. Remember that the department you select will depend on whether the item is
TAXED or NOT.

Cost: This is the Cost of the item to you. Get this info from invoices from your vendors. This is a
REQUIRED field.

Margin: This is your profit margin. Changing this will change the Sell value described next.

Sell: This is the price that the item will be sold for. Changing this value will alter the value in Margin
above. Thisis a REQUIRED field.

Down the left side:

Zero Means Out of Stock — check this box if this is a tangible inventory item that you want to keep track
of how many have been sold.

This is a Note — check this box if the item is not something you sell, but just a note or memo you want
on the invoice. (the note function can also be done with the Button maker)

This is a Free Hand Ledger Note — this will display a note on the customer’s ledger when this item is
sold

Active — check this box if this is a current item you are currently using. Uncheck it if you are not
currently selling this item but may sell it again in the future. Unchecking will make this item not appear
in the Inventory master.

No Franchising - used by franchises for item that they do not have to report sales on .. ie: water/
snacks

No Discounting — used for very low margin items (like stamps). If someone gives a customer a discount,
this item will not be discounted.

Do not include in net income — this would be for flow thru accounts like Western Union for example.

UPC/Barcode — this allows you to have a record (and to ring up) an item by the barcode when another
name was used in the SKU field.

Ledger Message - this is not used in this version of the software.
Quantity on Hand — enter how many of these items you currently have.

Re-Order Threshold — enter the number in which you want to be reminded to reorder this item.
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Note: Model Number / Brand Name / Category / Vendor Part number / Part for Model # are not used in
this version.

Additionally, there is a panel of buttons on the RIGHT MARGIN of this window. They are:
Exit: Exit the package details. This will not Save changes made

Save: Save the changes made to the inventory. This will not exit the Inventory Details screen
Clear: This will clear the form. No changes will be saved.

Delete: This will delete the selected inventory item. The change will be saved to the Database. Deleted
items cannot be restored.

Merge: This will open the merge utility allowing you to merge two inventory items together.
Sync: Not used in this version

UP: Move to the next higher inventory item.

Down: Move to the next lower inventory item.

The Inventory is divided into Tabs. These tabs are “General”, “Level Pricing”, “Miscellaneous”,
“Inventory Cards”, “Serial Numbers” and “Warranty”. These tabs are specific for different types of
inventory. IF you are adding an item that is linked to the PACKMASTER (boxes, loose fill, bubble wrap,
etc), You will need to click on MISCELLANEQOUS and enter the details on those items.

8 MAILMASTER

The MailMaster is a program within your ShipRite Global Connect Point of Sale that allows you to handle
all of your mail needs. The following section will break down all of the sections of the MailMaster, and
give you a step by step guidance of how to maximize this powerful utility.
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First Class Pricing Matrix

1st Class ' d Tosres
D E POStage i EE

$0.00

pls) City/State

BSD

Quantity nsurance 50

| . | . | @ Sianatu firmation
A | L = =1k n
)

nfirmation

1stClass

need info? info? ,w«d infa? need info?

Entering MailMaster

Entering the MailMaster is a simple process. From your Point of Sale, simply press the MailMaster
button located on your button panel. If you do not have a button, you can create one by using the
Adding a Button procedure located previously in this manual.

Sections

A. Pricing Envelope

The envelope highlighted in the screenshot by the letter A is the access point to the MailMaster
pricing scheme. By single left clicking on the envelope, you will be taken into the Pricing Matrix.

From here, you will be able to change the costs and retail prices for First Class Mail, as well as
your Postal Insurance.
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B3 Setup US Mail - ] X

First Class Mail

WEIGHT [ COST-Letter [ RETAIL -Lette | COST-Flat [ RETAIL-Flat [COST-Pack | RETAIL-Pack [ «
| 1.00] 0.49 0.60 0.98 1.88 3.00 6.04 —
2.00 0.70 1.00 1.19 231 3.00 6.04
3.00 0.91 1.40 1.40 273 3.00 6.04
3.50 1.12 1.75 1.61 3.15 3.00 6.04
4.00 0.00 0.00 1.61 315 3.00 6.04
5.00 0.00 0.00 1.82 3.58 3.16 6.53
6.00 0.00 0.00 2.03 3.99 3.32 6.98
7.00 0.00 0.00 224 4.4 3.48 7.42
8.00 0.00 0.00 2.45 455 3.64 7.87
9.00 0.00 0.00 2.66 5.27 3.80 8.31
10.00 0.00 0.00 2.87 5.69 3.96 8.72
11.00 0.00 0.00 3.08 6.12 4.19 9.20
12.00 0.00 0.00 3.29 6.54 | 4.36 9.64 [Ll
4 »

1. Editing the Pricing Matrix

To change the pricing in the MailMaster is a simple process. Simply single left click in
the field you wish to edit, and type in the new price in the field provided in your ShipRite
program. Upon exiting, you will be prompted to restart your software. Please keep in
mind that the new changes will not take effect until you exit your program, and restart
it.

2. Editing Accessorial Charges

The accessorial charges are located underneath your pricing matrix in MailMaster.
These cover such features as Delivery Confirmation, Postal Insurance, Certified, and
Return Receipt. To change the prices for these features, simple single left click in the
field you wish to edit, and type in the new value. As with the pricing matrix, changes
will not take effect until you exit your program, and restart it.

B. Package Information Box

The package information box is the black box located on the left side of your MailMaster. This
section is used to input packages over one pound. Please note that the ShipMaster can also be
used to enter in package information, and will allow you to enter in dimensions. The
MailMaster will assume that all of the dimensions are within the specifications as defined by the
USPS Service Guide. This guide is available through either your local post office, or

WWW.usps.com.

1. Weight Information Boxes

The first section of the package information box is the weight information boxes. This
consists of both the pounds and the ounces. If your scale is setup properly, this section
will be completed for you by the program. If you do not have a scale connected to your
ShipRite program, you may enter the weight in these boxes manually. Simply type in
the pounds, and then use the Tab key to move over to the ounces.
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2. Location Information Boxes

The second row of boxes in the package information box is the location information
boxes. This includes the zip code, city and state. These boxes are used for domestic
shipments only. For international destinations, see the following subsection. To
complete this information, you will need to enter the zip code. To do this, make sure
the cursor is in the zip code section and type in your destination zip code. When the
fifth number is entered, ShipRite and MailMaster will complete the city and state
information for you. If the zip code entered has more than one location, MailMaster
will show all of the available locations. To select the location, double left click on your
choice, and the MailMaster will select this location, and fill in the appropriate
information.

3. Country

This box displays the country of destination for your package. It is automatically
defaulted to the United States.

4. Quantity
This box is used to set the total quantity of an item. For example, if you had seven 100z
first class letters, you can change this quantity to seven. To change the quantity, you
can either use your mouse and single left click on either the up or down arrow to the
right of the quantity, or left click on the box itself, and type in the desired quantity.

C. MailMaster Speed SKU Button Panel
The MailMaster Button Panel is a powerful tool designed to allow you to put all of the numerous
features of the MailMaster within a single mouse click. Setting up this tool to match your
specific needs is a simple procedure. This panel works similarly to the point of sale button
panel.

1. Types of Buttons

Each button on the panel has one of three designations. It is either a SKU button, a GROUP
button, or a FUNCTION button.

A SKU button is an individual sale item that when it is single left clicked, it will process a
specific item. For example, in the default panel that MailMaster provides, if you click on the
1.0 oz button, this will send the SKU M1 to the Sale Listing, with the proper item information
and price.
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A GROUP button is a button that when it is single left clicked, it will take you to a sub-panel
with more choices available. A good example of this is the First Class button in your default
MailMaster setup. By single left clicking this button, the program will take you into a
subsection, with options available such as four to thirteen ounce first class mail, or postal
insurance.

A FUNCTION button is a button that is used by the program to do a task. A good example of
this is the Go Back function. This function when clicked will return you to the main button
panel.

2. Creating a button

To create a button, you will need to find an empty button on your panel. Single left click the
blank button and you will be brought to the button creation screen. This screen looks like
the following:

. Mail Master Button Maker E]@

& SKU " Group " Clear " GoBack ;S;érﬁple BuitBhAppeéréncé
POSTAL SHORTCUTS : : :
" Postal Insurance " Certified " Registered

" Delete " Delivery Conf " COD —I
" USPS Chart " 1st Class Mail _—
SKU or Group: (To prevent the use of Non-existant SKU's, you 7 —]

cannot type here. Double click with mouse
ll inside the SKU box to get list of valid SKU's.
If not there you may add at that time.)

| | ! Z%pb ButtonAppeaiaTnce

Button Description:

Default Order Quantity(Enter a
default amount, blank defaults to 1,
or a ?to ask for quantity)

:Sample Button Appeargnce

| e
i |
| [

.
I
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This screen functions exactly like the point of sale button maker. Select the type of button
you wish to create in the top section of the screen. You can use the mouse button to single
left click the radio buttons to select the type. If the type is a SKU or Group button, you must
double left click in the grey text box to select the specific item. After this is selected, make
sure to type in a button description, and select colors that will make the button easy to
read, and functional.

3. Editing a button

To edit a button, single right click on the button you wish to change. This will bring up a
menu giving you the option to edit or delete the button. Single left click on the Edit option
and you will be brought into the MailMaster button maker screen. The procedure is the
same as creating a button.

4. Deleting a button

To delete a button, single right click on the button you wish to change. This will bring up a
menu giving you the option to edit or delete the button. Single left click on the Delete
option and the button will be removed from the panel.

Service Bar

The service bar is located just under the Button Panel and the Weight Information Box. This bar
is used to display the available USPS services you can offer to your customer for specific package
information that is entered.

Sale Item Listing

This area is a listing of all the items you have selected in the MailMaster. This box will list the
SKU, description, the cost, and the extended cost of the item. These items are what will be
transferred to your point of sale upon saving and exiting

Number Pad

The number pad is for use with touch screen monitors and for people who prefer to use the
mouse. It mimics your number pad on your keyboard and can be used at any time.

Save and Exit

The Save and Exit buttons will return you to your point of sale. Save will take any items in the
Sale Item Listing, and place them into your point of sale. Exit will leave the MailMaster without
transferring any data. The program will prompt you to double check this decision if there is mail
in the listing box.
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8. CUSTOMER ACCOUNT MANAGER

This chapter deals with setting up accounts. To add a customer as a charge account you can do it on the
fly as they stand in front of you or they can be added later at your convenience. You can also set up a
cash account customer and you will be able to track their spending in your store.

If you are using the POS you MUST create the account through the POS using any one of the methods
that are discussed below. DO NOT use the Accounts Receivables option from the Main Menu under the
Actions pull down menu to add accounts, they will not be linked properly to your address book.

A. CASH ACCOUNT CUSTOMERS

This is a customer who you are entering their sales as if they were a charge account; however you are
getting paid from them each time. To add a customer for the first time, from the Main Menu, go to the
Point of Sale. Click on the Customer lookup button. Enter the customers’ last name or company name
in the search list. If it is not located in the search list, click the Add button. This will start the familiar
ShipRite Contact Manager. Enter the first name, then TAB throughout the rest of the form and enter the
requested data. When done click SAVE. You may now track all the sales to this one individual customer
by loading their name through customer look up. You will see the name appear at the bottom of the
POS screen, underneath the function buttons.

B. CHARGE ACCOUNT CUSTOMERS

These are customers that you have allowed to have payment terms in your store. You can add them on
the fly, or at any time.

To enter a charge account customer, from the POS screen, click on Customer look up. After they are
added to the Contact Manager and you return to the POS screen, their name and address will appear
under the function buttons. Now RIGHT mouse click on the name and select Review Customer

Accounts.

e i B un i
Quick Address Update

Edit Detailed Contact Information

skamer Accaunt

Cards, Letkers, and Labels

Tickler
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You will see the screen below: Notice all the customer data is pre-filled, including the account number.

This is automatically defaulted to the phone number or you can set up your customers’ accounts as you

wish.

B9 Accounts Receivable

File Actions Bulk Check Bulk Credit Card 3

©|E&) =] &) T T

ACCOUNTS RECEIVABLE

Acc 1 mber, Acq ame, & Terms
01 itley. Theresa |
Functions First Name, Last Name
| Theresa |Whitley
General
Address Block
Account Ledger |924 Chaps Circle
Miscellaneous |
Statements [Dayton [oH  |45420 RES oFF
History Phone:  |702-555-1212 Fax:
Contacts

Account Balance & Aging

Balance | Current

Plus30 Plus60 Plus90 Plus120

1 Save: Save changes made to current account

2 Letter: Send a letter to customer. This merging function described in Chapter 6.

3 Please Pay/Billing Statements: Prints billing statements to mail that will be explained

in section C below.

1. GENERAL TAB

Account Number: You may enter any combination of letters and numbers. Many use the phone

number or last name or any combination of letters and characters. If you were adding this customer on

the fly while you were doing a sale, you will notice that the complete name and address came into the

above form with the phone number defaulted as the account number. Continue to fill in the form and

all tabs on the form.
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2. LEDGER TAB

5 Accounts Receivable

File Actions Bulk Check Bulk Credit Card

k) T TEN e s

ACCOUNTS RECEIVABLE

Account Number, Account Name, & Terms

|01 0083429308 hitley. Theresa |
Functions -Account Ledger
Date Description Invoice # Charge Credits Balance| ~|
General 08-23-2017 _|Sales 1154 $584.00 $84.00
08-23-2017  |Cash Payment 1154 $83.00 -$5.00

Account Ledger
Miscellaneous
Statements
History

Contacts

Ledger by Invoice Adjustments

Each Customer account will have its own ledger. The entries you see in the ledger are HOT. That means
that you can double click on each item to see the detail of the sale or payment. This is basically the

detail you will see when you do a monthly report.

3. MISCELLANEOUS TAB

Fill in or select those items that apply to this account. For Tax Exempt Customers, you must fill in their
Exempt Number and choose Tax — Exempt as the county. You can also enter a discount amount;
entering 10 in the discount field will apply a 10% discount for any transaction for this account holder.
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59 Accounts Receivable

File Actions Bulk Check Bulk Credit Card

TENIERE Bl ACCOUNTS RECEI

~Account Number, Account Name, & Terms

010083429308 |
~Functions—— ~Miscellaneous B
Tax County: I u
General
Account Ledger Tk ExepIpt EI
Miscellaneous Exempt ID Number: I
Statements
History Account E;:/c;: I u
COfitacts Discount:
Account Limit: 0
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4. STATEMENTS TAB

3 Accounts Receivable

File Actions Bulk Check Bulk Credit Card

BEESEIR)

\'g ACCOUNTS RECEIVABLE

~Account Number, Account Name, & Terms

|01 0083429308 hitley, Theresal |

- Statements

~Functions————

Send Statements:

Charge Finance Charges: | OFF

General

Account Ledger

~Options here must be set before statements are printed:

0 Effective
Annual

% Rate -

- Statement Message

N
\

Miscellaneous

appear on Statements:

Statements Number of times message to I Date of last

statement sent:

/_\¥

If you apply an interest

History rBilling Name & Address

charge for accounts

|Whit|ey, Theresa
Contacts

past 30 days, enter the

monthlv rate here.

924 Chaps Circle

| Dayton I OH

|45420

-Billing Email

|theresa@shipritesoftware.com

5. HISTORY TAB

The History tab lists all of the sales transactions. If you want to reprint the receipt, double click on the
row that contains the sale and it will bring up the invoice in the POS for you to review or reprint.

B3 Accounts Receivable -

X
File Actions Bulk Check Bulk Credit Card
m CLEAR| | Lerren: Pl
& Y T ACCOUNTS RECEIVABLE
~Account Number, Account Name, & Terms =
010083429308 hitley, Theresal [ ‘
~Functions History of Goods and Services Purchased
Date Invoicett Description Unit Price| Disc [_QTY. Ext Price| |
General 08232017 [1154 3 month Box #: 102 $84.00[$0.00 1 $8400(_|
08232017 {1154 Mailbox Key Deposit $5.00($ 0.00 1 $5.00)
Account Ledger 08232017 [1154 Expire Date: 11/23/2017 $0.00[$ 0.00 [ $.0.00

Miscellaneous
Statements
History

Contacts
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6. CONTACTS TAB

You can add additional users to an account, and you can delete unwanted users as well. Click on the “+”
button. This will take you to the Name & Address Entry form, you can add a new user from here. If you
need to delete a user, highlight the user and then click on the “—“ button, that will remove her/his

name.

3 Accounts Receivable

File Actions Bulk Check Bulk Credit Card

ACCOUNTS RECEIVABLE

Account Number, Account Name, & Terms

IO] 0083429308 hitley. Theresa

Functions Account Users (1)

General <<<ADD NEW>>>

Account Ledger

Statements
History

Contacts

B. BILLING STATEMENTS / AGING SUMMARY

S Whitley, Theresa
Miscellaneous 924 Chaps Circle

Dayton, OH 45420
702-555-1212 010083429308

At the end of the month, you may want to send a statement to your charge account customers. To print
the statement, from the Accounts Receivable window click on the Please Pay icon on the top right. Go
ahead and enter any Account number in the Accounts box or you can print all accounts’ statements.

Page | 149



[3. Statement Processing

Accounts:

| EEXFPEEIE | |

|010083429%|
This search will
Important Dates: result in ONE
1 2l statement being
08-01-2017 4 Au ;
Statement Begin Date: printed for the
S M Y0 ) current account
08-31-2017 ’
Statement End D ate: g = ;
If you wish to print
08-31-2017
Statement Date: ;g ;: ;g all accounts at the
15-2017 end of the month,
Due Date: ) 27 ] 28 | 29 click on the All
Accts button and
then click continue.
Format Report Oph’m .
Balances Over: l $[l.l][l| " Nodetails (" Charge details

(¢ Sale details (" All details

Last Statement D ate:

Click Continue to process the statement. This will produce a statement that you may fold and place in a
windowed envelope to mail to the customer. It will have a tear off strip on the bottom for the customer
to tear off and remit with payment. You may change the default dates to suit your needs. You also
have the option to Email the statement to the customer
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ShipRite Demo Las Vegas State’”ent

ShipRitz Demo Las Vegas
924 Chaps Circle
Henderson, NV 89002

315-555-1212

STATEMENT DATE || ACCOUNT: |
ReportDate: 3222017
08/312017 010074270745
Murphy. Mary
6956 Number Nine Rd
Brookville, OH 45309
Pagelofl
DATE INVOICE= DESCRIFTION CHARGES  PAYMENTS BALANCE
Previous Balance su2
Closing Balance S171
08-21-2017
1143 Sale: Sales s112
Sgle: Stamps Roll 100 Ct
Total Sales: 358 $171

AGING STMMARY Seriously past due. Remit today.

Current Plusd Plussd Flus%0 Plos120 Balance
50 0 0 112 0 m Please Pay: $171

Above will create a report showing the aging of your receivables: Current, 30 days, 60, 90 and 120+.
A/R ALPHA LIST REPORT

The report will list all accounts that are currently setup in your POS. The difference between this report
and the AR Aging summary is that it will include all accounts, including ones that do not have a balance.
To print that report from the main menu, go to Actions > Accounts Receivable > File > Print > AR Alpha
Listing.

D. CHARGE SALES

In the Point of Sale, you will need to specify which customer you are selling to. To recall a charge
account customer while making a sale, click on the Customer lookup button and enter the customer last
name or company name. If this is a new account holder, you will add the contact information in the
Name & Address Entry Form in the Contact Manager first. Highlight the customer name and click ok.
When ready, click the receipt button, this will bring you to the Payment Master screen. Click complete
sale, do not enter any dollar amounts. This will charge the total sale to the customer’s account.

E. REPETITIVE INVOICES FOR A/R ACCOUNTS

ShipRite can automatically generate repetitive invoices every month and automatically apply credit card
payments to these invoices. This feature functions by selecting a completed invoice and setting up the
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repetitive invoicing for the exact same invoice. This invoice will repeat each month as a set date over a
certain period of time.

To turn on the Repetitive Invoicing, go to Setup > General Setup Options > Options > “ ENABLE —
Repetitive Invoicing”. Turn that option ON, then click Save and Exit

B3 Program Setup - Shiprite Global Connect

Shiprite Global Conns

Options Global Features @

- Charge Residential - Charge FedEx Retail Rates
- Create Accounts - Charge Key Deposits

- Markup UP5 Discount - Charge UPS Retail Rates
- Show Postage Cost - Markup FedEz Discount
- Inventory 55 - Endicia

- 3id Party Insurance - Packaging Instiuctions

- 4th Char Search - Parcel Shipping Order

- Addiess on Receipt - Quickbooks

- Charge USPS Cost - Refund Technology

- Force POS Shipping - Hepelitive Invoicing

- Mo Receipt

- Par Tarh Nicnl,

To setup this function, go to the POS, click on Customer Lookup and pull up the customer (the customer
has to have an AR account). Now, create the invoice by ringing in the needed SKUs. Click Receipt to open
the payment screen and click the “Complete Sale” button to charge the invoice to the account (do not
take any payment at this time).

Once the sale is completed, click on the Invoice Lookup button and double click on the invoice you just
created to view it in the POS. On the top menu, an option for “Repetitive Invoice” will appear.

| File Edit Sales Actions Print  Administration PLU  Histon® Repetitive Inveice J iHelp
H Shiprite Socftware e r
1312 Genesee 5t e

Once that option is clicked, a message will display informing you that a repetitive invoice is being set up.
Click “YES” to proceed.

The next message will prompt you to enter the date to start automatically generating the selected
invoice.

On the selected date, an exact copy of the currently selected invoice will get created. Click OK to
proceed.
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AUTO-INVOICE SETUP X

Enter the Starting Dats to Start Automatically Generating

Irvoices:

Cancel

|osvoss2017

In the following message box, enter in the number of months to repeat the invoice. Enter in -1
to keep repeating the invoice indefinitely.

Enter the number of months to repeat this invoice [Use oK
-1 for indefinite]: 4

Cancel

The final pop up message will confirm that the repetitive invoicing has been set up. Click OK. The
Invoice will remain displayed in the POS. Do not close it out yet; check the instructions below to
apply payment.

Shiprite Global Connect *

[0} 1- ROW AFFECTED

Setting up automatic credit card payment for the repetitive invoices:

The automatic credit card payment only works if you’re using a Cayan Genius terminal to
process a credit card.

Pull up the invoice you want to repeat inside the POS or create the invoice by ringing up the
needed SKUs. Click the Receipt button to open the payment screen (This has to be a
new/unpaid invoice; if it is an invoice that is already paid off then it will just reprint a receipt
and not ask for payment). Click on Credit Card and process the payment through the Cayan
Genius terminal. At this point, a receipt will print out and a token will be created with the
credit card information encrypted and stored on the Cayan server.

Once the sale is completed and now paid for, click on the Invoice Lookup button and double

click on the paid invoice to view it in the POS. On the top menu, an option for “Repetitive
Invoice” will appear:
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| File Edit Sales Actions Print  Administration PLU  Histonl Repetitive Inveice J iHelp

[ ST

Once that option is clicked, a message will display informing you that a repetitive invoice is
being set up. Click “YES” to proceed.

H Shiprite Scftware -

1312 Genesees 5t

The next message will prompt you to enter the date to start automatically generating the

AUTO-INVOICE SETUP x
Enter the Starting D ate to Start Automatically Generating oK
Invoices: -

Cancel
|osv0a/2017

selected invoice.

On the selected date, an exact copy of the currently selected invoice will be created. Click OK
to proceed.

In the following message box, enter in the number of months to repeat the invoice. Enter in -1

Enter the number of manths to repeat this invoice [Use oK
-1 for indefinite]: 4

Cancel

[
to keep repeating the invoice indefinitely.

The final pop up message will confirm that the repetitive invoicing has been set up. Click OK.
The Invoice will remain displayed in the POS.

For the upcoming repetitive invoices, ShipRite will use that token to automatically process a
payment for the created invoice.

In case that any other form of payment is taken, or no payment is taken at all, no automatic
payments will be applied to the repetitive invoices. They will simply be charged to the account
each month and added to the running balance.

Stopping repetitive invoices:

In order to cancel and stop specific repetitive invoices from being created, pull up the customer
tied to the invoice in the POS. Then, click “Actions” at the top > “Repetitive Invoices” and find
the invoice number you wish to stop. Please note that invoice number, then exit that screen
and go to “Invoice Lookup” on the bottom. Pull up that noted invoice number, then on the top
menu click on “Repetitive Invoice”. A message will appear to confirm the deletion of the
repetitive invoice schedule. Click YES. The scheduled repetitive invoice will then be cancelled.
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Iministration PLU  History § Repetitive Invoice JiHelp
<
Shiprite Global Connect

f " | ATTENTION...Repetitive invoice already set.

DELETE Repeating Schedule?

If you wish to get a list of all your repetitive invoices, go into the POS without selecting a customer
account > Hit “Actions” at the top > Select “Repetitive Invoices” at the top. This should then display all
original repeating invoices for your customers.

F. RECEIVING PAYMENTS

After charging a sale to a customer, you will eventually need to record a payment. There are 4 ways to
receive and record a payment.

1. TO RECORD A PARTICULAR INVOICE AS PAID

From the POS screen click on the invoice lookup button. Locate the invoice by typing in the number in
the search field or scrolling through the list of invoices highlighting and choosing OK. This will recall the
invoice on the POS screen. Click on the Receipt button and the familiar payment screen will appear.
Enter the amount in the appropriate field i.e. Cash, Check or Charge and click Complete Sale.

2. USING FIND TO LOCATE A CUSTOMER

You may also record a payment for a particular invoice by going to Customer Account Management and
press Enter. That will take you to Account Receivables list. Hit ENTER in the Account number field, this
will bring up a list of all account holders. Select the account holder from the list. Then click on the
LEDGER tab. Find the invoice down the list. Double click on the invoice number and the invoice will be
recalled on the screen. Press CTRL F6 and the familiar Payment Processing screen will open. Enter the
amount tendered and press enter to record the amount paid.

3. ACCESS ACCOUNT FROM THE POS

You may also record a payment for a particular invoice entering the account name in the POS screen.
When the customers name and balance is displayed, right mouse click on the highlighted name, a menu
will appear. Select Review Customer Accounts and this customer’s account open in the Accounts
Receivables screen. Click on the LEDGER tab. Find the invoice on the list. Double click on the invoice
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number and the invoice will be recalled on the screen. Press RECEIPT and the familiar Payment
Processing screen will open. Enter the amount tendered and press enter to record the amount paid.

B Accounts Receivable - O X
File Actions Bulk Check Bulk Credit Card

W CLEAR| |ierrens | | #°8B° P Do,
©|[&E % €| | o6 ACCOUNTS RECEIVABLE

Account Number, Account Name, & Terms

|010074270745

~Functions Account Ledger
Date Descriptii Invoice # Charge Credits Bal &
General 05-09-2017 [Sales 1100 $176.61 $176.61| __
05-09-2017  |Cash Payment 1100 $181.61 -$5.00
Account Ledger 05-12-2017  |Sales 1107 $216.50 $211.50
05-12-2017  |Cash Payment on Account 1108 $100.00] $111.50
Miscellaneous 06-23-2017 [Sales 1124 63.26 $174.76
06-23-2017  |Cash Payment 1124 $63.26 $111.50
Statements 08-21-2017  |Sales 1143 4
08-28-2017 |Cash Payment 1143 .
. Just double click on any
History . .
invoice number or sale to
Contacts see the original invoice.

> =
Ledger by Invoice Adjustments

4. RECORD PAYMENT ON ACCOUNT

You may also receive payment on account without assigning the payment to a particular invoice. This is
quite handy if you have a large number of invoices paid by a single check.

Select the customer lookup button, locate the account holder. Once the account holder is loaded
through the POS — click the receipt button, enter the dollar amount you will be paying in the appropriate
field and click the green Complete Sale button.
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Payment Master

Total Sale:

5 111.50 e

Cash:
Check: l:] e ;
Card: l—l ol - i =

Other l:’ Del Enter Debit Card Credit Card

="
N
o0

Payments: $ 50.00 COMPLETE
SALE
Change: ($ 61.50) or CHARGE to Acct i}
Email Receipt: Posting Date: =
[theresa@shipritesoﬂware.com ’08)'28]201 7 ol Ap‘i):)glej:;t to

In the above screen shot you will see there is a $50 payment applied and in the Change field you will see
the account balance after the payment.

G. ESTABLISHING CREDIT BALANCES

There are functionally 2 ways of establishing credit balances. One is where the customer overpays an
invoice and opts to apply the change to future purchases, or you can apply the credit to the account. To
set up a customer as a DEBIT account, make sure they are first set up as an account as detailed in page 2
of this chapter. Load the account holder through the POS. Once the account is loaded click on the
receipt button, click the APPLY CREDIT TO ACCOUNT button.

Total Sale:

st e b

You will see ***Credit***Credit**Credit***Credit** displayed on the Total Sale field. Click the

Complete Sale button.
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H. OVERPAYING AN INVOICE OR PREVIOUS BALANCE

Normally, when the customer gives you more for the invoice or the balance than there actually is, the
"Change Due" form will appear. At that point you would hand the customer the change and their
balance will be ZERO. If you want to apply the change to their account follow this procedure. A new
button was added to the Payments form, "Apply Credit to Account". When you click SALE WITH RECEIPT
(OR WITHOUT), the payment form opens up. IMMEDIATELY click the “APPLY CREDIT TO ACCOUNT”
button. Now input the amount of the money or check tendered. Then click the Complete Sale button.
The sale will be completed, and the customer will now have a DEBIT balance. You will NOT get the
change due window.

I. ENTERING A PREVIOUS BALANCE AS A CREDIT

This is useful if you need to bring in a balance from another POS or Accounting System. This involves
creating an Inventory Item, which is in fact a "non-production” credit code. Go to Inventory Setup, Use
"PB" for the SKU and enter "Previous Balance" for the description. Then you will click on the "Non-
Production" Note Code. Enter "Previous Balance" in the Ledger Message Box. This will replace the
customary "Sales" description in the ledger with "Previous Balance".

Start an invoice; enter the customers name and address. Now enter "PB" and then ENTER in the SKU
field. The cursor will move to the "Unit Price" box type in the amount. Hit enter. Close the sale with or
without a receipt. In the payments screen, simply hit the Complete Sale button to post the amount to
the accounts ledger. If the account did not exist, it will automatically enter the account receivables
screen. Click Save to create the account.

J. TO ADD A CREDIT ACCOUNT

1. In the POS screen, go to customer lookup or add them in the Quick Name & Address Entry
Form by hitting the Add button on the consignee search list.

2. Click on the Receipt or No Receipt button.

3. In the payment screen, before you enter any money, click on "Apply Credit to Account".
What this does is prevents the automatic closing of the payment screen when more than invoiced is
entered as a payment. It also puts "***CREDIT***CREDIT***" across the payment view window.

4. Enter the amounts of money, credit card, or checks paid.
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5. Hit the "Complete Sale button" and you will have applied the credit.

K. DISCOUNT MANAGEMENT.

You may issue discounts a couple of different ways. If the customer has a charge account, you may give
them a fixed discount off all invoices for them. Go to Customer Account Management: Miscellaneous

tab. You can give any customer a discount at the time of the sale and shipping by enter the percentage
of discount by hitting the discount button. Or you may give a discount off a particular line item in an
invoice as enter the percentage of discount for each line in POS.

L. CUSTOMIZED SHIPPING MARKUPS

You may also give a customer a customized shipping markup different than all others that you set up in
the Master Shipping Tables. This allows complete flexibility in handling those customers you wish to
assign incentives to. To do this, from the POS click on the Customer Lookup button, locate the
customer, click on Ship One. This will bring you to the Ship Master, right mouse click the customer
name in the Ship From field and choose Customer discount. You can enter the discount as a percentage
or a flat dollar amount. Just be aware that once you enter the discount it will apply to any shipment until
you remove the discount.

5 :
ll l] l CUSTOMER PRICE MARKUPS
Customer
lMurphy, Mary -
% Markup  $ Markup
Level 1|  0000% | $0.00
Level 2|  0000% | $0.00 @
UNDO
Level 3|  0000% | $0.00

M. BAD DEBT WRITE OFF

1. In POS screen, load the customer through Customer Look up.
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Balance should be showing. There may be many reasons you are writing off a balance. You may
write off only part of a balance too.

Without entering anything in the POS screen click on the receipt button.

You will now be in the payment screen and the total due will show what is owed. Go down to
OTHER, enter in the write off amount, go to the left and replace 'other' with the reason. Ex:
"Bad Debt" or "Write-Off” or any other reason.

Total Sale:

Other

Click on the word
OTHER and
backspace to clear
it out and type
whatever you want
in here ie: Write off
or Bad Debt, etc

$ 111.50 AR

Cashi [ || 1| 2] 3| HEB
Check: || s
Caird: |—‘ 0 00 . L%uumw: !l.

I:l Del Enter Debit Card Credit Card

ments: $ 0.00 COMPLETE
SALE

inge: $ 0.00 or CHARGE to Acct :’

ipt: ~Posting Date: -

Pshipritesoftware.com 0812842017 I t A

k JCIick on the "Complete Sale" button.

9. SHIPMASTER
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I NTEP COC 205-019 Shiprite Global Connect Shipping Master

From 0000 Drop
Shiprte Dema Las Yegas e | || of

702-863-4047

Shipping Counter

924 Chaps Cir

Hendarson, My 83002 Zip Code Dec Value

Ship to Self  Same as Last
JLE_Siiel S Das | endcia

Other [-] —
UNITED STATES ME ] Emal
Transit
tlo w|lo Hlo
Del | Dol
$000  $000  $0.00  $000 $000  $0.00  $0.00 = |

= [ T T [ [ [ N

Dormestic: Sat | Res
Deliv | Deliv

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Report

Cana
Domestic -da

United

WOl | Ghates

endicia-

Domestic:

This is the heart and soul of the shipping portion of the ShipRite V10 software. To move from field to
field in the ShipMaster, you will need to press the TAB key on your keyboard, or use your mouse to
move, clicking in fields. Pressing ENTER has a completely different effect on the fields. This is explained
as each control is explained below. To get to the ShipMaster, first go to Point of Sale and click on Ship
Package on the SKU Button Panel on the Right, or you can click on Ship button from main menu.

A. PACKAGE WEIGHT

When you first enter this screen, the FOCUS (blinking cursor) is in this field. ShipRite will detect most
scales that are connected to the COM1 or COM2 ports of your computer that it can be set up your scale
as described in Chapter 2. If your scale is not detected, input the weight manually and press TAB.

B. SHIP FROM

This field represents the customer who is standing in front of you shipping a package. If a customer’s
contact information is already in the database, enter either the last name or a company name in the
Ship From entry box. You will then see her/his name and contact information pop up in the Ship From
box. If a customer is new, pressing Enter in the Ship From box will take you to a Name Search list where
you can add and save the contact information in the Quick Name & Address Entry Form as usual. When
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a customer’s name, address and phone number are displayed in the Ship From box, right click on it.
There is a list drop down menu open up. You will have nine choices:

NTEP COC #05-019 Shiprite Global Connect Shipping Master

From:
Shiprite Software 315-733-6191 Contents: ﬁ

Mark Ford
1312 Genesee ¢

Utica, Ny 13502 Edit Shipper Ctrl+F
Customer Discount Dec Value
_To: Shiolo  agd Notes

m:;;‘ﬁu:‘;ﬂ;y EE View Notes EI
ggsekN'llilm'JDeI[\Ni Shipper History/Detail Ctrl+S
roovle. Set Default Ship-From wlo 1. EDIT SHIPPER
Cards, Labels, Letters
$0.00  $0.00  $0.00 Tickler 00 This will take you to Name & Address
hl Drop Off Manager F5
- - - m Entry Form of contact manager that
Domestic DAS you can edit or delete this contact.

2. CUSTOMER DISCOUNT

This will allow you to set either a percentage or dollar value markup for a customer of different
levels.

3. ADD NOTES

This will allow you to add notes to this customer’s account

4. VIEW NOTES

This will allow you to view notes that were previously added

5. SHOW SHIPPER HISTORY/DETAIL

This will show the shipping history of this account.
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History Search List

Search By: “

Date Time

PackagelD  Carrier SERVICE TRACKING# ShippedTo Charged 4|
11:51:10 Canada

08222017 ML 011096 uPs CAN-STD Lanade $4343

06-23:2017 32V q11081 AIRBORNE DHL-NT 1 Canada $63.26
PM Business

6. SET DEFAULT SHIP-FROM

This will set the highlighted contact to pop up each time you enter this Window.

7. CARDS, LETTERS, LABELS

This is an exclusive feature of ShipRite that allows you to send letters to customers and is an

abbreviated version of the LetterMaster. It is used for Merge features on this customer only.

8. TICKLER

This is the shortcut to the Memo Tickler. It defaults the name to the current customer.

C. SHIPTO

This Contact field is where the package is going. If a customer’s contact information is already in
the database, you can select it from Name Search List or you can add it in the Name & Address

Entry Form. If you click into this field with the right button of the mouse, a drop down menu is
revealed.
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NTEP COC #03-019 Shiprite Global Connect Shipping Master

UNITED STATES

$0.00

$0.00

From

Shipiite Software 3157336191 Contents: ||
Mark Ford
1312 Genesee St
Utica, Ny 13502
Zip Code Dec Yalue

To: ShiptoSelf Same aslast

Murphy, Mary 937-866-1525

Mary Murphy

[Other

6956 Numbe "™~

Brookville, C

$0.00

Domestic DAS

$0.00

$0.00

$0.00

Edit Consignee

Censignee History/Detail

List All ShipTo Addr(s) for Shipper

Add Notes

Customer Notes

Next Package In Shipment

Next Package In Shipment, Same Weight
Cards, Letters, Labels

Tickler

[
Ctrl+E
Ctrl+C

F8

F3

1. EDIT CONSIGNEE

If you already have a contact in this field, this will allow you to edit the Consignee utilizing the

Contact Manager. It works as Edit Shipper.

2. CONSIGNEE HIST

ORY

Show the History of this consignee.

3. LIST ALL SHIP TO ADDRESSES FOR SHIPPER

This will give you a list of all the addresses this shipper has shipped to in the past. Double click on
address  to ship to it again.

4. ADD NOTES

This will add Notes to the customer’s account

5. CUSTOMER NOTES

This is to view the notes that are in the customer’s account

6. NEXT PACKAGE IN SHIPMENT

This is for shipping a multiple piece shipment. When you are shipping the second piece in the

shipment and you are in the TO: field, take the right button of the mouse and click into this field

while it is empty. When the drop down menu opens up, select this choice and the previous

name and address will pop in.

7. NEXT PACKAGE IN SHIPMENT, SAME WEIGHT

Works the same as above, but it also puts in the weight from the previous package.

8. CARDS, LABELS, LETTERS
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This works the same as in the FROM section above.

9. TICKLER

This works the same as the FROM Section above.

After you have the TO address entered, press the TAB key.

D. PREPARING A QUOTE

ShipRite enables you to prepare a written quote to give to a customer. Prepare a shipment as you
normally would and when you get to the label page, click on Thermal Batch Label. This will bring you
back to the POS screen. Put the transaction on HOLD. Click on HOLD again to bring the transaction
back to the POS. Go up and click on the Actions drop down box:

Point of Sale: Simple Cash Register ***Hold ** **Hold *** ***Hold ***

File Edit Sales Actions Print Administration PLU iHelp

ShipRit Customer Lookup

924 Invoice Lookup F3

Hende Repetitive Invoices

Ship One Package F8
Invi:121¢F Ship Letter Fo Cards
St Ship Multiple Packages F11
Description DSl: Insure Package Clpies Fax Freight HP:cgv
SKU# Quote ~ Ctrl+Q
FedEx Ground W Greeting |
FEDEX-GND 18.13 1
NOTE Stamps e
to: Abercrombie Kids :
Package ID#: 011111 Click Quote to prepare a ;

Mailbox | Pack
Rental | Master

NOTE .
Dimensions: 5in. X sin. X sin. | Written quote for the
NOTE

Scale Display: 5 1lb customer.
NOTE
| S I S, J FRS—(

Chargeable Weight: 5 1b

Dehvery

Ship Letter | Ship Multi

Ship One |REEURCERClg
exit cantel hold l "n?’?"(f rhrqlr;q quant:zy' receipt ' L " '
d

This will display a written quote that you can either print or email to the customer. When the

v
cust |change|
lookup | price

memo

unt

customer is ready to actually ship the package, pull up the transaction from Hold and process the
transaction as usual to get a label.
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& 2|k %8 1 nog E - SAP CRYSTAL REPORTS®

Main Report
A
uot e# . ShipRite .
- 1215
Held By: To be Ship To :
3 297017

010085067152/269 269 Date:  09/22/2017

Starr, Theresa Star, Theresa 702-463-4047 Time:

924 Chaps Cir 924 Chaps Cir )

Henderson, NV 89002 Henderson NV 89002 Clerk:  Clerk

702-463-4047
SKU MODEL# DEPT DESCRIPTION QTIY Price Disc  Ext Price
FEDEX-GND FEDEX FedEx Ground 1 18 0 18
NOTE NOTE to: Abercrombie Kids 0 0 0 0
NOTE NOTE Package ID%: 011111 0 0 0 0
NOTE NOTE Dimensions: 5in. X 5in. X Sin. 0 0 0 0
NOTE NOTE Scale Display: 51b 0 0 0 0
NOTE NOTE Chargeable Weight: 5Tb 0 0 0 0

v
< >
QfCurrrent Pane No: 1 Tatal Pane No.: 1 7o0m Factar: 100%

E. CONTENTS & USE OF THE PACKMASTER

The ShipRite PackMaster is a powerful tool that allows for accurate, consistent, and detailed estimates
for most pack jobs. All pricing and packing parameters can be initialized and customized by the store
owner in order for the PackMaster to provide accurate quotes that are in line with the store pricing
policy. Most importantly, the PackMaster takes the guess work out of the clerk’s hands and provides
clear packing quotes based on the difficulty of the job. The PackMaster removes the ambiguity of
qguoting a packing job and eliminates the problem of different quotes being given for the same job.

The advantages of using the PackMaster are:

e C(Clear pricing options offered depending on the job difficulty

e Consistent pricing each time with the same parameters entered.

e Pack Jobs can be saved, to be retrieved and used multiple times

e Allows for specific pricing and margins to be set for labor and all packing materials individually.
e Flexibility to set specific packing parameters according to store policy

e Charge the customer for packing on the spot, and pack the item later.

e Customer receives tracking number right away, not after the item is packed.

PACKMASTER SETUP

Before the PackMaster can give accurate packing quotes, time needs to be spent on setting it up
correctly. This is a crucial part of the process that requires all packing materials to be entered and priced
correctly. An incomplete setup with inaccurate parameters will result in the PackMaster displaying

wrong or illogical pricing and packing choices.
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1.

Inventory Setup

All packing materials and labor need to be entered in as inventory items. To access the inventory
module, in the ShipRite POS go to the top menu and click on “PLU”, then select “Inventory
Setup”.

Point of Sale: Simple Cash Register
File Edit Sales Actions Print Administration PLU  iHelp

Shiprite Software |m.rentor_y Setup
1312 CGenesee St =
Utica, NY 13502 |

The Inventory Master screen will open, displaying your entire inventory. A lot of the packing
items, such as boxes, are most likely already loaded in the inventory. If that is the case those
inventory items do not have to be re-entered. Any missing boxes, wrapping, or filler will have to
be added in as new inventory items. Please reference Chapter 7, Part 7 of the manual on how
the inventory master works and how to enter in new inventory items.

Double click on an existing inventory item to get to the detail screen, then click on the
Miscellaneous tab.

In the same way, if you are adding in a new inventory item, after entering in the SKU,
Description, Department, Cost, and Sell pricing, click on the Miscellaneous tab to enter in the
PackMaster parameter.

Here is an example of the parameters for a 10x10x20 box.
i 8

File Print Edit Help

PLUIE Description: Department: Cost: Markuo: Sell;
‘BX1 01020 ‘Box 10X 10X 20 Dw |FIETAIL ‘ $1.5000 | 133.33% ‘ $3.5000
General Lewvel Pricing Mizcellaneous Irwentary Cardz Serial Mumbers Wwharranty

POS Includes:

Packaging Estimator Setup: Pack Master Setup ‘

[v Package Estimatar

|_|1u W| 10 H‘zu

CIass:|BDX95 | h | Weight per unit:

a. Check the “Package Estimator” checkbox to indicate that the selected item is a
packaging item to be used by the PackMaster.

b. Class: select what type of item the SKU is. The options are Boxes, Filler, Wrap, or
Difficulty.

Use the Boxes option for all your shipping boxes. Enter in the length, width, and
height of the current box. Also weigh the empty box on a scale and enter in the
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weight of the box in the “Weight per unit” field.

Use the Filler option for materials that are used to fill the empty area in between
the packed item and the box wall. This option is usually used for Peanuts and similar
fill materials. The weight per unit and the Sell price of the item have to set for 1
cubic foot of fill material.

The Wrap option is meant for wrapping materials such as bubble wrap and foam
wrap. In this case the sell price and weight per unit need to be set for 1 square foot
of wrapping material.

The Difficulty option is used for the packing labor charge. You only need to have one
SKU that has this setting. The price has to be set to your hourly labor rate. Here is
an example:

=8
File Print Edit Help

PLU# Descriotion: Department: Cost, Markup: Sell: ‘

PACK_LAB PACKAGING LABOR PACK $10.0000 350% | $45.0000

General Level Pricing Miscellaneous Inventory Cards Serial Numbers “wharanty

POS Includes:

Packaging Estimator Setup: Pack Master Setup

¥ Package Estimator  This is |abor, which has to be setfor 1
v Defaultin Class hour of wark in your |abor charge

Class: |Difficulty - ‘Waight per unit: ljl

In some cases, stores sell peanuts or bubble wrap as retail items for a set price.
Usually there is a price difference when selling those items as a retail item and when
using them for packing. If such a situation is present, then 2 separate SKU’s need to
be setup.

2. Packing Parameters Setup
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#1- Choose Type

C SKU

" Group

© Go Back

© Ship One

" Ship Multiple

© Ship Letter

' MailBox Rental
© MailBox Renewal
© MailBox Maintenance
' Mail Master

© st Clags Mail

© Discount

C Sales Tax

& Pack Master |
© Custom Notes

© Packaging Type

© Freight Forwarding
© Drop Off Manaaer

POS BUTTON MAKER ‘
#2-Tell Us About Your Button If there is no PackMaster button present in the
POS button panel, then it can easily be created by
clicking on an empty POS button. The POS Button

Maker will display.

Sample Button Appearance
Desoiption: | Pack Master [
Caption On ’7
Eutton: Pack Master

Select the “Pack Master” option in the bottom left

Button Color

hand side, pick a button color, and click the Save

S O

——r = bl.Jtton in the to.p left. A new Pack Master button
(]| = mm @ will now be available on the POS button panel.
(— ] (— ]

Click on the newly created PackMaster button in the in the POS to open up PackMaster. Once in
the PackMaster click the “Setup” button on the bottom. The PackMaster Setup has 3 tabs that
need to be set up:

1.

Regular:

Regular | Modified | Fragifty |

Default Settings:
Double Boxing Threshold:
Default Labor: This is the minimum
value (in minutes) of
Fill Cushion: |I| labor billed per package.
Minimum Piece Charge:

Double Boxing Threshold — Any packing item that has a $ declared value higher then
this threshold will automatically be double boxed.

Default Labor — The minimum number of minutes that can be billed for a pack job. A
user will not be able to adjust the labor below this amount during a packing quote.

Fill Cushion — The amount of space (in inches) left for fill between the wall of the
box and the actual item. For example: a 2” fill cushion will leave 2 inches on each
side of the packed item. If the item has the size 10x10x10, then with a 2-inch fill
cushion the smallest box that the PackMaster will select is a 14x14x14.

Minimum Piece Charge — When packing a job with multiple items in it, a $ piece
charge can be set to be charged per item packed.

Modified:
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The PackMaster has the ability to modify a box by either building it up, cutting it
down, adding a top, or telescoping it. The modified tab in the PackMaster setup
allows for additional labor minutes to be added for each of those functions.

3. Fragility
This is the most important setup tab. The ShipRite PackMaster will display 5
different packing choices for each entered pack job. The fragility levels are arbitrary
levels that are broken down by how fragile an item is. Starting from Not Fragile and
going up to Extremely Fragile. The user can use their own discretion when setting up
the levels to match the store packing policies.

To setup the fragility levels, in each of the 5 fragility columns set the appropriate
parameters and SKU’s that should be used. Here is an example setup:

| =

| Regular | Modfied Fragilty |

Fragility:

NOT FRAGILE EXTREMELY
| Fill Cushion (inch): | || 0.5 || 1 || 2 || 3 |
! Fill SKU: | || PACK_LF || PACK_LF || PACK_LF || PACK_LF |
i Wrap (times): | K K 2 | s ]

Wrap SKU: | || PACK_FW || PACK_FW || BUBWP || BUBWP |
Labor {min): [ s | 8 || =2 | 5 | 2 |
Labor SKU: |PACK_LAB | PACK_LAB || PACK_LAB|| PACK_LAB|| PACK_LAB|

The first “NOT” fragile column in the example would not get any filler or wrap and 0
fill cushion. For example, this would apply to shipping a basketball where an exact
size box would be used without any packing materials. Only labor would be charged
in addition to the box.

As we move to the right through the columns, the levels get more fragile and more
fill cushion, filler, wrapping, and labor is added on.

Using the PackMaster

Now that the Packmaster is setup, we are ready to start using it. Click on the Packmaster button in the
POS. Start in the top left corner in the “Object” area by entering in the weight, dimensions, and declared
value (if applicable) of the item being packed. Use the TAB key on your keyboard to move through the

fields. Once the object information is entered, the Packmaster will display the 5 different packing
options based on fragility.

Determine how fragile the item being packed is, and which one of the 5 options is the best choice for
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the current job. Even if none of the selections are an exact fit, select the closest one. All the packing

parameters can be edited after a selection is made.

Weight and
Dimensions of
item being
packed

-

Total weight of
item and packing
materials
combined.

Dimensions of the

\ selected box.

% Pack Masterll| X
weiehts ~ OBJECT #[ 1] yauyes || PREVIEW . DBL BOX
Length  Width  Height NOT FRAGILE Select
BN o o o (O P T o Y
3.8 Ibs (act) LABOR: 1.65
2 Ibs (dim) BOX: 6x6x6 0.99
. NOTTOO FRAGILE N
WEIGHT Ib PACKAGING PRICE $ -
Single Box: L x Wx H ‘el 5.55 MATERIALS: 1.32 r
41 8 8 8 6.78 421bs (act)  LABOR: 264
41bs (dim) BOX: 8x8x8 159
R e | =
L+G Box .
a 6.78 MATERIALS: 12|
4.1 Ibs (act) LABOR: 3.06
“ Object in Box Preview Reset 4 Ibs {dim) BOX: 8x2x2 1.59
| VERY FRAGILE
Clar Al | ==
- 993 MATERIALS: 239 |
4.8 Ibs (act) LABOR: 495
111bs (dim})  BOX: 14x12x10 259
~EXTREMELY FRAGILE N
18.04 MATERIALS: 620
C 7TAlbs(act)  LABOR: 8.25 It
L 251bs (dim)  BOX: 16X16X 16 350
=
w "
= Setup | Apply Exit |
i

5 packing options based on fragility. Click the radio button to preview a

selection. Click on “Select” to make the selection and proceed.
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After clicking the “Select” button for the chosen fragility level, then Reviewer and Workshop options will

display. This allows the user to review the details of the pack job and change any of the preselected
parameters.

r

Uncheck the Receipt View option to view formulas and calculations The Reviewer displays the individual SKU’s

selected and the corresponding quantities and
/ pricing as they will appear on the POS Receipt.

& Pack Master \

WEIGHT Ib OBJECT #[ 1 | yauues REVIEWER e
Length Width Height — ) . .
III E EI |I| | SKUWPLU Description Qty | Unit Price | Ext Price Save the current packjob by typlng ina
BX888 BOX,8X8X58 1.0 §1.59 $1.59 e o
keyword and clicking “Save As New”. Pull up an
PACK_LF LOOSE FILL PACKING 0.1 §0.45 $0.05 . i L
PACK_FW FOAMWRAP PACKING | 15|  $045|  $068 existing pack job by clicking on the drop down

PACK_LAB PACKAGING LABOR 12.0 §0.33 $3. menu.
WEIGHT Ib PACKAGING PRICE § = r 4

Single Box: LxWxH /

41 g8 |[ 8| 8| 6.78 }J
- WORKSHOP e [ _

DL +: II' E II' r gg:ble Regular | Modified | -

Add notes/details when saving a pack

Uncheck option to combine and total
the packing materials onto 1 line on the
POS receipt.

Fragility Conlent!? |
Object in Box Preview Levels L
Reset

Print Details on Receipt | e
Clear All

single Box SKU [BX888 [v] oscus. +| - |I|
Wrap SKU |PACK_FW v| 15sqft. * | - .
—[ I Change SKU’s or quantities for any of the
¥ Auto Fill SKU [PACK_LF [v| 0dcur. _+
Labor SKU [PACK_LAB  [w| 12min. _+

R TR pre-selected packing materials
Other SKU ] +| - \e——

Lo ]|
(5]

Savedshew | Save | Delete

| Min Fill Cushion

Press Apply, to complete the pack job

- = and close the PackMaster.
- Setup | Apply )
4

%
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Modified tab
The modified tab allows for a box to be either built up, cut down, add a top, and telescope.

The currently selected box is displayed, but can be
changed to a different box if desired.

Contents
WORKSHOP Keyword: A
Reguiar Modified ]
EQX 6X6x4

1. Select Box: |BX664 [ El W El H

. Check the Modification check box. In the example on
2. Modify Selected Box:

the left the “Build Up” option is checked. Enter in how

Modification Selected Box: BX664 . . . .
] Build u many inches the box is built up and type in the
> How much Build up: lII inches . . .
Ei:zdw" = amount of additional labor minutes it took to charge.
atop Add extra Labor: -5 minutes
[] Telescope
The other modification options work similarly.

Si 1 = o = . . pe . .
P setectBox | e Box Height: nches Multiple modification options can be checked off and

applied to the same pack job.

Setup Apply | Exit

Once any changes to the predetermined pack parameters are completed, click the Apply button to close
the Packmaster and have the packing charges transfer back to the current POS sale. If the “Print Details
on Receipt” box is checked, all individual packing materials will be listed on the receipt. Uncheck that
option to have all the packing supplies (box, filler, wrap) show as one line item. Labor will still show as a
separate line item.

Combine Shipping and Packing

When accessing the PackMaster directly from the POS, the PackMaster charges for the packing materials
and labor only. There is no shipment connected to it. Use this option to ring in a pack job that is not
being shipped.

ShipRite has an option to access the PackMaster from the ShipOne screen in order to combine the
shipping and packing charges. Once the ShipOne screen is opened, proceed to put the item that is being
packed on the scale (if your scale is not connected to ShipRite, type in the weight of the item). Enter in
the From and To addresses, then click in the Contents textbox in the top right corner.

The PackMaster is accessed through the contents textbox. If you have a saved pack job or want to save a
new pack job, type in the name of it and press Enter. If it’s just a regular pack job that does not need to
be saved, simply leave the contents field empty and press Enter.
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From: r
Shiprite Software 315-733-6191 Contents: ||

1312 Genesee St
Utica, My 13501

Zip Code Dec Yalue

Enter the name of
item/items that
will be shipped

UNITED STATES

Once Enter is pressed a Search list will appear listing all currently saved pack jobs. To pick one, simply
select and press OK. To start a new pack job, click the ADD button on the top menu. The PackMaster
screen will open. The current item weight will transfer over from the ShipOne screen. Type in the
dimensions of the item being packed. Make a selection based on fragility. If necessary make
adjustments in the workshop and press Apply.

Scale weight of the item without

packing materials

The Box dimensions will transfer from the PackMaster selection.

From:
Shiprite Software 315-733-6191 Contents: l—

1312 Genesee 5t
Utiza, Ny 13501

Zip Code

T ShiptoSelf Same as Last m

Shiprite Software 315-733-6191
1312 Genesee St |
Utiza, My 13501 Other

DecValue

L‘S W‘S H‘S

$26.60 $95.05 $85.20 $54.45

Mon 10 aon 10 taon 10 Tue 11

$ 58.60 ~ $47.40 $169.55

Tue 11

All Shipping charges have the packing charge included in
the price. Right click on the shipping option and select

Displays the total packing charges
that were added to the shipping
quotes. PkWt is the weight of the
packing materials added to the scale

In the above example, the item being packed weighs 3lb, however ShipRite will add the 1lb packing
weight of all the pack materials and will price the shipping. The 8x8x8 dimensions are the dimensions of
the box that was selected in the PackMaster.
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The shipment can now be processed with the correct weight and dimensions without the physical
packing of the item being done. ShipRite will produce the shipping label with tracking and after the POS
sale is completed another 4x6 packing label will print with the packing materials and pack details. At this
point, the item can be taken back of the store with the shipping and packing labels to be packed later
on.

E. ZIP CODE

If you entered a TO contact, the zip code will already be here. If you want a price lookup without
entering a FROM or TO contact, you can enter the destination zip code here and press TAB. Make sure
you remember to check off RES for residential delivery and any other extras that apply (Declared Value,
etc.).

F. DECLARED VALUE

It is not necessary to enter anything here if the value is $100 or less. If the value is more than $100,
enter the value here in $100 increments. For instance, if the value is $175.00, then enter $200. Press
TAB.

G. DIM (DIMENSIONS)

Enter the length, width and height in inches. Remember to use the TAB key to move from field to field.

1. OVERSIZE

There are 2 levels of oversize. OVS-1. This is automatically detected if the parcel is LESS than 30 Ibs and
the length plus girth exceeds 84 inches. You may set this as oversize without putting in the dimensions
by clicking on the oversize button on the right side. OVS-2. If the parcel is LESS than 70 Ibs and
combined Length plus Girth exceeding 108 inches, then the package will be billed at the 70 Ib rate.

2. ADDITIONAL HANDLING

This is automatically detected if you enter any dimension in excess of 60 inches for Air and 48 inches for
Ground. If you need to set an additional handling charge for a condition not related to the dimension,
you can click on the ADDL HAND button on the right side.

3. DIMENSIONAL WEIGHT

When the dimensions of the item are input, the ShipMaster will calculate whether the air shipments will
be charged at a higher rate than rendered by just the weight. The actual weight is compared against the
dimensional weight. The customer is charged the higher of the two. The formula for dimensional
weight is length x width x height divided by 194 (or 166 for international).
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H. GETTING READY TO SHIP

At this point all your buttons will have prices. Take the right button of the mouse and click on any
button; lets say the UPS Ground button.

v' Show Package Detail- This will show you a comparison of the cost vs. retail.

v Edit Button- ShipRite allows you to change the order in which the shipping buttons
are displayed. Just enter the Button Maker and select the service you wish displayed
here.

[ Shiprite Global Connect

NE

Shipping
Service:

Shipping

Description:

Button
Name:

X

|

|

This button shows UPS Ground Service.
If you double click in this text box, the

BUTTON MAKE

Master Shipping Table List box opens up,
allowing you to select the service you

COM-GND
desire for this button.
UPS Ground o]
Sample Button Appearance
Ground

Ground

Delete Button- This will remove this button from the ShipMaster form.

Show /no Show Buttons- Each row has 7 buttons across. You may reveal the blank

ones by clicking here.

When you are done programming the buttons for your

preferences, click on this again to hide the blank buttons.

Edit Master Shipping Table-This is a short cut to the Master Shipping Table for

editing on the fly. Please remember that you must restart ShipRite V10 to make the

changes take effect.

. SHIPPING OPTIONS

The pad on the right has 21 buttons with a combination of switches for optional services as well as some

shortcuts.
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1. DROP OFF

This is a shortcut button that takes you to the Drop Off Manager ( you can also hit F5 and it will take you
there) . Scan the package into the Tracking # Field and if “auto detect” is checked,

+ Drop Off Manager X

Enter Customer: Scan Label

Auto detects
the carrier.

Name: | Tracking#: |

© UPS web ¢ USPS ¢ Other
Clear Form ‘ Run Driver Manifest ‘ & DHL web ¢ FedEx

Drop Off Package Options: Process & Save Options
Notes: | I Print Receipt

I~ Packaging Fee: |0.00 Set Compensation I~ Email Receipt

auto detect ™

Set up printer
options here.

Process Status:

(Grd) Carrier Tracking# Notes/ Desc. Fee
HDHL 3971256952 0.00
Delete Selected Process & Save Reports ‘ Exit ‘

The Drop Off Manager keeps track of all the drop off packages that come thru the store for all carriers.

It allows for a disclaimer to be given to the customer either by printing or by email. It includes a web
link to report UPS and DHL drop offs to the carrier. Scan the packages in the Tracking number field and
if auto-detect is checked, the system will know which carrier. After all packages are entered, click
Process & Save.

At the end of the day, you can print a manifest for the driver off all drop offs by carrier so that you have
arecord. You can also print reports
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drop Off Reports X

r~ Click Report Link to Run:

Drop Off
-
s Reprint Manifest ?/

Select Carrier - )

s Production Report by
Customer: |Select Customer Name ;]

Drop Off Compensation

~Check to Enable Date Range:

Remember
Dates

eptember 22, 2017 ;]

2. UPS

This is used to display the UPS logo next to UPS rates. Pressing this will make all other choices go away.

Click it again to toggle back to all carriers and it will Hide the UPS logo but not the rates.

Global Connect Shipg

[ From:
Shiprite Software 315-733-6191 Contents:

Mark Fore
1312 Genesee St
Utica, Ny 13502
Zip Code Dec Value

UNITED STATES

Domestic

...............

3. FLAT RATE FOR FEDEX

This button will display the Flat Rate prices for Fedex if the package meets the parameters for Flat Rate
Pricing.

4. DAS

Click this button when instructed to do so by the carrier rep when shipping to remote areas. This will
add the additional fees to the shipping total.
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5. ENDICIA

This button must be on (green) in order for Endicia to apply postage to USPS shipments

6. TIME-IN-TRANSIT

Click this button to go to the carrier’s website to get accurate date/time for the package to be delivered.

7. EMAIL

When this button is on (green), ShipRite will automatically email the tracking number to both the
Shipper and the Consignee (if their email addresses were entered in their customer information).

8. DELIVERY CONFIRMATION

Click on this if the customer requests Delivery Confirmation. Delivery Confirmation tag must be filled in
and stuck to the package.

9. DELIVERY CONFIRMATION

Click on this if the customer requests an adult’s signature to be obtained.

10.COD

This is for Collect on Delivery. Click on this option and the following window appears:

i, Shiprite Pro for Windows

This is the amount the

customer wishes to have
COD Amount: |BS0.00 collected from the
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Shiprite Global Connect - .
= Shiprite Professional [ ]

off the indicator For CASHIER's Ck
ume all responsibility For the driver'
MOMEY ORDER.

Click Yes if there is no
obligation for paying either
by check or money order

@ Attention.. Add the Shipping Charges to the COD?

N\ o permit personal checks?

= Ask the customer if
Shiprite Global Connect X they wish to have the

° shipping price added to
ATTENTION...Would you like to add the Shipping Charges th D val
'\f,) and the COD Fees to the amount to be collected? e COD value.

11. ADDITIONAL HANDLING

See section above dealing with dimensions.

This is a toggle switch. Click on it to set the shipment as a Residential Delivery. Click again to
turn it off. When you do a price quote, the price will be defaulted to Residential.

12.RESIDENTIAL DELIVERY

This is a toggle switch. Click on it to set the shipment as a Residential Delivery. Click again to turn it
off. When you do a price quote, the price will be defaulted to Residential.

13.SATURDAY DELIVERY

This is a toggle switch that lick on it to set the shipment as a Saturday Delivery. Click again to
turn it off. In order for the system to assess this charge, you should have previously set this
service as having Sat Delivery available.

14. REPORTS

Click here to enter the shipping report generator. There are four different reports you can print or view.
Select a single day, or a range of days. You may also directly select the pickup number for which you
want a report.
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B3 Shipping Reporting - O X

Shipping Reports

1 2017 4

- deptanter | Invoice Order
09/01/2017 Sun Mon Tue Wed Thu Fi_Sat

ding Date 1011 ]12)13[14]15]186 Zone Order

17 (18 (1912021 (22|23
09I13!2017 24 | 25(26 1271282930

by Carrier Original

by Carrier Advanced

i

Federal Express - Insurance

v/ INVOICE ORDER: This prints the old UPS invoice order report.

v/ ZONE ORDER: This prints out all packages for the selected time period or pickup

number.

v" By CARRIER: This will give a listing of shipments by carrier.

v" INSURANCE: This will list those items that had a value declared listed by carrier.

$ [_[5]x]
X I4|4 1of1+ > N|I %|®||?5% v Toakz3  100% 230l 23

Invoice Order Repor. ShipRite Demoniration Company

601 8. Uain Street
N Syracuse, NY 13242

I Generated: apu17 2w |

FUgID  Traoutagr Dot ziP Zous Lbs Chavges Dol Cosamr  Lw RES OYS DIM A/H  DAS

G817 [ zZxxxxxxostecooniT | odlaeem | odcsl | ZONEs 1200 1 832

alaiae | 1zZxxxxxxoitescorze | edizmes | axast | zoneioe 160 § 1azs %

ETETEY IZXRREXKOITOOROTIS | O 120w leaiz | zOWET 25.00 [EEZY x

33192 | 1zxxxxxxosroccozea | cafizfcwm | vezio | zomee 1700 § 2305 | sooow x

313183 | 1ZRXXXXXOSIOGG0ZIS | oaf1zizom 1z9e | zones oo [REN

113133 | 1zxxxxmzosroocozez | cafizfow | veest | zomee 1200 3 707 =

naiar | 1zzxxxxxosoccoz) canzizee | wwzil | zowee 1200 3 et

313136 | 1zxxxxxxosoccoTIe | canzeen | vzl | zomee 12.00 3707 x

13137 | 1zxxxxxxosoccorve | canzeed | vzl | ZONES 12.00 3 77 x

mizias | zxxxxxxesrecoosce | eafizieowm | wezn | zomee 14.90 § 2415 x | =

naiEe | zrxxxxxesreccosi: | oo | odcel | zowea 1200 1 8.32

313151 |ZXRREEEOITOO0SIS | snzieow [ sese | zowes 12,00 [EEL) 12099 %

alaive | zZxxxxxxostoooeser | oaflzfecd | 3sadl | ZOnee 1200 [EETN EC-TE x | x

313195 | 1ZRxxxxxo5TO0G0ss | cafizizen | 36301 | zZOWEs 2300 EEE S *

313198 | IZRXXHXXHOSTOOCOSEE | OAf12A200 15oo1 | zowes w00 § o

3w | zxxxxxxosoecosty | safiuzom | drom | zowes 300 3 3a3

ETERE™S | EX XXX A ED | TOG005ET oar| e [Tk ZONEIGT 1oo §1aso 20000 x | _l;l
»

15.STAMPS.COM
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This button will become active if Stamps.com is enabled in the Set up under Options

16. CANADA

Clicking this button sets the carriers to Canada pricing. This feature is automatic if a Canadian
address is entered in the Ship To box

17.LTR

This is a toggle switch. Click on it to set the shipment as an Air Letter. Click again to turn it off.
This serves the same function as selecting Letter from the drop down box.

18. WORLD

When shipping international packages, enter the weight, and the shipped From address if desired.
Tab to the TO field and click on World Button, this displays the list of all the countries, select the country
name that the package is being shipped to. Enter last name or a company’s name in the TO field, it this
contact information is already in the database, it will pop up automatically. If it is not, Press Enter in the
TO field that you can add new contact information for a shipper from Contact Manager but leave State
and Zip code fields blank. In the Contact Manager Window, go to the drop down list at the top right and
find the country name where the shipment is going.

19. UNITED STATES

This toggles back to United states as default if World was previously selected. Shiprite defaults to
United States

20. CLEAR FORM
Clears all the data off the ShipMaster Screen to start again.

21.GO BACK

Returns you to the previous screen. This can be the POS screen or the Main Menu..

OPTIONAL SERVICES FOR HOME DELIVERY FOR FEDEX GROUND SERVICE

There are four options for FedEx Ground Service for Residential Address: Signature Home
Delivery, Date Certain Home Delivery, Evening Home Delivery and Appointment Home Delivery.
After all of details of a package being shiped in the Ship Master screen are filled in, click on the
FedEx Ground Service button, and the FedEx Home Delivery Premium Services screen opens up.
There are four additional options for home delivery along with the fees that are charged. You
can select one or more of these options as it has been arranged between you and your
customers. Click on the Continue button to complete the shipping procedure as usual.

Page | 182



=, Shiprite Global Connect Package Processing

FedEx Home Delivery Premium Services

Signature Home Delivery $ 4.00

Use this option when you want us to leave the package only when a
zignature can be obtained from someone at the delivery address.

Date Certain Home Delivery $ 6.00

Use thizs option if your recipient wants to specifiy a certain date of
delivery. This can be Tuesday through S aturday. excluding holidayps.
This date cannot be before the standard transit time. and must be no
later than two weeks after the standard transit time.

Evening Home Delivery $14.00

This is a great opti if delivery must be done in person and your
recipient is gone during the day. Use this option if your recipient
wants to specify delivery between 5 pm and 8 pm on the scheduled
day of delivery.

Appointment Home Delivery $ 30.00
IF your lecipie_nl needs to arrange for a specific date and time for

delivery. = iz the perfect option. We will contact the recipient by
phone in advance of delivery to schedule a delivery time.

After signature options are selected (if nothing is selected, it will default to No Signature). Click
Continue to print the label.  Click on the Green Go Online now button to print the label. Shiprite will
go out to the carrier’s website and pull in the tracking number. The tracking number will be on the
label and the customer’s receipt.

SmartSwiper Package Processing Print labels for the package by using the

F1 - Handle With Care  F2 - Fragile Glass F3 - Heavy Package F4 - Expedite Please Rush  F5 - Custom Label appropriate Function key, if desired.

FIOM. 345 555 1919 ipDate:  13SEP17

;!;:;5:-‘:,: Dims: 5X5X5 IN
Shiprie Sofware
924 Chaps Circle
Henderson, NV 89002

s

SHPTO
315-733-6191
Mark Ford
Shiprite Software
1312 Genesee St
Utica, NY 13502

TRK#
0201

GROUND

I” Non-Standard Container

M Drylee: | 0 [KG]

I” Hold At FedEx Location

Address

No Signature Required
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Function keys at the top of the screen will allow you to print labels to go on the package.

10.MAILBOX MASTER

- O X
A /=7 Small Boxes 120-140
5 - -Total $ 53.00
‘\. e}
GOBACK  CLEAR  RENT PRINT 1 24 Kot Bepostis 5,00
¢ Contract " Home ¢ Forwarding ¢ Officers " History
263 ~Mailboxes
- — E-Large Boxes 100-104 A~
~Mailbox Customer- ~Additional Names f}-Medium Boxes 105-119
Jones, Mary E-Small Boxes 120-140
123 Elm Street 121 - McCoy, Daniel
Dayton, OH 45420 i
937-221-9090 Cell: 702-217-5225 =122 -
..123 - Ex(2/3/15) Harris, B
~Contract S
AE
~Rates ..127 - Ex(8/3/14) Thompson,
$18.00 $16.00 $15.00 $14.00 i
R 1 month & 3 month B month 12 month 126 5
- 130 - Ex(8/3/12) Brown, Ms
~Options g
Start Date: End Date: i35
Free Py 2
e OEI |09113/2017 |12/13/2017 e
oE -
Key Deposit v Other Deposit [~ $0.00 135
..136 -
Late Fee B Admin Fee I $0.00 137 = v
< >
Pro-rate To NextMaonth [~

ShipRite’s Mailbox Master module has several unique features:

Unlimited amount of Mailboxes and Sizes

Each box can have a separate fee schedule for Residential or Commercial.

Alpha listing includes Primary name, company name and all additional names

Automatically print rent Renewal, Expiration and Cancellation Notices

°
e Unlimited amount of Rental fees

.

e Unlimited Additional Names for each mailbox.

e One customer can have multiple mailboxes rented.
°

e Prorate rentals to the end of the month.

.

e Totally integrated with ShipRite POS.

e Allows for discounts or Free Months.
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e Charge 3 different deposits: Key, Forwarding or Other

e Allows for DEBIT accounts.

ShipRite Global Connect v10 uses our unique Mailbox Master to manage rentals in your store. Before
beginning to rent mailboxes, you must setup and load the boxes into the system.

IT IS HIGHLY RECOMMENDED THAT YOU LIST OUT YOUR MAILBOXES ON A PIECE OF PAPER TO MAP
HOW YOU WILL ENTER THEM IN THE SYSTEM. NEXT DECIDE HOW YOU WANT THEM TO BE LISTED.
CHOOSE CAREFULLY WHEN YOU ENTER YOUR MAILBOXES. IT IS DIFFICULT TO UNDO THE MAILBOXES
ONCE THEY ARE ENTERED. YOU MUST ALSO GO INTO DEPARTMENT SETUP (Chapt 2 p.10) and verify
there is a department labeled MAILBOX set as non-taxable if there is not you will need to create a
department called MAILBOX (not MAILBOXES, or YOU GOT MAILBOXES or any other naming
convention). Your entire mailbox related sales should have MAILBOX for dept.

A. SETUP

To start the setup procedure, from the Main Menu, go to Actions: Table Management: MAILBOX SETUP.
There are 3 tab controls: General, Agreement and Re-Initialize.

1. GENERAL. You should get a list of your mailboxes and the rental fees you wish to charge. You
should enter them in the top panel of this form.

Delete Row Exit @
Rename Row .!' Process Changes Hl
General Agreement Re-Initialize
Description Starting Number Ending Number 1 Month 3 Month 6 Month 12 Mon
Large Boxes 100-104 100 104 $29.00 $28.00 $27.00 $2¢
Medium Boxes 105-119 105 120 $24.00 $22.00 $20.00 $1¢
Small Boxes 120-140 120 140 $18.00 $16.00 $15.00 $14

Tab off to the right to input pricing for Business mailbox rentals, B1, B3 etc =

Key Deposit Pri : :
SKIU: |DEP_KEY ' Days to Print -14 Penewal | Time to renew your maibox rental. Please
: 3 Renewal: Message: come to the counter and settle. =

Days ta Print Ij‘ Expiration Your mailbox rental has expired. Please A

Deposito E‘:T(er: | DEP_OT ' sl Message: Efmiio;ibf,.fﬁﬁfwmel Hodeinavada

Forwarding Days to Print : In 5 days from the date of this notice, your A
Deposit SKU: | DEP_FWD l Cancellation: 25 Ca&c:él:;g; mailbox will be expired and your mail with
D | kald Dlaann mnran ba o sme i s isbar %
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WARNING. Once you have setup your Mailbox Descriptions and click PROCESS CHANGES, don’t
change them. Make sure you get it right the first time.

In the example above, we have loaded 2 different mailbox sizes. You may call them anything you want.
We have named them Personal and Corporate for demonstration purposes. You have 2 sets of pricing
for each mailbox: Residential (Imth, 3mth, etc..) and Commercial (B1mth, B3mth, etc...) The prices
shown above are PER month. For example, if you are going to charge $120.00 for a 12mth rental — you
would divide $120.00 by 12 = $10.00. This is the dollar amount you will enter in the 12 month field.
There is NO limit on the number of mailbox descriptions.

a). Mailbox Number Setup

You should choose how you list your mailboxes carefully.
You will have to live with it once you decide. This example
shows how to set up a simple list of mailboxes where all the
corporate in a single range (201-225), same for the
Personal. Our examples don’t show Drawer size or other,
but the concept is the same.
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=

Notice that after we list
the size, we put the
number range that will

show up in the Mailbox

Delete Row {ffj/
Rename Row "‘ Process Changes
General Agreement Re-Initialize
Description Starting Number Ending Number 1 Month 3 Month 6 Month 12 Mon!
Large Boxes 100-104 100 104 $29.00 $28.00 $27.00 $2¢t
Medium Boxes 105-119 105 120 $24.00 $22.00 $20.00 $1¢
Small Boxes 120-140 120 140 $18.00 $16.00 $15.00 $14
-
[ »[]
‘TREE’ P_KEY Days to Print( 214 Renewal | Time to renew your maibox rental. Please =
Renewal: . | come to the counter and settle.
4 Message: -
Other Days to Print Expiration | Your maibox rental has expired. Please -
Depasit SKU: DEP_OT Expiration: M§ssage: ffmiioivif.rfntfounler in order to avoid a

Forwarding
Deposit SKU: DEP_FWD

Days to Print .
Cancellation: Ganceliction

In 5 days from the date of this notice, your

mailbox will be expired and your mail with
Message: Lald  Dlanam ameas b Has ameinm ~sisba

If the prices for your
boxes are all the same,

you can use COPY and
PASTE in Windows since

this is really just a
Spreadsheet.

~

J

B). DEPOSIT SETUP

You may have 3 different types of deposits. You will see the pre-determined SKU’s located in the
Deposit fields. Verify through the INVENTORY MASTER the following SKU’s exist:

DEP_KEY — Key deposit SKU

DEP_OT — Other deposit SKU

DEP_FWD — Forwarding Deposit SKU

If these SKU’s do not exist you will have to add them to the Inventory setup as described in Chapter 2.
They must be added EXACTLY as seen in the list above and placed under the MAILBOX Department

C). NOTICE SETUP

You may set the days to print the 3 notices. Day 0 is the day the mailbox actually expires.

e Days to Print Renewal: The purpose of the Renewal Notice it to alert your box holder that their
mailbox WILL expire on a certain day. This is usually a negative number. In the example above, -
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14 means the notices will be due to print 14 days before the rent expires. Put the printed notice
in the customers’ box when printed.

e Days to Print Expiration: This is usually zero. Notice prints on the day the box expires.

e Days to Print Cancellation: This is a positive number. This represents the last warning message
the expired customer will get.

At that bottom of each Notice printed you are allowed to put your own customized message. Some like
putting relatively friendly notices for the first notice, and getting firmer with the later notices. The
message will depend on what notice is being generated.

2. RENTAL AGREEMENT.

Click on the RENTAL AGREEMENT tab. You may edit this agreement freely. If need be, copy the entire
agreement and PASTE into Windows NOTEPAD and then edit the text there. Then PASTE back into this
area. Click PROCESS CHANGES when done.

3. Re-Initialize. Only use this feature if you are directed to by SHIPRITE SUPPORT.

B. RENTING MAILBOXES (DURING SETUP)

When you first start using the Mailbox Master, you will most likely be moving customers into the system
from another, unless you are opening a new store. If you are going to use the POS and Shipping portion
of this software you MUST rent mailboxes through the POS system. Enter the POS, go to Customer
lookup, locate the customer or add as new if needed. Once the customer has been loaded through the
POS, right mouse click the customer name and choose review customer account. ShipRite will
automatically add the Mailbox holder as an Account Customer so Forwarding Deposits and other deposit
information may

be tracked. Once you selected the customer, click on the Mailbox Rental button and Mailbox Rental.
This will bring you into the Mailbox rental module. If you have setup your mailboxes as described in
Section A thru D above, you will see a tree of Mailboxes listed by description or size. To open the bank
of mailboxes, you just click on the ‘+" signs. A listing of the mailboxes with the names of the primary
mailbox holder will be listed beside the corresponding mailbox. If the box is not rented, there will be no
name associated with the box. Select the desired mailbox from the directory tree. When you click on
the desired mailbox number, the data entry form will appear on the right with the customer detail pre-
filled.
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B Mailbox Master o (] X

Mailboxes

Large Boxes 100-104

@#-Medium Boxes 105-119
3.Small Boxes 120-140
~121 = McCoy,
122 =
123 -
24

Daniel

Ex(2/3/15) Harris, Alf

Ex(8/3/14) Thompson, E

(8/3/12) Brown, Marc

€To reveal the status of the boxes, click on
the “+” sign and it will open up the Mailbox
Directory Tree. Click on the Mailbox
Number you wish to rent and the on screen
contract form will be displayed

We are going to select Box #124

=8 . ste
= ':4 p/
/=F Small Boxes 120-140
- Total $ 53.00
GOBACK  CLEAR  RENT PRINT 1 2 Keg Depask 1200
¢ Contract  Home ¢ Forwarding ¢ Officers " History
263 Mailboxes
= = Large Boxes 100-104 ~
Mailbox Customer Additional Names Mediit Bages 105-419
Jones, Mary E-Small Boxes 120-140
123 Elm Street 2121 = McCoy, Daniel
Dayton, OH 45420 e
937-221-9090 Cell: 702-217-5225 122 -
123 - Ex(2/3/15) Harris, 2
124 -
Contract e
126 -
Rates .127 - Ex(8/3/14) Thompson,
$18.00 $16.00 $15.00 $14.00 108 -
R 1 month & 3Imonth B month 12 month 2295
. 130 - Ex(8/3/12) Brown, Me
Options e
Start Date: End Date: iy
Free %
o S 09/13/2017 l12/1312017 133 -
134 -
v Other Deposit $0.00 135 -
136 -
Enter Free months © AdminFee [ | $0.00 . Y
< >
Pro-rate To Next Month

1. PRO-RATING T

Some storeowners wa

to Next Month and the Customers’ bill will be adjusted to the end of the current month and the

Prorate to the next month will make the End Date
12/31/2017

expiration date will be set to the last day of the month at the end of the rental period.



2. FREE MONTHS

The Start Date is defaulted to today’s date. You may change it in the proper spot. The format for the

date MUST be mm/dd/year.

To give a premium such as a free month, using the up and down arrows, select a number of free months
in the box next to the Start Date. Then select your rental term, i.e. 3 months, 6 months, 12 months. The
END DATE will automatically be updated.

3. ADDITIONAL NAMES

Once you input the above data, you can finish the rental, or enter additional data if needed:

3. Mailbox Master
T g

263
Additional Names

/=7 Small Boxes 120-
']
PRINT 1 2‘

€ Officers € Histor

\

/As you add additional
names, click the
PLUS sign and they
will be added. The
last name will remain
pre-filled. Ifitisa
different last name,

+le]

just tab into that
field and overwrite
the previous last
name. To DELETE a
name, just click on it
and then click on the

MINUS sign. /

133 -
135 =
136 -
137 - hd

4. CORPORATE OFFICERS:

This is an optional form to capture the names of officers of the company. The USPS requires 2 officers

to be entered into the 1583.
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3. Mailbox Master

A /=F  Small Boxes 120-140
Bo ~Total $ 53.00
b —
RENT PRINT 1 24 Kev Depastt 3500
¢ Contract " Home " Forwarding (-‘ (‘History‘
263 Jones, Mary | Mailboxes

Corporate Officers

~Corporate Officer #1-

Name

Street

City

~Corporate Officer #2-

Name

Street

City

X

Large Boxes 100-104
Medium Boxes 105-119
B-Small Boxes 120-140
-121 -

122 =

-124 -
-125 -
-126 -

128 -
-129 -

~131 -
132 =
133 -
-134 -
~135 —
136 -
137 —

McCoy, Daniel

123 - Ex(2/3/15) Harris, 2

127 - Ex(8/3/14) Thompson,

-130 - Ex(8/3/12) Brown, Ma

There is no SAVE button since the database is updated as you enter your data.

5. FORWARDING ACCOUNTS:

3 Mailbox Master 2 [m} X
- 1 '/!‘
b A /=] Small Boxes 120-140
N 04 ) ‘Total $ 53.00
g B —
GOBACK  CLEAR  RENT PRINT 1 2 ReyDepot 8500
¢ Contract ¢ Home & € Officers € History
263 Jones, Mary | Mailboxes
~Forwarding Large Boxes 100-104 ~
Medium Boxes 105-119
B-Small Boxes 120-140
000 121 - McCoy, Daniel
Forward to: 122 -
123 - Ex(2/3/15) Harris, 2
124 ~
125 ~
126 -
127 - Ex(8/3/14) Thompson,
128 -
Forwarding Period 129 -
130 - Ex(8/3/12) B , M
& None  Daily © Weekly  C Birweekly " Monthly 181 & = ) Browng 1
132 -
133 -
134 -
Forwarding . s
Depost $0.00 Preferred Day: - i: B
Special % 137 5 7
Note:

If the customer requires the
mail to be sent to another
address, you will have to fill in
the address to forward to. You
will also need to select the
frequency. The Forwarding
Deposit amount that you
previously input will pop in as
soon as you select a frequency.
You may change this amount if
desired.
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6. FORMS OF ID AND PRINTING PS1583 AND RENTAL CONTRACT

(e

Click on the RENT " icon and the Printing Form will open. All data entered while renting the
mailbox will be merged to the USPS 1583 form as well as the Mailbox Rental Agreement.

=
~ USPS 1583 Form CONTINUE
Enter the Type of business. If
© Rental Agreement NO PRINT personal, enter PERSONAL. If
commercial, enter the type of
CANCEL business: eg. SOFTWARE

Required Infarmation for Printing 1583

Type of I
Business:

’ Enter 2 forms of ID as

1) |
2 Forms
required by the US Postal

of I1D:
2) | \'\\Service.

After you have filled in this form, click CONTINUE. At this point you will be asked to PREVIEW or PRINT
the 2 reports. Don’t worry, if you select PREVIEW, you will still be able to print from the PREVIEW
window. If you preview, and it looks like you just returned to the program, but could briefly see the
reports, look on your Windows Task Bar (usually on the lower edge of the screen). You will see the
Crystal Report icon twice. Just click on each to maximize them as seen below:
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7. MAILBOX AGREEMENT

4 )

a5l Report Viewer

You can click this arrow to

— view the 2" page before
& & & @) [Eg M 4 > < printina SAP CRYSTAL REPORTS® %
e . )

Mailbox Rental Agreement

September 13,2017 at 03:14 PM by and between Mary Jones, hereinafter

You can print this after the nd ShipRite Demo Las Vegas, hereinafter referred to as ""Mail Service ",
preview by clicking on the printer ying terms to which each party agrees for the period beginning on

icon

13-2018, upon termination of this agreement.

Name: Mary Jones

PMB#: 14

Physical Address: 123 Elm Street Davton. OH 45420
Phone: 937-221-9090

Cell Phone: 702-217-5225

Email Address: theresa@shipritesofivare.com

Articles of the Agreement

U.S. PMBRENTALAGREEMENT

The Applicant and Mail Service may collectively be referred to as the “Parties”™ throughout this Agreement. The Parties
hereby agree to the following:

TERMSAND CONDITIONS

1) Mail Service/Applicant Relationship: Applicant understands that the relationship ofthe Parties hereto is one of
bailment and notlandlord tenat. By signing this Agreement and completing USPS Form 1583, a copy of which will be
made available by Mail Service to the United States Postal Service (USPS). Applicant appoints Mail Service asan
agent for the recelpt ofm:ul du.nng the tenmdentlﬁed abm e Appllcant is expected to pl ick up nml at least once each

Current Page No.: 1

|Tota| Page No.: 3 IZoom Factor: 100%
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9. USPS FORM 1583

BE! Report Vi ]

e (2] [Eg > M1 1+ 44 @ - SAP CRYSTAL REPORTS®

Main Report ‘

l /
United States Postal Service
Application for Delivery of Mail Through Agent
1. DATE 09/13/2017
See Privacy Act Statement on Reverse
[n consideration of delivery of my or our (firm) mail to the agent named below, the addressee and agent agree: (1) the addressee or the agent |
must not file a change of address order with the Postal Service upon termination of the agency relationship; (2) the transfer ofmail to another
address is the responsibility of the addressee and the agent;(3) all mail delivered to the agency under this authorization must be prepaid with
new postage when redeposited in the mails; (4) upon request the agent must provide to the Postal Service all addresses to which the agency
transfers mail; and(3) when any information required onthis form changes or becomes obsolete, the addresse(s) must file a revised
application with the Commercial Mail Receiving Agency (CMRA).
NOTE: The applicant must execute this form in duplicate in the presence of the agent, his or her authorized employee, or notary public.
The agent provides the original completed signed Form 1383 to the Postal Service and retains a duplicate completed signed copy at the
CMRA business location. The CMRA copy of PS Form 1583 must at alltimes be available for examination by the postmaster (or designee)
and the Postal Inspection Service. The addressee and the agent agree to comply with all applicable postal rules and regulations relative to
delivery of mail through an agent. Failure to comply will subject the agency to withholding of mail from delivery until corrective actionis
taken
This application may be subject to verification procedures by the Postal Service to confirm that the applicant resides or conducts business at
the home or business listed in boxes 7 or 10, and that the identification listed in box 8 is valid.
2 Nams in Which Applicant's Mail Will Ba Raceived for Dalivary to Azt 3a. Addrass to Be Usad for Delivary Inchuding ZIP4
(Complete a sspavats Forml 583 for EACH applicar. Spouses may Jones, Mary
complets and sign one Forml 583. Two items of valid identification apph: =
to cach spouse Includs dissimilar informarion for sither pouss i 924 Chaps Circle PMB 124
approprias box ) 3b. City 3c.State (34 ZIP +4
Jones, Mary Henderson NV 89002
1. Applicant Autkorizes Delivary to and & care of 5. This Authorization Is Extandad to Include Rastrictad Dalivery Mail for the
3. Nams = Undearsimad(s)
| - ShipRite Demo Las Vegas .
Current Page No.: 1 [Total Page No.: 1+ {Zoom Factor: 100%

This is the second report that is generated. It is your properly filled in USPS form 1583. You can print
the form by clicking on the Print icon on the Report control bar. You can print as many copies as you
need. You need one copy for each name on the mailbox. Close these reports by clicking the X on the
top right of the Window.

After you have finished your rental, you will be returned to the ShipRite POS. Finish your transaction
and complete the sale as you normally would. The receipt will reflect the mailbox number, the term of
the rental, any free months and the expiration date
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Point of Sale: Simple Cash Register

File Edit Sales Actions Print Administration PL

ShipRite Democ Las Vegas -
924 Chaps Circle
Henderson, NV 89002
315-555-1212

Inv#:New Sale 09/13/2017 15:03

Cash, Check, Charge
Jones, Mary
Description
SKU# Price QTY ExtP

3 month Box #: 124

MBX 48.00 1 $ 48.00
Mailbox Key Deposit
DEP_KEY 5.00 1 $ 5.00

1 Free Month(s)
Expire Date: 01/13/2018

C. RENTING FROM THE MAILBOX MANAGER:

If you have not purchased the POS and Shipping portion of the software, OR if you are entering Mailbox
customers that have already paid, you will enter the Mailbox Manager from the main Shiprite Menu,
under Actions. Select Mailbox Manager. Select the mailbox on the right that you wish to rent, enter the
mailbox holder’s information. Please refer to section B to complete your mailbox rental.

D. RENEWALS:

B3 Mailbox Master - m] *
B fea = Mediurm
N e Total $ 216.00
. N —
GO BACK RENT FRINT 2 02
' Contract " Home " Forwarding ¢ Officers " History
12270
Mailbox Customer Additional Names
Johnson, Marty Johnson, Susi

123 Elm Street
Omaha, NE 68135
4022221212

Contract Mailbox Renewal

Rates
$22.00 $22.00 $20.00 $16.00
R € 1 month € 3 month B month & A mont

Options
Start Date End Date:

Free gki" ‘03;0112015 03/01/2019
manths:
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To renew a customer that wishes to extend their contract, enter the name in the POS as normal. Then
click on the Mailbox Rental button, click on Mailbox Renewal. You will then enter the familiar contract
screen with all the old data entered. To renew the box, select the number of months desired. Since this
is a renewal, you will probably not need a key deposit. You will be able to enter any other data that has
changed. When you have entered all the data and are ready to finish, click RENT and you will get the
Printing Window with the Type of Rental and 2 forms of ID. Click NO Print when these are all set and
you are ready to finish.

E. MAILBOX MAINTENANCE

Sometimes you will need to go into the Mailbox Program to fix a problem or make an adjustment. You
may need to change a start date of the rental, or the end date, change the number of months selected,
or print reports. To perform a maintenance change, go to ShipRite Main screen, Actions, choose
Mailbox Maintenance.

F.  PRINTING LISTS

When you first enter MailBox Manager from the main Shiprite menu under Actions, you will have the
opportunity to print several different reports.

Page | 196



I3 Mailbox Master

- P

GO BACK ADMIN

—~Mailbox Manager Reports
Print Mailbox Alpha Report

Print Mailbox Listing

Print PostMaster's Quarterly Report

Print Boxes Cancelled in Last 6 Months

Package Check In / Check Out

"You Got Mail" Daily Notice

Bulk Email Mailbox Notices

—Mailboxes

,
&-Medium Boxes 105-119
@-Small Boxes 120-140

1. ALPHA LISTING:
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Muailbox Alpha Listing

Address

City, State,and Zip

Phone

Start

ShipRite Sofi
6780 Northern Elvd. Ste
E. Syracuse, NY 130

End

C

Name

300 Sheep Blvd

Address

San Diegn, G& 93111

City, State,and Zip

619-003-3828

Phone

03/10/2001
03/10/2001

Start

09/10/2001
09/10/2001

End

Capone, Alphonse
Creges, BAll

J

Name

930 Phil St

Address

West Palr Beach, FL. 33401

City, State, and Zip

5651-038-3833

Phone

03/10/3001
03/10/3001

Start

100142001
09/10/2001

End

Tones, Termy
Tones, Tohn Panl
Tones, Quincy

N

Name

2884 Anywhere St

Address

Eustis, FL 33737

City, State, and Zip

352-452-5665

Phone

03/10/2001
03/10/2001
03/10/2001

Start

09/03/2001
00i03/2001
09/03/2001

End

‘Melson Litho

030 Dhil St

West Palra Beach, FL. 33401

City, State,and Zip

5651-038-3833

03/10/2001

This report shows each box you have and the STATUS of the box:

09/10/2001

LIEl T s a listing of all

the customers AND
their additional
names in alphabetical
order crossed
reference by mailbox
number. This is the
same report that is
printed for the
PostMaster 4 times a
year. That report will
also have the renters
who expired during
the last 6 months.

85! Report Viewer —
(&) %E I i /148 €~ SAP CRYSTAL REPOF
Main Report:
ShipRite Demo Las Vegas
. . e
Mailbox Listing 924 Chaps Circle
Henderson, NV 89002
MBX# Rented Rented by Start Date Expire Date Business Type of Business

100 Yes Murphy, Mary 05-09-2017  11/09/2017 No
101 No No
102 Yes Whitley, Theresa 08-23-2017  11/23/2017 No
103 No No
104 No No
105 No No
106 Yes Star, Theresa 09-11-2017  12/11/2017 No
107 No No
108 No No
109 Yes Williams, John 02032012  08/03/2012 No
110 No No
111 No No
112 No No
113 No No
114 No No
115 No No
116 No No
117 No No
18 No No
119 No No
120 No No
121 Yes McCoy. Daniel 08-22-2017  11/22/2017 No
122 No No
123 Yes Hanis, Alfred 02-03-2012  02/03/2015 No
124 Yes Jones, Mary 09-13-2017  01/13/2018 No
125 No No

2. MAILBOX
LISTING:
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3. POST OFFICE QUARTERLY:

This report is run every quarter to give to the postmaster.

alphabetically.

The mailboxes are broken down

x 1of3

Y

& & [ ~

Tatal12

100%

12of12

D

Name

MBX#

Address

Post Office Quarterly

City, State, and Zip

Shiprite

Phone

Start

F

Name

Durdington, Jessica

MBX#

302 College Awe, Apt2

Address

Ithaca, NY 14850

City, State, and Zip

A07-272-6947

Phone

Start

<

Ford, I. hlark
Ford, I. hlark

202
202

333 West 5t

Ttca, NY 13501

315-335-2424

02722
02722

e

1>

i

This report is required by the post office to be submitted with the Post Office Quarterly Report. Enter

the dates you want for this report (last 6 months) and click Print

&3 Report Dates
Starting Date:
0370172017
Ending Date:
109/13/2017

Print

=R

= X
<] 2017 >
4 March >
Sun Mon Tue Wed Thu Fri Sat

: 1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25
26 27 28 29 30 3
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8 Report Viewer — (] X

SAP CRYSTAL REPORTS®

ShipRite Demo Las Vegas'

1, 924 Chaps Circle
Post Office - Cancelled MBoxes Henderson, XY 9003
315-555-1212

Date X AccountName

09/13/2017 Jones, Mary
05/09/2017 Doe, John
05/09/2017 Smith, Mike

05/09/2017 Computer Repair Services

Cuirrant Dana Na . 1 [Tatal Dana N1 [Zanm Eartan 10092

4 PACKAGE CHECK IN — CHECK OUT (PACKAGE VALET):

This option is for you to notify your mailbox holders if they receive any packages and to keep a record of
the packages as they are checked out (or picked up). This feature can also be used for Non-Mailbox
customers that you receive packages for, or for the Fedex HAL (Hold at Location) or the UPS Access Point
programs.

Package Valet Dashboard

rClick Image Button to Enter:

Check In Package Inventory Scan

Check Out Package Package Reports
\ ?/

=
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A - PACKAGE CHECK IN :

Enter the mailbox number (or customer’s name if not a mailbox customer).

Scan the tracking number. If you have ‘auto detect’ selected, ShipRite will automatically detect which

carrier it is for.

You have the option to Print a Notice to put in their Mailbox, Print a Label to put on the box to identify
who it is for, enter Notes as to the condition or other information about the package, Enter a location as

to where the package is located so other clerks will know.

You can either print a Signature Sheet, Send a Text (SMS), or send an Email to the customer

Check In Package

Enter Mailbox: Scan Label g
Number: |124 Clear Tracking#: 12131313132 e
Name: IJones, Mary L] - UPS ~ USPS © Other { i
Exp Date: 113/2018 GDHL  C FedEx auodetect I
Check In Package Options Process & Save Options
¥ Print Notice E% Notes: |package dented on arrival I™ Signature Sheet [%
. . _ ™ Send SMS =
¥ Print Label Location: |on top shelf  Send Email
Process Status
Mbox Carrier Tracking# Notes / Desc Location
124 DHL 12131313132 package dented o... on top shelf
Delete Selected Process & Save Reports Exit

B — CHECK OUT PACKAGE

When the customer comes to pick up the package, click on Check out Package. Enter the customer’s

name or mailbox number and then List PKGs.
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Check Out Package X E

—Mailbox: rScan Label:
Number: |1 24 List PKGs Tracking#:
Name: lJones, Mary ;I Carrier:
Exp Date: 1/13/2018 Received:
—Ready for Pickup (1):
v Carrier Tracking# Date Received Location Notes / Desc.

UPS 121140380199314444  9/13/2017

Return to Driver | Re-print Checked Notices ‘ Print PICK Ticket |
Signed By:
( Name: [Jones, Mary j Sig.Pad | Notes: I
Pickup Checked Packages | Reports | Exit |

Click on Pickup Checked Packages. If you have an electronic signature pad, the customer’s signature
will be displayed electronically as a permanent record that it was picked up.

Check Out Package x E
—Mailbox: Scan Label:
Number: List PKGs Tracking#: | _
Name: | j Carrier: '/ —
Exp Date: Received: \/
e
" Carrier  Tracki Saved! les / Desc.
6 Pickup was saved successfully!
Ok
Retur to Driver | Re-pintChecked Noties | Pt PICK Tiket |
~Signed By:
Name: j Sig.Pad Notes: |
Pickup Checked Packages | Reports | Exit |
-

C - INVENTORY SCAN:
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This allows you to scan all the packages you have in inventory to keep an accurate record of what you
have on hand and to see if you have packages that were not scanned into the system, or if you have
packages on the list that you do not physically have, which could mean a clerk handed out a package

without checking it out.

w Package Inventory Scan

Choose Package Class and Scan Label:

Tracking#: || Clear Form

¢ Non-Mailbox Packages  UPS AP ¢ All Packages I“II
¢ Mailbox Packages ¢ FedEx HAL
c ) s esento &
Inventory
[in] Carrier Tracking# Date Received Location Notes / Desc

Report Exit

D - PACKAGE REPORTS

You can run several different reports as needed.
Packages On Hand

Package History by Mailbox #

Package History by Customer

Proof of Delivery Reports by Date, Carrier, Tracking or by Person Picked up.
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kage Valet Reports

~Click Report Link to Run:

On Hand [ ‘

Select Package Class ~ —1
= el

Check Out | y

“ws® package Histo
for mailbox#: leave blank for all

wsmd Package History by Customer

Select Customer Name z] load names

r~Proof of Delivery (POD):

POD by Date Range
s POD by Carrier

]Select Carrier Name lJ
wsst POD by Tracking#

= POD by Pickup Person

[SelectPerson Name E] load names

Check to Enable Date Range:

Remember
Dates

BN

5 “YOU GOT MAIL” DAILY NOTICE

Email MailBox Holder X
— Enter Mailbox: ~Note:
o This is your daily "You got Mail" email
Number: L ma | e 7
Name: - =
i Type in Mailbox Number and press
Exp Date: Enter key to Send Email.
I~ Send SMS :
“ Send Email S ’ S I

Open this screen to notify your mailbox holders if they have mail. You can either send a Text (SMS) or
an email. Type in the mailbox number and hit Enter.

If you have a wireless barcode scanner, and you have barcoded numbers on your mailboxes, you can
open this window and then scan each box as you put mail in it. The scanner has a built in “enter” when
the number is scanned, so you can send the notices as you scan them.

6 BULK EMAIL MAILBOX NOTICES

Page | 204




Click on Bulk Email Mailbox Notices and the following screen will come up:

B Mailbox Master

.4— ﬁ Mailboxes

Large Boxes 100-104
GO BACK SDMIN 2
i DI §-Medium Boxes 105-119
Small Boxes 120-140

Box Email Reports

Email Renewal Notices ‘

Email Expiration Notices ‘

Email Cancellation Notices ‘

You can Email renewals, Expiration Notices, and Cancellation notices. Note: Email has to be set up
before these functions will work.

The system will give you a pop up message for any notice that did not go through so that you can go into
their Account information and enter the correct email.

G. RENEWAL, EXPIRATION AND CANCELLATION NOTICES

The ShipRite MailBox Master has 3 different notices that are printed out automatically. In the setup

section, you can say set when you will be notified and what the reminder will read. When you start
ShipRite each day, the Memo Tickler will open.
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Things To Do Today is Wednesday, September 13, 2017

Today
The List... If you have notice that there are
Due Date  Type Contact Applies To  Status mailbox reports due to print,
double click on the report tickler
09/10/2017  MailBox Reports tanage Ope Urgent . .
S e e Print - OR you can click once on the item
Whilley, Theresa and then click the PRINT icon on
06/13/2017  Action Item ;giéﬁg:f g AllEmployees  Open Routine the RIGHT.
Hendersan, Ny 83002 Delete \H@
You can also Email notices
Mailbox /=7 . .
Notices BB Only those items that are due will
print. If there are no reports to
= print, the Mailbox Reports memo
_ will NOT be there.
The 0 - Renewal Notices
Detalils... |g- Expiration Notices Email
1 - Cancellation Notices Mailbox
Notices

When you click Print from the above tickler screen, you will get your notices that need to print....

ShipRite Demo Las Vegas €The 3 different notices will
924 Chaps Circle . .
Hendason NV 65002 be printed if they are due.
r They will all be in the format
MAILBOX yw n f
y . shown to the left.
Cancellation Notice
MAILBOX NUMBER DATEDUE
170 07/31/2017 o _
The intention of these notices
(CHOOSE ONE) is to put them in the

customers’ boxes. They will

print out according to the
Personal Box Rates in Effect .. .
timing schedule you defined
( )1 month $12.00 in the Mailbox Setup.
()3 months $36.00
()6 months $72.00
()12 months $144.00
() Other $ * _ Month =

In § days from the date of this notice, your

ilbox will ired azidy il with held
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H. REPRINTING RENEWAL, EXPIRATION AND CANCELLATION NOTICES:

If you are using the POS as well as the Mailbox rental module, follow these steps to reprint the notices:

From the POS screen, load your mailbox holder through Customer Lookup. Click on the Mailbox Rental
button, choose Mailbox Maintenance. The General information screen will open. Click on the Print
button at the top of the screen and the following screen will be displayed. You can reprint or email any
mailbox notice.

B3 Mailbox Master - o X
.“_ /Q(? Large Boxes 100-104 Total $ 8900
60 BACK EEM CANCEL 1 02 Eouencet o
G " Home ¢ Forwarding ¢ Officers " History
267 Whitley, Theresa
Box Reports
Reprint Renewal Notice
Reprint Expiration Notice
Reprint Cancellation Notice -
Mailbox
~Box Email Reports Maintenance
Email Renewal Notice
Email Expiration Notice
Email Cancellation Notice

If you are not using the POS, from the Main Shiprite menu, select Actions, Mailbox Manager, select your
mailbox holder, click on the Print button and choose the notice you would like to print.
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I. REPRINTING MAILBOX AGREEMENT/PS1583:

If for any reason you need to reprint the Mailbox Agreement or the PS1583 form, this is done very
easily. From the Main Shiprite menu, go to Actions — Mailbox Manager. Select the Mailbox holder; this
will bring up the customer information to the left. Click on the RENT button at the top of the window.
This will bring up the Printing form for you to select the type of rental and two forms of ID. All of the
mailbox holders’ information will be pre-filled. Choose Continue and “yes” to preview the reports.

i l
B = =, Medium Boxes
N & & e Total $ 71.00
GOBACK  CLEAR  RENT CANCEL  PRINT 1 0 ReyDopost $ 5.4
¢ Contract " Home " Forwarding ¢ Officers " History
| 7269 3. Printing == O X F
Mailbox Custome| CONTINUE 2?9
o= ¥ USPS 1583 Form
924 Chaps Circle Theresa
Henderson, NY 89002
| ~ Rental Agreement NO PRINT
17) Williams,
-Contract R CANCEL
i Rates ]
$2400] —— — T T
Required Information for Printing 1583
R 1 mon
L : A Type of Im I
Options y Business:
Free [
months: o Forms 1) [NV D/L#1222222 |
Key Deposit of D ) [REGISTRATION | i
Late Fee |
[TTTT< >

Pro-rate To Next Month T

On the preview screen, click the printer icon and specify the number of copies you would like to print.

T
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