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WELCOME

Welcome to worxTMS

This book takes you from a brand-new account to running real loads, tracked live and
invoiced with the POD attached. Follow the chapters in order. Each one ends with a
green box when that step is done.

What worxTMS does for you

worxTMS is a cloud transport management system built for owner-operators, small fleets and
growing transport companies. From one system you can:

e Book and price jobs with one stop or many.

¢ Plan the route, including the empty run from your depot and back.

e Give the job to your own driver or to a subcontractor.

e Track the truck live. Give your customers their own login to see all their loads, and share a
worxLIVE link with anyone waiting on a load (no app or login).

e Capture the proof of delivery (POD) on the driver's phone.
e Invoice in one click and email the invoice and POD together.
e See what each job costs in fuel and what is left after fuel.

It works on a computer and on a phone, so you can run your business from the office or from the
cab.

How to use this book

1. Register and look around Create your account, learn the menu 5 min
2. Your first test shipment Book a practice job with the built-in defaults 5 min
3. Company settings Your company details, depot and formats 10 min
4. Vehicles and trailers Add every vehicle and trailer 10 min
5. People: drivers, staff, customers Create logins under your subscription 10 min
6. Switch on tracking worxAPP on the driver's phone and/or a vehicle 10 min
tracker
7. Accounting Choose none, QuickBooks Online, Xero or free 15 min

FrontAccounting

8. Address Book Save the places you collect from and deliver to 10 min
9. Rates Build rate sheets so jobs price themselves 15 min
10. Fuel Log fuel and set up the fuel surcharge 15 min
11. Your first real job Book, price, assign, track, deliver, invoice 20 min
12. worxLINK (optional) Connect with subcontractors and partners 10 min

13. Secure your account and subscribe  Password, passkey, two-step sign-in, subscription 5 min

14. When something goes wrong Quick fixes for the common problems Reference
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Appendix Setup checklist, glossary, colours, getting help Reference

The boxes in this book

Blue What the chapter covers, and tips that save time
Grey Good to know: background that helps you understand
Amber Watch out: a common mistake and how to avoid it
Green Done: the step is finished and you can move on

Buttons, menus, tabs and fields are written in bold, exactly as they appear on screen. A path like
Settings > Vehicles means: click Settings in the top menu, then the Vehicles tab.

What you need

e A computer or tablet with an up-to-date browser (Chrome, Edge, Firefox or Safari).

e Your phone, and an Android phone for each driver who will use the worxAPP (from Google Play).
Drivers without one can use the driver link on any phone.

¢ Your company details, vehicle registrations and sizes.

e Optional: your QuickBooks Online or Xero login, if you use one.

About the screenshots

Every screenshot in this book comes from a demo company, Cape Demo Transport, with
made-up customers (Demo Parts Supply, Sample Hardware, Test Foods, Example Retail), test
phone numbers (021 000 ...) and test vehicles (CTT01 to CTT04). Where a map shows a blue
truck marked sample, it was added to show what a tracked vehicle looks like. Your own
screens will show your own company, customers and vehicles.

Good to know

You do not need to finish setup before using worxTMS. The system comes with a ready-made
customer, service, vehicle and driver so you can try it in the first five minutes. Set up the rest
at your own pace during your 30-day free trial.
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CHAPTER 1 - about 5 minutes

Register and look around

Create your account and learn where everything is. Every chapter after this starts from
the top menu.

In this chapter

Starting your free trial

The top menu and what each item does
Where to find help on every page

1.1 Start your free trial

° Go to worxtms.com and choose to register.

a Fill in your details and choose a username and password. Your password needs at least 8
characters, with a number, an upper-case and a lower-case letter.

e Log in. A line at the bottom of the page shows your plan and when it ends, for example: Your
subscription for plan Free Trial will expire on ...

Good to know

The free trial lasts 30 days. There is no credit card, no contract and no automatic renewal. If
you do not subscribe, the trial simply ends. Nothing is charged.

1.2 The top menu

Everything in worxTMS starts from the menu across the top of the page. Logout is at the top right.

Logout

worxTMS

Home Profile Tracking Settings Shipments Create Rates Fuel Addresses  Integration Members FrontAoc » Subscribe * Heldp Desk

Figure 1. The top menu. Every chapter in this book starts from one of these items.

Home The worxTMS website
Profile Your name, password, passkey and two-step sign-in 13
Tracking The tracking platform where GPS tracking units (devices) are 6
registered. Support normally sets this up with you; most users never
need it.
Settings Three tabs: Settings (company details), Vehicles (vehicles and 3,4,12

trailers), Carriers (subcontractors and worxLINK)

Shipments All your jobs with a live map: assign, track, statuses, tracking links, 2,11
PODs, waybills, invoices

Create Book a new shipment 2,11
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Rates Rate sheets that price your jobs 9
Fuel Add Fuel, Fuel History, and Fuel & Surcharge 10
Addresses Your Address Book 8
Integration Connect QuickBooks Online, Xero or the free FrontAccounting 7
Members Logins for drivers, office staff and customers 5
FrontAcc The free built-in accounting (appears once connected) 7
Subscribe Subscribe in your currency; subscription history 13
Help Desk Support tickets and the knowledge base 14

1.3 Help on every page

Most pages have a red or blue video button. Click it to watch a short video about that exact
page. If you are ever unsure what a page does, start there.

The Help Desk menu opens the support portal, with four tabs: Portal, Submit Ticket, My
Tickets and Knowledge Base. The knowledge base is also public at
worxtms.com/worxtms-help-desk.html.

Portal Submit Ticket My Tickets Knowlcdge Basc L

How can we help?

Send a support request, follow your existing tickets, or find an answer in the

knowledge base.

0 0 5

Open tickets All tckets workTMS Knowledge Base

Popular help articles
FrontAccounting Integration

Fronticcounting Integration Need an accounting systemn? Connect workTMS to FrentAccounting, 3 full accounting system that's built into wond M5 at no

extra cosk.

What is workTMS, and what makes it different?
woniThS is a cloud-bazed transport management system (TMS) for small and medium transport companies. Book and price johs, assign them to your own

drivers o to...

Figure 2. Help Desk > Portal. Click New ticket to ask for help, or read the popular help articles.

Done! You're ready for the next step
You have an account and know your way around. Next, book a practice job.
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CHAPTER 2 - about 5 minutes

Your first test shipment

Book a practice job in about two minutes, using the defaults that come with every new
account.

In this chapter
The built-in defaults
Creating a shipment
Saving the route

Seeing it on the Shipments page

2.1 The defaults that come with your account

House Account A ready-made customer. Use it for testing, or for everyday work if you only do

your own deliveries and don't need customers.

Default Service A ready-made service (truck type) so you can book straight away.
Default Vehicle A vehicle to assign test jobs to.
Default Driver A driver to assign test jobs to.

2.2 Create the test shipment

Click Create in the top menu. The Create page is shown after these steps.
In Select Customer, choose House Account.
In Select Service, choose Default Service. Leave Customer Reference empty for now.

Under the pickup, start typing an address in the search box, for example a town near you.
Choose a result from the list. The company name, contact and address fill in and the place
shows on the map.

Set the pickup date. Leave Ready Time (08:00) and Close Time (17:00) as they are.

Under the drop-off, search a second address and choose it. Set the date. Leave Open Time
and Close Time as they are.

Enter Pieces (for example 2) and Weight (for example 500).
Click Next. The shipment is saved and the Route page opens.

With one pickup and one drop-off, the route fills in by itself. Click Save.
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Figure 3. The Create page, empty. Customer, branch, reference and service across the top; pickup on the left, drop-off
on the right; cargo below; map at the bottom.

You are taken to the Shipments page. Your test job is on the Pending tab, which means it has not
been given to a driver yet. (If you chose a future date, look on the Future tab.)
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Figure 4. A job on the Pending tab, ticked open. The card lists every stop; the map shows them numbered. Pending
means no driver yet.
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2.3 Give it to the Default Driver

o On the shipment's card, click Assign Carrier.
e Choose Own Driver.

e Choose Default Driver and Default Vehicle, then click Save.

Assign Driver & Vehicle

Driver Type Driver Vehicle / Power Unit Trailers (Optional)
Cham Driver e Default Driver L CTT0Z2 - 4 Tonner (Rigid Mek CTT04 - Test Trailer {Curte™
[ Hide Davice

Save

Figure 5. The Assign Driver & Vehicle window with Own Driver chosen.

worxTMS shows "Carrier assigned". The job moves to the Active tab and the button now says Edit
Carrier.

Watch out

Jobs on the House Account with the Default Service are treated as tests. Changing a status
or uploading a POD on them may show "An error occurred". That is normal. Real jobs (Chapter
11) use a real customer and service.

Done! You're ready for the next step

You have booked, routed and assigned a job. Everything after this makes your real jobs faster
and more accurate.
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CHAPTER 3 : about 10 minutes

Company settings

Tell worxTMS who you are, where your depot is, and how you measure things.

In this chapter

Finding your location

Filling in your company details
Choosing your formats and time zone
Your Company ID

Good to know

Your company address is also your depot (base). worxTMS measures the empty run from
your depot to the first pickup, and from the last drop back home, from this address. Getting it
right makes your prices right.

3.1 Fill in your company details

Click Settings. The Settings tab opens first.

Start with the location. Search your company name or street address, or click Locate &
Autofill to use your current position. The other fields stay locked until the location is found.

Check every field that filled in. If you searched by street address, the street name lands in
Company Name. Replace it with your real company name.

Check the street number is there. Some search results leave it out; type it in if it is missing.
Fill in your contact details: phone and email.
Set your formats (see 3.2).

Click Update Company Setting. worxTMS shows "Saved successfully".

Required fields: Company Name, City, Province and Country.
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Settings Vehicles Carriers
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Figure 6. Settings > Settings. Search or Locate & Autofill at the top left, the map below it, and your details and
formats on the right. Update Company Setting saves.

Watch out: check Company Name after searching

In this example the street address was searched, so worxTMS put the street name Montague
Drive into Company Name. Always check Company Name and replace it with your own
company name before you save.

WT-PLRHOC Copy
oo pai iy M

Montague Drive

Claude

clavde@wontme.com Mo b4
St 1

Montague Drive

Spartan

Cape Town ‘\Wastern Cape
Courmy st Cod
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Figure 7. Company Name filled with the street name. Fix it before clicking Update Company Setting.

3.2 Choose your formats
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Weight Format kg orlb Weights on shipments, cargo and vehicles

Date Format Y/m/d, d/m/Y or m/d/Y How dates show everywhere

Distance Format km or mi Route distances, rates per km/mile, fuel figures

Measurement Format cmorin Vehicle and cargo sizes

TimeZone Your local time zone All times on shipments and the Time Line
Watch out

Set the TimeZone now. If it is wrong, every time on every job will be out. In South Africa
choose Africa/Johannesburg.

3.3 Your Company ID

At the top right of the Settings tab is your Company ID, in the format WT-XXXXXX (WT-PLRHQC
in the demo), with a Copy button. You only need it for worxLINK (Chapter 12): another worxTMS
company enters it to connect to you.

Good to know
The Visible to Others option on this tab is not active yet. You can leave it as it is.

Done! You're ready for the next step

Your company is set up and your depot is in place.
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CHAPTER 4 - about 10 minutes

Vehicles and trailers

Add every vehicle and trailer you run. A vehicle must be here before you can give it a
job or log fuel for it.

4.1 Add a vehicle

0 Click Settings, then the Vehicles tab.

In this chapter

Adding a vehicle or trailer

Linking a tracker

Choose the Unit (see 4.2).

Seitings

CTT01 - 1 Ton Bakki
weice Aeg

CTIDZ - 4 Tonner
ericia Rag

CTT03 - & Tonner

CTT04 - Test Trailer

Rigid Vehicle
Rigid Vehicle
Rigid Vehicle

Trailer

Power units, rigid vehicles and trailers

Click + Add More Rows if you need an empty row.

Enter the Vehicle Reg (registration number).

If the vehicle has a tracking unit, choose it under Device.

Click Save. worxTMS shows "Saved successfully".

Vehicles

Tyea sngthl

Dropside | | 300 170
Dropside w | 430 210
Tyem Langot

Curtain Side w | 720 245
Tyea Sangiifes

Cusrtain Side v | 1360 248

45

250

Ty

Choose the body Type, for example Box Body, Curtain Side or Flatbed.

Carriers

1000

Adac Wiaig
8000

30000

Enter the Length, Width and Height of the load space and the Max Weight it can carry, in
your company's units.

Select Device b

Select Devi n
Select Devi '
Select Dievi n

Figure 8. Settings > Vehicles with four vehicles. Each row: Vehicle Reg, Unit, Type, Length, Width, Height, Max
Weight, Device and a red X to remove it.

Repeat for each vehicle and each trailer. To remove a row, click its red X, then Save. There is no
limit on the number of vehicles on either plan.
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4.2 Choosing the Unit

Where it shows when you
assign a job

Power Unit / Horse / A truck that pulls a trailer Vehicle / Power Unit list
Tractor
Rigid Vehicle A truck or bakkie that carries the load Vehicle / Power Unit list

on its own body

Trailer Anything that is pulled Trailers (Optional) list only

4.3 Body types

The Type list has 45 body types, including Box Body, Curtain Side, Dropside, Flatbed, Tipper, Side
Tipper, Low Loader, Step Deck, Refrigerated, Insulated, Panel Van, Pickup, Chemical, Food Grade,
Fuel and Liquid tankers, cranes, Car Carrier, Container Chassis, Livestock, Logging, Tilt-Slide, 4x2,
6x2 and 6x4 horses, and Other.

4.4 The demo fleet in the screenshot

CTTO1 - 1 Ton Bakkie Rigid Vehicle Dropside 300 x 170 x 45 1,000 kg

CTTO02 - 4 Tonner Rigid Vehicle Dropside 420 x 210 x 60 4,000 kg

CTTO3 - 8 Tonner Rigid Vehicle Curtain Side 720 x 245 x 250 8,000 kg

CTTO04 - Test Trailer Trailer Curtain Side 1,360 x 245 x 270 30,000 kg
Tip

Put the size or type in the registration field, as in CTT02 - 4 Tonner. That is what your team
sees in every vehicle list, so they pick the right truck at a glance.

Good to know

If the Device list is empty, no tracking units have been set up for your company yet. You can
still use the driver's phone to track (Chapter 6). Contact support through the Help Desk to set
up a vehicle tracker.

Done! You're ready for the next step

Your fleet is in worxTMS. Next, add the people who will use it.
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CHAPTER 5 * about 10 minutes

People: drivers, staff and customers

Give each person their own login under your subscription. Nobody needs to pay for a
separate account.

In this chapter

The three member types

Adding a driver

Adding office staff and stopping them from invoicing

Giving a customer their own login

5.1 The three member types

Member type _ What they can do

Driver Your drivers Log in to the worxAPP, see their jobs, update each stop, scan
PODs, log fuel. Appear in the driver list when you assign a job.

Office Staff Controllers, admin Work in worxTMS. You can switch invoicing off for them.
Customer A customer you want  Their own full view of worxTMS, showing only their loads: track
to self-serve them live, see statuses and PODs, print waybills, see invoices

and book new jobs.

Starter 3

Professional Unlimited

5.2 Add your first driver

Click Members, then New.

Enter a Username for the driver, for example testdriverl. Keep it simple; they will type it on
their phone.

Enter a Password twice.

Enter the First Name and Last Name.

In Member Type, choose Driver.

Enter the driver's Email (the field appears once a type is chosen).

Click Save & Close.
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New Member

m

Plan * Free Trial
Usemame *

testdriver]

Password *
Retype Password *

First Name *
Test

Last Name Driver

Member Typ
Aember Type Driver =

Email =

Figure 9. Members > New. Plan shows your plan (Free Trial here). Username, Password twice, First and Last Name,
Member Type and Email. Save & Close at the top.

Tip
Write the username and password down for the driver. They need them in Chapter 6 to log in
to the worxAPP.

5.3 Add office staff

Follow the same steps and choose Office Staff. To stop this person from creating invoices, set
Invoicing to No.

5.4 Give a customer their own login (optional)

A customer login gives your customer their own full view of worxTMS, limited to their own loads.
They log in and see every one of their jobs with live tracking, statuses, PODs, waybills and invoices,
and can book new jobs themselves. It suits regular customers who send you many loads; for a
one-off, or for people who only need to follow one load, a worxLIVE link is enough (Chapter 11.7).

A customer login needs customers to exist first, and customers come from your accounting system.
So do this after Chapter 7.

a Members > New.
e Fill in username, password and name, and choose Customer.
e In Customer Link, choose which of your customers this login belongs to.

o Click Save & Close.

The Members list shows Plan, Username, Customer Link, Invoicing and Created Date. Use Search
to find someone.
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-:.I; ![tl.

Plan Username Customer Link Invaicing Created Date

Figure 10. The Members list. + New adds a login; the search box finds one.

Done! You're ready for the next step

Your people have logins. Next, get your trucks on the map.
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CHAPTER 6 * about 10 minutes

Switch on tracking

Get your drivers or vehicles on the live map. You can track with the driver's phone, a
tracker in the vehicle, or both.

In this chapter

Choosing phone, vehicle tracker or both
Installing and logging in to the worxAPP
Switching tracking on

Checking the map

6.1 Phone or vehicle tracker?

_ worxAPP on the driver's phone | Tracker in the vehicle

Extra hardware None A tracking unit per vehicle

Works if the phone is off or flat No Yes

Uses phone battery Yes No

Shows on the map as The driver The vehicle

Set up in The worxAPP from Google Play Settings > Vehicles, Device
(6.2) (Chapter 4)

You can use both. Then the driver and the vehicle each show as their own icon on the map.

6.2 Download the worxAPP from Google Play

The worxAPP is the driver app. It is free and is on the Google Play Store for Android phones, listed
as worxTMS.

Get the worxTMS driver app on Google Play
Search worxTMS in the Google Play Store on the driver's Android
phone, or scan this code with the phone's camera.
play.google.com/store/apps/details?id=org.worxtms.client.app

App name: worxTMS - Developer: worxTMS - Category: Business - Rated:
Everyone - Free to install

What the app does for your driver (from the Play Store listing):

« GPS tracking: sends the phone's position to your Shipments map, your customers' logins and
every worxLIVE link, even with the app in the background.

« Shipments: active, upcoming and completed jobs, with every stop's details and a map.

e Stop updates and PODs: change a stop's status and scan the signed paperwork at delivery.

¢ Fuel logging: record each fill-up from the cab.

* Push notifications: new and changed jobs arrive on the phone.
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* Profile settings and the worxAl help chat.

Permission the app asks for Why it needs it What to choose

Location, including in the To track the vehicle while the driver uses Allow all the time
background other apps or the screen is off

Notifications To tell the driver about new or changed jobs  Allow

Network access To send positions and updates to worxTMS Granted automatically

Good to know

The app has no sign-up. Drivers sign in only with the login you created for them under
Members (Chapter 5). Drivers with an iPhone or another phone can use the driver link
instead (Chapter 11.7); it opens in any phone browser.

6.3 Set up the worxAPP on the driver's phone

On the driver's Android phone, open the Play Store, search worxTMS (or scan the code
above) and tap Install.

Open it and log in with the driver's username and password from Chapter 5.

When the phone asks for permissions, allow all of them. For location, choose Allow all the
time; "only while using the app" stops tracking when the screen goes off.

Find the tracking toggle and switch it from red to green.

On your computer, open Shipments and refresh the page until the driver appears on the
map. It can take a minute the first time.

Watch out

If the driver does not show on the map, check four things on the phone: the driver is logged in,
location is set to Allow all the time, battery saver is not closing the app, and the toggle is
green. Then refresh Shipments.

6.4 What the driver sees in the worxAPP
The app is kept simple on purpose. Drivers use two tabs at the bottom every day:

¢ Shipments: a map with the numbered stops, and lists of Active, Future and Delivered jobs.

¢ Fuel: log a fill-up (Chapter 10).

There is also a Tracking tab with information about location tracking; drivers don't need it day to
day. The worxAl assistant chat in the app answers how-to questions.

Done! You're ready for the next step

Your drivers or vehicles are on the map.
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CHAPTER 7 - about 15 minutes

Accounting: customers, services and
invoices

Your customers and services come from your accounting system, and your invoices go
into it. Choose the option that suits you.

In this chapter

Choosing your accounting option
Connecting QuickBooks Online or Xero
Switching on the free FrontAccounting

The three settings on the Integration page

7.1 Choose your path

Only do your own deliveries and don't need  Path A: No accounting. Keep using the Free
customers or invoices House Account.
Already use QuickBooks Online Path B: Connect QuickBooks Online Your QBO

subscription

Already use Xero Path B: Connect Xero Your Xero
subscription

Have no accounting software Path C: FrontAccounting, built into Free
worxTMS

Watch out

Do this chapter before you build rate sheets and fuel surcharge sheets (Chapters 9 and 10).
Customers and services come from your accounting system. If you make the sheets first, you
will have to open each one, choose its customers and services again, and click Update.

7.2 Path B: connect QuickBooks Online or Xero

° Click Integration. The tabs are Overview, QuickBooks Online, Xero Accounting, Front
Accounting and Coming Soon.

Open the tab for your system and click to connect.
Sign in to QuickBooks Online or Xero when asked, and allow worxTMS to connect.

Back in worxTMS the tab shows Connected and "You are connected to:" with your company
name.

Set the three options in 7.5 and click Save.

Help: Help Desk menu - WhatsApp +27 79 141 9480 - info@worxtms.com Page 20



worxTMS Getting Started

Good to know

Once connected: your customers and services come across, so there is nothing to retype.
When you click Invoice in worxTMS, a draft invoice is created in QuickBooks or Xero; it
becomes final when it is emailed. If a POD is attached, a copy goes with it. Changes, voids and
emails you make in QuickBooks or Xero update back into worxTMS by themselves.

7.3 Path C: switch on FrontAccounting (free)

Click Integration, then the Front Accounting tab.
Click to connect. The FrontAcc menu appears in the top menu.
Set the three options in 7.5 and click Save.

Click FrontAcc > Settings > Company Setup and fill in your company details. These print
on your invoices.

Click FrontAcc > Customers and add your customers, each with an email address so
invoices can be emailed.

Click FrontAcc > Settings > Services and add your services, for example 1 Tonner, 4
Tonner, 8 Tonner (see 7.4 below for every field).

Go back to Integration > Front Accounting, tick your new services under Services, and
click Save.

JreErdie QuickBooks Gnline =ro ACcounting Front Accounting

Front Accounting Connected

You are connected to: Clauds Al
" = Select Customers
I-r-unIAccounyﬂg sk

=Sample Service || «d Tonner =1 Tomner | | = 8 Tonner

Fuel Surcharge w

£ o

Figure 11. Integration > Front Accounting once connected: the services ticked (Sample Service, 4 Tonner, 1

Tonner, 8 Tonner) and Fuel Surcharge chosen.

A new FrontAccounting connection includes a Sample Customer, a Sample Service and a Fuel
Surcharge item so you can practise.
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N

Add a customer FrontAcc > Customers

Add a service (truck type) FrontAcc > Settings > Services, then tick it on the
Integration page

Record a payment from a customer FrontAcc > Payments from Customers
Pay a supplier FrontAcc > Payments to Suppliers
See who owes you money FrontAcc > Aged Customer Analysis
Send statements FrontAcc > Customer Statements

Taxes, fiscal years, currencies, bank accounts FrontAcc > Settings

Clicking FrontAcc itself opens the dashboards: Sales, Purchases, Items and Inventory,
Banking and General Ledger and Setup. For detailed accounting help, use the Help link at the
top right of any FrontAccounting page.

I Cashboard & Preferences (& Help I

hems and Invendory  Danking and General Ledge Sghup

Transactions

[ Sales Quotation Entry E¥ Tempiate Delvery
[} Sales Qrder Entry B Iempilate invoice
[ Direct Delivery E¥ Cowate and Print Recurrent Invoices

Er Direct jnvoice
Er Cuslomer Payments
E¥ Delivery Against Sales Crders E¥ Cuslomer Credit Notes
¥ Invoice Against Sales Delivery E¥ Allocate Customer Payments or Credit Nofes
E¥ Invoice Prepaid Omders

Inquiries and Reports

(2 Sales Quotation Inguiny = Customes and Sales Repors
(4 Sales Onder Inquiry

& Customers Transaclion inguiry

(4 Customer Allscation inquiny

Maintenance

5] Add and Manage Customers [o] Sales Types
51 Customer Branches [s] Sales Persons
[B] Sales Groups [ Sales Areas
[§] Recurent jrvoices [ Credit Status Setup
B FronlAceounting 2.4 18 20105026 1164 Claude Al woarkims. com Clawde Al Theme: classic

Figure 12. The FrontAcc Sales dashboard: transactions on the left, customer payments and statements on the right,
maintenance (customers, branches) below.

7.4 Adding a service in FrontAccounting

° FrontAcc > Settings > Services, then choose to add a new item.

Item Code: a short code, for example S3.

Name: the service as your customer should see it, for example 4 Tonner.

Category: Services. Item Tax Type: as your tax setup needs (for example Taxable).

Tick Editable description (see the warning below).

Click Add / Update (wording depends on the page), then tick the service on the Integration
page.
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VERY important: tick Editable description

Every service you create in FrontAccounting must have Editable description ticked.
worxTMS writes the shipment number and every route (for example Demo Parts Supp Cape
Town to Sample Hardware Cape Town) into the invoice line's description. If the box is not
ticked, FrontAccounting throws that away and the invoice shows only the service name, so
your customer cannot tell which job they are paying for.

General Settings

Itern Code: 53
Name: 4 Tonner

Description:

Category: Services A4

Item Tax Type: Taxable v

Dk,

Exclude from p{Pe

Figure 13. A service in FrontAccounting (item S3, 4 Tonner) with Editable description ticked.

7.5 The three settings on the Integration page

Customers assigned for These customers must have a PO Customers who won't pay
Mandatory Purchase number in Customer Reference on without a PO

Orders every job

Services The services worxTMS uses on jobs, Tick every truck type you offer

rate sheets and invoice lines

Fuel Surcharge The item used to show the fuel Choose it if customers want to
surcharge as its own line on the invoice see the surcharge separately;
leave empty to include it in the
price

Good to know

Click Save after changing these. No message appears; reopen the tab to check. Watch Video
plays the help video and Disconnect disconnects the system.

Done! You're ready for the next step

Your customers and services are in worxTMS, and invoices have somewhere to go.
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CHAPTER 8  about 10 minutes

Address Book

Save the places you collect from and deliver to, so you never type them twice.

In this chapter
Adding an address
Changing or deleting one

How saved addresses help when booking

8.1 Add an address

Click Addresses. Make sure New Address is chosen at the top.
Search the address. It works like Google Maps. Or type the details yourself.
Fill in the required fields: Company Name, City, Province and Country.

Add the contact person, contact number, email and street if you have them. The driver and
the waybill use these.

Check the street number is in Street 1. Some search results leave it out.

Click Add Address.

Search Addresses

=1 EDagn

W Feafontain b wDisiling sCares

Malmesbury 153
aWallington —— GWarcesiar
aPaarl
AKkapmuls Robertsan
aCape Town =Franschhosk
2villisrsdom
- ]
aErabouey
Caladan
Brtly s Bays aKksnmaond
T E————
Add Addross

Figure 14. Addresses with New Address: search at the top, map on the left, details on the right, Add Address at
the bottom.

8.2 Change or delete an address

Choose the address in the dropdown at the top. Change the details and click Update Address, or
click Delete This Address. Cancel goes back without saving.
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Test Foods, 200 Main Street, Lemoenkloof, Paarl, Western Cape

Main Street, Lemoenkloof, Paad. South Africa

Pead Gimnasium 0

e
Test Foods
3 Lot P Lantact Nombe
Goods Receiving 021 000 D404
@ j
Lemosankloct sﬂ‘“dn ?—; 1
Bouligue Hotal &... - i ot
o E \ 200 Main Street
abyeen 51 £ o
A S ¥ = i
‘E ? 5 Lemoenkloof
i _ LEMOENKLOOF = @ paat Prowl e o
b e Weapital 51 _ Paarl Wastern Cape
Limjaitierg & Rembeandi M Sl
Nature Reserve g B I'.l--'i'.l|ll'l§ : f o South Africa

=
Figure 15. A saved address (Test Foods, Paarl) opened for changes.

Good to know

When you book a job, typing 4 characters in the address search looks only in your Address
Book. Typing more also shows Google results, below your saved addresses. Saving your
regular places makes booking much faster.

Done! You're ready for the next step
Your regular places are saved.
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CHAPTER 9 : about 15 minutes

Rates: make jobs price themselves

A rate sheet holds your prices per truck type. Assign it to customers and every job for
them is priced automatically.

In this chapter

How worxTMS prices a job

Building your first rate sheet

Different rates for different customers

9.1 How a job is priced

worxTMS splits every trip into three legs, so you are paid for the empty kilometres as well as the
loaded ones:

Base to Pickup Your depot The first pickup
Pickup to Last Stop The first pickup The last drop
Last Stop to Base The last drop Your depot

Every job starts from the Base Rate, which is added automatically. Each leg's distance is
multiplied by its rate per km and added on top, and so is the Charge per Stop. Finally worxTMS
checks the total against the Minimum Charge: if everything added together comes to less, the
Minimum Charge is used instead.

1. Start Base Rate (added to every job automatically)

2. Add + each leg's distance x its rate per km

3. Add + Charge per Stop x the stops between the first and the last

4. Check If the total is less than the Minimum Charge, charge the Minimum Charge instead

9.2 Build your first rate sheet

Click Rates.

Type a name in Enter Rate Sheet Name, for example Standard Rates 2026.

In the first row, choose a Service / Truck Type and fill in its rates (see 9.3).
Click + Add More Rows for each other service you offer. A red X removes a row.

Under Customers assigned to this Rate Sheet, choose every customer who pays these
rates.

Click Add Rate Sheet.
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Standard Rates 2026 Sl
Lezer Kats thast fams

Standard Rates 2026

Sampte Servce °| 150000 15000 00 oy oo w0
iToaner o [esom0 o000 00 0 w w6
tTomer *| toosso 1200 om0 0oy o0 T
dTomer *| 1so0n0 15000 om 1400 oo wo (6
+ Add More Rows.

Sample Custormer

n Update Fate Sheet Delete This Rate Sheet Cancel

Figure 16. The rate sheet Standard Rates 2026: one row per service, + Add More Rows, and the customers assigned
at the bottom. A saved sheet shows Update Rate Sheet and Delete This Rate Sheet.

9.3 The columns

Minimum Charge The floor price. If the Base Rate, distances and stops added together come to
less than this, the Minimum Charge is charged instead.

Charge per Stop Charged only for stops between the first and the last. One pickup and one
drop = 0 stops. Six stops = 4 charged.

Base Rate The starting price. Added automatically to every job on this service; distances
and stops are added on top of it. Use 0 if you only charge per km.

Base to Pickup Rate per km (or mile) for the empty run out
Pickup to Last Stop Rate per km for the loaded part
Last Stop to Base Rate per km for the run home

9.4 Example (training figures only)

1 Tonner R650 R7/km R7/km R7/km
4 Tonner R1,000 R120 RO R10/km R10/km R10/km
8 Tonner R1,500 R150 RO R14/km R14/km R14/km

Worked example (the demo job in Chapter 11): a 4 Tonner from the depot in Montague Gardens
to Demo Parts Supply in Epping (11.25 km), then to Sample Hardware, Test Foods and Example
Retail (85.31 km), and home from Stellenbosch (45.04 km). Distance 141.60 km x R10 = R1,416.00.
One pickup and three drops is four stops, so the two in the middle are charged: 2 x R120 = R240.
Base Rate RO, so the total is R1,656.00. That is above the R1,000 minimum, so R1,656.00 stands.
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The Costing tab in Chapter 11.4 shows exactly these lines.

When the minimum kicks in: a 1 Tonner going 30 km in total costs RO + 30 km x R7 = R210.
That is below the 1 Tonner's R650 Minimum Charge, so the job is priced at R650.

9.5 Different customers, different rates

Make one rate sheet for each set of prices and assign each to the right customers. One sheet can
serve many customers. To change a rate later, choose the sheet in the dropdown at the top, edit it
and click Update Rate Sheet. Delete This Rate Sheet removes it.

Watch out

If a job shows blank rates, the customer or its service is not on any rate sheet, or the sheet
was made before accounting was connected. Open the sheet, choose its customers and
services again, and click Update Rate Sheet.

Done! You're ready for the next step

Your jobs will now price themselves.
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CHAPTER 10 - about 15 minutes

Fuel: consumption, surcharge and profit
after fuel

Log every fill-up and worxTMS learns each vehicle's real fuel use. It then works out
your fuel surcharge and shows what each job leaves after fuel.

In this chapter

Logging fuel

Reading Fuel History

Setting up a fuel surcharge sheet
The Fuel tab on a job

10.1 Log a fill-up

0 Click Fuel. The Add Fuel tab opens.

Enter the Date and choose the Vehicle.

Enter the Odometer reading, or click Import to fetch it from the vehicle's tracker.
Choose Oil added: No or Yes.

Enter the Volume (litres or gallons, as set in Settings).

Click Add Fuel.
Add Fuel Fuel History Fuel & Surcharge
Add New Fuel Entry
zhn.n':lm 2026 =]
crr-ﬁz - 4 Tonner »

dompaer ar Imecrt hom Ty

135

Figure 17. Fuel > Add Fuel. Date, Vehicle, Odometer (with Import), Oil added and Volume.

Drivers can log the same thing from the Fuel tab in the worxAPP: choose the vehicle, enter date,
odometer, Oil Added and volume, and tap Add Fuel.
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Tip
Log every fill-up, full tank to full tank. A missed or late entry makes the distance between
fill-ups wrong, and the consumption figure with it.

10.2 Fuel History

Open the Fuel History tab and choose a vehicle. The Average fuel consumption shows above a
table of every fill-up, newest first.

Date, Odo, L Date, odometer and volume of the fill-up
Oil Marked when oil was added
Dist Distance since the previous fill-up
V/dist Volume divided by distance. Multiply by 100 for litres per 100 km: 0.18 = 18 L/100
km
Action Edit or delete the entry
Add Fuel Fuel History Fuel & Surcharge

Fuel History

CTT02 - 4 Tonner W
Average fuel consumption: 0,1919 Y/ dist
Data Ddo L il Dist Wfdist Action
10-16 158150 120 6300 01905 .
1013 157520 132 E40D 0.2083 4
10-09 156880 140 E B40:0 0.2185 5
10-06 156240 128 ] oz i
10-02 155600 145 BI0O 0.1802 .
03:28 154790 133 TBLO 04782 4
08-21 154010 150 8300 01807 ___a;
0614 153180 141 TabD 1508 &
08-07 152400 140 .
V/dist = Volume + Distance, B = Oil added

Figure 18. Fuel History for CTT02 - 4 Tonner: average 0.1919 V/dist (about 19.2 litres per 100 km), newest fill-up
first.

Good to know

The oldest entry has no consumption, because there is no earlier fill-up to measure from.

10.3 Set up a fuel surcharge sheet

A fuel surcharge sheet records the fuel price over time and works out the surcharge for you. It is on
the Fuel & Surcharge tab (the Fuel Price Manager).
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Click Fuel, then the Fuel & Surcharge tab.
Type a name in Enter Surcharge Sheet Name, for example Standard Fuel Surcharge.

Enter your Fuel Allocation (%): the share of your price meant to cover fuel, for example
35%.

Enter the Base Rate (V): the fuel price your rates were built on, for example 20.00. A
surcharge only applies when fuel goes above this.

Enter today's Date and Fuel price (per vol) and click Submit.
Choose the Customers this sheet applies to.

Click Add Surcharge Sheet to save.

Watch out

Submit only adds the price row on screen. It is lost unless you then click Add Surcharge
Sheet (new sheet) or Update Surcharge Sheet (existing sheet).

How the surcharge is worked out: surcharge % = (fuel price - base rate) / base rate x fuel

allocation %. Example: base rate 20.00, fuel price 23.20, allocation 35%. Fuel rose by 3.20, which is
16% of 20.00. 16% x 35% = 5.6% surcharge.

Add Fuel Fuel History Fuel & Surcharge

Fuel Price Manager

Std Fuel Surcharge i T

Emter Surcrame Shest Name

Std Fuel Surcharge

3500 20,00 20 Oct 2026 a

St
3500 y ZIJ.UU i U1‘E§ct 2026 23.-2-;) T 56«0 S 560 T
35.00 sy 2:[.';..(';0l ; 0‘1 .;&p: 2026 J_Z-.-&v;) e 4;5:5 e 490 oD
350';] e E:Dl.lt‘lﬂd U-1.P:ug 2026 .‘.d“l(‘] s JBB = 368‘
35(}0 ot E:DI.IE-ID. Ty U-l-j-ul 2026 11;0 i 2-6; e 263- o

« Sarmple Customer

n Update Surcharge Shest Drelete This Surchange Shest Cancel

Figure 19. The Fuel Price Manager with Std Fuel Surcharge: allocation 35%, base rate 20.00, and one row per price
change. At 23.20 the surcharge is 5.60%.

Every month (or whenever the fuel price changes): choose the sheet, enter the date and new
price, click Submit, then Update Surcharge Sheet.

Help: Help Desk menu - WhatsApp +27 79 141 9480 - info@worxtms.com Page 31



worxTMS Getting Started

10.4 The Fuel tab on a job: profit after fuel

Open any job (Chapter 11.4) and click the fuel icon tab. It uses the vehicle's real consumption, the
route distance and the latest fuel price to show:

e Your Actual: your price, fuel used, fuel cost, profit after fuel, and the share of the price spent on
fuel.

¢ Interactive Fuel Allocation: a suggested price. Drag the Profit Gauge (starts at 65%) to see
the price you need for the profit you want. Reset puts it back.

Fuel & Profit Dashboard

This dashboard estimates fuel usage, cost, and profit for yoor tip based on vehicdle, distance, fuel efficiency, fuel price, and Fusd Allocation. Adsust the inputs to see different scenarios. Thess are

astimates based on the data you enter and may vary n real-world conditions.

wehicle: CITO2 - 4 Tonnes 10016 Ldnt v
Fuel Efficiency: 0191 5
Trip Distance: 142
Fuel Allocation (%): 3500
Fuel Price: 2320
Your Actual
Your Charge 1,656.00
Estimated Fusl Usage: 2T.25 L
Tatal Fusl oot 632,20
Profis After Fuel; 1,023.80
Lsed Fusl Allseation: 36.18 %

Profit Gauge (actual — fixed)
C——————

Estimated Profit % 61.8%

Figure 20. The Fuel tab for the demo job: vehicle CTT02 at 0.1919 L/km, 142 km, fuel R23.20, allocation 35%. Your
Actual shows the price, fuel and profit after fuel.

Your charge R1,656.00

Fuel used 142 km x 0.1919 L/km = 27.25 L

Fuel cost 27.25 L x R23.20 = R632.20

Profit after fuel R1,023.80 (fuel took 38.18% of the price)
Suggested price at 35% allocation R632.20/0.35 = R1,806.27
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Interactive Fuel Allocation

Suggested Price: 1,806.27
Estimuted Fusl Usage: 27251
Tatal Fuel Coat: 632.20
Prarfis Adier Foel: 1.174.08
Usined Fusml &llceation: 35.00 %

Profit Gauge {chck/drag or use keys Lo set desired profit)
—_—

Lz &5 0% profit after fuos

Disired Prabit % 65.0%

Mote: Fuel usage snd costs sne estimates based on the data you enber. Artusl consumpsion vanes with losd, terrain, traffic, snd dnving style, Crthar costs (fyres, sslanies, maintenance. tolls, irsursnce; pemmits,
taxes; are not mduded

Figure 21. Interactive Fuel Allocation: drag the Profit Gauge to see the price you need for the profit you want.

Good to know

The vehicle list on this tab shows consumption as L/dist per 100 km (for example 19 L/dist),
while Fuel History shows the same thing per km (0.19 V/dist). Same number, different scale.

Good to know

This is profit after fuel only. Tyres, wages, maintenance, insurance, tolls and taxes are not
included. Dashes mean no vehicle is chosen or it has no fuel logged. "Infinity %" means the job
has no price saved yet.

Done! You're ready for the next step

Fuel is tracked, your surcharge works itself out, and you can check any job's margin before the
truck leaves.

Help: Help Desk menu - WhatsApp +27 79 141 9480 - info@worxtms.com Page 33



worxTMS Getting Started

CHAPTER 11 - about 20 minutes

Your first real job, start to finish

Put it all together: book a real job, check the price, give it to a driver, let the customer
track it, capture the POD and get the invoice out.

In this chapter

Booking with a real customer and service
Ordering the stops

Checking and saving the price

Assigning and sharing tracking

Delivery and the POD

Invoicing and completing

11.1 Book the job

Click Create.

Select Customer: choose a real customer (from your accounting system). Branch unlocks if
the customer has branches.

Customer Reference: the customer's order or PO number. Required if this customer is set
for mandatory POs.

Select Service: the truck type. The green + next to it adds a new service.

Pickup: search the address (4 characters searches your Address Book; more adds Google
results). Set the date, Ready Time (when the goods are ready) and Close Time (when the
place closes).

Drop-off: search the address and set the date, Open Time and Close Time (the hours they
accept deliveries).

Enter Pieces and Weight for the stop. Click Add Cargo to list items (quantity, description,
size, weight, value) and choose insurance.

For more drops or pickups, click Add Stop and repeat. Use the arrows beside "Stop 1 of 1" to
move between stops.

Click Next.

Help: Help Desk menu - WhatsApp +27 79 141 9480 - info@worxtms.com Page 34



worxTMS Getting Started

Luntorrr hetererce
Sample Custamer - | Sam, Customer i DEMOC-1007 & Tanner .
g | ple

& Stoplefl D

Q@ PICKUP LOCATION @ DELIVERY LOCATION

Saamr Fickup A
D!mq! l
= Derma Parts Supply, B Bokors Crdie, Epping Industra, Cape Town, ‘Western Cape T4TS, South l - = -
TR T T TR TR - off S Ot Timats Ol Tama=
2102026 0200 ¢} 17:00 @ 2010/2026 0200 @ 17:00 @

Addd Cargey [ kg

Figure 22. Typing Demo (4 characters) in the pickup search finds the saved Address Book entry Demo Parts Supply, 8
Bofors Circle, Epping Industria.

Cungrrer halarcce
Sample Custamer .| | Sam Custamers o DEMO-1001 & Tanner .
M | | e

& Soplefl >

@ DELIVERY LOCATION
SR DGOt AT

SaaTr Pokup Agdresg
Deme Parts Supply. 8 Bofors Circle, Eppang Industria, Cape Town, Western Cape 740 Sample Hardwaste, 120 Voortrekker Road, Bellwlle, Cape Town, Western Cape. Soutt

Q PICKUP LOCATION

Cormpary Mars™ Compary Fams™
Diemo Parts Supply n Sample Hardware .
Pldoep Dana Famdy Tiwa= Cleda Timea= Dvop off Dasa— Ot Thmart s Closa Tanes*
20/10/2026 03:00 ¢} 17.00 @ 2010,/2026 D8:00 @ 1700 @
e wagin
4 650 L]
— LY HLL R e g e aeds
f M Satellit Hﬁ:a{g?::&“ ] - ey 5 ra
a dlenite i i v .
i 3 11 r 1y Annw"'-_.-:_ﬂ-'r gierbiess Hospita - =
n ﬁ' o= '_...--'P o 4ERDenE 08K coess Park Bellwlla .
b - mm | -
s B [ ) b
Cape qu *RAVINIMEAD i
WOODETO ~ ELSIE'S RIVER 4 -
BARDENS B oe %
Google AEHAE LAY P BE S iiuitonts Vs Bl 2038 AINGES (Pirh Lid Boogls  Teima  Report a mag st

Figure 23. Stop 1 of 1 filled in: Sample Customer, reference DEMO-1001, 4 Tonner. Pickup at Demo Parts Supply,
drop-off at Sample Hardware in Bellville, 4 pieces, 650 kg.
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Sample Custamear w Sampde Customer g CEMO-1007 & Tanner

€& Stopief3 =

@ PICKLP LOCATION 9 Lt

Deme Parts Supply. 8 Bofors Circle, Eppang Industria, Cape Town, Western Cape 74, Test Foods, 200 Main Streel, Lemoenklood, Paarl Western Cape, South Africa

Diemo Parts Supply a Test Foods

D800 @

i wellington Warcaster [ ]
Ma Satellite Fhiladeipts ] 4 .
P Rawsanvila Ny KEoBoedgenosd Ld
o Fo 1 Brandilal Kidicknaad

L Manti ™5

Robkben'is|ang Klagmuts Roberlson W

Simondium  ferir SNH::IM
Cape Tﬂvlh. Hgm S‘IellOnsr_‘h U Y o MacGragor Bannigve 1
)
| Villiersdorm ERLE
GGDQ'E ﬂ E Kayboad shirteuta - M dale E2020 AHEIS Piy) Lid, Google  Taima

Figure 24. Stop 3 of 3 of the same job: two more drops added with Add Stop (Test Foods in Paarl, Example Retail in
Stellenbosch). The arrows move between stops; the red X removes this stop.

Good to know

Click the green + beside Company Name to open extra address fields (contact person, street,
city, province, country, postal code). Fields marked ** are required. All stops on one job share

one shipment number and are billed as one; if each drop needs its own invoice, book separate
jobs.

11.2 Order the stops on the Route page

One pickup, one drop

Several stops, you know the order

Several stops, let worxTMS decide

Made a mistake

Help: Help Desk menu -

WhatsApp +27 79 141 9480

The route fills in by itself. Click Save.

Click the pickup and drop cards on the left in the order they'll be
done, then Save.

Click Optimize Pickups, then Optimize Deliveries, then Save.

Click Reset and start again.
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Pickups Dropoffs Route
Demo Parts Supply Sample Hardware
& Bofers Choe 120 Woortrekier Aoad
Cape Town Cape Town
Demo Parts Supply Example Retail
& Bafors ChTe 15 &g Sreat
Cape Town Stellenbosch
Demo Parts Supply Test Foods
5 Botors Chroe 200 Maln Strest
Cape Town Baar]
Google’| \opoadiod Medata 82028 Tams
Optimize Optimize Rowte Strategy Start Point Rawund Trip Road Preferences
Pickups Deliveries 0O Closest ta Furthest @ Depot B ceturnto starting point after the route Avoid Tolls
Furthest to Closest Driver's Current Location Avoid Highways
First Pickup Ayoid Ferres

B Use Current Traffic

Figure 25. The Route page as it opens: three pickup cards and three drop cards on the left, nothing in Route yet.

Pickups Dropoffs Route ra— st i N Eriingg
. _ . Map  Saweliite Ny A TN
hmwﬂ -~ o T S ¥
8 Boters Circie: W RN Jin, P g e
Cape Tewins !
Sample Hardware
120 Waortrecker Road
Cape Town
Test Foods
200 BT Straat
Paail
Exampla Retail
15 Bird Stroet
saellenbosch 3
hlableSs
Aguriaing =
final Prark &
Optimize Optimize Rowte Strategy Start Paint Rawund Trip Road Preferences
Pickups Deliveries D Closest to Furthest D Depot B cctumn to starting point after the route Avoid Tolls

Furthest to Closest Driver's Current Location Avoid Highways

First Pickup Avoid Ferries
B Use Current Traffic

Figure 26. After clicking the cards in order: one combined pickup at Demo Parts Supply (1x3, three loads), then
Sample Hardware, Test Foods and Example Retail. Round Trip is ticked, so the map runs back to the depot.
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Options: Route Strategy (Closest to Furthest or Furthest to Closest), Start Point (Depot, Driver's
Current Location or First Pickup), Round Trip (ticked by default) and Road Preferences (Avoid
Tolls, Avoid Highways, Avoid Ferries, Use Current Traffic). The order you save sets the distances,
the price, the stop numbers and the wayhbills.

11.3 Find it on the Shipments page

After Save, the job is on the Shipments page under Pending (or Future if it's dated later).

Pending Not assigned yet

Future Dated for a later day

Active Assigned and on the go

Delivered Every drop delivered; waiting for you to invoice
Completed Finished. Only moves here when you click the tick
Deleted Deleted jobs

Tick the box on a card to open it. You then see full addresses, the price, the distance, the Invoice
button and four icons: eye (view the full job), tick (move to Completed), pencil (edit) and red X
(delete). Filter the list with Select Branch, Select Customer or Select Driver.

11.4 Open the job and check it

Tick the card and click the eye icon. The job opens with its details across the top, the route map,
and six tabs shown as icons. Hover over an icon to see its name.
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Sample Customer

Sample Customer

Robben
fsfand Mireng
Protected
Aren

8 Bofors Cincle

DEMO-1001

Melkbosstrand

Kraailinten

Sarmple Hasdware Caps Towm

Baiic i)
| Dema Pats Sespp. Cape Town o

E.!pl? Tni?f\""." Loty e )_(.""j"-‘”‘"
b e oo La o i~ e ]
i — |
B I
| J_ ; Béue Dowr
P o . =
H Ly

Cape Town

i Tonmer

| Goiadan|
i Rasscnibe
Teal Feode Paarl
m
i
Ny
Example Rulad Sellecbosch Fransrhhioek
Lﬂ:;:'l |
R
Wilkerydorp

= | gafial | £ OpenSiesiMap contnoutors

Sample Hardware
Receswing 021 D00 0202
120 Voortrekier Road Cape Town

Figure 27. The job view: customer, branch, currency, reference, date, weight and vehicle at the top, then the map with
numbered stops, then the six tab icons.

Every stop: company, contact, number, street, city, province, country, date

Shipment Details

Cargo

Time Line
Fuel
Costing

$ (Billing Lines)

Help: Help Desk menu -

WhatsApp +27 79 141 9480 -

and times

The cargo per leg, with override and calculated totals for pieces, weight and
value. Edit Cargo changes it.

Everything that happened to the job, with the date, time and user

Fuel use, fuel cost and profit after fuel (Chapter 10.4)

How your rate sheet works out the price: a calculator for checking

The invoice lines and the price you charge. This is where the price is

saved.

info@worxtms.com
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~trivay Ware
Demo Farts Supply
Comaci Persan
Pickup Desk

£ Bofors Circle

‘Western Cape

Doty Mas

Dema Parts Supphy
Pickup Beck
St

8 Bofors Circha

Wiestern Capa

Figure 28. Shipment Details:

llz Demo Parts Supply, Cape Town = ® Sample Hardware, Cape Town

Weight Unit: Kgs

Qty Description / Senial Na.

Override Totals
Total Pieces: 4
Total Weight: 650
Taotal Value:
Insurance: None

Figure 29. Cargo: the leg Demo Parts Supply to Sample Hardware, 4 pieces, 650 kg.

03:00

Cape Town

Cournry

South Africa

Cape Town

Coumny

South Africa

o T
1700

Cormpary Mams

Sample Hardware
Rece#ving

120 Voorirekker Road

Westarn Cape

Shipment Mo 2

company Mame
Example Ratail
F—

Store Manager

E

15 Bird Street

Currency:

Length Width

Calculated Totals

Pieces:
Weight:
Value:

11.5 Check and save the price

Pricing uses two tabs. Costing shows how your rate sheet works the price out. The $ tab (Billing
Lines) is where the price is saved and where the invoice lines come from.

DED0

Height

3ct e

021 000 0202
Cape Town

South Africa

021 000 0303

Stellenbosch

Dimension Unit:

Weight

the pickup on the left and the drop on the right, one block per leg.

Open Costing. Check the lines: Minimum Charge, Charge per Stop, Base Charge, the three
legs, Total Distance & Cost and the Fuel Surcharge percentage. Do not type anything

here.

Open the $ tab (Billing Lines). Line 1 is the service with the rate sheet price (R1,656.00 in
the demo). If you set a Fuel Surcharge item in Chapter 7, line 2 is the surcharge (5.60% =

R92.74).

To charge a different price, type itin line 1's Price.

Help: Help Desk menu -
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o Add waiting time, tolls or other extras with + Add Item, and type Comments for the invoice

if you need to.

e Click Save on the $ tab. Always do this before you invoice, even if you changed nothing.

e Open Fuel to see what the job leaves after fuel (Chapter 10.4).

1000.00

12040

(i ]

10,00

10,00

000

560

T

Mirermurm Cl.augg

Charge per Stop

)

Base Chasge

Bae ta Pickup

11.25

Pichoup to Last Delivery

8531

Last Delwery 1o Base

AS.04

Total Distance & Cost

147,60

Fuel Surcharge

§52.74

e Tl et i T

T -

24000

=
=]

11250

853.10

ASDAD

1656,00

174874

Figure 30. Costing for the demo job: 2 stops x R120 = R240, legs 11.25 + 85.31 + 45.04 km at R10, total R1,656.00,
fuel surcharge 5.60%. Check these lines; don't type here.

Zarrwreage

165600

G274

1656.00

Tt

o274

304112026

174874

Figure 31. The $ (Billing Lines) tab: line 1 4 Tonner at R1,656.00, line 2 Fuel Surcharge at 5.60% = R92.74, total
R1,748.74, Due Date, Comments and Save.

Help: Help Desk menu -
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Watch out: the price goes on the $ tab

info@worxtms.com

Save the price on the $ (Billing Lines) tab. Do not use Override Total Cost ex Taxes on
the Costing tab: a price saved there is not used for the invoice and can stop the invoice from
being created. (The Save button on Costing is being removed.)
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Good to know

Watch out: the surcharge rule

11.6 Give the job to your driver

° Back on Shipments, click Assign Carrier on the card.

e Choose Own Driver.

If a Fuel Surcharge item is set on the Integration page, the surcharge is its own line. So line 1 is
the price before surcharge. Example: price R1,656.00 + surcharge 5.6% (R92.74) =
R1,748.74. If you type R1,748.74 on line 1, the surcharge is charged twice. If no Fuel
Surcharge item is set, line 1 is the full price.

"saved value is less than min value!" on the Costing tab means no price has been saved on the
$ tab yet, or the price is below the minimum. Click Save on the $ tab.

e Choose the Driver and the Vehicle / Power Unit. Both are required.

° If a trailer is used, choose it under Trailers (Optional). You can choose more than one.

e Click Save.

Pending
]

Delivered | Completed | Deleted
Y]

Sample Customer © ¥2610000008

& 4 Tonner # DEMO-
& Dt Ceve - I 4

M@ Demo Parts Supp.. B Sample Hardware [ ]

20/10/2026 BE:D0-17-00 20,104 2026 02-00. 17-00

D Test Foods [ ]

20,104 2026 08:00-17-00

D Example Retail [ ]
20/10/2026 02:00- 17-00 il

m ZAR 1 658.00
@ x 4150 ke

®

Select Branch ¥ | Select Customer % | Select Driver b

el bet dlrand

Gurnarrdia

TFesl Foods Faar

Pdard

Example Relal Steflspbosch

Fimario: W ™ Lisfiat | & OpenSirectidap coniributors

Figure 32. The demo job on the Active tab with Default Driver and CTT02 - 4 Tonner. The button now says Edit
Carrier, the link icons have appeared next to the customer and driver, and the red dots show no PODs yet.

The job moves to Active and appears in the driver's worxAPP. To give the job to a subcontractor
instead, choose External Carrier (Chapter 12). To change it later, click Edit Carrier.

Help: Help Desk menu - WhatsApp +27 79 141 9480 - info@worxtms.com
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11.7 Let everyone follow the load (worxLIVE)

worxLIVE is a tracking link for one load that you can share with anyone: your customer, the
receiver waiting for the goods, the owner of the goods who is shipping them, a broker, a sales
rep, or anyone else who needs to follow the progress. Nobody needs an app, an account or a login.

On the card, click the small link icon next to the customer name. The tracking link is
copied.

Paste it into WhatsApp, an SMS or an email, or into a WhatsApp group so everyone involved
watches the same truck.

Whoever opens it sees the job on a live map. They see the stops, the driver, the vehicle and the
truck moving, but not your price or your office location. Clicking a pickup's number on that page
prints the waybill, so the sender can have paperwork ready before the truck arrives. The link stops
working once the job is delivered.

_ worxLIVE link Customer login

For Anyone following one load: customer, Your regular customer
receiver, owner of the goods, broker

Needs Nothing: no app, no account, no login A Customer member with username and
password (Chapter 5.4)

Shows One load, live All their loads: live tracking, statuses, PODs,
wayhbills, invoices

Can do View, print the waybill View everything of theirs and book new
jobs
Ends When the load is delivered When you remove the login

Help: Help Desk menu - WhatsApp +27 79 141 9480 - info@worxtms.com Page 43



worxTMS Getting Started

Sampla Customer
&4

& D

© ¥2610000008 +

B Demo Parts Supp.. B Sample Hardware L] ra
‘e
m /2026 08 Er]
B Test Foods [ ]
it Test Focds Paar
sprel ) 2l .
20/10/2026 08:00- 1700 [l Pa|

Trip Dist Durtiatri
4180 kit (2 h Kragiinter

Examgpie Relal Sellenbosch

= Leatel | @ OpenStreeiblap conliibuiors

Figure 33. What anyone with the worxLIVE link sees: the job, the stops with their times, the trip distance and the live
map. No prices and no office location.

Watch out

Each link is unique and private, but anyone who has it can see the addresses, contacts and
cargo until delivery. Share it only with people who should see that load. The other link icon,
next to the driver's name, is the driver link: it can change statuses. Send that one only to the
driver.

11.8 The driver does the job

In the worxAPP the driver taps a stop's location name, chooses the status and taps Save. Each
change is logged with the time.

At a pickup At a
drop-off

Accepted Yes The driver accepts the whole load

En Route Yes Yes On the way

Arrived Yes Yes At the stop

Collected Yes Goods loaded

Not Collected Yes Could not collect

Delivered Yes Goods delivered (POD capture opens)
Not Delivered Yes Could not deliver

Tapping the small map icon beside a stop's date and time opens it in Google Maps for directions.

Help: Help Desk menu -
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Sample Customer & #2610000008
&% 4 Tonner # DEMO-1001
& Default Driver 8 CTTO2 - 4 Tonne..
m Demo Parts Supp.. E Sample Hardware [ ]
8 Bofors Circle 120 Voortrekker.,
Cape Town Cape Town
20/10/2026 08:00-17:00 ]  20/10/2026 08:00-17:00 il
) Test Foods [ ]
200 Main Street
Paarl
20/10/2026 08:00-17:00 [l
0 Example Retail [ ]

Figure 34. The driver link on a phone: map with
numbered stops (truck is a sample), then each stop.

Help: Help Desk menu

15 Bird Street
Stellenbosch

WhatsApp +27 79 141 9480
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Change Status

‘ Delivered

Re

No file chosen

Figure 35. Tapping a drop opens Change Status.
Delivered shows Received by and Choose File.
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Sample Customer
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Figure 36. Back in the office during the run: two drops delivered with PODs (green dots), the last still red. The blue
truck is a sample showing where the vehicle is.

Capturing the POD at delivery
0 The driver sets the drop-off to Delivered.

e Optionally types the name of the person who received the goods in Received by.

e Taps Scan Documents to photograph the signed paperwork (several pages allowed), or
Choose file to upload a PDF.

o Taps Save.

worxTMS records the GPS location and time and creates an e-POD automatically: consignment
details, received by, date and time, delivered by (company, driver, vehicle) and a map of where it
was delivered. There is no signature on the phone screen by design; if the customer wants to sign,
they sign the printed waybill or their own paperwork and the driver scans it.

Good to know

If the app can't be used (for example an iPhone), click the link icon next to the driver's
name on the card and send that link to the driver. It opens in the phone's browser, where they
can change each stop's status and upload the POD as a PDF. From the office, you can also click
a drop-off's number on the card to set the status and upload a POD yourself. If a POD sent from
the driver link does not attach (the dot stays red), upload it from the office this way.
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Good to know

Status changes made on the driver link do not show on the job's Time Line. Changes made in

the office and in the worxAPP do.

11.9 Check, invoice and complete

When every drop is Delivered, the job moves to the Delivered tab by itself.

o Open the Delivered tab and tick the card.

e Check the dot after each drop-off is green (POD attached). Click it to view the POD. A red dot

means no POD yet.

Check the price is right. Add waiting time or extras on Billing Lines if needed (the Time Line
tab shows exact arrival and collection times to support a waiting-time charge).

opens. The button is replaced by the invoice number.

Email the invoice and POD together to the customer. The small icon next to the invoice

number turns from red to green.

Click the tick to move the job to Completed.

o Click Invoice, then Ok. The invoice is created in your accounting system and a preview

| -
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01 [+ ]
o CTTE2 - 4 Tanne.  yr el
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i g 1 Savgle Hasttwane Cape Town |
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&8 Sample Serace § DE 0 AT 4 i i
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Figure 37. The Delivered tab: every dot is green, so every drop has a POD. The Invoice button is ready.
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Shipment Timeline

Date/Time

20/10/2026 12:54
200/10/2026 12:55
20/10/2026 12:57

20/10/2026 13:.02

2001072026 1310

20/10/2026 1311

20/10/2026 131

2001072026 1311

20/10/2026 13:12

20/10/2026 13:12

20/10/2026 13:12

200102026 1312

Description

Shipment created

Shipment routed

Price changed to 1656

Carrier set to Default Driver (Own Driver)

POD uploaded for Stop 2
{Dema Parts Supply, Cape Town = Sample Hardware, Cape Town)

Dropoff status changed to arrived for Stop 3
(Dema Parts Supply, Cape Town > Test Foods, Paarl)

Dropoff status changed to delivered for Stop 3
(Demo Parts Supply, Cape Town » Test Foods, Paarl)

POD uploaded for Stop 3
{Dema Parts Supply, Cape Town = Test Foods, Paarl)

Dropaff status changed to arrived for Stop 4
(Demo Parts Supply, Cape Town > Example Retail, Stellenbosch)

Dropoff status changed to delivered for Stop 4
(Dema Parts Supply, Cape Town » Example Retail, Stellenbosch)

Shipment status changed.

POD uploaded for Stop 4

User

Claude A

Claude Ai

Claude Ai

Claude Ai

Claude Al

Claude Ai

Claude A

Claude Ai

Claude Ai

Claude Ai

Claude A

Claude Al

Figure 38. The Time Line tab: created, routed, price changed, carrier set, each arrival, delivery and POD upload, with

The waybill

the time and user. Use it to support a waiting-time charge.

Click the pickup's number on the card (or on the worxLIVE page) to open the waybill as a PDF, one

consignment note per drop. Print it for the driver and the sender, or download it.

Help: Help Desk menu -
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Cape Demo Transport CONSIGNMENT NOTE
i Moitagese Drtied DATE: 20/10/2026
[Cape Tewn
IWestenn Cape [=1%h[s| SHIPMENT NUMEER
Sonth Africa
EGF 2610000008
ORI MO CONSIGHEF
courany 09O Parts Supply courany Sample Hardware
STREET & Biotars Circle STREET 120 Voorirekker Aoad
ETF DA Cape Tawn 4TS CTV/TR Cape Town
STAIE ROV Wiestem Cape STAN POV Westem Cape:
COUNTRY Sauth Africa COUNTAY South Africa
COLLTETION CONTACT PERS N CONTACY RESSOER. | OELIVEGY SONTACT PEFRSOMN SONTAZY NUBNER.
Plchkup Desk 021 000 0101 J. Sampie 021 000 0302
PICKUP DATE | W READT D00 DELIVERY DATE | T oren [T
20102026 roar ciose | 1700 20107028 [ roie e 1700
CUSTOMER - PO W TOTAL WO OF MECES TOTAL WEMHT fps] FERVICE | TRUCK TVPE TOTAL VALUE
Smnpi Clelomiar 1 850.00 4 Tonner
DEMO-1001 Hone
ary DESCRIPTION OF PRODUCT OR EQUAPMENT ' SERIAL NUMBERS - PRODUCT CODE DWENTIONS
I E—
7] BRPPERS SIGRATURE ) SECURTTY CLEARANGE AT DISPATEH POWNT
PRINT MITIAL & SLIRNAME I SIGNATURE 1 PAINT $IT AL & SURNAME || SIGMATURE
T ROUSTRY |10 HURBER [T CESIGNATION T RCUSTAY ¢ D HUWEER [T CESIGHATION
TEATE TFimE TATE e
51 CTVERS SIGNATURE [[4] RECETVED BY SIGNATURE

Figure 39. The consignment note: your company at the top, the shipment number with a QR code, consignor and
consignee, contacts, dates and times, reference, pieces, weight and service, then the item table and signature blocks.

Invoicing

Help: Help Desk menu -

You are about to create an invoice.

[ Do not show again

Figure 40. Clicking Invoice asks you to confirm. Click Ok.
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Figure 41. The invoice (FrontAccounting): your company, the customer, reference DEMO-1001, then the 4 Tonner line
with the shipment ID and every route (Editable description ticked, Chapter 7.4), and the Fuel Surcharge line.

Figure 42. Before: the Invoice

20710/ 2026 DB-D0 - 17-

Cape Tawn Cap

o0

20/10/ 2026 02:00- 17-00 I

B Test Foods

20,10/ 2026 0&:00-717-00 1§

D Example Retall

Stedlenbosch

20/10/2026 02:00-17-00 [

ZAR 1,65
1418

© o

button.

20/10/2026 02:00- 17-00 R

Figure 43. After invoicing: the
invoice number (005/2026) with a

[ [
B sample Customer - © #26100] E Sample Customer © #26100008 B Sample Customer & #2610000008
@ 4 Tonner & DEMK @ 4 Tonner @ DEMO-1 &8 4 Tonner @ DEMO-1001
L Default Driver m M CTT02-41] & Defslt Deiver - CTT02 -4 Torfl B Default Doiver & CTTO2 - 4 Tanne.
D Demo Parts Supp.. B Sample Hardware E) Demo Parts Supp.. B Sample Hardware E Demo Parts Supp.. B Sample Hardware @
8 B Circle 120 4 Takkar 8 8ofors Circle t 4l i ofors Circle L
Cape Towrn

1 Tova

2071072026 08:00-17:00 Y

D Test Foods
Wi Main Street

20/10/2026 D800 17:00 WY

0 Example Retall
2041072026 p8:00-17:00 |

ZAR1 748/

@ 14150 k

red email icon: not emailed yet.

2071072026 0:00-17-00 [l

ker

ape Torar
20/10/202€ DB:00 1700 .
B Test Foods L ]

Prar|
Z0/10/2026 08:00-17-00 [l
0 Example Retall &

2071072028 0@:00-17:00 Ml

ZAR1 T4E.74

@ v 14160 km

Figure 44. After emailing: the icon is
green.

Click the red email icon to email the invoice. The customer gets one email with the invoice and
every POD attached as PDFs, so they have everything they need to pay.

Help: Help Desk

menu - WhatsApp +27 79 141 9480 -
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Invoice 005/2026 from Cape Demo Transport ®  inboxx 2 B

Cape Demo Transport <«claude@worxtmscom=  Unsubseribe @ 156PM (0 minutes ago) ¥y “

tome v

Dear Sample Customer,
Attached you will find Invoice 005/2026 from Cape Demo Transport
Kindest regards.

Claude Ai

Cape Demo Transport
12 Montague Drive
Montague Gardens
Cape Town 7441
dlaude@worxims.com

021 000 0000

4 Attachments « Scanned by Gmail @ & &} Addall to Drive

LT i

BB 1nvoice005/2026.... ' BB POD_sample_Har... ' B POD_Test Foods.... ' BB POD_Example_Re... '

Figure 45. What the customer receives: invoice 005/2026 plus the three PODs (Sample Hardware, Test Foods,
Example Retail) in one email.

Watch out: voiding an invoice

To void an invoice, hover over the invoice number and click the X. Voiding currently also
removes the PODs from the drops (the dots turn red again). Before you void, make sure you
have the PODs (they are in the invoice email), and attach them again before you re-invoice.

Good to know

If the email fails, add an email address for the customer in your accounting system. If the
invoice shows "N/A" for your company name, fill in FrontAcc > Settings > Company Setup.
Once a job is invoiced, the edit and delete icons disappear from its card.

Congratulations! Your first real job is done

You have run a complete job: booked, priced, tracked, delivered with a POD, and invoiced. This
is your everyday routine from now on.
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CHAPTER 12 - about 10 minutes

worxLINK: connect with other
transporters (optional)

Give loads to subcontractors or receive loads from partners, and everyone in the chain
keeps seeing the truck and the POD.

In this chapter
Two ways to add a carrier
Sending and accepting a connection

Who can see and change what

12.1 Two ways to add a subcontractor

_ Just add them (not linked) worxLINK (linked)

They need worxTMS No Yes

When you give them a job worxTMS only records who it went The job goes into their own
to worxTMS

Live tracking, statuses and No Yes, for everyone in the chain

POD

12.2 Connect to a subcontractor

Ask them for their Company ID (WT-XXXXXX, on their Settings tab).
Click Settings > Carriers > Connections.

Add a row with their name and Company ID, and click Save to send the request. The status
shows red Not Connected.

When they accept, it turns green Connected. You can now choose them under External
Carrier when you assign a job.
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Seitings Vehicles Carriers

Connections Requests

Camar Campany

Test Carnier One (ot linked) Eriter Comparny 1D “ Mot Connected

Curmer Company 10 Mot

Test Carmer Two (not linked) Erter Compary 1D “ Connacted n

Test Co 18 WT-LMUN Connected m

+ Add More Rows

Figure 46. Settings > Carriers > Connections: two subcontractors not on worxTMS (no Company ID, Not
Connected) and one linked company (Test Co 18, WT-LMUSI, Connected). + Add More Rows adds another; Delete
removes one.

To add a subcontractor who is not on worxTMS, add a row with their name and no Company ID.
They show as (not linked) when assigning.

Assign Driver & Vehicle x

Driver Type Carrier

External Carrier v Select Carrier

Test Carrier One (ot linkied)

Test Carrier Two (not linked)
lest Co 18

Default Carrier

Figure 47. Assigning a job with External Carrier: the list shows the subcontractors that are not linked and the linked
company.

12.3 Accept a request from someone else
a Click Settings > Carriers > Requests.
o Each request shows the company name, Company ID, Customer and Action.

e Choose which of your customers they are, and accept. Every job they send you arrives under
that customer, ready for you to price and invoice.

Settings Vehicles Carriers

Connections Requests

Company Name Company ID Customer Action

Figure 48. The Requests tab: Company Name, Company ID, Customer and Action for each request you receive.
Empty here.
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Watch out

Links work one way. If you link to them, you can send them loads. For them to send loads to
you, they must add your Company ID and send their own request. Two-way means linking
twice.

12.4 The rules in a chain

e The last company in the chain owns the job. Only the owner can edit it or change its status.

e Everyone else in the chain is an observer: they see the same driver, vehicle, live position, status
and POD.

e Everyone in the chain sees the POD, because a POD has no prices on it.

e An invoice is seen only by the company it is addressed to. Your own price is not passed down the
chain.

¢« When your subcontractor invoices you, their invoice number appears on your card beside the
customer reference. Click it to open it. No chasing.

¢ A green worxLINK badge on a card means the job is part of a chain.

Done! You're ready for the next step

You can now share work with trusted transporters without ever losing sight of the load.
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CHAPTER 13 - about 5 minutes

Secure your account and subscribe

Protect your account, then subscribe before your trial ends.

In this chapter
Changing your password
Signing in with a passkey
Two-step sign-in
Subscribing

13.1 Your profile and password

e Click Profile. You see your Name, Username, Registered Date, Last Visited Date and whether
a passkey is set.

a Click Edit Profile.

o To change your password, type it in Password and Confirm Password (at least 8 characters
with a number, an upper-case and a lower-case letter) and click Save.

Name Claude Aj

Username clavde@worxtms.com
Registered Date Sunday, 04 October 2026
Last Visited Date Tuesday, 20 October 2026

Passkey Login

Passkey Login Ma passkey has been set up yet

Figure 49. The Profile page: name, username, registered and last visited dates, and passkey status. Edit Profile at
the top right.

Good to know
You cannot change your own username. Ask through the Help Desk.

13.2 Passkey and two-step sign-in

A passkey lets you sign in with your fingerprint, face or device PIN (Face ID, Touch ID, Windows
Hello or your Android screen lock) instead of a password. Under Edit Profile, click Add New
Passkey.

Two-step sign-in (multi-factor authentication) adds a second check: a code from an authenticator
app, a YubiKey, a passkey, or a code by email. Set it up under Edit Profile.

Tip
Switch on two-step sign-in for yourself and anyone who can invoice or see customer details.
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13.3 Subscribe

° Click Subscribe in the top menu. A list drops down.
e Choose your currency: USD, AUD, EUR, GBP, NZD or ZAR.
e Choose your plan and complete payment.

Starter R199.99  $9.99 $13.99 . 99 $16.99
Professional R499.99 $29.99 $41.99 25.99 22.99 $49.99 Unlimited
Prices are per month. Both plans include every feature, unlimited vehicles and unlimited jobs. No

setup fees, no hidden fees, cancel any time. Choosing: count the logins you need besides your
own. Up to 3 is Starter; more is Professional. Past payments are under Subscription History.

Done! You're ready for the next step

Your account is secure and your subscription is set.
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CHAPTER 14

When something goes wrong

Most problems have a simple cause. Check here first.

What you see Why

Rates are blank on Costing

"saved value is less than
min value!"

Invoice higher than Costing
total

Invoice gives an error page

Invoice shows only the
service name, no shipment
or route

PODs gone after voiding an
invoice

Fuel tab shows Infinity %
Fuel tab shows dashes

Fuel surcharge is 0

New fuel price disappeared

"An error occurred" on a
status or POD

POD won't upload, dot stays
red

Can't edit a job or change
its status

Clicking Invoice does
nothing

Invoice email fails

Invoice shows "N/A" for
company

No tracking link on the card

Driver not on the map

Can't find the worxAPP

Help: Help Desk menu -

WhatsApp +27 79 141 9480 -

Customer or service not on a rate
sheet, or accounting connected after
the sheet was made

No price saved, or below the
minimum

Fuel surcharge charged twice

Price was saved in Override on the
Costing tab

Editable description not ticked on
the service in FrontAccounting

Voiding currently removes them

No price saved
No vehicle, or no fuel logged for it

Customer not on a surcharge sheet,
or price not above the base rate

Only Submit was clicked

Job is on the House Account / Default
Service

File isn't a PDF, or Delivered was
saved without a POD

It's in @ worxLINK chain and you
aren't the owner

Line 1 on Billing Lines has no valid
service

Customer has no email address

FrontAccounting company details
empty

Job not assigned yet

Not logged in, location not "all the
time", or toggle red

Searching on an iPhone, or the wrong
name

info@worxtms.com

What to do

Open the sheet on Rates, choose
customers and services again,
Update Rate Sheet

Open the $ (Billing Lines) tab,
check line 1's price, Save

On the $ tab, line 1 is the price
before surcharge

Save the price on the $ tab, then
invoice again

Tick it (Chapter 7.4), void and invoice
again

Attach the PODs again from the
invoice email, then invoice

Save a price on the $ tab

Assign a vehicle; log its fuel

Add the customer to a sheet; check
the base rate

Click Update Surcharge Sheet
after Submit

Edit it to a real customer and service

Use a PDF; click the drop-off's
number, Delivered, choose file, Save

Only the last company in the chain
can

Choose a valid service on line 1

Add one in your accounting system

FrontAcc > Settings > Company
Setup

Assign it

Log in, allow location all the time,
toggle green, refresh

It is worxTMS on Google Play
(Android). iPhone drivers use the
driver link
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Vehicle missing when Not on the Vehicles tab, orit's a Add it; trailers are under Trailers
assigning trailer (Optional)

Carrier shows Not Request not sent or not accepted Send it; ask them to accept on
Connected Requests

Times are wrong Wrong TimeZone Settings tab: set TimeZone
Distances in miles Distance Format is mi Settings tab: choose km

Company settings didn't Cancel clicked, or required field Fill Company Name, City, Province,
save empty Country; Update Company Setting

Still stuck?

e Click the video button on the page you're on.

e Search the Knowledge Base in the Help Desk menu.

¢ Ask worxAl in the worxAPP.

e Send a ticket: Help Desk > Submit Ticket.

e WhatsApp or phone +27 79 141 9480, or email info@worxtms.com.
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Setup checklist, glossary and quick
reference

Tick each item off as you go. When every box is ticked, worxTMS is fully set up.

Setup checklist

Registered and logged in (Chapter 1)
Created and assigned a test shipment (Chapter 2)

A.
]
]
[J Company details, depot address, formats and TimeZone saved (Chapter 3)
[] Every vehicle and trailer added, trackers linked (Chapter 4)

[1 Every driver and office staff member added (Chapter 5)

]

worxAPP installed from Google Play, drivers logged in, location allowed all the time, tracking
toggles green (Chapter 6)

O

Accounting chosen and connected; Services (with Editable description ticked) and Fuel
Surcharge set on Integration (Chapter 7)

Customers added, each with an email address (Chapter 7)

Regular addresses saved (Chapter 8)

Rate sheet made and assigned to customers (Chapter 9)

Fuel logged; fuel surcharge sheet made and assigned (Chapter 10)

First real job booked, priced, delivered with POD, invoiced and completed (Chapter 11)
Subcontractors added or linked (Chapter 12, optional)

I I I I B

Two-step sign-in on; subscribed (Chapter 13)

B. Your weekly routine

Every job Create, Route, check the price on the $ tab and Save, Assign, send
worxLIVE link

Every delivery Check the dot is green, Invoice, email, tick to Completed
Every fill-up Driver logs fuel in the worxAPP
When fuel price changes Fuel & Surcharge: new date and price, Submit, Update Surcharge Sheet
Weekly FrontAcc: record payments; Aged Customer Analysis to see who owes you
When rates change Rates: choose sheet, edit, Update Rate Sheet

C. Colours

Red means something is missing or off. Green means done or on.

Help: Help Desk menu - WhatsApp +27 79 141 9480 - info@worxtms.com Page 59



worxTMS Getting Started

Dot after a drop-off

Icon beside invoice number
Carrier status

worxAPP tracking toggle

Badge on a card

No POD yet POD attached (click to view)
Not emailed Emailed

Not Connected Connected

Off On

worxLINK: part of a chain

D. What each click on a card does

o e

Pickup number
Drop-off number

Link icon by the customer name

Link icon by the driver name
Map icon by a stop's time
Green dot

Invoice number

Eye / tick / pencil / red X

E. Glossary

Opens the online waybill (PDF) to print
Opens Change Status to set status and upload a POD

Copies the worxLIVE tracking link (share with anyone following the
load)

Copies the driver link (for the driver only)
Opens the stop in Google Maps

Views the POD

Opens the invoice; hover and click X to void

View / Complete / Edit / Delete

_

Depot / base
Company ID
Consignment note / waybill

e-POD

House Account
Member

Billing Lines ($ tab)
Costing tab

Editable description

POD
Power unit / horse

Rigid vehicle

Your company address; where route distances start and end
Your worxLINK identity, WT-XXXXXX
The printable shipping document worxTMS creates for each drop

Electronic proof of delivery, made automatically with GPS location and
time

The built-in default customer

A login under your subscription: Driver, Office Staff or Customer
Where you save the job's price and its invoice lines

Shows how the rate sheet works the price out; for checking only

A FrontAccounting service setting that lets worxTMS put the shipment
and route on the invoice

Proof of delivery
A truck that pulls a trailer

A truck that carries the load on its own body
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Profit after fuel
Service
worxAPP

Driver link

worxLINK

worxLIVE

Customer login

worxAl

F. Getting help

Price minus fuel cost only
A truck type or service, from your accounting system
The worxTMS driver app, on Google Play as worxTMS

A web page for one job that lets the driver change statuses and upload
PODs from any phone

The private network that links worxTMS companies

The no-login tracking link for one load; share it with anyone who needs
to follow it

A Customer member: your customer's own full view of all their loads

The assistant chat in the worxAPP. The worxAl load-matching network is
coming soon.

Video buttons

Help Desk menu
Public knowledge base
Driver app

WhatsApp and phone

Email

Red or blue button on most pages

Portal, Submit Ticket, My Tickets, Knowledge Base
worxtms.com/worxtms-help-desk.html

Google Play: worxTMS (org.worxtms.client.app)
+27 79 141 9480

info@worxtms.com

We add features based on what our users tell us. If something is unclear, or you wish worxTMS did
something it doesn't yet, please tell us through the Help Desk.
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