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Backup! Backup! Backup!

Itisstrongly recommended that abackup of Interact iscompleted DAILY . Since acomputer hard drive
isone of the most common componentsto fail, adaily backup to another type of media should aways
be performed.

Our software products provide a utility for “backing up” the database. The database can be backed up
from within our software. When using a tape backup, the database should be backed up to the local
hard drive before running the tape backup utility.

lomega Zip Drives- The lomega Zip Driveis adevice which allows you to store 100 MB or more of
information on one diskette. A Zip disk ismore reliable than aregular floppy diskette. Therefore, only
two Zip diskettes will provide an adequate rotation plan. Disk 1 will be used Monday, Wednesday,
Friday and Disk 2 will be used Tuesday, Thursday, Saturday. When installed, the Zip drive appears as
another device and islettered just like the floppy drive A: or the hard drive C:. To backup to thisdrive
using our software, select the drive letter assigned to your Zip drive.

The lomega Zip drive is preferred over tape drive backup systems because it is an easy tool to use. It
can be used like afloppy diskette to store small amounts of data or to backup the entire system. Zip
drives are available as an external unit which plugs into your computers parallel port or as an internal
unit.

NOTE: A system backup can be created using the Zip Tools software installed with the Zip Drive.
A Zip Tools backup compresses dataas it backs up, therefore adifferent Zip diskette must
be used.

Tape Drive - When using a tape backup system, always run the backup utility provided within our
software products to backup the database to thelocal hard drive. Run this backup prior to running your
tape backup. Several brands of tape backups are available on the market. Refer to your user’ s manual
for installation and setup. The software provided with your tape backup normally provides autility for
setting up an automatic backup schedule.

NOTE: Automatic backup schedulers are nice tools. Some users have had intermittent problems
with software that runs in the background for these schedulers. If you encounter problems
with our software while running your tape software, unload the tape software. Re-run the
program and seeif the problem goes away. If the software runs without the backup
scheduling software loaded, you should cancel the automatic backup and backup your
system manually.

Many tape drives work differently. Without the identical tape drive and software used to create tape
backups, it may bedifficult to restore your data. Again use morethan onetape and implement arotation
schedule.

See page 54, Creating a Backup File, for detailed instructions and examples.
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Welcome

Welcome

Welcome, and thank you for purchasing TransAct®. This program is designed to help reduce labor

costs, minimize human error, and increase overall efficiency in your operations.

Standard program features include...

¢ Automatic Ticket Processing

* Ticket Editing, Voiding, and Reprinting

¢ Detailed and Summary Report Generation by Criteria Selection
* Three User Definable Tare Weights

* Direct Scale Interface - One or Two Scales

* Direct Interface to Ticket, Tape, Dot Matrix, and Laser Printers
¢ Detailed Customer Statements (TransAct Plus)

¢ Customer Payment and Itemized Payment Tracking

Version 3.5
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Getting Started Welcome

Getting Started

TransAct requires the following hardware and software:

¢ A 200+ Pentium compatible processor

* Atleast 64MB of RAM

¢ A fixed hard disk with aminimum of 3 MB of available disk space to install the program files
(additional space will be required as the database grows)

* VGA, SVGA, or greater resolution monitor set to 800 x 600 screen area

¢ Microsoft compatible mouse

¢ Microsoft Windows 95/98/NT/2000/XP (TransAct will run on ME, but is not supported)

When a complete installation of TransAct is performed, the setup program installs al of thefiles
necessary to run TransAct, creates the TransAct group, and all icons associated with the program.

Installing TransAct
Insert the TransAct for Windows CD-ROM.

The installation Welcome Screen appears.

Figure 1. Installation Welcome Window
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NOTE: |If setup failsto start automatically, select gsia| Start from the desktop. Select EB Run
from the Start menu. In the Open field, type d:setup (replace d with the correct drive letter
for your CD-ROM drive). Click [¢ ] OK to start the installation program.

Click the i ] Next button to continue.

Click the =] Yes button to agree to the License Agreement.
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Welcome Getting Started

The User Information screen appears. Enter aName in the field provided. Enter a Company if desired.

Figure 2. User Information Window
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Click the [Tz ] Next button to continue.

Thedirectory where TransAct will beinstalledisdisplayed (C:\TRANSACT). If TransAct waspreviously
installed to another driveor directory, click the Browse button to change the destination directory. Click
the [[#=i:_] Next button to continue.

Click the [[ZEii ] Next button to use TransAct as the program folder name.

Review the current settings. Click the [[#=i= ] Next button to start installation.

A final question appears addressing the configuration of TransAct. For new installs, select the
configuration that most closely matches your business.

Figure 3. Configuration Selection Window

m Configuraton LUklibg

Iretslsoon Fa CATRAMEALT
Dalsbeee Pady  COUTRANSALT
Windows Fat - CVWIRDDWS
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1% Ll Ao caton’
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* Solid Waste provides category tables for Material and Area.
* Aggregate provides a category table Material.

NOTE: Categoriescan be added and changed after installation.
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Getting Started Welcome

Clickthe| o | Continue button to continue. It isnot necessary to select aconfiguration option
when upgrading to a new revision.

Click the [

Finish button to complete installation.

Remove the CD-ROM from the CD-ROM drive. Start TransAct and follow the instructions on the
screen.

Starting the Program for the First Time

To finishinstalling TransAct, follow the instructions to register the software, accept the license
agreement, and install a sample or empty database.

Tostart TransAct, double-click the | T TransAct programicon fromthe TransAct program group.
The following message appears.

Figure 4. No Software Key
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To continue, click ok. The following registration message appears. to register the software, contact
your TransAct provider.

Figure 5. Registering the Software

3) “w'ould pou lk e bo egEte his molkeans?

Ha |

To register the software, click Yes. To run TransAct in Demo mode, click No.
View and accept the license agreement, once the software has been registered.

Figure 6. View License Agreement

End User Agreement B

| Accept Agreementl | Eeject Agreement I

Wiew Agreement
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Welcome Getting Started

To view thelicense agreement, click the [_ t | view Agreement button. TransAct automatically
opens the Microsofrt write application and displays the license agreement. A reminder appearsto exit
Write once the license agreement has been read. To continue, click OK. After reading the agreement,
select File | Exit to close Microsoft Write.

To continue, click the Accept Agreement button. After accepting the license agreement,
the following prompt appears.

Figure 7. Creating a database
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To build adatabase, click the start Build button. The following message requires adecision. Read the
message carefully before continuing.

Figure 8. Setting up a sample database

‘Wiould you like some sample data in your database? If you answer no, the database will
be empty.

NOTE: When settting up actual company data, click the No button to install an empty database.
To install an empty database, click No.
Toinstall asample database, click Yes . A sample databaseisuseful to help users becomefamiliar with
entering information into TransAct. If you have never used TransAct, installing a sample database is
recommended.

The message, “Database Conversion Successful”, appears. To continue, click OK . The TransAct login
screen appears.
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Getting Started

Welcome
Figure 9. Login into TransAct

Enter Login and Password

Type ‘Admin’ inthe Login Name box and press Enter or TAB twice. No password isinitially defined.

NOTE: When TransAct isrunning, akey will appear in the windows System Tray. The key

represents the Key Server program and continually checks for the avalid TransAct license

If this application isterminated, TransAct will run in Demo mode. To restart the Key
Server application, Quit and restart TransAct.

Quitting the Program
_ _ Ak
To quit TransAct, click the| @ | Quit button.

The TRANSACT.INI File

During installation, Setup creates the TRANSACT.ini file located in the windows directory. Thisfile

contains default information, ticket file preferences, category setup and other information used to run
TransAct. The Appendix contains instructions for modifying the TRANSACT.INI file.

NOTE: DO NOT DELETE OR CHANGE thelocation of the TRANSACT.INI file. If thisfileis
deleted or moved to another directory, TransAct will not run!
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Welcome Database Recovery and Restoration

Database Recovery and Restoration

If TransAct is not exited properly, due to a power outage or system error, the database may become
damaged. The next time TransAct is started, it automatically checks the database and repairsit. The
following message appears.

NOTE: Inrareinstances, the TransAct database may become unrepairable. Therefore, make sure
to run your backups on a daily basis.

Figure 10. Database Recovery
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Click the Repair button to have TransAct check the database and make any necessary repairs.

Click the skip Repair button when the database is shared on a network and the database is already in
use on another computer.

TransAct displays a message while the database is being repaired. Do not use your computer while the
database repair is running. A message will appear to confirm a successful database repair.

Click the Done button to continue. Review the repaired database. If it is not correct, you may wish to
restore your last backup.

When the database repair is not successful, restore the most current backup. TransAct will step through
these procedures. Contact your TransAct dealer with any other questions concerning database repair.
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Uninstall/Reinstall Welcome

Uninstall/Reinstall

Uninstall

When TransAct isinstalled, it creates an Uninstall icon. To uninstall TransAct, click the Uninstall icon

in the TransAct program group. TransAct will be deleted from the hard drive and system file changes
will be restored.

Uninstall does not remove the directory name or any database information in the directory. Use File
Manager Or My Computer to completely delete the TransAct subdirectory.

NOTE: The TransAct uninstall routine does not remove the following line from the system.ini
file. If and error message occurs during boot-up, remove this line from the [ 386Enh]
section of the system.ini file using any text editor.

® device=C:\TRANSACT\mnxx.386

Reinstalling TransAct to create an empty database

24

To create an empty database before entering real time company data, TransAct should first be
uninstalled. To uninstall TransAct, click the Uninstall icon in the TransAct program group. TransAct
will be deleted from the hard drive and system file changes will be restored.

Uninstall does not remove the directory name or any database information in the directory. Use File
Manager Or My Computer to delete the TransAct directory.

Refer to “Installing TransAct” on page 18 to reinstall TransAct.
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Using TransAct

Using the TransAct Menus

Therow of iconsfound at the top of the TransAct screen is called the Menu Bar. Each icon represents
a pull-down menu which lists available TransAct commands or implements a section of the program.

Producing a pull-down menu and selecting commands can be done using the mouse or keyboard.

With the Mouse
Point to one of the iconsin the menu bar and click the mouse button (e.g. | . | Admin).

A menu drops down and stays open until acommand is selected (e.g. Customer Accounts). Movethe
mouse pointer until the desired command is selected. Click the mouse to execute the command.

Figure 11. Selecting from the pull-down menus

FBermits...
Categories
LUtilities
Preferences
About

Menu items with an arrow contain submenus. Select a submenu the same way.

Figure 12. Selecting a submenu

DTl T ; 4
Cuslomer Azoonts.,
Ordersfloks
Pemis. .

Caeganies
Utitier

Al

Liata Taimre Port..
Tickstz...
Hole Headings .

The weigh and Quit buttons do not contain menus. The weigh button opens the weigh form and the
Quit button exits the TransAct application.
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NOTE: Thefollowing format will be used throughout this manual to indicate the selection of a
menu and submenu: Admin | Preferences | Ticket Printer Port. Thisexample correspondsto
the above picture.

With the Keyboard
Press and hold the ALT key on the keyboard to activate the menu bar.

One letter in each icon that appears on the menu bar is underlined. The underlined letter isthe menu’s
hot key. Each command has an underlined hot key. While holding the ALT key, press the underlined
letter to display the pull-down menu. For example, to access the Admin pull-down menu using the
keyboard, pressALT ‘i’. To select one of the commands, releasethe ALT key and pressthe underlined
letter from the list or use the uP and DOWN arrow keys and press Enter.

Closing a Menu

To close a pull-down menu, move the mouse pointer into the TransAct window and click, or press
Escape (ESC) on the keyboard.

Using Dialog Boxes (Windows and Tables)

TransAct is designed to use dialog boxes throughout the program. For simplicity, dialog boxes are
referred to aswindowsthroughout thismanual . Each dial og box could have several tables, listsor forms
associated with the window. All of the information necessary to run TransAct is entered into these
dialog box windows.

Dialog box windows are often separated into groups. Current options are highlighted or have a dotted
rectangle around them. There are two ways to move from one option to another.

Mouse:  Click the option or group.

Keyboard: To move from one option to the next or move to a different option group, pressthe TAB
key.

To move the opposite direction, hold down shift and press TAB.
To move between options within a group, use the arrow keys.

Press ALT plus the underlined letter in the option name.
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TransAct Buttons

Navigation Buttons

Using TransAct

The samenavigation buttonsare used throughout TransAct. Thefollowing tableidentifiesthese buttons
and how to use them.

Table 1. Function Buttons:

Save changes to an existing table.
Display the First item in the table.
Display the Previous item.

Display the Next item.

Display the Last item.

o
X

Inda

=

Delete

These buttons will be found at the bottom of all tables.

Find Button

The Find button opens awindow containing alist of itemsin the table.

Figure 13. The Find Button
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Select Account Record B

130

933

282

230

286

260
196

Bighill Trucking & Excavating Co.
Bob'z Boat Repair

Carney Lawfirm

Carpet Cleaners Lid.

Cash Custorner

Chop Chop Shop

County Highway Department
CWCa

[ & D Dizpozal Co., Inc.
[.L.. Construction Ca.
Drayton, Township of

Dept. of Matural Resources
E au Claire County Parks
Eau Claire DOT

EM Groudhog Racing. Inc.
Excavating, Inc.

Fire Department

Fred's T axidermy

Create a New table entry
Undo any unsaved changes to the item.

Delete the item from the table.

@ Find shows a listing of all items. Click
End | the item to select (see Figure 13.

‘ Done ‘ FErint

27



Using TransAct Welcome

To select anitem from the list, click the desired item..
To print the entire list currently in view, click the Print button.

NOTE: To print adetailed listing of atable, select Reporting | Reports. Find the desired table
Listing from the Report Type drop-down list and print the report.

To return to the table, click the Done button.

NOTE: TransAct automatically generates a category item called None (code-1). The None item
cannot be edited and is not shown in the item list, but is available elsewhere in the
program. Do not create a category item called None.

F11 Sort Order Hot Key - Changing sort between Code and Description

28

Whenintheweigh form, pressing the F11 key on the keyboard will automatically change the sort order
of thelist between By Code and By Description. In order to change the sort order from any other form,
the F11 key must be pressed before the list is opened. Once alist is open, it must be closed first.

St Opce | = Deeslaipion

To quickly scan through alist, start typing the code when Sort Order = Code, or thefirst few characters
of the description, when Sort Order = Description.

All TransAct codes are alpha-numeric fields. In order to have alist sorted numerically, make sure al
codes are the same length with leading zeros. The example below shows the difference.

Table 2. Table Sorts

1 001
10 002
11 003
12 004
100 005
2 006
20 007
21 008
22 009
3 010
30 011
31 012
32 013
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Calendar Button

Using TransAct

All date fields have an available calendar button & | . To open the calendar control, click the calendar

button.

Figure 14. Calendar

4 1997 3
4 September >
Sun Mon Tue Wed Thu Fri Sat
EEJ1[2[3[a]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
0K I Cancel |

To select adifferent month or year, click the arrows to the left 4] and right |»] of the month and year
labels. Select the day by clicking the numbers displayed in the calendar. To accept the new date and
closethe calendar control, click OK. To closethe calendar control and not accept changes, click Cancel,

the date will will not be changed.

To enter adate using the keyboard, select the date field. When typing directly into adatefield, usethe

forward slash "/" between the day/month/year (e.g. 03/11/2002).

Filenames

Filenames used within TransAct cannot be longer than eight (8) characterslong and cannot contain any

spaces. They may contain letters and numbers. A user creates filenames during backup, archive,

import/export, ticket file creation, batch file creation, etc.

Version 3.5
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Logins

The Logins button is used to setup user logins with different levels of security. Itisalso used tologin
and out of TransAct without having to quit the program.
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Login accounts

User Accounts

To setup user logins, select Logins | Edit Login Accounts from the main menu. The User Table appears.

Figure 15. Login User Table

User Table [ <] I
Login Information
Login Hame
Password I:I

Security Level |3 Adminiztrator [update everything] |l]

Real Hame |First M. LastM ame |

S8 Il (Rl P (P = [l i 2N

Save | Fist | Frew | iMest | Last New | Undo | Delete [ Eind

User logins consist of alogin name, optional password, security level, and full name. Only the
Administrator is given access to the TransAct User Table.

To create anew login, click the New button. An empty Login Information form appears.

Login Name

The login name can be a maximum of eight characterslong. Letters and numbers can be used, but no
spaces. Information in thisfield is not case sensitive.

Example: If theLogin Name iSAdmin, with acapital A, the user does not have to type “Admin”
when logging into the system. They can type “admin”, with alower-case A, and still log
onto the system using the Admin account.

Password

Passwords are optional, but recommended to ensure a secure environment. Without password
protection, anyone can sign in as the administrator and make unauthorized changes to the database.
Passwords can be a maximum of eight (8) characters long. Letters and numbers can be used, but no
spaces. The password is not case sensitive.

When entering a password, an asterisk (*) is used to symbolize a character.
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Security Level

To display adrop-down list of valid security levels, click the arrow next to the Security Level option.
TransAct provides four different levels of security.

Figure 16. Security Levels

User Table [ <] I
Login Information
Login Hame
Password I:I

Security Level |3 Administrator [update everything) -

De ptio -
Real Hame 5

=4 W

Save Fiist Erew Heur Last New | Ondo | Delete | Emd

Guest [read only]

1 Operator [read tables, add transactions]
Supervizor [update tables, add ranzactions)
Adrminiztrator [update everything]

Level 3isthe Administrator level. Only the administrator can add or delete users and reset passwords.
TransAct installs an “admin” login assigned to the administrator level that is not password protected.
Since the administrator level has access to everything, it should be password protected. After
installation, use the User Table to assign a password to the admin user.

Level 2isthesupervisor level. Thesupervisor level allowsaccesstoeverythinginthe TransAct program
except Logins. Thislevel isnot allowed to add or del ete users, or reset passwords. Only theadministrator
level isalowed to change the Next Ticket, Next Receipt, and Next Statement numbers.

Level listheoperator level. The operator isgiven accessto read all tables but isnot allowed to modify
information in the tables. From the weigh form, an operator can update and add tares using the weight
on the scale, they are not permitted to modify tare weights by typing in avalue. The operator level also
allowsan operator to view Quick Scan results, run reports, and perform the backup and restore Utilities.

Level Oisthe Guest level. A guest isonly allowed to view the tables (e.g. Customer Accounts,
Categories, and Permits) in the program. They are not permitted to edit tables, view transactions, or
create transactions.

Real Name

Typeintheuser’ sfirst andlast name. Thisfieldisusedtoidentify thelogins. Thelogin nameisrecorded
with each transaction.

To savethenew user, click the save button. If apassword was assigned to the user, the Verify Password
Change form appears.
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Figure 17. Password Verification

User Table B I

Yerify Pazsword Change

Please Reenter Password

=5 WO e e (] il |

Save Fiist Erew Hewr Last New | Ondo | Delete | Emd

Type the password identically as it was entered in the Login Information form. Press Enter on the
keyboard to continue.

If password verification isincorrect, afailure message appears. Click OK to continue and retype the
password.

If password verification is correct, a successful message appears. Click OK to continue.

Logging in as Another User

Tolog into TransAct as another user, select Logins | Logout from the main menu. The TransAct Login

Form appears. The current user is automatically logged out of TransAct. The new user can now log
into TransAct.
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Admin

This section describes commands under the Admin button of the menu bar. The following features are
available using the Admin commands.

* create customer accounts
¢ enter orderg/job table information
* create permits
build category tables
backup, restore, archive, import, and export database information
 configure scale, data terminal devices, and printer ports
(&

To view the commands available, click the | ;4 | Admin button in the menu bar.

NOTE: Depending upon the version of TransAct you are using, certain features may be disabled.
TransAct Plus has all features enabled.
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Customer Accounts

Use Customer Accounts to create and edit customer accounts. All TransAct transactions are attached
to a customer account.

NOTE: Hauler and Bill-To accounts are setup in the Customer Account Table. During the weighing
process, hauler accounts and bill-to accounts are selected from this list. The Hauler
category (Admin | Categories | Hauler) setup when a sample database was installed was
designed to help categorize different types of haulers for reporting purposes.

To create or edit customer accounts, select Admin | Customer Accounts from the main menu. The
Customer Account Table window and Customer General Info form appears.

The first customer account in the tableislisted. If there are no customers, the Customer General Info
formwill show acustomer number of zero (0) and blank Name field. Begin entering customer accounts
at this point.

Figure 18. Customer General Info

Customer Geneeal Info

Gasetommen Numibei [ | Mame [0 D DispesedCa I |
Contacy Hame
Addeess | 0y o her Sreet
Address
[ Fr——— | state/Provinee
Zin/Pastal Code [0 | Phane | | Fax| |
Ticket Type [tz gt [-]
Delault Mateal |1 SdidWase F,
Diofault Aaea [0 ChippswaFals T
Diefault Aake Table| D=fzul Flates >
|A|:|:ﬂ.rti'g Irfgl | Tnick || Crvsier. | | Pop Treiler l

ii__-| e |} e |ﬁ|§ kgl (Rl (R

Figd | Dew | Hedt Hew | ote fiDsere) pein

To create anew customer account, click the New button. A blank Customer General Info form appears.

Customer Number, Name, and Address

Every customer account must have a Customer Number and Name. The Customer Number cannot be
larger than ten al pha-numeric characters. The Name cannot belonger than 40 al pha-numeric characters.

Contact Name, Address, Address, City, State, Zip, Phone, and Fax information may be entered for the
customer, but is not required. Thisinformation can be printed on tickets and will be printed on
statement/invoices and certain reports.
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Default Categories

Customer Accounts

When creating customer accounts, default items may be set for each category. Default category items
areintended to simplify weigh form processing by eliminating the need to select category items every
time a customer account is selected.

NOTE: Using default category items will affect unattended systems. Additional documentation
has been created to better explain unattended features. Please contact your TransAct
representative to obtain this information.

To select acategory item other than None, click the arrow to display a category drop-down list. Select
the item that will be used as the default for the selected customer account. Default itemswill be used,

unless changed by the operator, when transactions are created in the weigh form.

Figure 19. Selecting Default Categories
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Accounting Info...

The Accounting Info button displays the Customer Accounting Info form.

Figure 20. Customer Accounting Info

Customer Accounting Info

11 %D Digpreal Co. Ing

e e IR

RS rrre— rTE—
Last Transaction 7725133901 2301 P
Discourt Aate [no0 | & Aosount Revoked [
Finance Chasge x T:m"::f_f
Himai * Mot Billed
County Tax (0700 | % Goodt Limit[foon |
Enabla Credit Limit Check [
=Y BEQ BN 1 b (L
e | Pt | oo | et | Lon | v | oo [Deen)] Eea

This form allows the user to adjust previous and current balances, establish a credit limit, and enable
TransAct to check a credit limit during atransaction. It also allows the user to setup an account as
revoked, tax exempt, cash only, and not billed.

When an account is revoked, TransAct prompts the user and the transaction cannot be completed.
Special discounts, finance charges, and taxescan beapplied. Thesevalueswill beusedinstead of system
defaults when the field contains a value greater than 0.00.

Tousethecredit limit feature, enter adollar amount in the Credit Limit box and placean ‘X’ inthe check
box to theright of Enable Credit Limit Check. TransAct will check for credit limit when the transaction
isstored or printed. Theoperator isgiventheoption to accept or reject thetransaction. Itistheoperator’ s
responsibility to use Reporting | Quick Scan to void any open tickets that have been rejected.

To return to the Customer General Info form, click the General Info button. To save all
changes made to the customer account, click the save button.

A warning will appear if any changes have been made and not saved. ToreturntotheCustomer Account
Table and save the changes, click Yes. To cancel all changes, click No.

Tare Buttons

38

TransActinstallsthreetaretables. Buttonsto accessthesetablesarelisted at the bottom of the Customer
General Info form (Truck, Container, and Pup Trailer). These tables can be renamed or turned off to
meet aspecific application. To edit tare names, refer to the Appendix, Editing the TransAct Initilization
File.
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For documentation purposes, Truck, Container, and Pup Trailer are used to describe Tarel, Tare2, and
Tare3 tablesrespectively. When tare weights are used during atransaction, the sum of all tare weights
are calculated and applied toward the net weight.

NOTE: Savenew customer accounts before entering tare weights.

Truck/Tarel

Each customer account can have alist of trucks with tare weights. To view alist of truck IDs and tare
weights, click the Truck button, from the Customer General Info form.

Figure 21. Truck List

1 0 _0 Digpoeal Co_. Inc.
Humber | _ Tane weight [

103 254010

Click anpwmhere in the sk o
updat or add & ke,

Done

To begin creating alist of Truck tare weights, click the column headings (i.e. Number or Tare Weight).
To edit existing information, click the truck number. A window containing the Truck Table appears.

Figure 22. Truck Table

7 Tane Data ~ Truck Data
N Mawaioht [l | Batee[5 |
e Er— P —
Set Diate | w500 i ey [~ Reset Motes Daily
L I e |
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Hiidee Jobs [AutoT ouch) T Pup Trailes Reguisd [
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To create a new truck, click the New button. A blank form appears.

Truck Number

Each truck must have an apha-numeric Number. The truck number may be up to ten charactersin
length. An account cannot have duplicate truck numbers. However, the same truck number can be used
by other accounts.

Tare Weight
Thetareweight can be manually entered intothe Truck Table. UsetheUpdate Tares buttonintheweigh
form to update tares using the weight from the scale.

Set Date

When aTare Weight is entered, the Set Date field is automatically set to the current date (computer
date). Thisdate is used to calculate the expiration date when the AutoTareExpire feature is used. See
Editing the TransAct Initialization File inthe Appendix for moreinformation on usingthe AutoTareExpire
feature.

Expire Date

The tare weight can have an expiration date. Use thisfield when routine tare weight checks are part of
your process. A warning appears during atransaction if atare has expired. The operator can chooseto
use the expired tare or reject the expired tare and do a weigh in/weigh out transaction.

Description

Thisdescription appearsinthetaredrop-down list onthe Transaction Details form of theweigh window
and Quick Scan form.

Axles and License

Dialog boxes are available to enter the number of Axles and the License number of the truck.

Maximum Weight

TransAct will not allow atransaction to be completed when atruck exceeds the Maximum Weight. The
following message appears during a transaction.
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Figure 23. Maximum Weight Exceeded Warning

Thiz truck weighs more than itz legal masimum.
This transaction canhot be added.

To clear the message, click OK. The truck must weigh less than the weight specified in the Maximum
Weight field before the transaction can be processed.
Badge

A Badge Number number corresponds to an assigned number for an ID badge. This number must be
unique throughout the truck table. When a badge reader is used with TransAct, information read from
the badge is used to identify a customer vehicle or account. While two different accounts can have a
truck number 100, only one account can use Badge Number 100.

Reset Notes Daily

To clear the note fields for all trucks on adaily basis, place an ‘x’ in the Reset Notes Daily box. These
fields are cleared when the weigh button is clicked for the first time each day.

Notes

Two truck note fields are available. When used, these notes will appear as note lines one and two in
the weigh window. Truck notes can be overwritten during a transaction. During a transaction, there
will be an option to save the new notes with the truck. The new notes will replace the existing notes.

Weigh Only

To setup atruck to be used for aweigh only or check weight application, place an‘x’ inthe weigh Only
box. The date, time, and weight are printed on the ticket, but a transaction is not stored.

Example: An unattended system may mount the digital readout remotely from the scale whereitis
not visible to adriver. Drivers needing to check their weights can swipe a* check
weight” card through the reader to have their weight printed on aticket. This type of
transaction is not stored in the database.

Unattended Tare Update

To alow trucksto update their tare weight while the system is running in Unattended mode, place an
‘x” in the Unattended Tare Update box.
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Hide Jobs (AutoTouch)

Thisfeature is only available with the AutoTouch Unattended system. To prompt adriver to enter a
job number, placean ‘x’ inthe Hide Jobs (AutoTouch) box. Thedriver will not be allowed to view alist
of jobs.

NOTE: Additional documentation has been created to better explain Unattended features. Please
contact your TransAct representative to obtain this information.

Attended Mode Only (ATS-2 unattended only)

Trucks with this flag set are not allowed to process unattended tickets. When the driver enterstheir
badgenumber, TransAct will automatically switchthe ATS-2to attended mode. The ATS-2will display
amessage to let the driver know ATS-2 isin attended mode. Once the operator has completed the
attended transaction, they must manually place the ATS-2 back in unattended mode by clicking the
Attended button.

Tare 2 and Tare 3 Required

To warn the attendant that atruck requiresaTare 2 or Tare 3, place an X in the Tare 2 and Tare 3
(Container and Pup Trailer) option boxes. When aTruck requiring aContainer or Pup Trailer iSselected
during the weigh process, the transaction cannot be processed until a Container or Pup Trailer iS also
Selected.

Today's Statistics

Theinformationfound inthe Today’s Statistics section of thetruck table servestwo purposes. Thefirst
purpose is to enhance transaction processing. To use this feature, a transaction must be started by
selecting a Truck Id in the weigh window. When atransaction is completed, the Orders/Job, Bill-To
Acct., and category code are stored in the Last Order, Last Acct., and Last Code (‘Code’ refersto the
category code that rates are attached, i.e. Material) fields. The next time thistruck is selected to start a
transaction, this information will automatically fill the orders/Job, Bill-To Acct., and category code
fields of the Transaction Details form.

NOTE: ThelLast Order, Last Acct., and Last Code fields can be edited. This allows atruck to be
assigned to ajob, account or material code when running in Unattended mode.
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Figure 24. Truck Table - Today' s Satistics

“Taue Data ~ Truck Data
. M Weight [0 Badge
Humber [IE Lic:emee | Aoz [0 |
Toue Weight [0 ke Mates | |
Sob Dats [727013 | [ |
Expire: Date El ‘weigh Only [ Containe Frequired [
Descrinlion | Unattend Tare Updats Fup Tialar Reguired [
Toeday's Glabskics
Code  Dazcription Laads ity
Last Dude 1 Solid Waszt 2 0.9
R 2 -:2.1 :tru:: ign and 1 4.4
T —
Lot Goels £
oo | P | P | M | Lamt | Bew | Lo § Dpeia| EBied

The second purpose is to accumulate daily totals. Total number of loads and quantity of up to five
different category codes can be viewed at atime. If more then five items are hauled during the day the
fifth line will display the new item hauled. Truck totals are updated for each transaction. When the
transaction direction isthe same asthe default direction, the transaction weight will be added, otherwise
it will be subtracted. Load count isalwaysincremented no matter what the direction. The accumulated
daily totalsfor all trucks are reset at the start of each day.

To save Truck tare information, click the Save button.

Toreturntothe Truck Table list, click the Done button. To return to the Customer Account Table, click
the Done button.

A warning appearsif any changes have not been saved, click Yes to save the changes. To cancel all
changes, click No.

Container/Tare2 and Pup Trailer/Tare3

As mentioned above, each customer account can have two additional tare tables. To enter
Container/Tare2 and Pup Trailer/Tare3 tare weights, follow the same procedures as entering Truck tare
weights.
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Orders/Job Table

Use the Orders/Job Table to monitor job costs, organize transactions, and define special rates.
To create or edit ajob, select Admin | Orders/Job from the main menu. The Orders/Job Table appears

Figure 25. Job Table Window
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The orders/Job table will be blank if there are no jobs in the table. Begin entering items at this point.
Click the New button to setup a new job table.

Required fieldsfor the Orders/Job Table consist of an alpha-numeric job code, description, and bill-to
account. TheCode can beamaximum of ten (10) charactersand may contain spaces. Thejob Description
can be a maximum of thirty (30) characters. Use the down arrows to select Bill-To Accounts.

Figure 26. New Orders/Job
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Direction

Use the direction flag to set ajob in the opposite direction from the default direction. During a
transaction, job totals are updated. When the transaction direction is the same as the default or selected
direction, thetotalswill increase. When thetransaction directionisdifferent from the default or selected
direction, totalswill decrease. L oad count isalwaysincremented no matter what the direction. Statistics
for all trucks are reset at the start of each day

Running the Jobs report will update all job balances, click Reporting | Reports, Select Jobs from the
Report Type drop-down list and select to print or view the report.

Special Instructions/Notes and Reminders

Use these fields to enter special instructions such as directions or material destinations. These
instructions and notes can be printed on tickets.

Dates

The date fields are used to set quote dates, activate orders, and expire jobs. The Quote Date IS
automatically filled with the system date whenever aNew order or job is started. Jobs will not appear
intheweigh form unlessan Ordered Date has been entered. Jobswith an expiration date will not appear
in the weigh form.

Taxes and Rates

When tax fieldsare defined in the Setup and Misc. Rates table, they will appear intheOrders/Job table.
By default they will appear with zero tax values. When all tax fields have avalue of 0.0, TransAct will
usethedefault tax amountsdefined in the Setup and Misc. Rates table. If any tax field inthe Orders/Job
table is changed to a value other than 0.0, all other defined tax fields are considered custom as well.

Placean ‘x’ inthe Tax Exempt box to set ajob astax exempt. Usethe drop-down list to select adifferent
rate table.

To save Orders/Job information, click the Save button.

Find Button List Options

¢ All Jobs- Listsall jobs, active, and expired
¢ Active Jobs - Lists only jobs without an expired date.
* Expired Jobs - Lists only jobs with an expired date.
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Items

The ltems Ordered tableis used to set order quantities and specia rates for a particular item. Special
rates will be used to calculate charges during a transaction. The Delivered, Remaining, and Loads
statistics will be updated after each transaction.

NOTE: Items can be selected during a transaction that are not included in the items Ordered table.
Default rates will be used and quantities will not be tracked.

To add itemsto an order or job, click the ot Items button. The Items Ordered table appears over the

Tretns

Orders/Job Table.

Figure 27. Adding Items - Empty table
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When the Items Ordered tableis used, quantities and special rates can be setup for individual items.

NOTE: To make sure an existing itemisn’t overwritten, click the New button. A new item can be
added safely when the category code displayed is-1 None.

To setup anew item in the table, click the New button. Select the unit of measure that will be used for
the special rate.
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Figure 28. Adding Items
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Select an item from the drop-down list (i.e. Material). If default rates exist for the selected item, they
will appear in the table.

Use the quantity Ordered field to store the amount ordered for an item. When the ordered amount has
been exceeded during a transaction, awarning will appear. The operator can choose to complete the
transaction and exceed the ordered amount or cancel the transaction.

TheDelivered fieldisthetotal amount of anitem deliveredto date. TheRemaining field isthedifference
between the ordered amount and the Delivered amount. The Loads field tracks the number of loads
delivered for each item.

Enter special ratesfor thisjobitem. To enter aratefor Pounds, click thecirclenext to Pounds to activate
Pounds asthe unit of measure or click Tons to activate Tons asthe unit of measure. The per pound rate
isautomatically converted to a per ton rate.

NOTE: Conversion calculations do not exist for Yards or Units. When changing the unit of
measure from Pounds Or Tons to Yards Of Units, verify the rateis correct.

The Per Load check box isused to assign aflat rate per load when thisjob and thisitem is selected
during atransaction. To turn Per Load on, use the mouse to place an ‘X’ in the box.

Example: The above form shows a Delivery rate of $35.00. Since the Per item box has been
checked, a Delivery rate of $35.00 will be added to every transaction using this job
number and item.

To saverateinformation for an item, click the Save button. To return to the Orders/Job Table, click the
Done button.
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Permits
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Use Permits to setup individual “sub” accounts within a customer account.

Example: A township may allow residents to use the landfill under the township’s customer
account. However, the township would like reports on the residents using the landfill.
Each resident can be assigned a unigque permit number. The permit numbers are attached
to the customer account. The resident’ s name, address, driver’s licences, license plate
number, and issue/expiration date can be recorded using the permit form.

To create or edit permits, select Admin | Permits from the main menu. The Permits form appears.

The first permit in the tableislisted, if there are no permits, the permit window will show a permit
number of zero (0) and all fieldswill be blank. Begin entering permits at this point.

Figure 29. Permits Window

Permit Number

Permit Hame |Active Dizpozal & Recycling, Inc. |
Mailing Address |P-U- Box 637 |
Street Address | |
City |Lake Delton |
State/Province Zip/Postal [53340 | Phone [(g0s1 2547278 |
ez e LcensePlate [ |

Memo [#DNR License No. 10531

|
Issue Date Expires E Status

Customer Account |3 Active Disposal & Recycling, Inc. |l]

Discount Rate
B |l [l [l |l (o X m (S

Save Fiist Ereu Heur Last New | Ondo | Delete | Emd

To create anew permit, click the New button.

To select an existing permit, click the Find button at the bottom of the window. A window containing
the Select Permit table appears.

Every permit must have a Permit Number and Name. The permit must also be attached to a Customer
Account. ThePermit Number cannot belarger than nine (10) al ph-numeric characters. The Name cannot
be longer than forty (40) alpha numeric characters. Select a Customer Account from the Customer
Account drop-down list.

The address, driver’s license, and memo fields are optional. Enter the address information in the
Address, City, State, and zip fields. When entering aDriver’s License, thefirst character must bealetter.
A forty (40) character text option box is provided for the Memo.
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If desired, enter a permit issue date and expiration date in the appropriate option boxes. If adate isnot
specified, the permit will never expire.

Tosetapermitasvalidor invalid, click thedown arrow next to the Status option. When apermit expires
orisinvalid, TransAct warnsthe operator at the start of thetransaction. A user must have Administrator
or Supervisor access to renew or validate a permit.

To save aPermit, click the Save button. A warning appearsif any changes have not been saved, to
return and save the changes, click Yes. To cancel al changes, click No.
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Categories

To create and edit itemsin a category, select Admin | Categories. A category groups transactions for
reporting purposes. Categories also serve as a means for applying rate codes and rate table codes.

Using Categories

A maximum of four categories can be defined in the TransAct initialization file (TRANSACT.INI). One
category is designated as the category in which product rates are attached. Another category is
designated for storing additional rate table names.

Category names can be customized to match an organization’s naming preferences. For example, an
organization may refer to their product category listing as Material, Product, Refuse, Rock, Grain, etc.
Throughout this documentation, this category listing will bereferred to asMaterial. Rates can be setup
for itemsin thislist.

Our examples will occasionally refer to a second category named Area. This category will be used to
determine the location amaterial isgoing to or coming from. For example, arecycling center may use
Area to track which cities, townships or villagesMaterial iscoming from. Pleaserefer to the Appendix,
Editing the TransAct Initialization File, for more information and examples on customizing category
names.

Primary Category

50

One category must be designated as the category in which rate codes are attached. Use this category
to list charge items. For example, alandfill will charge customersfor garbage, tires, appliances, etc. A
gravel pit may charge customersfor sand, 3/4” rock, landscape stone, peagravel, etc. The name of this
category is determined during installation.

Figure 30. Selecting Industry Type

How would you like TransAct configured?
As a:

#: Solid Waste Application.

¢ General Application.

Cancel |

If TransAct was configured asaSolid Waste Application, the category was named Refuse. If TransAct
was configured as a General Application, the category was named Material. The name of this category
can be changed by editing the TransAct initialization file. Please refer to the section [Category 1-4] on
page 186 of the Appendix for more information.
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To add or edit category items, select Admin | Categories | category name (Material for our examples)
from the main menu. The Category Table appears.

The category table shows information for the first category item. If there are no itemsin the table, the
category tablewill show acode of 0000 and blank description fields. Begin entering items at this point.

Figure 31. Example of a Category Window
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To create anew category item, click the New button.

Code and Description

The category table has a Code and Description field. Each category item must have a numeric or

alpha-numeric codeand description. Thecodemay beuptofour (4) charactersinlength. Thedescription
may be up to 30 charactersin length.

Default Category (Material)

A default material item other than -1 None can be selected by checking the Default Category (replace
Category with the table name) options box. The material selected as the default material will be used
during atransaction. The default material selected for anindividual customer account will overridethis
option. A Default Category option is available for all four category tables.

Allow Override Rates

When the Override Rates feature is enabled, an Administrator or Supervisor can select to have certain

category items unavailable for an Operator to override. For more information about the override rates
feature, see Editing the TransAct Initialization File in the Appendix.
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Note Field

A Note fieldisavailableto usewith each category. Thisnotefield can be printed onticketsand exported.
The field name can be changed by editing the TransAct initialization file. For more information about
the TransAct initidlization file, see Editing the TransAct Initialization File in the Appendix.

Inventory Units

To activate inventory tracking for an item, select the unit of measure (UOM) that will be used to track
the item; weight (pounds, tons, kilograms, or metric tons), yard or count. Enter a beginning inventory
balance. Inventory will automatically be adjusted with each incoming and outgoing transaction.

Selecting the UOM from the inventory section can be useful, even when materia inventory is not
tracked. When thisoption isactive, the Units button intheweigh form automatically switchesfrom the
default UOM to the UOM set in Inventory Units for the selected material.

For example, most transactions are weighed, therefore the system default UOM is probably Pounds or
Tons. However, not al itemsin thelist may be weighed items. Tires brought to alandfill are probably
counted. Select Tires from the item list. Click Unit Count from the Inventory Units list, then click the
Save button. Whenever Tires is selected from the Transaction Details form, the Units button will
automatically switch from the default UOM to Unit Count.

During atransaction the UOM can always be changed by clicking the units button. If the UOM is
changed during atransaction and nolonger matchestheinventory UOM, thefoll owing message appears
when the Print Ticket button is clicked.

Figure 32. Unit Check Message

"o wois Bk bo confinue even trough e Uik are nok o=k the sane a8 tee oelaudt unies for the
aalached calwnon?

'.”YE.S-.” Nh |

Tooverridethetransaction with thenew UOM, click Yes. To make changes before continuing, click No.

Mix

Mix refersto an item used with a concrete mix batching system. Additional documentation has been
created to better explain the concrete batching feature. Please contact your TransAct representative to
obtain this information.
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Rate Table Category
TransAct is capable of supporting multiple rate tables. Upon installation, TransAct installs a default
rate table and a minimum charges table. These tables cannot be deleted. Additional rate table names
can be added to the Rate Table category.

Example: Default Rate Table would contain the standard pricelist. A Contractor Rate Table may be
added to accommodate special pricing for certain accounts. If desired a different rate
table could be added for each customer.

To add rate tables to the Rate Table category, select Admin | Categories | Rate Table from the main
menu. The Rate Table Table appears.

Figure 33. Rate Table Category
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To create anew rate table, click the New button.
Enter aCode and Description for each item. To save the new rate table name, click the Save button.

Figure 34. Rate Table Category Item
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When TransAct isinstalled, the -1 Default Rates table is selected as the Default Rate Table. Any rate
table can be selected as the default rate table by checking the Default Rate Table option box. The rate
table selected as the default rate table will be used throughout TransAct. The default selected for an
individual customer account will override this option.

To save all changes, click the save button.

. . . $ .
To setup material rates in the new table, click the tht'ram. Edit Table button. The Edit Table buttonisa

short cut to the Rates window. The Rates window is also accessed by selecting Accounting | Rates.
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Additional Category Tables

Additional category tables may be used to help track additional transaction information for reporting
purposes. For example, asolid waste operation may wish to track the city, township, or village where
items are coming from or an aggregate operation may wish to track the county the material is going to.

To turn on the other two category tables, the TransAct initialization file must be edited. Please refer to
the Appendix, Editing the TransAct Initialization File, for more information.

Onceacategory table has been defined, the name of thetable appearsinthe Admin | Category pull-down
menu.

Each item must have a Code and Description, just like the primary category table. Enter a code and
description for the item. To save the item, click the save button.

A default item can be selected by checking the Default Area options box. The default selected for an
individual customer account will override this setting.

Toview alist of itemsin any category, click the Find button. To return to the category window, select
an item or click the bone button.

Sub-Categories

54

Each category can have one or two subcategories. Subcategories are also defined in the initialization
file. Subcategories help group category items for reporting purposes.

In the following example, acategory called Area has been setup. This table will list the city, township
or village where material iscoming from. A subcategory for the Area table called Type has been setup
to help define the different types of areas; City, Township, Village or Other

Select the type of areafrom the Type drop-down list.

Figure 35. Sub-Category Field
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To save an item, click the save button. To cancel any changes, click the undo button.
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A warning appearsif any changes have not been saved, to return and save the changes, click Yes. To

cancel al changes, click No.

Torunareport using the Type subcategory, select Reporting | Reports from the main menu. When Area
is selected asthe Major or Minor Select Order, the Type subcategory becomes available. To run areport
that will include all areas defined as avillage, select village from the Type drop-down list.

Figure 36. Subcategoriesin Reports
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Utilities

Backup

Restore Backup
Archive Transactions
Restore Archive
Import Data

Export Data
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Creating a Backup File

Backup! Backup! Backup!

58

Since acomputer hard driveis one of the most common componentsto fail, adaily backup to another
type of media should always be performed! TransAct provides a backup utility for backing up the
database. Several types of backup media are available; e.g. Zip Drive, writable CD-ROM, Tape, etc.
No matter what type of backup mediaisused, it isimportant to establish an adequate backup rotation
plan.

To run the backup utility, select Admin | Utilities | Backup from the main menu. The Backup Database
window appears.

Figure 37. Backup Database Window

Backup Database
List of used backup names:
bulZ1838.mdb o -
Insdata mdb ‘ = J'
template. mdb = ot

wizahd. mdb

#= transact

Enter backup name [double click for default): (bu021838

Backip Delete

| Backup successfully completed

Options within the window include a List of used backup names, available destination drives and
directories where the file can be stored, and space to enter a backup filename.

To view adrop-down list of available drives, click the [=.: =] down arrow. To select
your preferred backup drive, click the drive letter.

NOTE: The TransAct backup utility will not backup directly to aread/write CD-ROM. Backup to
the local hard drive, then use Windows Explorer to copy the file to the CD-ROM.

To select adifferent directory, use the destination option box.

Figure 38. Default Directory

#= transact
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A default backup name is generated by appending the system dateto the letters“bu” (i.e. bummddyy).
To change the filename, place the cursor in the filename box.

Figure 39. Entering a Filename

Enter backup name [double click for default): |bu1 03198 |

To change back to the default filename, place the mouse I-beam in the filename box and double click.
To begin the backup process, click the Backup button.

If an existing backup filename is selected, either by highlighting the filenamein thelist or by typing it
intheEnter backup name option box, awarning appears. To overwritethefilename, click Yes. Toreturn
to the Backup Database form, Click No.

If afilename has not been entered in the Enter backup name: option box, awarning appears. To return
to the Backup Database form, click OK.

Backup Successfully Completed will be displayed at the bottom of the Backup Database window once
the backup is complete.

Deleting Existing Backup Files

The entire database is backed up whenever a backup is performed. Whileit isimportant to backup the
database daily, it is equally important to delete old backup files. Deleting old backup files helps keep
information on the computer hard drive manageable. No more than one month’ sworth of backups needs
to be stored on the hard drive. One or two weeks is probably more realistic.

NOTE: Some users store a backup once a month just prior to running statements. The backup file
created prior to statement processing begins with an ‘st’ instead of a‘bu’. Do not delete
thisfile.

To delete old backup files, select thefileto delete from the List of used backup names option box with
asingleclick.

To delete the selected file, click the Delete button. A warning appears before the file is deleted. To
delete the file and proceed click Yes. To return to the Backup Database window, click No.
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Restore Backup

A backup may need to be restored if the existing database becomes corrupt or damaged.

To run the backup restore utility, select Admin | Utilities | Restore from the main menu. The Restore
Database window appears.

Figure 40. Restore Database Window

Restore Database [ <]

List of available backups:

byl ndb -
Imsdata.mdb J|
template.mdb

= et
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Enter Backup to restore [without .mdb): |bu103036

Bestore

Options within the window include aList of available backups, available drives, directories where the
files can be stored and space to enter a backup filename.

The restore utility searches the default drive and directory for backup filenames where the TransAct
program isinstalled, typically C:\TRANSACT. Backup filenames are listed in the List of available
backups: option box.

To view adrop-down list of available drives, click the [=le: =] down arrow. To select
your preferred backup drive, click the drive letter.

To search adifferent directory, use the destination option box.

Figure 41. Destination Directory

#= transact
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With asingle click of the mouse, select the backup filename to restore.

Figure 42. List of available backups Option Box

List ol awailshle hackups:

Imeedata.ndb
Pesrrgod st ks

To begin restoring the backup, click the Restore button.

During arestore, the current database is overwritten with the backup file selected. A warning appears
to verify continuation of the restore process. To continue restoring, click Yes. To cancel the restore
procedure, click No.

Restore Successfully Completed Will appear at the bottom of the restore backup window, once the
restore is complete.
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Archive Transactions

Archiving isamethod of removing (or purging) transactionsfrom the database. It isrecommended that
transactionsbepurged on ayearly basi sto maintain databaseintegrity and improve system performance.
Because archiving removes transactions from the database a backup should always be done first.

Creating an Archive

Toarchivetransactions, select Admin | Utilities | Archive Transactions fromthemain menu. TheArchive
Transactions window appears

Figure 43. Archive Transactions window

Archive Transactions [ <]

iiomllae)| 1/1/46 E @ Al Transactions
To Date | 11/320/96 E O Inveiced Transactions
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Archive Name [double click for default): [EREEES

Delete |

Archive |

Select adate range to archive transactions. The date range selected will remove transactions from the
database within the specified date range.

Choose which transactions are archived in the option box to the right of the date range. The black dot
denotes the selected item. Choose All Transactions to archive al transactions within the selected date
range. Selecting Invoiced Transactions will only archive transactions which have been billed to the

customer.

To use adefault archive filename, place the mouse I-beam in the Archive Name: box and double click.
TransAct generatesthe filename by appending the date sel ected in the Date To option box to the letters
“ar” (i.e. armmddyy). Place the cursor in the filename box to change the filename.

To continue, click the Archive button.

Because archiving will alter the database, TransAct recommends making a backup of the current
database prior to archiving. The following message appears.
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Figure 44. Backup Warning

Archiving will backup and patentially remove many transactions from
your databaze. ‘We strongly suggest you perform a backup at this

time.

‘wiould you like to make a backup?

Mo | Cancel |

To backup the database prior to archiving, click Yes. Archiving continues, once the backup iscomplete.

When a backup, prior to archiving, is not desired, click No. To return to the Archiving Transactions
window, click Cancel.

If afilename has been highlighted inthe List of archive files or aduplicatefilenametyped intheArchive
Name: option box, awarning appears. To return to the Archiving Transactions window, click No. Enter
adifferent filenamein the Archive Name: option box. To overwrite the existing filename, click Yes.

If afilename is not specified, a warning appears. To return to the Archiving Transactions table, click
OK. Type afilenamein the Archive Name: option box. To continue, click the Archive button. To use
the default filename, place the mouse I-beam in the filename option box and double click.

Deleting Existing Archive Files

Deleting archivefilesrequires more care and system planning than del eting old backup files. Archiving
removes old transactions from the TransAct database. Restoring an archive file or a backup created
prior to archiving, isthe only way to view archived transactions. If the file has been deleted, the
transactions stored in the archive file are del eted.

If archive files have been backed up or copied to another media, such as afloppy diskette, zip disk or
tape backup system, the files can be safely deleted from the computer hard drive. Archived files can
berestored from the other backup source to the computer hard drive. These transactions can berestored
into the TransAct program.

To delete archivefiles, select the file from the list of filenames.

Figure 45. Archivefilelist

| arl 038 gar
[ 1171%6 g

To delete the selected file, click Delete. A warning appears before the file is deleted. To delete thefile
and continue, click Yes. To return to the Archiving Transactions window, click No.
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Restore Archive
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The Restore Archive feature is available for restoring archived transaction files.

To restore archived transactions, select Admin | Utilities | Restore Archive from the main menu. The
Restore Archived Transactions window appears.

Figure 46. Restore Archived Transactions window

Restore Archived Transactions B

arl 11196 gar

#= transact

Select archive/s from above list.

Fiestore Archive | ‘ Delete |

Optionswithin thewindow include alist of archived filenames, available drives, and directorieswhere
the files can be stored.

To view adrop-down list of available drives, click the [=le: =] down arrow.

To search adifferent directory, use the destination option box.

Figure 47. Destination Directory

#= transact

With asingle click of the mouse, select the archive filename to restore.
To begin restoring the selected file, click the Restore Archive button.

Sincerestoring an archivewill alter the database, TransA ct recommends making abackup of the current
database. The following message appears.
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Figure 48. Backup Prior to Restoring Warning

Fiestoring an archive can potentially add many transactions to pour
database. ‘We strongly suggest you perform a backup at this time.

‘wiould you like to make a backup?

Mo | Cancel |

To backup the database before continuing, click Yes. When the backup completes, archive restoring
continues. When abackup prior to archiverestoringisnot desired, click No, archiverestoring continues.
To return to the Restore Archive Transactions window, click Cancel.

Archive Restored will appear at the bottom of the window, once the restore is complete.
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Importing and Exporting Data

TransAct provides utilities for importing and exporting transaction information. Before importing or
exporting can be completed, definition files need to be created. A definition filetellsthe program what
information is to be imported or exported and how it is formatted.

Definition files are created using any text editor, like Notepad. The files must be saved with a .gid
extension and stored in the TransAct installation directory. Thefirst line of the definition fileidentifies
the database table to be used. Currently, only data from the Transaction Table of the database can be
imported and exported. Each lineof thedefinition fileisformatted into seven commadelimited sections.

Table 3. Export/Import Definition File Delimiters.

Field Name Valid transaction database field names (listed later).
Field Type Character, Number or Boolean.

. Length of field that will be written to the export data file. The number of characters
Field Length

extracted from an import file.

Used to import numeric data fields with an implied decimal point. For example, if

Decimals decimals is 2 and the imported field is 15025, the data is converted to 150.25.
. Used to place a fixed value in an export data file field or to assign a fixed value to
Fixed Value : ; .
a database field when importing.
Character used to delimit the field. These names can be used for the following
predefined delimiters:
Delimiter TAB (tab) NL (new line) SPACE (space)
COMMA (comma) CR (carriage return) LF (line feed)

Any character can be used for a delimiter field by entering the character’s
numeric ANSI code. For example, the ANSI code for a space is 32 and a tab is 9.

Yes or No. Used to import files that have multiple delimiter characters between

Multi-delimiters | ¢ 1c The default value for this field is No.

Sample definition file

TransactionTable

Ticket Number , Number ., , COMMA ,
Account , Number ., , COMMA ,
Truck Number , Character, ., , COMMA ,
Material Code , Character, ., , COMMA ,
DateTime Out , Character ., , COMMA ,
Weight In , Number ., , COMMA ,
Weight Out , Number ., , COMMA ,
Net Weight , Number ., , COMMA ,
Charge , Number 2 , NL ,

Each line must contain seven commadelimited fields. A commamust still be present for unused fields.
Spaces have been added between each field to line up the columns and make the file easier to read.
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Available Export/Import Fields

Thefollowingisalist of fieldsfromtheTransaction Table that can beused intheexport/import definition
files.

NOTE: Only the category description in which rates are attached can be exported.

Table 4. Transaction Table Available Export/Import Fields

Field Keyword Description Export | Import
Site X X
Charge Type Ereeg;iiar Charge, Finance Charge, Payment or X X
Ticket Number Sequential number assigned to each transaction. X X
Ticket Sequence :}gg&l\lumber when multiple items per ticket are X X
Statement Number X X
Hauler Account Hauler account number X X
Hauler Name X

Hauler Contact X

Account Bill To account number X X
Account Name X

Account Contact X

Daily Note X

Job Job Code X X
Job Name Job Description X

Job PO Job PO X

Permit Permit Number X X
Tarel Number Replace Tarel with user assigned name X X
Tarel Tare Weight X

Tarel Tare Setdate X

Tarel Tare Expdate X

Tare2 Number Replace Tare2 with user assigned name X X
Tare2 Tare Weight X

Tare2 Tare Setdate X

Tare2 Tare Expdate X

Tare3 Number Replace Tare3 with user assigned name X X
Tare3 Tare Weight

Tare3 Tare Setdate

Tare3 Tare Expdate

Categoryl Code Replace Categoryl with user assigned name X X
Categoryl Export Only - Replace Categoryl with user X
Description assigned name
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Category?2 Code Replace Category2 with user assigned name. X X
Field Keyword Description Export | Import
Category?2 Export Only - Replace Category2 with user X
Description assigned name
Category3 Code Replace Category3 with user assigned name X X
Category3 Export Only - Replace Category3 with user X
Description assigned name
Category4 Code Replace Category4 with user assigned name X X
Category4 Export Only - Replace Category4 with user X
Description assigned name
User Number X X
User Name X
Date In Date transaction started X X
Time In Time transaction started X X
DateTime In Date and Time transaction started X X
Date Out Date transaction ended X X
Time Out Time transaction ended X X
DateTime Out Date and Time transaction ended X X
Date Edited Date transaction was edited in Quick Scan. X X
Time Edited Time transaction was edited in Quick Scan X X
DateTime Edited [S)(f;\; and Time transaction was edited in Quick X X
Weight In X X
Weight Out X X
Net Weight X X
Gross X X
Adj Weight Weight after percentage adjustments were made X X
Adjustmentl Percent of Load adjustment X X
Adjustment2 Percent decrease adjustment X X
Scale Unit Unit of measure of the scale, Numeric database X X

representation
Unit of measure of the scale, numeric value X
Scale Unit Label converted to text
(e.g. Pounds, Tons, etc.)
Unit Unit of measure selec_ted in TransAct, Numeric X X
database representation
Unit of measure selected in TransAct, numeric X
Unit Label value converted to text
(e.g. Pounds, Tons, etc.)
Base Charge X
Base Chargel X
Base Charge2 X
Version 3.5
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Base Charge3 X
Field Keyword Description Export | Import

>
>

Charge Total charge of the transaction
Added Charge
Charge Notes

Discount

Sales Tax1

Sales Tax2

Sales Tax3
Sales Tax Total Tax (Taxl + Tax2 + Tax3)
Taxable

X| X | X | X| X| X]| X

X X| XX | X| X|X|X|X

Total for all three rate types (Ratel + Rate2 +

Rate Rate3)

Ratel
Rate2
Rate3

>

X | X | X| X

Total for all three rate types (Ratel Per Load +

Rate Per Load Rate2 Per Load + Rate3 Per Load)

Ratel Per Load
Rate2 Per Load
Rate3 Per Load
Conv Rate
Conv Ratel
Conv Rate2
Conv Rate3

Conv Rate
FactorNum

Conv Weightl
Conv Weight2
Charge Notes

>

X| X | X | X[ X| X]| X]| X

Payment
Check Number
Notes 1

Notes 2

Notes 3

Notes 4

Note Category Note
Cash Ticket
Charge Ticket

No Charge Ticket
Statement Number

X | X | X | X| X| X

XX XXX XX X|X|X]|X|X]|X]|X
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Converting Weights in an Export File

All weights stored in the database are based on the unit of measure the scale indicator is set to (e.g.
pounds or kilograms). This weight can be converted using the following keywords...

® Pounds

® Tons

® Kilograms
® Metric Tons

Placethekeyword after the database field within the square brackets. When the unit of measureisyards
or count, the Net value is not converted.

Example: Gross Tons, Weight In Kilograms, Net Weight Metric Tons

Import Data

TransAct can be used to import the data into the Transaction Table, once an import definition file has
been defined.

To run the import utility, select Admin | Utilities | Import Data from the main menu. The Transaction
Selection Criteria window appears. Use this window to select specific data to import.

Figure 49. Transaction Selection Criteria - Import
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To import all datafrom the import file, leave the date range empty and all fields set to -3 All. Click the
Import button.

To import only certain data from the import file, use the Selection Criteria form to determine which
information should be extracted from theimport file. Data can be sel ected by ticket number, daterange,
account or category codes. To continue, click the Import button.
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NOTE: When the Save Settings option is checked, all criteria settings will be saved with the
exception of the date range.

Theimport Data window appears. Usethiswindow to select theimport fileand theimport definitionfile.

Figure 50. Import File Window
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A warning appears when an invalid filename is selected. To select another file, click oK.
To view either of thefiles, click the view button. Thefilewill be opened using Notepad or Write.

During the import process, TransAct creates an import log file. Typically thisfileis stored in the same
location astheimport file. When Log to Application Directory ischecked, theimport log filewill always
be placed in the TransAct application directory.

Once the Import and Definition Files have been selected, click the Import button. An option to backup
the database appears.

Figure 51. Backup prior to Import
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To run the backup utility, click Yes. To skip the backup utility, click No. To cancel the import process,
click cancel. If errors are encountered during the read, the operation is halted and an error message
appears.
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Figure 52. Import Error Message

B0 enors occumed while importing data. Click on the Yiew Log button to zee your error
messages.

To clear the error message, click oK. To help determine what might be wrong, click the | viewLss
View Log button.

Correct the problem in either the import file or definition file and try again.
When data has been read correctly, a summary message similar to the following appears.
Figure 53. Import Complete Message
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If the summary information displayed is correct, click Yes to complete the operation and add the
transactions to the Transaction Table. To cancel the operation, click No. Nothing is added to the
Transaction Table.

NOTE: Reected transactions are transactions that did not meet the selected criteria. The import
was still successful and the transactions processed with no errors (transactions that meet
the selected criteria) can still be added to the database. A reference to duplicate tickets will
be made in thelog when the ignore Duplicate Ticket feature isturned on. TransAct will also
display duplicate tickets as rejected transactions. Click the View Log button to view alist
of rgjected transactions, and why they were rejected.

Export Data
Data can be exported from the Transaction Table once an export definition file has been created

To run the export utility, select Admin | Utilities | Export Data from the main menu. The Transaction
Selection Criteria window appears.
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Figure 54. Transaction Selection Criteria - Export
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To select which transactions should be exported (i.e. date range), use the Selection Criteria form. To
continue once criteria has been selected, click the Export button.

NOTE: When the Save Settings option is checked, all criteria settings will be saved with the
exception of the date range.

NOTE: By default TransAct uses the date in the Date In field for exporting. A user may choose to
use the Use Date Out for Date Range option when open transactions exist during the export
process (i.e. trucks have weighed in today, but won’t weight out until tomorrow).

TheExport Data window appears. Usethiswindow to select the export file and the export definitionfile.

Figure 55. Export File Window

Seect a Export Fie Selort 3 [iwn
T T : -
S =L =l
e Skt & Dunaciony
adanzglk
i e -
aeward.ndb
e ok
apforscy oo T
e R ] > -
Erpank File: Hame | 5022712 G || Wiew |
Log o Applcation Directeay [
Defintion File: [ oid [=] | winw |
Engort | | Yiews Lop | Lion= I
[ 1ecordds ssdecbed for soamorting

Version 3.5 73



Importing and Exporting Data Admin

TransAct will generate an Export File Name based on the current date. To changethe Export File Name,
select an existing export file name from the list or enter a different file name in the Export File Name
box. During the export process, a prompt to overwrite the existing file will appear when an existing
file nameis used.

To view an existing file, select the file and click the [ ¥iex | View button. Notepad or Write will be used
to display thefile.

During the export process, TransAct creates an export log file. Typically thisfileis stored in the same
location asthe export file. When Log to Application Directory ischecked, the export log filewill always
be placed in the TransAct application directory.

A warning appears when an invalid filename is selected. To select another file, Click OK.

To view the definition file, click the [¥iew ] view button. Thefile will be opened using Notepad or Write.

Once the Export and Definition Files have been selected, click the Export button. TransAct uses the
definition file to format data in the export file.

An error message appears when errors are encountered. Errors can be encountered when an improper
Transaction Table field is used or mis-typed, or when one of the comma delimiters is missing.

To clear the error message, click oK. To help determine what might be wrong, click the |  viewLsg
View Log button. Correct the problem with the export definition file and try again.

When data has been exported with no errors, asummary message similar to the following appears. To
continue, click oK.

Figure 56. Export Complete Message

\:-I-‘) 14 Narreactions: weio processad with o amois

Total'alzicht = 722 48000
Tl Chage = 31592010 24
Tetal Comct = £11. 00

Sample Export Definition File

Example Number 1

74

This example will send the following to the export file.
Ticket Number-Ticket Sequence,
1453-2,
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TransactionTable

Ticket Number , Number . , ,
, Character, 1 , - , )
Ticket Sequence , Number ., , COMMA ,

The number of characters sent to the export file must be specified or the text will not be sent to thefile.
The dash is only one character, therefore the field length is 1.
Example Number 2
This example will send the following to the export file...
Account,Ticket No. Ticket Number,Charge

101,Ticket No. 1453,150.50

TransactionTable

Account , Number ., , COMMA ,

, Character ,11 , ,Ticket No. , SPACE |,
Ticket Number , Number ., , COMMA ,
Charge , Number 2 , NL ,

Example Number 3 - Boolean Values

By designating the second delimiter, Field Type, as Boolean, database fields can be used to export
True/False conditions of a Yes/No database field or fixed data depending on the value of anon-Yes/No
database field.

True/False Condition

Export values for true and false conditions are placed in the Fixed Value delimiter column, separated
by the “|" character.
Taxable , Boolean . ,Yes|No , COMMA ,

When the Taxable database field is True, theword Yes is exported. When the Taxable databasefield is
False, the word No is exported.

Non True/False Conditions

Fixed data can a so be exported depending on the value of anon-True/Fal se database field. When used
with non-True/False database fields it is used as a compare value. To perform this function, another
field can be added to the Fixed Value column for the boolean export type, again separated with the |’
character. The third value is the compare value.

For example, the database field Charge Type usestheletter ‘v’ to designate avoided transaction. When
Charge Type isexported as a Character Field Type, the letter ‘v’ appearsin the export file.
Charge Type , Character ., , COMMA ,
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By changing the Field Type from Character to Boolean, something other than the letter ‘v’ can be
exported.
Charge Type , Boolean , ,DIO|V , COMMA ,

If the value of database field Charge Type is‘V’, then export the letter ‘D’, else export the letter ‘O’
Auto Export Settings (Separate Documentation)

Separate documentation has been created to better explain this feature. Please contact your TransAct
representative to obtain this information.
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Preferences

Preferences

Company Data
Scale Port 1

Scale Port 2

Ticket Printer Port
Journal Printer Port
Data Terminal Port
Score Board Port
Tickets

Note Headings
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Company Data

To enter your company’ s data, select Admin | Company Data from the main menu. The Company Data
table appears.

Figure 57. Company Data Window
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Information in the company data screen will appear on statements, invoices, and reports. To save the
changes, click the save button. To cancel any changes, click the undo button.

Scale Port 1 Parameters

Thissectionisused to definethetype of digital weight indicator interfaced to the computer. To properly
interface with TransAct, you will need to know specific information about your indicator.

To setup the scale indicator on port one (1), select Admin | Preferences | Scale Port 1 from the main
menu. The Set Scale Port 1 Parameters table appears.

Figure 58. Set Scale Port 1 Parameters
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A direct indicator interface is not required to run TransAct. If direct indicator interfacing is not used,
select MANUAL from the Connector option box. Nothing else needs to be done to setup the port.

For demonstration purposes, TransAct provides asimulator. Select SiM from the Connector option box.
Arrowstoincrease and decrease the weight will appear next to theindicator in the weigh form. Nothing
else needs to be done to setup the port.

When an indicator is connected to the computer, select the serial computer communication port it is
connected to from the Connector option box (Com1 through coms).

Select a device type from the Device Type option box.

NOTE: Every effortismadeto supply the most common scale drivers. Unfortunately, it isdifficult
to list every scalein the industry. If you have ascale indicator that is not listed, please call
your TransAct provider for technical assistance.

After selecting a Connector and Device Type, the settings option boxes are activated (e.g. Baud Rate,
Flow Control, DataBits, Stop Bits, and Parity). Check theindicator reference manual for correct settings.
Difficulty communicating to a scale may require altering one or more of these settings.

To setup TransAct to send a‘ zero scale’ command to theindicator, enter aten character or lesscommand
followed by aCR (Carriage Return), LF (Line Feed), or CRLF (Carriage Return/Line Feed). The zero
command is only available for indicators connected to a serial port. If acommand is defined, azero
button will appear next to theindicator in the weigh form. To send the command to the indicator,
click this button. The above figure displays the zero command for a Rice Lake Weighing Systems
Q600 scaleindicator.

To view data being received from the indicator, click the Test button. A test screen containing
information read from the indicator appears. The following sample is from a properly interfaced
indicator.

Figure 59. Interfaced Scale Test Output
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To return to the scale port setup window, click the Done button. To stop the test screen from scrolling,
click the pause button.

If the test screen is blank or datais unreadable, the computer port settings are not set properly for the
scaleindicator. To return to the scale port setup table to adjust the settings, click the Done button.

NOTE: Theindicator must be set to continuous mode. When interfacing aindicator to acomputer,
always use continuous mode versus demand mode.

Scale Port 2 Parameters

This section is used to define a second indicator. The second indicator can be a different scale or be
used in Manual mode.

To setup the indicator on port two (2), select Admin | Preferences | Scale Port 2 from the main menu.
The Set Scale Port 2 Parameters table appears.

Figure 60. Setting Parameters for the Second Scale Port
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When asecond scaleisnot used, set the Connector toNone. A second indicator window isnot displayed
in the weigh form.

Select the Device Type, Connector (i.€. seria port), and correct settings for the second scale. To view
activity received from the scale, click the Test button. Datawill be readable if the settings are correct.

Ticket Printer

Use this section to setup the printer to be used for printing tickets.
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NOTE: These settings only effect ticket printing. A default Windows printer must be selected to
print reports and statements.

To setup aticket printer, select Admin | Preferences | Ticket Printer Port from the main menu. The Set
Printer Port Parameters window appears.

Figure 61. Set Printer Port Parameters
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Device Type

Serial receipt printers, dot matrix printers, and laser printers can al be used asticket printers. Select
Windows Default Or Direct to Printer Port when using a parallel printer connection.

Select windows Default to print ticketsto the default printer setup within Windows. This printer can be
directly connected to the computer, or used through a network connection.

Select Direct to Printer Port to send printer commands such aslinefeed, carriagereturn, or font changes
toapardle printer that isdirectly connected to the computer. Thesetypes of printer commands are set
intheticket printer file. Being ableto send commandsto aprinter ishel pful when printing to pre-printed
ticket forms.

Choose one of the serial driverslisted when printing to a serial printer. Serial driversincluded with
TransAct are SP2000, SP2200, IDS 150A, Star SP300 and the Epson TM, and Swecoin. Select Serial Printer
when the available drivers do not match a printer type. Additional driverswill be added as required.

NOTE: To createaticket file, refer to the Appendix, Creating and Editing the Ticket File.

Connector

Select the connector port the printer is connected to. If aticket printer is not going to be used with
TransAct, Select None from the Connector option box.
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Serial Settings

When using a seria printer, the Baud Rate, Flow Control, Data Bits, Stop Bits, and Parity options will
need to be set. These settingsbecome available onceaconnector and Device Type (other than Windows
Default Or Direct to Printer Port) are selected. Check the reference manual of your ticket printer for
correct settings.

The Line Delay option is available to slow down the communication protocol. Increase the Line Delay
to prevent serial communication loss.

To send test data to the printer, click the Test button. Enter text into any of the four lines and click the
Send button. When testing is complete, click the Done button.

If the printer does not print, check the connectionsto the computer and printer and make surethe printer
isturned on.

Journal Printer Port

Thissection isused to define the type of printer used for journal printing. A journal printer can be used
as a second ticket printer or to print ajournal of each transaction.

To setup thejournal printer, select Admin | Preferences | Journal Printer Port from the main menu. The
Set Journal Printer Port Parameters window appears.

Refer tothe previous section on setting up the Ticket Printer Port. Setup for thejournal printer isidentical
to setting up the ticket printer.

If ajournal printer isnot going to be used with TransAct, select None from the Connector option box.

Data Terminal Port

82

A dataterminal isadevice used to collect and store information. Bar code, magnetic strip, and radio
frequency identification equipment can be interfaced to dataterminal collection devices. TransAct has
standard interfaces to such devices. Other devices can be customized for TransAct.

This section is provided to test and troubleshoot data terminal devices that have been configured to
interface with TransAct.

To test adataterminal port, select Admin | Preferences | Data Terminal Port from the main menu. The
Set Data Terminal Port Parameters table appears.
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Figure 62. Set Data Terminal Port Parameters
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The dataterminal you are interfacing with the computer should be listed under Connection.

To send data to the device and view what is being sent back to the computer, click the Test button.
When testing is complete, click the Done button.

Score Board Port

Usethe Score Board Port to send the Net Weight or Charge of atransaction to a Condec UMC1000 score
board. This port can also be used to open a cash drawer with a seria interface.

Score Board Interface

To send scaledatato ascore board display, select Admin | Preferences | Score Board Port fromthemain
menu. The Set Score Board Parameters table appears.

Figure 63. Set Score Board Parameters
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Parameters should be set to the following.

Table 5. Score Board Parameters

Admin

Baud Rate 9600

Flow Control None

Data Bits 8

Stop Bits 1

Parity None

Device Type CONDEC UMC1000

Connector Selected serial port the score board will be connected to
Score Board Display Select Net Weight or Charge from the list

Cash Drawer

Parameters for use with a cash drawer are as follows.

Table 6. Score Board Parameters

Baud Rate 9600

Flow Control None

Data Bits 8

Stop Bits 1

Parity None

Device Type None

Connector Selected serial port the score board will be connected to
Score Board Display Select Cash Drawer from the list

The cash drawer will open when either the Close Ticket and Print Or Close Ticket and Don’t Print button
is clicked and the cash controls are visible (the Cash button in the weigh form has been clicked) or
Easy Cash ison and a cash-only account has been selected.

Tickets

Thetickets section allows for resetting TransAct counters (ticket, receipt, and invoice numbers), select
ticket filesto print (default, unattended, and receipt), select the number of Default Tickets to print, and
enter aticket note.
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To set ticket preferences, select Admin | Preferences | Tickets from the main menu. The Tickets table
appears.

Figure 64. Tickets Table
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The Ticket Note isafield that can be printed on theticket. Thisfield can be changed as often as desired.

To save the changes, click the save button. To cancel any changes, click the undo button.

Note Headings

TransAct allowsthe user to define up to twenty note linesto be used in theweigh form. These notes can
be printed on transaction tickets. This section allows the user to define the headings.

To edit the label for note headings, select Admin | Preferences | Note Headings from the main menu.
The Configure Ticket Note Headings table appears.

Figure 65. Note Headings Table
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To activate a note heading, replace the text “ Note #” with a different name. Only the option boxes
containing text other than “Note #” will appear when Notes is selected in the weigh form.

Below is an example of the note window in the weigh form.
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Figure 66. Notes in the Weigh form
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In this example, only four of the available twenty lines appear because the Line # Heading for these
lines were replaced with valid text.

Typicaly, anoteis stored with open transactions and del eted when the transaction is completed. To
store notes with completed transactions, increase the Note Life Span in the Weigh Options screen. The
note will be stored for that number of days beyond the transaction date.
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About

Todisplay the current version and serial number of TransAct, select Admin | About from the main menu.
A window containing the start-up screen appears.

Thiswindow also appears when TransAct first starts.
Figure 67. About the TransAct Program
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Weigh

Usethe Weigh section of TransAct to create and complete weigh transactions. Theinformation created
during aweigh transaction is stored in the TransAct database. Transactions can be edited or voided

using the Quick Scan features found in the Reporting menu.

To create or complete atransaction, click the g Weigh button in the menu bar.
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General Weigh Window Information

After clicking the weigh button from the menu bar, thefirst of two formsappears. Thefirst form (Select
Transaction) isused to start atransaction or select an open transaction for completion. The second form
(Transaction Details) will be discussed |ater.

Figure 68. Select Transaction Form

weigh: 09:A0AM  Tuesday, Feboay 17, 2004

Select Tranzschon

Banin & maw ansecion by ealaning a valus in one of theee fuobds:

By e

Fermit | [=]

Compbete o lianzackion by sebecting an open licke:

Ticket | I7]

Bepinl Tuckal |

358 Aabuih T I I

The window header contains the date and time. TransAct reads this information from the computer
system. If the time or date isincorrect, exit TransAct, change the system time and date, and restart
TransAct.

The Print Weight, Options, Update Tares buttons, and display window(s) are always present in both
forms. The Update Tares button isonly available from the second form (Transaction Details) once a
transaction has been started.

The status bar at the bottom of the weigh window displaysthe next ticket number and the ticket format
file. During atransaction, chargesfor individual items, total chargefor multipleitems, direction of flow
(Incoming/Outgoing), and charge type (payable or receivable) are also displayed.

Running Transactions

90

To begin anew transaction, select an Account, Permit (TransAct Plus), or Truck Id. To complete a
transaction, select an open ticket from the Ticket drop-down list or enter a Truck Id.

NOTE: When TransAct isinstalled, screen focus (the cursor) is placed on the Account field. To
change the screen focus, edit the SCREENFocus1 linein the[weigh Options] section of the
TransAct initilization file. Refer to the section, Editing the TransAct Initilization File in the
Appendix, for more information.
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Display Window

When adigital weight indicator isconnected to aserial port onthe computer, TransAct readsthe weight
provided by the scale and displaysit in the display window. The scale unit of measure (Ib-pound or
kg-kilogram) also appearsin thedisplay window. To setup TransAct to read ascale stream, select Admin
| Preferences | Scale Port1. For more information, refer to Preferences in the Admin section of this
manual.

To setup asecond scale, select Admin | Preferences | Scale Port 2. A display window for each scaleis
present and both scales will display scale activity. However, only one scale can be active for use a a
time. To activate a scale, click anywhere within the indicator window or use the Alt+S keystroke
command to alternate active scales. The weight in the active indicator is displayed in red and a lower
case‘a’ appearsin the bottom right corner.

In the following example, Scale Port1 is configured for the scale indicator and Scale Port2 iS Set to
Manual. To enter aweight manually, activate the second scal e display, and enter weights manually into
the Weight In/Weight Out boxes of the Transaction Detail form.

Figure 69. Dual Scale Indicators

[ rint weight [ options...
Ltg}::a:eTares.t ..... Lock 1 8000 I:

When the scale port isin SIM mode, arrows for increasing and decreasing a truck weight appear next
to the display window. These buttons increase or decrease simulated truck weights in increments of
3000 pounds. The demo version of the software works only in SIM mode.

A red dot in the upper left corner of the display window informs the operator the scale isin motion.
Weight information cannot be stored until the motion indicator has cleared.

To lock the scale weight once the motion indicator has cleared, use the mouse and double click in the
lower left corner of the display window. The truck can drive off the scale and the display will continue
to show theweight. Thisallowsthe scale operator to modify transaction detail s before storing theticket.

When TransAct has lost communications with the scale, the letter ‘R’ will appear in the upper right
corner of the display window. Thisindicates TransAct is attempting to re-establish communications
with the scale. If TransAct is unable to re-establish communications, the text “No Com” isdisplayed
and an error message appears.

Figure 70. No Com - Error

Ciptiams... | R
mrm| NO Com
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Check power to the indicator and make sure the cable between the computer and indicator istightly

fastened. Click the OK button to clear the message. TransAct will continue trying to restore
communications to the serial port.
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Weigh In/Weigh Out, Yard, and Unit Count Transactions

When atransaction does not utilizetareweights, it isconsidered aweigh In/Weigh Out transaction. The

truck must be weighed coming into the site and exiting the site.

Weigh In

To start atransaction, click the weigh button from the menu bar. A window containing the weigh

window and Select Transaction form appears. Select an Account, Permit Or Truck Id to start atransaction.

NOTE: Depending on the Sort Order, an account can be entered by typing a code or description.
Use the Esc (Escape) key to clear mistyped information. The sort order is displayed in the

window header.

Whenusing Truck Id numbersto start transactions, adrop-down list of customer accounts appearswhen
atruck number islisted with more than one account. Choose the correct customer account from thelist

to start the transaction.

After selecting an Account, Permit Or Truck Id, the Transaction Details form appears.

Figure 71. Transaction Detail Window
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When a scaleis connected to the computer, the weight in the display window appearsin the Weight In

box.

TheHauler account isalocked field. If anincorrect account appearsin theHauler field, click the Cancel

button to restart the transaction.

If the Bill-To Account is different than the Hauler account, select the appropriate Bill-To Acct. Use the
arrow next to the Bill-To Acct option to display alist of customer accounts.
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If tareinformation isdefined for an account, the available optionsare enabled inthe Transaction Details
form. When atare weight with aweight of zero is selected, the transaction is still considered aWeigh
In/Weigh Out transaction. Onereason for using azero tareweight isto track truck numbersfor reporting
purposes.

If the tare field has aweight, the transaction is completed using the tare weight. For an explanation of
tare weight transactions, turn to “ Transactions with Tare Weights” on page 99.

NOTE: Tareinformation can only be selected when atransaction is started.

When atransaction is created, the account default categories are displayed. To change a category item,
use the drop-down list next to each category option. Any changes to the default items are stored with
the current transaction. When the account is selected for anew transaction, the default items reappear.

To changethe unit of measure, click the ’E Units button. The status bar at the bottom of the window
displays how the chargeis calculated. The status bar aso displays the direction of the transaction
(incoming/outgoing) and charge type (payable or receivable).
e

To change to yards, click the units button until it displays | i | Yards.

To change to count, click the units button until || Unit Count is displayed. When the unit changes
to yard or count, the Material Direction box appears.

Figure 72. Changing the Units of Measure
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If it isdifferent then the default, choose the correct direction of flow. Use the mouseto place the cursor
in the Quantity In or Out box and enter the number of yards or the unit count.

To cancel the transaction for any reason, click the E Cancel button. Thiswill return TransAct to

the Select Transaction form.
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Click the

Notes button to add information that will print on the ticket.

Figure 73. Notes

Tuckel Mobes

Addiezs {123 High Shes
City

Shore path Track I Done |

NOTE: Notesare not normally stored in the database unless the Note Life Span in the Options
section is set to the number of days the notes are to be stored. Note Headings are defined
under Preferences in the Admin section.

Usethe _ Swesihiud | Store with Truck button to store the first and second note fieldsin the Truck
Table. Notes stored with atruck will always print on the ticket unless the Notes button is clicked and
the existing notes are deleted or changed. New notesfor atruck will not be stored unlessthe Store with
Truck button is clicked. To delete notes from a truck, delete information in the first and second note
fields, then click the Store with Truck button.

To storeticket information, click the| B2 | store Ticket button. Theweigh In processiscomplete.

Store Ticket

NOTE: To change theincoming transaction date, press the F10 button on the keyboard. Select the
date of the incoming transaction and click the ok button.

Weigh Out

To complete an open ticket, select the ticket from the Ticket drop-down box.
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Figure 74. Weigh Form
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After selecting a Ticket, the Transaction Details form appears. The Transaction Details form contains
information stored during the weigh In process. If an incorrect ticket was selected, click the Cancel

button to return to the Select Transaction form.

Figure 75. Transaction Details form
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The scale weight appears in the Weight Out box. The net weight is calculated and displayed in the Net
Weight box and the Added Charge field becomes available during the weigh Out. Type an amount to
be added tothe Total Charge inthisfield. Use the function buttons on the right to add notes, record cash

payments, and print tickets.
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Cash Button

Charge Accounts with a Current Balance

When a payment isreceived during the transaction, click the cash button. TransAct appliesthe entire
payment toward the account. For example, a customer pays a $17 charge with a $20 bill, TransAct

applies the $20 toward the account and will not calculate change due. The payment is stored with the
transaction ticket.

Figure 76. Cash Payment Button
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After selecting the Cash button, fieldsfor entering a cash amount and an optional check number appear
in the Transaction Details form.

NOTE: Itisrecommended to enter charge account payments using the payment window instead of

the Cash button. Select Accounting | Payments to enter charge account payments. This
method assigns a receipt number to the payment.

Cash Only Accounts
When a customer account has been setup as Cash Only, the transaction cannot be completed until a
payment has been recorded. When the Cash Button isclicked, theamount owed isautomatically placed
in the Amount box.

When the amount received is greater than the amount owed, Change Due will be cal culated and placed
under the Check # box.

To store the transaction, click the Print Ticket button. The print ticket decision window appears.
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Figure 77. Print Ticket Decision Window

Mext Item B

What's next on this ticket?

Cloze Ticket [Don't Print) |
Cancel |

To print the ticket and store the transaction information, click the Close Ticket and Print button.

To store the transaction information without printing the ticket, click the Close Ticket (Don’t Print)
button.

NOTE: The cash drawer will open if one has been installed.

A message box appearsasking if the customer received their change. Tofinish thetransaction, click
Yes. Cash Received will be recalculated to equal the Total Charge.

When the No button is clicked, a message appears stating that a payment has not been received. Click
the OK button to return to transaction details. When the customer has been given the correct change,
click the print Ticket button again to close the ticket.

NOTE: To change the outgoing transaction date, press the F10 button on the keyboard. Select the
date of the outgoing transaction and click the ok button.
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Transactions with Tare Weights

Stored tareweightsallow for single weighmentswhen thevehicleisfull. TransAct can store up to three
tarefields: Tarel, Tare2, and Tare3. The names of these buttons can be configured according to the
specific application. To edit tare names, refer to the Appendix, Editing the TransAct Initilization File.

This section will refer to Tarel as Truck, Tare2 as Container, and Tare3 as Pup Trailer.

NOTE: Tare refersto the empty weight of the vehicle. Gross refersto the vehicle weight plus the

load. Net refersto the Gross weight minus the Tare weight.

Material Direction

TheTransaction Details formdisplaysaMaterial Direction box. Whenincoming issel ected astheMaterial
Direction, the tare weight is placed in the weight Out field. When Outgoing is selected as the Material

Direction, the tare weight is placed in the weight In field. Select No Tare to record tare IDs and ignore
tare weights. When No Tare is selected, the transaction is treated as a Weigh In/Weigh Out transaction.

Example: During the winter months, scale users may not want to use tare weights when ice and
snow build up can cause inaccurate weights and charges.

When atransaction is started, the material direction is read from the Default Material Direction Set in
Options.

Processing a Tare Transaction

To start atransaction, click the weigh button from the menu bar. The Select Transaction form appears.
Select an Account, Permit Or Truck Id to start atransaction. The Transaction Details form appears.

Figure 78. Tare Weight Applied to Material Coming into a Ste
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The Hauler account isalocked field. If the wrong account appearsin the Hauler field, click the Cancel
button to start the transaction over.

If the Bill-To Account isdifferent than the Hauler account, select the appropriate Bill-To Acct. Use the
arrow next to the Bill-To Acct. option to display alist of customer accounts.

Select Truck, Container, and Pup Trailer tare weightsfrom the drop-down lists. The sum of the selected
taresis displayed in the weight Out box. The tare weight is subtracted from the weight In (gross) to
produce the Net Weight. The net weight appears in the Net Weight field.

When atransaction is created, the account default categories are displayed. To change a category item,
use the drop-down list next to each category option. Any changes to the default items are stored with
the current transaction. When the account is selected for a new transaction, the default categories

reappear.
Dimmed field labelsindicate the field is not available for that customer.

The status bar at the bottom of the window displays how the charge is calculated. The status bar also
displays the direction of the transaction (incoming/outgoing) and charge type (payable or receivable).

Use the function buttons on theright to add notes, receive cash payments, cancel transactions, and print
tickets.
Ex.]

To add information that will print on the ticket, click the | e | Notes button.

NOTE: Notesare not normally stored in the database unless the Note Life Span in the Options
section is set to the number of days the notes are to be stored. Note Headings are defined
under Preferences in the Admin section.

The cash button worksidentical to the way it was described for Weigh In/Weigh Out type transactions.
To store the transaction, click the Print Ticket button. The print ticket decision window appears.

Figure 79. Print Ticket Decision Window

Mext Item B

What's next on this ticket?

Cloze Ticket [Don't Print) |
Cancel |

To print the ticket and store the transaction information, click the Close Ticket and Print button.
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To store the transaction information without printing the ticket, click the Close Ticket (Don’t Print)
button.

A message box appearsasking if the customer received their change. To finish thetransaction, click
Yes. Cash Received will be recalculated to equal the Total Charge.

When the No button is clicked, a message appears stating that a payment has not been received. Click
the OK button to return to transaction details. When the customer has been given the correct change,
click the print Ticket button again to close the ticket.

If Tarel requires a Tare2 or Tare3, the following warning appears.
Figure 80. Required Container or Pup Trailer

Thiz Truck requires a Container to be selected.
This transaction canhot be added.

Example: Trucks hauling containers can be setup to require a container. To setup Tarel itemsto
require Tare2 or Tare3 items, refer to setting up a Customer Account inthe Admin
section.

Toreturnto the Transaction Details form, click the Ok button. Select theitem required, Tare2 or Tare3,
and click the Print Ticket button.

NOTE: To changethetransaction date, pressthe F10 button on the keyboard. Select the date of the
transaction and click the Ok button.
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Print Weight, Options, Update Tare, and Reprint Ticket Buttons

Print Weight Button
To print the scale weight, date, and timeto the ticket printer, click the Print Weight button. The
print weight function does not create a transaction.

Options Button

To view the Weighing Options form, click the [(2im=] Options button. The Weighing Options form
allows the operator to configure different modes of operation. Available options are listed as bullets
on the |eft side of the form. Clicking each bullet will display the properties for each group. The Hints
and Tips Section provides a description of each item and how it affects the program.

Figure 81. Options
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Ticket Format File

The Ticket Format File changes the format of the printed ticket for the current transaction. Change the
Ticket Format File from the Transaction Details form.
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Note Life Span

In order to preserve database size, notes are typically stored with open transactions and deleted when
the transaction is completed. To store notes with completed transactions, set the Note Life Span value
to the number of days you would like to have notes stored. The note will be stored for that number of
days beyond the transaction date. A value of 366 saves notes indefinitely.

It is recommended that note fields be stored for as short a period as possible. For example, if aticket
will not be reprinted once it has been invoiced, set the Note Life Span field to 31 days.

Immediate Ticket

To skip the “Next Item” prompt during a transaction, place an ‘x’ in the Immediate Ticket bOX.
Figure 82. Print Ticket Decision box

Mext Item B

What's next on this ticket?

Cloze Ticket [Don't Print) |
Cancel |

The Print Ticket Decision box will not appear and aticket will print immediately when the Print Ticket
button is clicked.

NOTE: Thisfeature cannot be used with the Multiple Items per Ticket Or Enable Ticket Hold
feature. These two features are automatically turned off when Immediate Ticket iSturned

on.

Multiple Items per Ticket

When Multiple Items per Ticket isturned on, itemsfor different category types and units of measure can
be placed on the same ticket. Using alandfill application as an example, asingleticket could contain
separate items for garbage, tires, and appliances. A charge for each item is calculated and stored
separately in the database. They can be grouped together and totaled when printing aticket.

Click the check box to turn Multiple Items per Ticket on. An ‘x’ in the box indicates the feature is on.
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Enable Ticket Hold

When Enable Ticket Hold isturned on, tickets may be placed on hold and re-opened from the Ticket
drop-down box. This feature can be used for cash transactions when a driver needs to drive off of the
scale beforethey pay for their transaction. The scaleisnot tied up and can be used for other transactions
while the driver is paying for their ticket.

Click the check box to turn Enable Ticket Hold on. An ‘x’ in the box indicates the featureis on.

Allow Presetting (no weights)

When Allow Presetting (no weights) isturned on, open tickets may be stored without a truck on the
scale. The operator is allowed to preset ticket values and store the ticket for future use.

Print Incoming Ticket

When Print Incoming Ticket isturned on, ticketswill be printed on both the incoming and outgoing side
of atransaction. TransAct will look for aticket format file with a.ITK extension (i.e. STILLSON.ITK).
If no incoming ticket isfound, TransAct will use the selected .GTK ticket format file (i.e.
STILLSON.GTK). Thismakes it possible to have a different ticket format for both the incoming and
outgoing ticket.

NOTE: See“Customizing Tickets” in the appendix for more information about creating tickets.

Print Incoming Journal Ticket

When Print Incoming Journal Ticket isturned on, ajournal ticket will be printed on the incoming side
of atransaction. TransAct will look for aticket format file with a.ITK extension (i.e. STILLSON.ITK).
If not found, TransAct will use the selected .GTK ticket format file (i.e. STILLSON.GTK).

Assign Ticket # on Way Out

When Assign Ticket # on Way Out isturned on, TransAct will assign atemporary ticket number on the
incoming side of the transaction and a permanent ticket number on the outgoing side of the transaction.
The site code is replaced by an asterisk (*) for temporary tickets. To complete atransaction, select the
temporary ticket from the Ticket drop-down list from the Select Transaction form. When Print Ticket
isclicked, the asterisk is replaced with the actual site code and next sequential outgoing ticket number.
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Weigh Form

List Order

TheList Order option determines how tables containing lists (e.g. (Customer) Account, (Open) Ticket,
and Categories) will be displayed in drop-down lists. A dot next to an option indicatesit is selected.
When By Code isselected, listsdisplay in code order. When By Description isselected, listsdisplay in
description order. Pressing the F11 function key in the weigh Form or before clicking the Find button
for any table, toggles between By Code and By Description.

Tofind an entry inadrop down list, start typing the code when List Order iSBy Code. Alternately, type
first few characters of the description, when List Order iSBy Description.

Current sort order is displayed in the TransAct header.

St Opce | = Deeslaipion

Adjustments

TransAct providestwo Adjustments fields, Percent of Load and Percent Deduction. When adescription
isentered in either box, the boxes appear in the Transaction Detail form. If no description is entered,
the boxes do not appear.

During atransaction, the weight In, Weight Out, and Net Weight fields do not change. The status bar
displays the adjusted weight in the charge calculation.

Adjustment 1 - Percent of Load Label

Use the Percent of Load label when splitting aload between two or more items. Be certain to turn on
Multiple Items per Ticket in the Ticket section.

Example: A recycling center may use the Percent of Load field when haulers bring in mixed loads
(e.g. cardboard and newspaper). Instead of having the driver weigh in/weigh out for each
material, the scale operator entersavalue in the Percent of Load field and clicksthe Print
Ticket button. The operator selects Add a Percent of Load Item button. The Weight In,
Weight Out, and Net Weight fields do not change. The next material item is selected, a
value is entered in the Percent of Load field and the Print Ticket button is clicked.

Adjustment 2 - Percent Decrease Label

Use the Percent Decrease Label when adjustments effect a single load.
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Example: Grain elevators take moisture into account when weighing grain. On the inbound
transaction, the trailer is weighed and the weight is stored. The grain is unloaded and
tested. On the outbound transaction, the percent moisture is entered. Use the percent
deduction field to enter the percentage.

The adjusted weight will print on reports and can be printed on tickets aswell. The adjusted percent is
stored with the completed transaction and can be viewed using the Quick Scan feature under the
Reporting menu.

Default Material Direction

Usethisoption to select the default direction of the material flow. Thisvalueisused to set thedirection
for transactions where stored tare weights are used. The dot indicates the selected direction
(incoming/outgoing).

The warn on Direction, option will pop-up awarning message during atransaction where the material
direction is opposite the default material direction.

Open Ticket Refresh

Specifiy atimeinterval (in seconds) during which the open ticket list will be refreshed. Usethisfeature
when more than one computer is processing scale transactions. Thiswill ensure a transaction started
at one station can be selected for completion at a different station.

Automatically Disable Cash Button

To disable the cash button for charge account transactions, place an ‘x’ in the option box next to
Automatically Disable Cash Button. During atransaction, the Cash button will only be available for
Cash transactions (Customer Accounts that are set as Cash Only). To enter a payment for a charge
account, select Payments from the Accounting pull-down menu.

Ask if Customer Received Change
When checked, amessage appears during acash transaction to verify the customer received any change
due to them. The message will not appear when this option is not checked.

List Jobs for Bill-To Acct. Only

To view only the jobs assigned to aBill-To account, place an ‘x’ in the List Jobs for Bill-To Acct. Only
option box. When checked, only those jobs attached to the selected Bill-To account will appear in the
Transaction Details form. When unchecked, all active jobs will appear in the drop-down list. Expired
jobs will not show up in thelist.
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Automatically Add Job Items

When checked, a prompt will no longer appear when aticket item is not part of ajob. To turn this
feature on, place and ‘x’ in the option box.

NOTE: Changing thisoption will affect unattended systems.

List Materials with Rates Only

When checked, only those materialswith entriesin the sel ected rate table will be showninthe materials
drop-down list.

Manual Entry in Selected Units

When checked, manual weight entry will be in the units selected. When the Units button during a
transaction is set to Tons, and the Manual scaleisused to enter avaluein the Weight In and Out fields,
the value being entered will be read as Tons.

NOTE: Thisfeatureisonly availableto use with single weighments. When using this feature for

Incoming transactions, one of the Gross Mode options must also be selected to activate the
Net button in the Transaction Details form.

Weigh

Threshold

The Threshold is the minimum scale weight required before the transaction can be processed.

Tolerance

The Tolerance is the maximum weight the scale can fluctuate before TransAct determinesthereis
motion on the scale. When atolerance weight is specified, TransAct recognizes a stable weight + or -
the tolerance weight. For example, when the toleranceis set to 40, TransAct considers a stable weight
to be anywhere between + or - 40 pounds. Enter a positive weight for this field.

Zero Return

When zero Return ischecked, TransAct will not allow transactionsto be processed until the weight on
the scale has returned to zero since the last transaction. If the scale has not returned to zero awarning
appears. Click the oK button to return to the Select Transaction form.
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Truck

Transient Truck Account

Weigh

Thisfeatureisuseful for tracking cash customerswithin agiven facility. Click the down arrow next to
the Transient Truck Account field to select an account (e.g. Cash Customer). To start atransient truck
transaction, enter anon-stored Truck Id (e.g. license plate number) inthe Truck Id field and pressEnter.
This“truck number” isstored with thetransaction, but isnot stored inthe Cash Customer account Truck

(Tarel) table.

Transient trucks can only be used in the Tarel field. Tare2 and Tare3 entries must still be attached to

an account.

Example: When atransaction is started by entering a Truck Id that is not in the system, the account
specified asthe Transient Truck Account (Cash Customer in our example) appearsin the
hauler and bill to fields. The license plate number appearsin the Truck field along with

the word Transient.

Figure 83. Transient Truck
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Ignore Truck History

108

Truck history allows TransAct to automatically pre-fill the previous order/job, material, and bill-to
codes. When not checked, the Last Order/Job, Category item, and Bill-To information found in the
Today’s Statistics section of the Truck tare table will be used during a transaction when a transaction

is started with a Truck Id.
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Gross Mode

The Gross Mode Properties enables or disables the Net button on the weigh form. The Net button
provides single-weighment gross weight transactions that set the Net weight equal to the weight In.

Off

When turned off, TransAct will require avalue greater than zero (0) to be present in the weight Out
field before a transaction can be completed.

Set Net = Weight In

This option is most commonly used to record aweigh only type of transaction. Use this option when
the Net Weight should not be included in Tonnage and Charges reports.

Example: Company ABC may allow trucks that need a printed weight, to use the scale for afee.
Company ABC would like to record the transaction, but the weight is not used in any of
their report calculations.

During the Weigh In process, click the Met| Net button to copy the Weight In (Gross) into the Net field.
Click the Print Ticket button to complete the transaction.

NOTE: To calculate acharge for these types of transactions, add a new item to the material
category. In the Default Rates table enter the rate for the new item into the Tons/Pounds
column and set the Per Load (Ld) flagto Y (Yes).

Set Net and Adj. Net = Weight In

The Set Net and Adj. Net = Weight In option is Similar to the Set Net = Weight In option, except that it
stores the weight for reporting purposes.

Example: This option may be used at arecycle center where afloor scaleis used to weigh bales of
recycled plastic. These weights will be included for reporting purposes.

Example: Thisoption may also be used for adding material inventory.

Unattended

Additional documentation has been created to better explain unattended features. Please contact your
TransAct representative to obtain this information.
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Tare Update

Close Transaction After Update Tare

When checked, the Transaction Details form is closed after the tare update has been completed and
TransAct returnsto the Select Transaction form. When not checked, the Transaction Details formis
not closed after the tare update has been compl eted.

Lock Weight when Updating Tare

When checked, TransAct will automatically lock the weight on the scale whilethe tare weight is being
updated.

Display Full Detail when Adding New Tare

When checked, the tare detail window appears when a new tare is created. This window contains the
same fields asthe Truck Table window. Users with Administrator or Supervisor privileges can update
any of thefields. A user with Operator privileges can only update the Tare Number, Tare Description,
and Tare License fields.

Returning to the Weigh Window

To return to the weigh window, click the Done button.

Update Tare Button

The [_@eets. | ypdate Tares button allows for tare weights to be updated or added during a
transaction. The weight on the scale can be used as the tare weight or the tare weight can be manually
keyed. The Update Tares button isonly available at the beginning of a transaction.

NOTE: Whenalist of tare weightsis available, use the Tare tables from the Customer Accounting
window to enter the data faster. Refer to “ Tare Buttons’ on page 38.

Updating Existing Tare Weights
To start atransaction, select an Account, Permit Or Truck Id from the Select Transaction form.

Wait for the scale to stabilize and the motion indicator to clear. Select all tares needed to complete the
transaction (e.g. Truck, Container, and Pup Trailer) and click the [ masetse:. | Update Tares button.
The Update Tare form appears.
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Figure 84. Update Tares Table
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The weight on the scale can be applied to any of the active tares. Use the mouse to place the dot next
to the tare which is being updated (e.g. Truck, Container, or Pup Trailer). The Weight on the scale
replaces the old tare weight in the Tare Values section.

Click the save button to save tareinformation. Once the tare has been updated, the information appears
in the Transaction Details form. Click the Done button to exit the Update Tares form.

Toundo any changes, click theDone button before clicking the Save button, toreturntothe Transaction
Details form.

Adding a New Tare

New tares can be added from the Transaction Details form aswell. Select an Account from the Select
Transaction form to start a transaction.

Wait for the scale to stabilize and the motion indicator to clear. Click the Update Tares
button. The Update Tare form appears.

The account the truck will be added to is displayed in the Hauler field. If the incorrect Bill-To account
is displayed, select the correct account from the drop-down list.

Select Truck fromthe“Which Tare are you updating?” section. Enter the new truck number inthe Truck
box. The weight from the scale is displayed in the Truck box of the Tare Values section. To manually
enter atare weight, place the cursor in this box and type a different weight.

NOTE: Only userswith Administrator or Supervisor rights can enter manual tare weights.
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Figure 85. New Truck Number
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The Add Mode box appears when a Transient truck account is setup in the Truck section of the Options
window. The Add Mode feature allows the user to store atransient truck with an account other than the
one specified in Options. From the Add Mode box, select whether thetruck isaTransient or Permanent
truck. Click the save button to save the new truck number and tare weight. A verification message
appears. Click the Yes button to add the new tare and return to the Transaction Details form. Click the
No button to cancel and return to the Update Tare form. When “Display Full Detail when Adding New
Vehicle” ischeckedintheTare Update section of the Options window, thetare information table appears.

Figure 86. Update Tare Information

Tase Data

Humbes (555
Tane Weight [21000
Set Dabe | 17970017 | El

Exgira D ate :| &l
1

Dezciiplion

Tiuck Data

Hax Weight | | B | |
License | | Az I:l
Males | |
| |
‘wheigh O [ Container Requied [
Umestbeed Tare Lipdabe Pup Toaalar Rﬁquﬂdl-

[ o |

Once the desired information about the new tare has been entered, click the Continue button followed

by the Done button.

NOTE:

TransAct will return to the Select Transaction form when the option Close Transaction

After Update Tare is checked. TransAct will return to the Transaction Details form and
display the new truck number in the Truck tare dialog box when Close Transaction After

Update Tare is not checked.
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To add anew Tare 2 (Container) Of Tare 3 (Pup Trailer), use the same procedures.

Updating Combined Tares (Truck and Container)

UsethisoptionwhenaTare 1 (Truck) withaTare 2 (Container) Or Tare 3 (Pup Trailer) needsto be updated.
The following example was created with the option Close Transaction After Update Tare turned on.

Select an Account or Truck Id to start atransaction. Select the Truck and Container to update then click
the Update Tares button.

Figure 87. Combination update tare (Truck and Container)
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The Update Tare form appears.

Figure 88. Update Tares form
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Select Truck + Container. The truck number and container number appear and the combined weight is
stored. Click the save button then click the Done button.
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When the truck returnsto the scale without the Container, start the transaction by entering the Truck Id
from the Select Transaction form.

Only the Truck tare will appear in the Transaction Details form, do not select a Container.

Figure 89. Transaction Details - update tare
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With only the weight of the truck on the scale, click the Update Tares button.

Figure 90.

efmigh  ICEEE P Tusedag, spail 04, 20

Transachon Detaile

H.sule 3 Butive Dlispeesa & Racachng Ire [=]
Whach Taie ane you updating? Add Mode:
18 Truck ™ Tick + Corlane e e g
7 Contaie 1 Tuck + Pup Trater i s e
[ Fup Tiaier
Truck
Tare Values
Tiick E Stak Corrbid |:|
Coriang |:
Pup Traier |:| [iene

Truek 101 has & combired lans with Covesiver bl = 12000 b

Verify Truck isthe selected item. Click the save button. Click the Done button.

The weight entered for the Truck is subtracted from the stored, combined total for Truck + Container.
The result is stored in the Container table as the tare for the Container.

114 Version 3.5



Weigh Print Weight, Options, Update Tare, and Reprint Ticket Buttons
Reprint Ticket Button
To reprint any ticket, click the _&swm== | Reprint Ticket button. The following window appears.

Figure 91. Reprint Ticket
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The last ticket number printed is displayed. If adifferent ticket number is to be reprinted, type the
desired ticket number into the box. Click the ok button to reprint the ticket. When reprinting a ticket
from another site, enter the site code first and then the ticket number with no spaces (e.g. B118).
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Multiple Items per Ticket

A feature to process multiple items on a single ticket can be enabled in the weigh Options window.
Click the Options button to turn Multiple Ticket Items on.

When enabled, itemsfor different category typesand units of measure can be placed on the sameticket.
Each item is stored as a separate transaction. These items can be grouped together and totaled when
printing aticket.

Example - Multiple Ticket Items

116

This example will demonstrate how a multiple item ticket is created for atruck loaded with two
appliances, four tires, and garbage.

Our truck iscarrying two appliancesand four tiresthat need to be entered as separate Count transactions.
Several bags of garbage are also on thetruck. A separate Weigh transaction needs to be created for the
weight of the garbage.

Select an Account, Permit or Truck ID, from the Select Transaction form, to start the transaction. The
Transaction Details form appears. The first item processed will be the appliances.

Figure 92. Transaction Details Form
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LiNITS
Select Appliances from the Material list. Click the uEm Units button until Count is selected. Enter a
guantity of two (2) in the Quantity In box.

Click the Print Ticket button. The Next Iltem dialog box appears.
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Figure 93. Print Ticket/Add Item Decision Window
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To add the second item (Tires) click the Add a Count Item button. Thefirst item is stored and the
Transaction Details form reappears.

NOTE: When any Add button is selected, the current item is closed and the Transaction Details
form reappears.

Figure 94. Adding a Multiple Item
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The status bar at the bottom of the window indicates the current item, the total chargefor all itemsand
the charge for the current item.

Select Tires from the Material list and enter the number four (4) in the Quantity In box.

Click the Print Ticket button. The Next Iltem dialog box reappears.

Version 3.5 117



Multiple Items per Ticket

118

Weigh

Toaddthethirditem (Garbage), select | asiausgsien | Add a Weighed Item fromthelist. Thetransaction
for Tiresisclosed and the weigh In portion of theticket can be started. Thedriver bringsthetruck onto
the scale to weigh the garbage (wWeigh In).

Select the type of Material. To store the open weighed item, click the Store Ticket button. The ticket
remains open until the empty truck returnsto the scale.

Toview alist of material itemsthat have been saved for thisticket, click the === ] Items button from

the Transaction Details form.

Figure 95. List of Items
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When the truck returns, select the open ticket from the list of open ticketsin the Ticket drop-down list.

The open ticket appearsin the Transaction Details form.

Figure 96. Multiple Ticket Weight Out
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To store the weighed item, click the Print Ticket button. The Next Item dialog box reappears.

Clickthe | _| Close Ticket and Print button. Thethreeitem ticket iscompleted and will print.

Reopen a Multiple Item Ticket

When an item needs to be added to aticket that has been closed, select Reopen a multiple item ticket
from the Ticket drop-down list of the Select Transaction form.

Figure 97. Reopen a Multiple Item Ticket

Weigh: 10:07 AM  Wednesday. December 03, 1997 I
[ o] _optons.
Dpdate Tares...

Begin a new transaction by entering a value in one of these fields:

Account | |l]

Permit | =

| Select Transaction

akt tion by zelecting an open ticket:

Ticket |Reopen Feopen a multiple item ticket,

| 3852 - default. gtk

The following message box appears.

Figure 98. Enter Multiple Item Ticket Number
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Enter the ticket number to be reopened and click OK.

NOTE: Toreopen aticket from another site, enter the site code first then the ticket number with no
spaces (e.g. B3837)

If the last item entered was aweight, it may be used as the weight for the new transaction. A message
appears asking if the weight out from the last transaction should be used as the weight In.
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Click the Yes button to use the previous weight. Click the No button to accept the weight on the scale
asthe gross weight (Weight In).

NOTE: Thismessage only appearsif the last transaction item was aweighed item.
The Transaction Details form appears. The weight and category itemsfrom the last item are displayed.

Figure 99. Transaction Details - Adding Another Item
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Select the correct category items (i.e. Material and Area). Once the weight on the scale stabilizes, click
the Print Ticket button. The Next Item dialog box appears.

Click the _ Close Tisket and Bt | Close Ticket and Print button, to complete the transaction and print the ticket.

Click the _Slese Tiket Dent Ping | Close Ticket (Don’t Print) button, to compl ete the transaction without printing
the ticket.

Choose one of the Add items to add another item to the ticket.
Click the _fd=weshedien | Add a Weighed Item button to add another weighed item.
Click the = AddaCountitem | Add a Count Item button to add another Count item.

Click the = AddaXadlitem | Add a Yard Item button to add another Yard item.
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Placing a Ticket On Hold

ToturnonEnable Ticket Hold, click the Options button fromthe Weigh form. An‘x’ in the box
indicates the feature is on.

The Enable Ticket Hold feature when enabled, allows ticket to be placed on hold when a driver needs
to drive off of the scale before they pay for their transaction. This allows the driver to pay for the
transaction without being on the scale.

Toplaceaticket onholdat theend of atransaction, click thePrint Ticket button. Clickthe| e |
Hold button from the print decision menu.

Figure 100. Ticket on Hold button
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To receive cash and print aticket that has been placed on hold, select the ticket from the Tickets drop-
down list.

Figure 101. Select a transaction Hold
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Click the cash button to receive cash and record a check number. Click the Print Ticket button then
C|ICk the Cloze Ticket and Print | Close T|Cket and Pl’int button
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Axle Weighing

Axle weighing can be activated for Short or Long scales by adding one of the following linesto the
[Weigh Options] section of the TRANSACT.INI file. Refer to the Appendix on Editing the TransAct
Initilization File.

AxleWeighing=Short
AxleWeighing=Long

NOTE: Axleweighingisnot an NTEP certifiable form of measurement. Therefore, individual
axle weights are not stored with the transaction. Only the total weight is stored with the
transaction.

When axleweighing is enabled, an % Axle button for recording axle weights becomes availablein
the Transaction Details form.

Short Bed Axle Weighing

Short bed axle weighing refersto a scale that is not long enough to weigh the entire truck at one time.
Each axle is weighed separately and added together to get the total weight of the truck.

Each time the % Axle button is clicked, an axle weight is added to the weight In or Out box. The
button can be clicked up to five times to add five axle weights together.

Figure 102. Adding Axle Weights in the Transaction Details Form
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The weigh window title bar displays each axle weight. To subtract the last axle weight, hold the Shift
key on the keyboard while clicking the Axle button.

Pressthe Store Ticket button when all axle weights have been added together.

122 Version 3.5



Weigh

Long Bed Axle Weighing

Axle Weighing

Long bed axle weighing refers to a scale that islong enough to weigh the entire truck. The weight of
each axleis calculated asthe truck drives on the scale. The current axle weight equal s the scale weight
minus axle weights aready recorded.

Example: This example calculates axle weights on a Weigh Out. A four axle truck entersthe scale
area. The entire truck will fit on the scale, however the driver has requested to know the
weight of each axle. Thefirst axleis driven on the scale and weighs 9,000 Ibs.

Click the | #=

Axle button.

The second axle is driven on the scale. The scale displays 15,000 Ibs, click the axle
button. The weight of axle two isthe total weight minus axle one (15,000 |bs - 9,000 Ibs
= 6,000 Ibs). The total weight with the third axle on the scale is 18,000 |bs. The weight
of the third axle is 18,000 Ibs - 6,000 Ibs - 9,000 Ibs = 3,000 Ibs. The total weight with
the fourth axle on the scale is 27,000 |bs. The weight of the third axle is 27,000 Ibs -

3,000 Ibs - 6,000 Ibs - 9,000 Ibs = 9,000 |bs.

Figure 103. Long Bed Axle - Axle No. 4
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The axle button can be clicked up to five times to calculate five different axle weights.

The weigh window title bar displays each axle weight. To subtract the last axle weight, click the Axle

button while holding down the shift key on the keyboard.

Click the Print Ticket button when all axle weights have been calculated.
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Attended vs. Unattended

124

TransAct provides anumber of unattended interfaces. These interfaces are defined asdataterminalsin
the Data Terminal section under Admin | Preferences.

When adataterminal is defined, the| | ® | Attended menu button is di splayed on the Weigh form.

Attended

TransAct must be in the weigh form in order to switch to Unattended mode.

3 e
Click the Weigh button of the menu bar. The Attended button becomes active. This designates
the system is running in attended mode.

K3
To switch to Unattended mode, click the Attended button in the menu bar.

K
Thebutton changesto the Unattended button. All manual featuresof TransAct are disabled until
the Unattended button is clicked and TransAct is put back into Attended mode.

Additional documentation has been created to better explain each Unattended feature. Please contact
your TransAct representative to obtain thisinformation.
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Accounting

Use this section to define rates and taxes, setup rate tables, customer discounts, print
statements\invoices, and record customer payments and credits.

NOTE: Depending upon the version of TransAct you are using, certain features may be disabled.
TransAct Plus has all features enable.

Version 3.5 125



Defining Taxes, Rates, and Added Charges Accounting

Defining Taxes, Rates, and Added Charges

Rates are used to cal culate charges. Two of the TransAct category tablesarereserved for Rates. A table
isused to maintain alist of itemsfor sale. A second tableisreserved for defining additional rate tables.

Charges are based on measured rates, minimum charges, discounts, and taxes. Charges are cal culated
asatransaction iscompleted. Units of measure availablefor cal culating charges are weight (pounds or
kilograms), yards, and count.

Each category item can have up to three rate types. Each charge is calculated using the Net Weight
(Yard or Count) then added together. Up to three taxes can be defined. Breaking out each Tax Type
allows an organization to track local and state fees separately. It also allows certain taxes to be applied
to a specific Rate Type.

Category items can be designated as taxable or non-taxable from within the rate tables.

Example: The following steps show how TransAct cal culates charges by default. The Unit of
Measure used for this example is Net Weight.

Net Weight * Ratel + Calculated Taxes = Amountl
Net Weight * Rate2 + Calculated Taxes = Amount2
Net Weight * Rate3 + Calculated Taxes = Amount3

wN e

4. Amountl + Amount2 + Amount3 = Total Amount
5. Total Amount vs. Minimum Charge = Base Charge

NOTE: If the Total Amount islessthan the Minimum Charge, replace the Total Amount with
the Minimum Charge. (If Minimum Charge is not used, nothing is replaced.)

6. Base Charge - Discounts = Total Charge
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Setup and Miscellaneous Rates

To setup taxes, rates, and rounding properties, select Accounting | Setup and Miscellaneous Rates from
the main menu. The Setup and Miscellaneous Rates table appears.

UsetheSetup and Miscellaneous Rates tableto enter system defaultsand cal cul ation properties. System
defaults are used unless overridden by settingsin the Accounting Info. form of the Customer Account
table or Order/Job table.

Tax Properties

TheTax Properties section servestwo functions. Thefirst isto assign meaningful namesto thetax name
fields (e.g. state, federal, county, etc.). The second isto enter the percentage for each tax type.

Figure 104. Tax Setup
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To apply atax, replace the Tax 1 Name, Tax 2 Name, and Tax 3 Name fields with meaningful names
(e.g. state, County etc.). To remove atax from use, leave the field blank (e.g. delete Tax 1 Name, Tax
2 Name, and Tax 3 Name fields). Only fields containing text will appear on subsequent forms. Enter
taxes as a percentage. TransAct will convert the percentage into a decimal value for calculation.

To override these taxes for a specific customer, select Admin | Customer Accounts. To select the
customer whose taxes are different from the default, click the Find button. From the Customer General
Info form, click the Accounting Info button. When avalue greater than 0.00 is entered into any of the
active tax fields, the default taxes will not be used for any of the tax fields, even when left at 0.00.

Tax Status

The tax status of new accounts will be set according to this value. For example, when the majority of
customer accounts are taxed, select the Taxable status. Edit individual customer accounts for those
customers who are Tax Exempt.
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Toset acustomer accounttoaTax Exempt Status, select Admin | Customer Accounts. Select thecustomer
then click the Accounting Info button. Place an ‘X’ in the Tax Exempt field, click the Save button.

Rate Properties

Thetotal charge for an item can be based on a maximum of three rates. To activate arate, enter rate
names into the Rate 1 Name, Rate 2 Name, and Rate 3 Name fields. Our examples will use Material,
Surcharge, and Delivery. The Material rate will be used as the base rate for each material or product in
the category list. The Surcharge rate will be used as an added charge set by the county for certain
material types. The Delivery rate will be used as an added charge for materials requiring delivery.

Figure 105. Rate Setup
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Appropriate taxes are applied to each rate by checking the Tax boxes. The above figure showsthat the
State and County Tax will beapplied totheMaterial rate, the County Tax will beappliedtothe Surcharge
rate, and neither tax will be applied to the Delivery rate.

NOTE: If al three Rate Names areleft blank, TransAct will useRate 1 asthe default and taxes will
be applied. When text is added to the Rate 1 Name field, the tax check boxes appear. Only
fields containing a name will appear on subsequent forms.

If an existing rate tableis no longer needed, ssimply remove the ‘Rate Name’ from the table. Datain the
table does not have to be deleted before continuing. Removing the name from the Setup and
Miscellaneous Rates table will prevent the table from being used.

NOTE: ThecCharges report available with TransAct breaks out each tax and rate.
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Added Charge

Usethe Added Charge Formula to calculate an added charge based on aformula. The Added Charge iS
the sum of two components; afixed charge and a variable charge.

Added Charge Formula = a fixed charge constant + (a multiplier * Amount Entered).

Amount Entered istheamount entered inthe Added Charge field of the Transaction Details form during
atransaction. The following three examples will demonstrate how to use the added charge.

Example 1 - Fixed Added Charge

Thisexamplewill show how afixed Added Charge will be added to every transaction. Enter the amount
in thefirst field of the Added Charge Formula.

Figure 106. Added Charge Formula - Default Added Charge
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A $5.00 charge will be added to every transaction.

Figure 107. Weigh Form Transaction Details - Default Added Charge

WeightIn | sno0] Out|  33000] Met | |
Total Charge $25.81 Added Charge E $5.00 + ($1.00 & Amount Entered)
| 16-wisotagk | [1#ems $25.81] $25.81 = (9000 Ibs @ $0.0022 per + $5.00] + $1.01 Tax | Out | Fiowbl

When an additional amount isentered intothe Added Charge field, it isautomatically added to thefixed
amount in the Transaction Details form.
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Example 2 - Variable Added Charges

Accounting

This example multiplies the Amount Entered on the Transaction Details form during a transaction by
$15.00. A “zon€” rate structure would be an example that uses variable added charges. Each “ zone”

would be a multiple of $15.00.

Figure 108. Added Charge Formula - Variable Added Charge
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Enter the delivery charge amount into the variable charge field of the charge calculation. During a
transaction, theamount enteredintothe Added Charge fieldismultiplied by thevariablecharge ($15.00).

Figure 109. Weight Form - Variable Added Charge

WeightIn | sno0] Out|  33000] Met | |
Total Charge Added Charge $0.00 + [$15.00 % Amount Entered)

16 - wissota.gik. |

[1items $50.81]  $50.81 = [3000 |bs 2 $0.0022 per + $30.00] + $1.01 Tax

| Out | Revbl

A quarry has three different delivery zones; one, two, and three. The Added Charge for each zoneis
multiplied by a zone charge of $15.00. Zone oneis charged $15.00, zone two is charged $30.00, and
zone threeis charged $45.00. The Amount Entered equals the zone number.

130
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Example 3 - Using Fixed and Variable Charges

This example will show how afixed charge and variable charge can be setup in the Added Charge
Formula.

Figure 110. Added Charge Formula - Added & Variable Charges
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Thisfinal example combines the first two examples and adds Sales Tax to the total added charge.

Figure 111. Weight Form - Added & Variable Charges

Weight In | 24000] Dut | 32000] Met | 5000
Total Charge $57.55 Added Charge $5.00 + ($15.00 % Amount Entered]
| 16-wissotagk | [1 fems $57.59] $57.50 = (3000 Ibs @ $0.0022 per + $35.00] + $2.79 Tax | Out | Fiowbl

Referring to the previous zone example, the following added charge will be calculated for each zone.

e Zone One
($5.00 + ($15.00 * 1)) * 5.5% (Sales Tax) = $21.10

e Zone Two
(($5.00 + ($15.00 * 2) * 5.5% (Sales Tax) = $36.93

e Zone Three
(($5.00 + ($15.00 * 3) * 5.5% (Sales Tax) = $52.75

To save al changes, click the Save button. To cancel any changes, click the undo button.
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Minimum Charges

Prompt Before Applying

When the Prompt Before Applying optionisturned on, TransAct will ask if the minimum charge should
be applied, as atransaction is being compl eted.

Figure 112. Prompt Before Applying Minimum Charge
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TransAct will display the following dialog box as a transaction is being completed.

Figure 113. Prompt Before Applying Minimum Charge Message
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Toreplacethe default charge with the minimum charge, click Yes. Any taxeswill berecal culated using
the minimum charge. To accept the charge calculated using Default Rates, click No. To cancel the
transaction, click Cancel.

Apply As Lump Sum

By default aminimum charge is applied when the Total Amount calculated is less than the Minimum
Charge. In some cases the minimum chargeis different for each Rate Type. For example, Rate Type 1
may have a minimum charge of $5.00, Rate Type 2 may have a minimum charge of $2.00, and Rate
Type 3 may have aminimum charge of $.50. When minimum chargesare cal cul ated separately for each
rate type, turn the Apply as Lump Sum feature off (an ‘X’ does not appear in the box to the left of the
feature).
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When Prompt Before Applying isturned on, the user will be prompted before aminimum isapplied for
each rate type (e.g. Material, Surcharge, and Delivery).

NOTE: Besureto setthe Minimum Charge for each Rate Type in the Rate Table.

Charge and Cash Rounding Properties

Rounding can be setup to round differently for charge and cash transactions. For example, charge
accounts may be charged to the nearest penny, but cash accounts are rounded to the nearest quarter.
Rounding for Charge transactions appliesto the base charge only. Salestax and fixed charges are added
to the rounded base charge. The Round After Calculating Tax option is available only for cash
transactions and can only be used with the Nearest and Down options.

Figure 114. Cash and Charge Rounding
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By default, roundingistothenearest penny. Usethissectionto modify therounding parameters. Charges
can be rounded Up to the next higher increment, Down to the next lower increment, or to the Nearest
increment of the Rounding Amount.

Miscellaneous

Monthly Finance Charge

The Monthly Finance Charge must be entered as a percentage. The Monthly Finance Charge isapplied
during Statement processing. A finance charge is applied to any unpaid previous balance when
statements are generated.

NOTE: If some accounts are charged a monthly finance charge and others are not, enter individual
monthly finance charges for each customer account using the Discounts and Account
Flags table. The Discounts and Account Flags table is covered later in this section.
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Easy Cash

The Easy Cash option works with customer accounts that are marked as Cash Only accounts. When
turned on, the cash button does not need to be clicked during a transaction to record a cash payment.
When theticket is printed and the transaction is closed, the amount charged is recorded as the amount
received. To turn Easy Cash on, place an ‘X’ in the box to the left of the Easy Cash option.

NOTE: The cash drawer will open if one has been installed.

When turned off, the Cash button must be clicked when completing a cash account transaction. When
the Cash button is used, the cash received can be entered into the Amount box and change back will be

caculated.
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Rates

Theratetableisused to attach arateto each category item. Standard tablesinclude Default and Minimum
Charges. Rate types defined in the Setup and Misc. Rates table appear as adrop-down list in the rate
table. All rate types are available for use with each table.

To open the Rates table, select Accounting | Rates from the main menu. The Rates table appears.

Figure 115. Default Rate Table
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Rate tables are listed under the Table drop-down list. The Default Rates and Minimum Charges tables
listsevery item from the category table that rates are attached (i.e. Material). Additional rate tableswill
list only thoseitems that have been added. The minimum charge rate will be applied to al chargesthat
are less than the minimum charge value.

To attach rates to a different category table or refresh the item list in the current category table, click

the Reinitialize Tables button.
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Figure 116. Reinitialize Tables
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Thehighlighted tableisthetable currently used for rates. To refresh theitem list in the current category
table, click the Done button. The following warning message appears.

Figure 117. Reinitialize Current Table Warning
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To change the category, rates are attached to, select the new category from the list and click the Done
button.

NOTE: Whenanewratetableisselected, theratesfor all previoustableswill be deleted. Always
make a backup of the database and a copy of the C:\WINDOWS\TRANSACT.INI file before
changing the existing rate table. If a mistake is made, quit TransAct and restore the
TRANSACT.INI file. Start TransAct and restore the backup database.

The following warning message appears.

Figure 118. Reinitialize Table Warning
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To attach rates to adifferent category, click Yes. To cancel any changes and return to the Rates table,
click No.
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The Default Rates Table

Rate Type One - Material

Rates

Theratetableisdivided into two sections, Incoming ratesand Outgoing rates. Each section allowsrates
to be entered for weight (pounds, tons, kilograms or metric tons), yards, and count. Additional fields
are available for designating whether the rate is a (R) receivable (incoming cash flow), (P) payable

(outgoing cash flow), taxable (Tx) or (Ld) load. To start entering rates, use the mouseto place the cursor

in the field to be edited or press the tab or arrow keys on the keyboard until the field is selected.

Figure 119. Default Rate Table Setup - Tons
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The first column under Incoming and Outgoing is used to enter arate based on aweight (the above

figure uses Ton). The unit of measure can be changed by editing the TransAct initilization file

(TRANSACT.INI). To change the Rate Basis, refer to Editing the TransAct Initialization File in the

Appendix.
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Figure 120. Example of a Completed Rate Table
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The above figure shows how arate table may be setup for incoming and outgoing transactions.

1 - Solid Waste: Thisitem will use arate of $42.35 per ton for all incoming transactions.

* 3- Appliances: A customer will be charged $10.00 for each appliance brought to the landfill
and $5.00 for each appliance taken from the landfill.

* 4-Tires- A chargefor tires can be calculated by weight or count. Incoming and Outgoing
ratesfor tires are different. The weight rate has been setup for calculating a charge when large
truck loads of tires are brought to the site.

* 7 & 8- Thissite takes Contaminated Soil in at $18.48 per ton. The Contaminated Soil iS

processed and resold as Treated Soil. The Treated Soil is sold at an outgoing rate of $35.00 per
ton.

To save any changesto theratetable, click the save button. To undo any changesto theratetable, click
the Undo button.

Rate Type Two - Surcharge

To enter rates for another rate type, select the rate type from the Rate drop-down list.
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Figure 121. Selecting a Rate

Use the procedures from the previous section to enter rates into the new rate table.
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Rates

During atransaction, each ratetypeiscalcul ated separately. Taxesfor each rate type are also cal cul ated
separately based on information entered in the Tax Setup section of the Setup and Misc. Rates table.

The three rate types are added together and used as part of the Total Charge calculation.

Rate Type Three - Delivery

Thethird rate table will demonstrate how flat rates can be applied to atransaction. Select the third rate
from the Rate drop-down list.

Figure 122. Default Delivery Rate Table
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The per load charge must be entered into the field used to calculate the rate of the item. For example,
if the transaction is calculated by weight, enter the delivery charge in the weight column (Ton, in our
example). If the transaction is calculated by Yard, enter the delivery charge in the Yard column. If the
transaction is calculated by Count, enter the delivery charge in the Count column.

The above figure shows a delivery rate for Woodchips and Treated Soil. Enter a*Y’ inthe Load (Ld)
column to have the amount entered applied to the transaction. A $35.00 delivery charge will be added
to all outgoing Woodchips transactions and a $40.00 delivery charge will be added to all Outgoing
Treated Soil transactions.

A Final Rate Example

Onefinal examplewill be used to summarize the use of rates and taxes. Strupp Trucking ishauling dirt
to customer’s home. Net Weight of the transaction totals 4,220 pounds or 2.11 tons. Using the taxes
and rates from the previous examples for Treated Dirt, the charge is calculated as follows.

Figure 123. Tax and Rate setup
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Material Rate
2.11 Tons X Materia (Rate 1) $35.00 = 73.85
73.85 X the State Tax (5%) = 3.69
73.85 X the County Tax (0.5%) = 37
Rate Onetotal = 77.91
Surcharge Rate
2.11 Tons X Surcharge (Rate 2) $0.00 = 0.00
0.00 x the County Tax (0.5%) = 0.00
Rate Two total = 0.00
Delivery Rate
2.11 Tons x Delivery (Rate 3) $40.00 = 40.00
40.00 X the State Tax (5%) = 2.00
40.00 x the County Tax (0.5%) = 0.20
Rate Three Total = 42.20
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Total Charge $120.11

Minimum Charges Table

The minimum charges table is available to assign minimum charges for individual items. When the
Total Charge of atransaction does not meet the minimum charge requirement, the Total Charge will be
replaced with the minimum charge. Enter the minimum charge amount for the item. Move the cursor
totheload (Ld) field and enter a .

Figure 124. Minimum Charges Table
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A minimum charge of $10.00 will be applied to al Solid Waste and Construction and Demo material
transactions.

Be certain to enter the minimum charge for each Rate type (i.e. Material, Surcharge, and Delivery).

Additional Tables

Additional rate tables may be added to accommodate different pricing tables for different types of
customers (e.g. Contractor, Public, individual customers, etc.).

To add an additional table from the rates form, click the Add a Table button. An empty Rate
Table category window appears. The same window appears when Admin | Categories | Rate Table iS
selected.
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Figure 125. Add a Rate Table
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Enter aCode and Description. To add thetable, click the save button. To return to the Ratestable, click
the [T§ | Edit Table button. The new rate table appears.

ETabla

Figure 126. New Table
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Place the cursor in the first column of the new table and enter the item number of the item receiving a
special discount. Tabto theratefield (i.e. Ton, Yard or Count) and enter the special rate. Use thetab or
arrow keys on the keyboard to navigate through the table.
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Figure 127. Adding Itemsin a New Table
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Once rates for the new table have been entered, click the save button to save the changes.

Only add the itemsreceiving aspecia rate to the table. Items selected during a transaction that are not
listed in the new table will use rates from the Default rate table. To undo any changes, click the Undo
button.

In order for a customer to use a special rate, select Admin | Customer Accounts. TO select an account,
click the Find button. Select the desired rate table from the Default Rate Table drop-down list.

Figure 128. Selecting a Default Rate Table
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To save changes, click the save button. When the customer is selected during a transaction, thisrate
table will be used.

NOTE: To print theratetables, select Reporting | Reports from the main menu. Select Rate Listing
from the Report Type drop-down list.
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Rates for a Job

All rates, with the exception of the Minimum Charges ratetable, can be overridden by entering aspecial
rate for anitemin ajob. To enter aspecial rate for ajob item, click Admin | Orders/Jobs to open the
Orders/Job Table, click the Find button and select ajob. Click the items button, enter the negotiated
ratesin the table. Items left with a $0.00 rate will use the Default Rate Table, or the rate table selected
for the job.

Figure 129. Setting Rates for Job Items
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Crediting Returned Material

Crediting an account for the dollar amount of returned material can be done by entering anegativerate
on the appropriate side of the rate table.
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Discounts and Account Flags

Use the Discounts and Account Flags table to setup discounts and finance charges for individual
customer accounts. Finance charges are applied when statements are generated. The Discounts and
Account Flags table can also be used for marking accounts as revoked, not invoiced, cash only, and tax
exempt.

NOTE: Marking accounts as revoked, not invoiced, cash only, and tax exempt can aso be set in
Admin | Customer Accounts | Accounting Info.

To apply adiscount to a customer, select Accounting | Discounts and Account Flags from the main
menu. The Customer Account Table appears.

Figure 130. Discounts Table (TransAct Plus)
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To activate one of the five options, click the box next to the option. An ‘x’ in the option box indicates
the option ison. To turn the option off, click the option box again.

A finance chargeis applied to any unpaid previous balance when statements are generated. When the
individual finance charge is 0.0000, the global finance charge will be applied. Any individual finance
chargegreater than zero will override the global finance charge defined in the Setup and Miscellaneous
Rates table.

To view general customer information such as account number, address, and default categories, click

the General Info button.

NOTE: Accounting features such as previous balance, current balance, and the not invoiced check
box have been removed from TransAct and are only available for TransAct Plus.
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Statements/Posting (TransAct Plus)

Statements

Use Statements/Posting to create billing statements, apply finance charges update account balances,
and post transactions. A statement will becreated if acustomer carriesapreviousbalance or hasaccount
activity throughout the statement period.

To generate statements, select Accounting | Statements/Posting from the main menu. The
Statement/Posting Options table appears.

Figure 131. Satement Options Window
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Type
Select statement to update account balances, apply finance charges and mark transactions.

Dates

To Date

The date entered in the To Date box will be used as the cutoff date for transactions (charges, payments
and credits). A statement will include all unmarked transactions thru the selected date.

Example: Many organizations issue monthly statements on the last day of the month. When
Statements/Posting IS selected from the Accounting menu, the current system date
appearsin the Statement To Date box. If today is February 3, 2004 and only transactions
dated through January 31, 2004 are to appear on the statements, change the date in the
To Date box to 1/31/2004.
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To enter adate, use the keyboard or click the calendar button to the right of the date option box

Grace Period

Payments can be granted a Grace Period. A grace period isthe period of timeacompany may givetheir
customersto pay the previoushill. The Grace Period appliesonly to payments. Payments made within
the grace period will be applied to the previous balance. Use the El up/down arrows to increase or

decrease the number of days granted for the grace period including non business days (i.e. weekends).

NOTE: The grace period must be entered in calendar days - not business days. If the grace period
includes weekends, make sure to include those calendar days in the grace period.

In order to use a grace period, statements must be processed after the Grace Period. Figure 131 shows
aGrace Period of three days. Since payments are accepted for three days past the statement date,
processing cannot occur until after the grace period. For this example, statement processing should
occur after 5/3/02.

Options

Apply Finance Charge

To Apply Finance Charges, click the mouse to place an ‘x’ in the Apply Finance Charge box. When a
default Monthly Finance Charge has been entered in the Setup and Misc Rates table or Discounts and
Account Flags table, afinance charge will be applied to any unpaid previous balance for all accounts.

A payment made during the billing period will be applied to the previous balance. The finance change
is applied to the remaining previous balance not covered by payments.

Example: D&D Disposa Co. has a previous balance of $1,000. During the current billing period
they made a payment for $800. If a 1.5% monthly finance charge has been setup,
TransAct with Accounting cal cul ates the finance charge to be added as follows:

1. $1,000 - $800 = $200
2. $200 x 0.015 =$3

The current balance is cal culated by adding the unpaid previous balance, finance charge,
and new charges. We will use $300 of new charges during the billing period to finish the
example.

3. $200 + $3 + $300 = $503.

NOTE: Usethe Setup and Miscellaneous Rates table to setup a default finance charge. Use the
Discounts and Account Flags table to apply finance charges to individual accounts. These
tables are explained in detail earlier in this chapter.
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By default, a statement for accounts with a zero balance will not be printed. If statements should be
printed for accountswith zero balances, placean ‘x’ inthebox next to thePrint Zero Balance Statements,
to turn the feature on.

Print Zero Balance Statements

To Print Zero Balance Statements, place an ‘x’ in the box. By default, a statement for accountswith a
zero balance will not be printed.

Statement Note

A Statement Note can be used to print a message on every statement.

Destination

To view the statements before printing, select window from the Destination drop-down list. Then click
the view button.

To print the statements directly to the printer, without first viewing, select Printer from the Destination
drop-down list. Then click the Print button.

To mark transactionsand export datato afile, select Post Transaction to Export File fromtheDestination
drop-down list.

Before statement processing can create an export file, an export definition file must be setup. A sample
export definitionfile, POSTEXP.GID, iscopied into the TransAct sub-directory duringinstallation. This
file can be edited using Windows Notepad and saved asatext document. To learn more about importing
and exporting, please refer to Importing and Exporting Data on page 66.

Data can aso be exported to atext file by selecting Test File, Comma Delimited Text File, or Tab
Delimited Text File.

Since the statement/posting process makes changes to the database, it is strongly recommended to
make a backup of the database before continuing. If the statements are incorrect, the backup can
be restored. Corrections can be made and the billing process repeated.

To perform the backup functions, click Yes. The backup window appears.
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Figure 132. Backup Window
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During statement processing, an ‘st’ will proceed the backup filename. When the backup is complete,
statement processing will continue.

NOTE: Some users store the backup created prior to statement processing in a separate place (i.e.
different network directory or separate zip diskette). If a statement needs to be reprinted,
the backup prior to running statements can be restored and the statement reprinted.

To continue statement processing without making a backup, click No. To cancel statement processing
and return to the Statement/Posting Options window, click Cancel.

A list of account names appears once the backup process is compl ete.

Figure 133. Selecting Accounts
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To make statement processing as smooth as possible, we recommend using the Discounts and Account
Flags table to mark accounts that should not be billed. Accounts marked as Not Billed will not be
processed.

To select every account in the database, click the Select All button.

NOTE: Hold the shift key on the keyboard and click a beginning account and ending account to
select continuous customer accounts. Hold the Ctrl key on the keyboard and click on each
individual account to select discontinuous customer accounts.

Once accounts have been selected, click the Done button.

When previewing statements before printing, use the navigation buttons at the top of the screento view
all the statements/invoice. Table 7 describes each of these buttons.

Table 7. View Satements Buttons

E The Stop button allows the user to stop

IE View the first statement/invoice. ; SO
generation of the statement/invoice.

E View the previous statement/invoice. @ Magnify/Un-magnify the statement/invoice.
m View the next statement/invoice. E Print the statement/invoice.

E View the last statement/invoice.

When billing is complete, transactions, payments, and credits are marked as having been billed. Once
these items have been marked, they cannot be edited, voided, or unmarked.

After statements have been printed and reviewed, TransAct Plus will prompt the user before moving
to another portion of the program (e.g. the weigh form). The following message will appear before the
user is alowed to move to a different function within TransAct Plus.

Figure 134. Mark Billed Transactions

2 xxxxx ATTEMTION s

‘Wwiould you like to update accounts?

Answer YES if your statements have printed comectly and pou are ready to update
previous balances, generate finance charges and mark transactions. OMWCE ACCOUNTS
H&WE BEEN UPDATED YOU wILL NOT BE AELE TO REGENERATE THESE
STATEMENTS UMLESS YOU RESTORE THE BACKUP vOU CREATED PRIOR TO
RUNNING STATEMENTS.

Otherwize answer MO if pour statements did not print correctly or you have not reviewed
them. Y'ou can rerun these statements at a later time by uzing the zame parameters.
Updates can be done at that time.
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If statements have printed correctly, click Yes. When Yes is selected, al transactions for the current
billing period are marked as having been billed and will not appear on subsequent statements. Previous
balances will be updated to include payments, charges, credits, and finance charges.

To cancel the update process, click No. No changes will be made to customer accounts. If statements
did not print correctly or more time is needed to review printed statements, click No.

When problemshave beenresolved, rerunthe statement process. View or reprint the statements/invoice.
Select a TransAct Plus function (i.e. the weigh form) to continue. To update transactions, click Yes.

NOTE: If statementswere already printed, but not marked and do not need to be reprinted, select
to view the statements. Select a TransAct Plus function (i.e. the weigh form) to continue
and click Yes, when prompted to update transactions.

Invoices

Use Statements/Posting to create billing invoices and post transactions (if desired). Aninvoicewill be
created if acustomer hasany account activity for the selected daterange. Aninvoice will list transactions,

calculate total due, and mark transactions
To generate invoices, click the Accounting| Statements/Posting.
The Statement/Posting Options table appears.

Figure 135. Satement Options Window
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A daterangeisavailable when Invoice is selected asthe Type. Only transactions within the date range
will appear on theinvoice.
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Dates

From/To Date

A date range can be selected by using the calendar control to the right of each date.

Grace Period

Payments can be granted aGrace Period. A grace period isthe period of timeacompany may givetheir
customersto pay the previousbill. The Grace Period appliesonly to payments. Payments made within
the grace period will be applied to the previous balance. Use the El up/down arrows to increase or

decrease the number of days granted for the grace period including non business days (i.e. weekends).

Statement Note

A Statement Note can be used to print a message on every invoice.
Destination

Window

Toview theinvoicesbeforeprinting, select window asthe Destination. Click theView buttonto preview
the invoices before printing.

Printer

To print theinvoicesdirectly to the printer, without first viewing, select Printer asthe Destination. Click
the Print button.

Invoice Backups

It is highly recommended a backup be created prior to invoice processing. In the event amistake is
found or transactions are prematurely marked, the database prior to invoice processing can be restored.

It isalso recommended these backups be kept in alocation separate from the daily backups. If backups
are normally stored on a network server, create a separate directory to store these backups. If backups
are normally stored on a zip disk, maintain a separate disk for invoice backups.
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Click the Yes button to perform the backup functions. The backup window appears.

Figure 136. Backup Window
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During invoice processing, an ‘st’ will proceed the backup filename. When the backup is compl ete,

invoice processing will continue.

Once the backup process has completed, alist of account names appears. Click the Select All button to
select every account in the database. Once accounts have been selected, click the Done button.

When previewing invoices before printing, use the navigation buttons at the top of the screen to view

al the invoices.

To complete the billing process, move to another portion of the program (i.e. the weigh form). The
following message appears. READ THISMESSAGE CAREFULLY.

Figure 137. Mark Billed Transactions

& ***** ATTENTION

‘Wwiould you like to update accounts?

Answer YES if your statements have printed comectly and pou are ready to update
previous balances, generate finance charges and mark transactions. OMWCE ACCOUNTS
H&WE BEEN UPDATED YOU wILL NOT BE AELE TO REGENERATE THESE
STATEMENTS UMLESS YOU RESTORE THE BACKUP vOU CREATED PRIOR TO

RUMNING STATEMENTS.

Otherwize answer MO if pour statements did not print correctly or you have not reviewed
them. Y'ou can rerun these statements at a later time by uzing the zame parameters.
Updates can be done at that time.
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NOTE: Version 3.5 doesnot track Invoice and Statement processing separately. The original
ticket transaction is still considered the invoice. If TransAct is being used to generate
Invoices and Statementsit isimportant to NOT mark the transactions when running
Invoices. Transactions should be marked at the completion of Statement processing. It is
also recommended to not use the payment Grace Period. If agrace period is used, and
transactions are not marked, a payment may appear on more than one invoice.

Do Not select to update accounts and mark transactions unless invoices have been printed, reviewed,
corrected, and are ready to close (they are not ready to close if a Statement will be printed at alater
time). When billing is complete, transactions, payments and credits are marked as having been billed.
Once these items have been marked, they cannot be unmarked unless a backup, prior to marking, is
restored.

TheNo buttonisavailableto cancel the update process. No changeswill be madeto customer accounts.
Until invoices have been reviewed and are ready to be closed, click the No button.

Whenitistimeto closeinvoice activitiesand update account bal ances, repeat theinvoice process. View
or reprint the invoices. Select a TransAct Plus function (i.e. the weigh form) to continue. Select the
Yes button to update transactions.

NOTE: If invoiceswere already printed, but not marked, and do not need to be reprinted, select to
View the invoices. Select a TransAct Plus function (i.e. the weigh form) to continue and
click yes, when prompted to update transactions.
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Payments (TransAct Plus Only)

Use the Payments section of Accounting to record customer payments, credits, and print receipts.

Recording a Payment

To enter paymentsand credits, select Accounting | Payments from the main menu. The Payment/ Credit
Form table appears.

Figure 138. Payment / Credit Form - Payment
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If Payment isnot already selected, use the mouse to select Payment. The black dot denotes the selected
item. Payments can be categorized similar to how transactions are categorized during aweigh
transaction. Select items from the drop-down lists. Click the item in the list to select it.

NOTE: Itisnot necessary to use the category fields unless you want to generate payment reports
sorted on categories.

If payments are received as itemized payments, use the Save Item button to enter multiple items per
payment.

Single ltem Payment

To select the customer the payment will be applied to, click inthe Account box. The customer’ sdefault
category items are displayed. If desired, select other items from the drop-down lists. Select category

items to generate payment reports sorted on categories. Enter the amount paid and the check number
in the available Amount Paid and Check Number boxes.

To save the receipt, click the save button.
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Multiple Item Payment

A multipleitem Payment allows asingle payment to be allocated to multiple items. To apply portions
of a payment toward different items, click in the category box (i.e. Material) to select an item from a

drop-down list. Enter the amount paid and the check number in the available Amount Paid and Check
Number boxes.

Click the m Save Item button.

Sawe Irem

The status bar at the bottom of the form is provided to help track how many items have been entered
and the total amount entered for the receipt.

After clicking the Save Item button, the Account Balance isadjusted and the Amount Paid box iscleared.
The check number remainsin the Check Number box until all items have been entered. The status bar
increases the item count and total value.

Figure 139. Multiple Item Payment
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Select adifferent category item and enter theamount paid. Click thesave Item button. Continueentering
payments for each item and clicking the Save Iitem button after each entry.

To save the receipt when the last item has been entered, click the Save button.

NOTE: ThePayments/Credits report will list each receipt by number and all itemsrecorded for the
receipt.

156 Version 3.5



Accounting Payments (TransAct Plus Only)

Example: A landfill wantsto track payments by material type. A check arrives from one of their
customers for $8,000.00. $3,000.00 is a payment for Solid Waste and $5,000.00 is for
Construction and Demo. This payment transaction would use the multiple item payment
option described above. Item 1 would be $3,000.00 with a material type of Solid Waste,
Item 2 would be $5,000.00 with a material type of Construction and Demo. The
statement will show a single payment of $8,000.00.

Adding Notes to a Receipt

The note fields used during weigh transactions can also be used when recording a payment. To open
the notes window, click the [_##=_| Notes button.

Figure 140. Payment Notes
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receipt ticket, use the same field names as those for the weigh form (e.g. Notes 1, Notes 2, €tc.).

Print Receipt when Saving

To use the print receipt option, areceipt file must be created and defined in the Admin | Preferences |
Tickets option box. The same procedures are used to create areceipt ticket file as a transaction ticket
file. When Print Receipt when Saving isturned on (an ‘x’ is placed in the box), areceipt will print to
the ticket printer only when the Save button is clicked.

To add additional items to an existing receipt, click the E Recall button.
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Figure 141. Recalling an existing Receipt

Emter the receiph numben nE
g would Bes 1o eecall

anil add an ilem L Ciarcal

Al

Enter the receipt number and click OK. To return to the Payment/Credit form, click Cancel.

To reprint areceipt, click the | ..=%...| Reprint Receipt button.

Applying a Credit

Creditsareapplied thesameway paymentsareapplied. To enter paymentsand credits, select Accounting
| Payments from the main menu. The Payment / Credit Form table appears.

Figure 142. Payment / Credit Form - Credit

Feyment/Credit: 11:37 AM  Wednesday, Janeay 16, 2002

Payment Coedit & Ticket Pagment
Aocount |11 D O Dkpasal Co, e |
Jab
Wabepal i I ool Ui he
frea [10 [Frppasa Fak:
Rate Table [1 [efut Fstes
Previous Balange [[7 70077
Cumant Balancem | 2500 0 (RN
LCredil Aumoant L1 wm
e
HEES Y RN
swaoe  me | ome | e sentis | (R Priet Fisssiot when Seving
Cuneek Dsta; Hecmpte 2 benow 1 Tolal Yaloe = $100000 [Tomards Receivahies)

Click credit, the black dot denotes the salected item.

Credits can also be entered as single items or multi-items. A spaceis provided for recording a 10
character memo. When Print Receipt when Saving iSsturned on (an ‘x’ is placed in the box), areceipt
will print to the ticket printer only when the Save button is clicked.

Example: Finance charges are often credited back to a customer. Use the Payment/Credit Form to
credit afinance charge.
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Applying Payments Toward a Ticket Number

The same procedures can be used to apply paymentsto aticket number To enter payments and credits,
select Accounting | Payments from the main menu. The Payment / Credit Form table appears.

Click on Ticket Payment. The following window appears.

Figure 143. Select Ticket for Payment

Enter the ticke! mumbser “
ypou would Fes bo recall

and add om ilom bo: Canced

£

Enter the ticket number to apply payment to, then click oK. Information about the ticket fills the
Payment/Credit form.

Figure 144. Ticket Payments

Fapmerd ACredd:  17:47 AM  Wednesdag. Jenaarp 16, 2002

Paymunt O Caesdit Tickel Fayment &
caurd |5 =rvilter, Cip ol
loh
Area |7 Hore
Hatesial |1 bora
Fiabe Todle |1 [ictaul Rate:
Previous Balamce [ -7 :l

Cuinent IﬂlﬂlﬂtlQ’. ] | .00 |

Amuoenl Paid |‘$1E?F!|:I | i |
Cheok Humber [cx52

i x[a] [ =
g lnm | G Sl Bagd BepinBaedipl | [/ Print Heoeipt when Savng

Curert Dala Tichet =380 It = 2 Tichet Bdancs = $020

When Print Receipt when Saving isturned on (an ‘x’ is placed in the box), areceipt will print to the
ticket printer only when the save button is clicked. To store the payment, click the Save button.
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Crediting Marked Transactions

The weigh form can be used to create negative weigh transactions in order to adjust the tonnage and
chargefor transactionsthat have been marked (posted). Thistype of transactionwill calculate and apply
acredit if desired. The scale setting must be set to MANUAL when processing these transactions.

Correcting Weight Transactions

Direction - Incoming

Adjusting transactions for an incoming material must use the Net button option. In some cases this
feature may aready be in use. Once the correcting transaction is entered, it may be necessary to reset
this option.

To set the Net button for use with credit transactions, activate the weigh Form, click the Weigh
button.

To activate the Weighing Options window, click the Options button. Select Gross Mode from
the Select Properties section.

Figure 145. Net button setting for Incoming Credit Transactions

i eziighi g Dplions
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(" Bedgs Aesds
) Taw Lpdae
Hintz and Tipa:
T b= Grors Mods Fropstes sliow wou o snable o dissbis e Net bution on the
wvesigh foim. The Hethitten provides single-wesghment, Gmss eidht
I Rare byal et the ek Weight anual to e wWeight In
DOene Click in & ke i the foem For more miomstion

Select Set Net and Adj. Net Weight = Weight In. To close the Weighing Options window, click the Done
button.

NOTE: If Set Net = Weight In was originally selected, the Net button is probably being used for

other types of transactions. Be certain to set the option back when the credit transaction is
complete.
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Start the transaction by selecting an Account or Truck Id. Select the MANUAL scale setting. Select the
material and any other criteriapertaining to the credit transaction. Enter theNet Weight fromtheoriginal
transaction into the weigh In field proceeded with a negative sign.

Figure 146. Incoming Material Credit

Furk Weght | Oy
g T .
Transachon Detail:
Hauglar [2 |fActve Dispesel & Recpcin. In
Bill-Re AciE 5 tichve Disposal b Aecding, Inc.
Drdeedl ok
Tusck 9 n
Conkairer -
E e
Pup Tasslsr - K !
Cancsl Matsc Toa
Matenial f Sokd e =]
Area |-1 Hans |:] ‘ Q
[ B TH e
Rate Table [ Deledl Fies =1
Wesaht In Dt | 0| Met] ]
T okl Chargs Added Charge | 0] S0.00 (§1 00 Anout Evieved]
3830 - brmaned ok | [ b (2000000 (3209.00) = [-36T g =2 35500 par) | |

Toplacethecredit weight into theNet weight field, click the Met| Net button. Thedollar amount credited
iscalculated using the incoming rate for the material selected from the selected rate table. To complete
the transaction, click the Print Ticket button.

Direction - Outgoing

The Net button is not used for outgoing transactions. Do Not change the Gross Mode Setting in Weigh
Options.

Start the transaction by selecting an Account or Truck Id. Select the MANUAL scale setting. Select the
material and any other criteriapertaining to the credit transaction. Enter theNet Weight fromtheoriginal
transaction into the weight Out field proceeded with a negative sign.
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Figure 147. Outgoing Material Credit
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The Net Weight isautomatically placed in the Net box. The dollar amount credited is calculated using
the outgoing rate for the material selected from the selected rate table. To complete the transaction,
click the Print Ticket button.

Correcting Yard or Unit Count Transactions

Start the transaction by selecting an Account or Truck Id. Select the material and any other criteria
pertaining to the credit transaction. Set the Units button to Yard or Unit Count, if not already set. Enter
the negative amount to correct in the Quantity In or Out field (Quantity In when material directionis
Incoming, Quantity Out when material direction is Outgoing).

Figure 148. Yard or Unit Count Material Credit

wWsigh: 11 ]
e T |
UpessTa . I
Transaction Details
Heuglsr 11 "I'.‘l ED Depazal Ca Ine
Will-ho Bk (iq 0 & D Disposal Do, Inz -
Juobs L
Tusck - H-E‘:%ﬂ[lmm
3 Fconing
ity € tigo % | B[ =
Py Talar z C HoTae Coesl | Mater. | Ot Coume
Area |7 Haonn - - — —
Maltenal Tirme - * @
(=1 1 BTl et
Hate Table [ Delmdl Flabez =1
Quasntity Ini | m Out | 1| Met|] 5]
Totad Charge [ 1105 | mddod Changs | 0] 20004 18100 5 An0s E e
T AEER sikon | [ hane EZER] [F1380] = [ B0 Urds & £250 par| | |
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The dollar amount credited is calculated using the rate for the material selected from the selected rate
table. To complete the transaction, click the Print Ticket button.
Alternate Suggestion

To better track these types of transactions, a new material item with a description referring to credit
(i.e. Transaction Credit) may be added to the materia table. Do not enter any rates for thisitem. Use
the Added Charge field to enter the dollar amount to credit proceeded with a negative sign.
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Reporting

Use the reporting section to quickly scan stored transactions based on selected criteria, reprint or edit
stored transaction tickets, and create daily, weekly and monthly reports based on selected criteria.
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Quick Scan

The Quick Scan utility provides a quick way to view, edit, and void transaction ticket information. It
allows you to scan transactions based on categories and customer accounts for a specified date range.

To run aquick scan, select Reporting | Quick Scan from the main menu. The Transaction Selections
Criteria table and Selection Criteria form appear.

Figure 150. Selection Criteria Form

Seluclion Litors

Fiom Ticket :| To Tickst |
FromDate [7anss | @ TeDete [
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St Mateial |-3 P.II |
Seleck Rioubs |d r'a.ll |
Select Habe Tahile |-3 P.ll |

[~ Sawe seHings

(o= ] =]

If the ticket number is known, it may be entered in the Select Ticket Number option box. To view the
transaction, click the Scan button.

To find atransaction or group of transactions, select a date range and other known criteria. To enter a
date, use the keyboard or click the calendar button to the right of the date option box

To select other search criteria (e.g. Account, Job, Material, €tc.) click within the Select box, select the
desired item from the drop-down list.

Save Setting
When checked, all criteria selections will be saved with the exception of the date range. Date range

will always reset to the current date.

Reset

The Reset button will return the Selection Criteria form back to default values similar to Figure 150.
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Scan

After entering search information in the option boxes, click the Scan button.

Quick Scan

TransAct scans the transaction database and displays the transactions matching the selected criteriain

the Transaction List form.

Figure 151. Transaction List Form

Transaction Scan

| Transaction List
46 transactions selected.
i Cl
.0 .00 .

245 3764 5060.0 $101.20 $0.00
235 3770 100.0 $2.00 $0.00
235 kTl 15700.0 $394.00 $0.00
235 3Frz £200.0 $124.00 $0.00
264 377 9160.0 $183.20 $0.00

3 3774 7960.0 $153.20 $0.00

3 3778 4080.0 $81.60 $0.00

3 3776 £380.0 $137.60 $0.00
2B6 37T 440.0 $8.80 $0.00
260 37ra 7200 $14.40 $0.00

11 377 5480.0 $103.60 $0.00
11 3780 14160.0 $283.20 $0.00
235 arat 5040.0 $180.80 $0.00

11 3raz 363400 $726.80 $0.00 -
‘ Show Detail | ‘ Totals | Woid Selected | ‘ FErint | ‘ [one |

Details from any transaction can be viewed by selecting a transaction from the Transaction List and

clicking the show Detail button.

Figure 152. Transaction Details Form

Tramsaction Soan
Tranzachon Details
Ticket [3?5? ltemi Sief [Ml 700 (O Fpemaini Fq.d:ii:lmor |
Ticket Unit [F o |v] Incoming Peamil I:
Havler Acet |3 et Citp el -
Bill-To Acct [5 et Citp ot
dob
Track [47 - Material |1 Sobd Wasle |
Cisnbairet - Auea |- Hens =
Pugp Trailsr - Rata Tabda (-1 Dielaut Fsts -
Weight Inon 1 42000 || 71 A 99E O 0 s EI Laslisiiimy 4 =
Dutond [ oseno|[74.0900 100005 E|
Hel [ B Adjested 17000
Fieeserd 2 Eflied
2 (eimbeds A= I B R e
e TIMHIMMM" Togl | BiraTickes 3 Fin | Biew | Hew | Dow | Do | 3o | B

After clicking the Show Detail button, the Transaction Details form appears. Information from the
selected transaction is displayed. The Transaction Details form contains information collected at the
time of the transaction (e.g. Account Number, Weight In, Weight Out, Category Codes, €fC.).
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To edit information on this form, click the % Unlock button found at the bottom of the window.

To view and edit charge information, click the dot to the left of Transaction Details.

Figure 153. Charge Details Window

Tranxactimn Charges

Tickel 3757 0n 1 Shed,

Tolal Chaigs: i_m_ I |He1::ivd:vln
Wt | 17000 e 3 § 00275 per = $4E7.50
Surcharge | 17000 s & $0.00 per = S0.00
Drsliveery | 17000 ks 2§00 per = 000

fdded Charmge | f000 Cash Fiecsived |£0 10 I
Ghate | J00 Check Humbe |
Cownty | $100 Billed ™
o Statament [l |
i SRR RS e

™ Trarcscion Chaipss
0 Trargacion Mobsz

Togh | Bémd Ticke 3 Fui | Biew | Herr | T § Dy | 300 | Pied

The following warning will appear if the Total Charge and Cash Received fields are no longer equal
(cash received must be non-zero).

Figure 154. Cash Received Does Not Match Message

\E} gl rece s ok gl okl changes Acten i tharge?

:;..YE.S.... ND |

To accept thetransaction with unequal Total Charge and Cash Received values, click Y es. To not accept
the changes, click No. The following message appears.

Figure 155. Transaction Cannot Be Updated Message

!E Cashrecareed does ral mztch batdl ohangs.

This armaction canct ba updatad

Click the ok button.
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Quick Scan

Edit the Total Charge or Cash Received values and click the save button. To undo any changes to the
transaction, click the undo button.

Fields unavailable for editing are shown in gray.

To return to transaction details, click the dot to the left of Transaction Details.

Usetherow of function buttons at the bottom of Transaction Details form to navigate through selected
criteriaand edit transaction information. Table 8 describes the buttons specific to Quick Scan.

Table 8. Transaction Details Function Buttons

&

Lock

E

[nilock

Lock the transaction. Do not allow

editing. The transaction is @
automatically locked when returning FmiTicker
to the quick scan list.

Unlock the transaction for editing. E@;

Reprint the transaction ticket.

Void this transaction

To return to the list of scanned transactions, click the Find button. A warning appears if any changes
have not been saved, to return and save the changes, click the Yes button. To cancel al changes, click

the No button.

Totals

To view the total weight, yardage, and unit count of the selected transactions, click the Totals button
from the Transaction List form.

Figure 156. Quick Scan Totals

Version 3.5

Transaction Scan

| Transaction List
203 ransactions selected.
| Payment

............................. -

$111.02 $100.00

Count Total 9120 $347.25 $216.80
Other Total 0.0 $0.00 $0.00
Grand Total $74,365.93 $47.364.39

‘ Show Detail | ‘ Scan | Woid Selected | ‘ FErint | ‘ [one |
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A total for each unit of measure is displayed in the Transaction List form. The‘Other’ total displays
finance charge and payment totals. To return to the list of scanned transactions, click the Scan button.

Table 9 describes each of the function buttons at the bottom of the TransAct List form.

Table 9. Transaction Scan Function Buttons

shom Detal Show Detail information about the selected transaction. (This button is not
_ available in the Totals form.)

Show Totals for each unit of measure. The button changes to the Scan button
to allow toggling between the totals and scanned transaction list.

Totals

Scan transactions that meet the selected criteria and create the transaction list
table. The button changes to the Totals button to allow toggling between the
transaction list and totals form.

Scan

Void the Selected transactions. (This button is not available in the Totals

I
il Sl .

[ window.)

Print the transaction list or the totals list.
Return to the Selection Criteria form.

To return to the Selection Criteria form, click the Done button.

Voiding Tickets

Ticketscan bevoided fromaTransaction List of fromwithin Transaction Details. Voiding atransaction
from the Transaction Details window allows the user to attach a note to the voided ticket.

NOTE: Once aticket has been voided, it cannot be reactivated.

Voiding from the Transaction List

To void agroup of tickets, select the tickets from the Transaction List and click the | Veid Sadaciud I Void
Selected button.

A message to confirm the void appears. To void the selected tickets, click Yes. To cancel the voiding
process, click No. Voided tickets are proceeded with the letter ‘v’ in the Transaction List.
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Figure 157. Voided ticket list
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Voiding a Ticket from Transaction Details

Tovoidaticket fromtheTransaction Details window, select theticket to void and click theShow Details
button. The Transaction Details window appears. To unlock the transaction, click the Unlock button
then click the void button. The following window appears

Figure 158. Voided Ticket Note

Enlsr a smazon for
waiding this ticket |IJ
loptional 28 chars) Comcol

[Inzomect Bill-Td

Enter anote to be stored with the voided transaction. To continue, click oK. A voided ticket will look
similar to the following example. To cancel the voiding process, click No.
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Figure 159. Viewing a voided ticket.
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Viewing, Editing, and Voiding Multiple Item Tickets

From the scanned list, multipleitemswill be displayed having the sameticket number. To view details
of the selected transaction, click the Show Details button. The item sequence number appearsin the
details form next to the transaction number.

Deleting a ticket with Multiple Iltems - Global Void

The following example will demonstrate how to void al three items of ticket number 3837.

Figure 160. Transaction List

" Tiansacbon List

-
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From the Transaction List, select all three items for ticket 3837. Click the void Selected button.
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A message to confirm the void appears. To void all three selected tickets, click Yes. To return to the
scanned Transaction List, click the Cancel button.

Ticket number 3837 and all three of itsitemswill be voided.

Editing or Adding Notes

Toadd or edit Transaction Notes or select adifferent ticket type, click the dot to the left of Transaction
Notes. A window containing notes from a transaction appears.

Transaction Motes

Ticket [F8Z Tlzn 15i= 4 Ticket Tope: [5il:00 g :|

Vehicles Sedoop
Licaree [=5F 176

Mame [ Liashae

Hulidvas Thppess Falc

O Trarwasinn Dotz T == ol 7 +
) Trarsscinn Chaipss | 'I—_' Ij';% | l . I |~_ . |I ; EE E %
% Trareacion Mobs: = = o = 2 -

To change noteinformation or select adifferent ticket type, click the Unlock button. To reprint aticket,
click the save button, then click the Print Ticket button.
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Reports

The Reports command provides several ways to extract database information into areport. Database
transactions matching selected criteriain the Report Options table are displayed in report format.
Reports can be viewed and printed.

Report Types include:

¢ Tonnage and Charges

¢ Charges (TransAct Plus)

* Payments/Credits (TransAct Plus)

¢ Balances/Reconciliation (TransAct Plus)
* Aging (TransAct Plus)

¢ Jobs (TransAct Plus)

e TareListings

¢ Account Listing

* Permit Listing (TransAct Plus)

e Category Listings

To generate areport, select Reporting | Reports from the main menu. The Report Options table appear.

Figure 161. Report Options Table
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Toview alist of available Report Types, click the down arrow to the right of the Report Type box.
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Figure 162. Selecting a Report Type
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Select areport from the drop-down list. Enter a From Date and To Date using the calendar buttons or
keyboard. Choosing aReport Type activates or deactivates certain options. For example, choosing an
Account Listing report deactivates the From Date/To Date fields and Detail Level. These items are not
necessary to produce the report

Therest of the Report Options window is broken into four sections; Major Sort Order, Minor Sort Order,
General Report Options, and Print Options.

Major Sort Order

Items available for sorting include ticket number, account, hauler, permit, job, all three tare types (e.g.
Truck, Container, Pup-Trailer), and all defined category types (up to four). To view alist of available
sort orders, usethedrop-down list. Depending ontheitem selected, other criteriamay becomeavailable.

Figure 163. Major Sort Order
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For example, choosing Account Number will make the From/To boxes available. To enter arange of
account numbers, move the cursor to the Enter Account box. Enter the first account number to include
in the report. Move the cursor to the To box and enter the last account number to include in the report.

If subcategories have been defined for a category, they will also be available when the category is
selected. Click the down arrow to choose a different subcategory item.
Minor Sort Order

Minor Sort Order options are available for the following report types: Tonnage and Charges, Charges,
and Payments/Credits. The Minor Sort Oder options are the same as Major Sort Order.

Figure 164. Minor Sort Order
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Once again, other fields will become available depending on the item selected.
If subcategories have been defined for a category, they will also be available when the category is
selected. To choose a different subcategory item, click the down arrow.

General Report Options

To select the detail level of the report (Detailed, Summary or Monthly Summary), types of transactions
to beincluded (all, incoming, outgoing, receivables, and finance charges), and network site, use the
General Report Options Section.
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Figure 165. General Report Options
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Print Options
To select where the report should print, use the Print Options section.

Figure 166. Print Options
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There are severa different Destinations to choose from within the Print Options section.

To view thereport on the computer screen before printing, select window. Click theview button. When
viewing areport, arow of function buttons appears at the top of the window.

Figure 167. View Window
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To view all pages of the report, use the navigation buttons at the top of the screen. The following table
describes each button.

Table 10. View Satements/ nvoi ces Buttons

E The Stop button allows the user to stop

|E View the first statement/invoice. ; SO
generation of the statement/invoice.

E View the previous statement/invoice. @ Magnify/Un-magnify the statement/invoice.
m View the next statement/invoice. E Print the statement/invoice.

E View the last statement/invoice.

To print the report directly to the printer, select Printer. The Copies button becomes available. To
increase or decrease the number of reports you want printed, use the mouse.

To create afile containing report information, choose Text File. To openthefile, usewindows Notepad,
Wordpad or Word for Windows. Thefilewill be space delimited and will 1ook like the report generated
from TransAct.

To createafile containing report information separated by commas, choose Comma Delimited Text File.
To openthefile, usewindows Notepad, Wordpad or Word for Windows. All information from the report
will be separated by commas.

To create afile containing report information separated by tabs, choose Tab Delimited Text File. TO
open the file, use Windows Notepad, Wordpad or Word for Windows. All information from the report
will be separated by tabs.

To return to the Report Options table, select Reporting | Reports from the main menu. The Report
Options window will display the previously selected criteria. The Report Options window returns to
default criteriawhen TransAct is restarted.

NOTE: TheAging report groups unpaid transactions in the following age brackets: 0 to 30 days,
31to 60 days, 61 to 90 days and over 90 days. It is possible the sum of unpaid transactions
in the above four age brackets will not equal the current account balance. This can be due
to the initial balance entered when the account was set up or by archiving unpaid
transactions. The amount of theinitial balanceis placed in afifth age bracket called initial
Balance.

Custom Reports
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Custom reports can be added to TransAct. Please refer to the Appendix, Editing the TransAct
Initialization File for information about creating custom reports.
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Batch Reporting

The batch reporting feature allows users to print alist of frequently used reports (e.g. daily, monthly,
quarterly, etc.). When abatch fileis selected, the reports listed in the batch file will be printed for the
specified date range.

Tosetupabatchreport file, select Reporting | Batch Reporting fromthe main menu. TheBatch Reporting
window appears.

Figure 168. Batch Reporting window
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Creating Batch Report Files

To create anew batch file, click the [ sise== | New Batch File button. Enter the name (e.g. daily,
monthly, quarter, etc.) for the batch file in the Batch File Name box (daily for our example).

Figure 169. Batch File Name
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NOTE: The batch filename must not exceed eight (8) charactersin length. The filename may be
alphanumeric, but may not contain any spaces.
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Reporting

To create the batch file, click the ok button. The Batch Files window reappears with the new batch

filename sel ected.

Toadd areport tothebatchfile, click the[_tefi=«i | New Report button. Thefollowing window appears.

Figure 170. New Report window
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Thiswindow isidentical to the reporting window with the exception of the date fields and the Print
Options section. Select the criteriafor your report and click the Add Report to File button. To return to
the Batch Files window, click the Cancel button.

TheBatch Files window reappears. Thenew reportislistedintheList of Reports in daily.gbf. Thecapital

‘M’ indicates the major sort option and the lowercase ‘m’ indicates the minor sort option.

To add another report, click the [_t=uf=ai | New Report button. Continue adding reports until all of the

reports for the batch file are listed.

To print the reports listed in the batch file, click on the name of the batch file from the Batch File list.
To print al of the reports listed for the batch report file, select a date range and click the [_Finiai fess |

Print All Reports button.

Editing and Deleting Batch Report Files

To delete areport from the list, click the [_Es==re | Delete Report button. To delete abatch fileand all

of the reports within the batch file, click the [ gss=esirs | Delete Batch file button.
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Editing the TransAct Initialization File

During installation, Setup creates the TRANSACT.INI file, located in the Windows directory. Thisfile
contains system defaults, ticket file preference, category setup, and other information used to run
TransAct.

Each section of the TRANSACT.INI fileissurrounded by [brackets]. M ost sectionsare configured within
the TransAct program itself. For example, the [Tickets Notes] section is configured from within
TransAct by selecting Admin | Preferences | Note Headings. It isbest to configure these sectionswithin
TransAct where the graphical display can be utilized.

To edit other sections, use an editor such as Notepad. Quit TransAct before editing the TRANSACT.INI
file. When you are done editing the TRANSACT.INI file, run TransAct to initiate the changes.

NOTE: Do not use spaces when entering “programming” type of data. Do use spaces when
separating category names or sub-category names such as In Landfill or Peat Moss, €tC.

[TransAct]

The [TransAct] section contains the path to the directory where TransAct and the TransAct database
have been installed. If thereis a problem running TransAct because afile cannot be found, check the
path. When defaults are selected during installation this line will look as follows...

Appdir=C:\TRANSACT\

DBdir=C:\TRANSACT\
SITE=A

If the path has changed, back space over C:\TRANSACT\ and type in the new path name. A valid path
name could look similar to the following...

Appdir=C:\TACT\

DBdir=C:\TACT\
SITE=B

SITE=isset in TransAct by selecting Admin | Preferences | Company Data. A unique SITE ID must be
assigned to each computer when operating in a network environment.

It is strongly recommended that all defaults be used during the installation process.

Error logging is also turned on and off in this section. Use the following commands to turn on the
different types of logging.

Log=0ff

Log=0n
Log=Unattended

Log=On - logs al changesin Reporting | Quick Scan and Admin | Preferences.
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Log=Unattended - logs every communication between the ATS-2 and TransAct.

When logging ison, it writesalot of information to the TRANSACT.LOG file and should not be left on
indefinitely. Logging should be turned off once it has been used to determine the cause of an error
message or improper use of the system.

[Options]

The [Options] section contains the path and filename to the directory where the database resides. If
there is a problem running TransAct because the file cannot be found, check the path. When defaults
are selected during installation this line will look asfollows...

SystemDB=C:\TRANSACT\TRANSACT.MDA

If the path or directory name have changed, del ete the existing directory name and typein the new path
or directory name.

[Ticket Notes]

The[Ticket Notes] section defines the headingsfor the Notes feature of the Weigh Form. The headings
can be configured within TransAct. Change the headings by selecting Admin | Preferences | Note
Headings.

[Weigh Options]

Most of the TransAct weigh options can be changed within TransAct. Thefollowing itemscan only be
changed by editing the TRANSACT.INI file.

UowM defines the default unit of measure for al transactions. Valid names are: Pounds, Yards, Unit
Count, Kilograms, Tons, Of Metric Tons. The unit of measure can be changed during a transaction by
clicking the units button in the Transaction Details form.

UOM=Tons

SCREEN1Focus alows the user to determine which field will be active (Account, Permit, Truck Id) in
the Select Transaction form when the weigh button is selected. Valid text is Account, Permit Or Truck
Id. Default focusis Account when left blank or not used.

SCREEN1Focus=Truck Id

SCREEN2Focus alows the user to determine which field will be active in the Transaction Details
window. Default focusisBill To when left blank or not used. Thefocus can be changed to the order/Job
field or any of the category field names (e.g. Material, Refuse, Origin, €tcC.).

SCREEN2Focus=Material
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Axle Weighing isavailable astwo different options; Short or Long. Short axleweighing refersto ascale
that istoo short to weigh the entire truck, each axle is added together. Long axle weighing refersto a
scale that islong enough to weigh the entire truck but still needs to weigh each axle. Previous axle
welghtsare subtracted from thetotal weight to determinethe current axleweight. Invoke Axle Weighing
by adding one of the following command lines.

AxleWeighing=Short
AxleWeighing=Long

Category Note isanotefor each category itemthat istied to rates. Thisfield can be exported. By default
the name of thisfield isNote. To change the name add CategoryNote= to the end of the weight options
section followed by the field name.

CategoryNote=Description

DeductiveAdjustment alowsthe user to use the second adjustment field in the weigh form as aweight
value that is subtracted from the net weight or as a percentage of the net weight. Invoke
DeductiveAdjustment by adding one of the following command lines.

DeductiveAdjustment=Weight
DeductiveAdjustment=Percent

Percent is the default when TransAct isinstalled.

NOTE: Be certain to activate the second adjustment field in the weigh form. To enter a
meaningful name in the Percent Deduction Label field, click the Options button.

The Account, Hauler, Bill-to Acct, and Job labels can be customized by adding the following text with
the new label name.

AccountSelectText=new label
AccountSelectedText=new label
AccountBilltoText=new label
JobText=new label

NOTE: TheAccountBilltoText and JobText labelswill be used for unattended prompts.

All the other informationinthe[weigh Options] section can be changed by selecting the Options button
in the weigh form. It is recommended to use the Options window for all other changes.

Scalelabels can be changed from the default values of 1 and 2 and customized to meet the users needs.
Scale labelsin the Weigh form will reflect the new text

ScalelText=new label
Scale2Text=new label
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Figure 171. Scale Labels
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[Tares]

Usethe [Tares] section to activate the three tare options. At the time of installation, some or all of the
tares were activated. Active tares are displayed in TransAct under Admin | Customer Accounting.

To activate a tare button, position the cursor after the equal sign and type the name for the button.
Remember to type the name in exactly as you would like to seeit displayed in TransAct.

Existing Name: Tare3=
New Name: Tare3=Pup Trailer

To deactivate atare, position the cursor after the existing name and press the Backspace key on the
keyboard until nothing is displayed after the equal (=) sign.

Existing Name: Tare2=Container
New Name: Tare2=

To change the name of atare button, delete the existing name and enter your desired name.

Existing Name: Tarel=Truck
New Name: Tarel=Vehicle

NOTE: Tare4=Tarename Will not work. TransAct only recognizes three tare options.

AutoTareExpire
To activate, enter the number of days atare should remain active.
AutoTareExpire=90

In the above example tare weights will expire 90 days after the set date. When atare expiresduring a
transaction, the operators receives the following warning.

Figure 172. Tare expiration warning message
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To continue, click oK. To complete the transaction, click the Print Ticket button. To update the tare
weight, click the Update Tares button. The user will continue to receive the warning until the tare has
been updated.

[Rates]

MeasuredRates= 3

Thecategory ratesare attached can be changed in TransAct. To select anew category, select Accounting
| Rates and click the Reinitilize Tables button.

NOTE: Changing the category rates are attached to will delete all existing ratesin the current
table. Changing from Category 1 to Category 2 back to Category 1 will not restore rates for
Category 1.

RateBasis

When TransAct isinstalled, the RateBasis is set to pounds. To view ratesin a per ton value change the
keyword from pounds to tons.

RateBasis=Tons
RateBasis=Pounds

Factor

The category in which rate codes are attached provides away to calculate conversions. Add the
following linesto enablethisfeature. Pleaserefer to the section about Product Conversions, found later
in this chapter, for more information and examples.

Factorl=keyword (This fields is required)
Factor2=keyword (This field is optional)

[Category 1-4]

The TRANSACT.INI file contains a similar section for each of the four category tables. Two categories
are automatically configured during installation. A category closely related to your business type and
Hauler (Setup as Category 1). An inactive category will look as follows:

[Category 2]
Title=
SubCatl=
SubCatlTitle=
SubCat2=
SubCat2Title=
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The category nameis displayed in the Title section. Each category can have up to two subcategories.
Use SsubcCat(#)Title to define the subcategories name and the SubcCat# to define descriptions for the
SubCat(#)Title.

Confused yet? Let’s do some examples. We will start with a simple one.

Example No. 1

Let’ ssay yourunasolid wasteoperation. Whenyouinstalled TransAct, Material wassetup asacategory.
However, instead of Material you prefer to use the word Commodity. Run the Notepad editor found in
Windows. Select File | Open. Find TRANSACT.INI in the Windows subdirectory and open thefile. Scroll
through the text until you find the following lines.

[Category 1]
Title=Material
SubCatl=
SubCatlTitle=
SubCat2=
SubCat2Title=

Position the mouse I-beam at the end of the word Material and pressthe Backspace key until the word
Material is deleted. Typein the word Commodity exactly asyou would liketo seeit in TransAct. If the
letter C is not capitalized, it will not be capitalized in the program. Y ou should now see...

[Category 1]
Title=Commodity
SubCatl=
SubCatlTitle=
SubCat2=
SubCat2Title=

Save thefile and Exit the Notepad editor. Quit TransAct and then restart TransAct to make certain all
changes take effect. Commodity should now be listed under Admin | Categories.

Example No. 2

Let’ssay athird category isrequired, called Area (this category isautomatically installed with the Solid
Waste demo database). It does not matter which inactive category you choose to edit. We will use
Category 2 for our example. Run the Notepad editor found in Windows. Select File | Open. Find
TRANSACT.INI in the Windows subdirectory and open the file. Scroll through the text until you find
the following lines.

[Category 2]
Title=
SubCatl=
SubCatlTitle=
SubCat2=
SubCat2Title=
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Position the mouse |-beam after Title= and typetheword Area, just asyou would liketo seeit displayed
in TransAct.

[Category 2]
Title=Area

Save the file and Exit the Notepad editor. Quit TransAct and then restart TransAct to make certain all
changes take effect. Thechangesmadetothe TRANSACT.INI filewill takeeffect whenyou run TransAct.
When you return to TransAct and select Admin | Categories, your new category heading appearsin the
menu. Select your new category to begin adding items.

Example No. 3

188

Ok, let’ stry something harder.

Two sub-categories can be added to each category. We will use the new Area category from example
#2. Area Will be used to determinewhere Material iSgoing to or coming from. The Area list will include
alist of townships, cities, and villages. To help classify each Area we will add Type as a subcategory.

Thesub-category will hel p create more detail ed reports. To setup asub-category, runtheNotepad editor
found in Windows. Select File | Open. Find TRANSACT.INI in the Windows subdirectory and open the
file. Scroll through the text until you find the following lines.

Position the cursor after SubCat1Title=. Typein theword ‘Type’ asyou would like to have it appear in
the program.

[Category 2]
Title=Area
SubCatl=
SubCatlTitle=Type
SubCat2=
SubCat2Title=

Position the cursor after SubCati1=, type asingle unigue character identifier followed by acommaand
name surrounded by parenthesis.

[Category 2]

Title=Area
SubCat1=(C,City)(T,Township)(V,Village)(O,Other)
SubCatlTitle=Type

SubCat2=

SubCat2Title=

Unlike the main category where TransAct automatically defines anone category item, you must define
None as a sub-category item if desired. All sub-category items must fit on one line. The screen will
scroll to the right as you type. As soon as it wraps to the next line you have gone too far.
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Savethefile and Exit the Notepad editor. Quit TransAct and then restart TransAct to makecertain
all changestake effect. The changes made to the TRANSACT.INI file will take effect when you re-run
TransAct. When you return to TransAct and select Admin | Categories | Area. The new sub-category

heading will appear in the category table as a drop-down list. To select a sub-category item, click on
the drop-down list.

[Indicator Types]

TransAct has provided severa scaleindicator typeswith the program. The[Indicator Types] sectionis
alisting of theindicator name and a series of codesthat definetheindicators serial stream to TransAct.
DO NOT change the datain these fields. If your indicator is not listed, please contact your TransAct
representative for assistance.

[Scale Settings & Scale 2 Settings]

TransAct does not recommend using the [Scale Settings] section to change your scale port settings. All
the items can be changed and tested within TransAct. Select Admin | Preferences | Scale Port, Select
the scale indicator type, connection, baud rate, flow, parity, and stop bits. Select the Test button at the
bottom of the window to view the data the computer is receiving from the scale indicator.

[Printer Settings]

TransAct does not recommend using the [Printer Settings] Section to change your printer port setup.
All items can be changed and tested within TransAct. Select Admin | Preferences | Printer Port 1 and
Printer Port 2. Select the printer type, connection, baud rate, flow, parity, and stop bits. Select the Test
button at the bottom of the window to send up to four lines of text to the printer.

[Data Terminal Settings]

TransAct does not recommend using the [Data Terminal Settings] section to change your data terminal
settings. All the items can be changed and tested within TransAct. Select Admin | Preferences | Data
Terminal Port. Select the Data Terminal type, connection, baud rate, flow, parity, and stop bits. Select
the Test button at the bottom of the window to view the data the computer is receiving from the data
terminal.

[Reports]
Custom reports using Crystal Reports for Visual Basic version 2.0 can be added to the list of reportsin
theReport Options form. Addthefollowing heading and report information at theend of theinitialization

file.

[Reports
Report1=Name of Report,nameor pt.rpt
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Where Name of Report isthe name of the report you would like to see displayed in the Report Type
drop-down list and nameorpt.rpt iSthe name of the crystal report file.

When Name of Report is selected from the report drop-down list, the report nameorpt.rpt will be
generated. The file must be placed in the TransAct installation directory (usually C:\TRANSACT).
Subsequent custom reports can be added by inserting additional linesin theinitialization file.

Report2=
Report3=
etc.

Major and minor sort controls are disabled when custom reports are selected. All transaction selection
(other then the General Selections for Type and Date Range) and sorting must be handled within the
custom report.

Modifying Standard Reports

Standard reports can be modified to preserve the use of al sorting options. Standard reports are located
inthe TransAct installation subdirectory (usually C:\TRANSACT). Thefirst two charactersof astandard
report will always be GF. Thefirst two characters of amodified standard report will always be CF. All
reports have an extension of .RPT.

To change one of these reports, use Crystal Reports for Visual Basic version 2.0. When saving the
modified report, select ‘Save As’ from the File pull-down menu and replace the G prefix in thefilename
to the letter C (e.g. CFACCT.RPT, CFAGING.RPT, €tc.). Always make a copy of the original report file.

Themaodified report file must be saved in the TransAct install ation subdirectory (C:\TRANSACT). When
areport typeis selected, TransAct will search and use the report beginning with the letter C first. If a
custom report is not found, it will use the report beginning with the letter G.

By changing the first letter of the filename, future software upgrades will not overwrite the changed
reports. TransAct will automatically usethe modified standard report in place of thedistributed standard
report.

NOTE: Whileupgradeswill not overwrite a modified standard or custom report, changes to the
TransAct database structure may affect these reports. Use Crystal Reports to update the
report if amodified standard or custom report does not run after an upgrade. If someone
el se designed the report, contact them for assistance.
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Customizing a Ticket

A ticket format fileisused by TransAct asatemplate for generating transaction tickets. Theformat file
can be generated with any text editor (such as Notepad or Write) and can be assigned any operating
system (Windows 95/98/NT or Windows 3.1x) compatible name (filenames must be 8 charactersor less).
All ticket files must be placed in the same directory TransAct was installed (usually C:\TRANSACT).

Multipleticket formats can be created. Within the TransAct program, asystem default ticket is sel ected
(Admin | Preferences | Tickets). Unless otherwise specified, all transaction tickets will print using the
default ticket. In the customer account table a different ticket, that will override the system default
ticket, can be selected for an individual account. A different ticket can be selected during atransaction
through the Options table.

To setup aprinter for ticket printing, select Admin | Preferences | Ticket Printer Port from the main
menu. Please refer to the section “Ticket Printer” on page 80 for more information on configuring the
printer.

Ticket Types

TransAct has been designed with afew custom ticket files and file extensions to perform different
functions.

.GTK

Standard ticket files have a.GTK extension. The following .GTK ticket files are added when TransAct
isinstalled; DEFAULT.GTK, PRWEIGHT.GTK, and UNATTEND.GTK.

DEFAULT.GTK

The DEFAULT.GTK file should be used as atemplate to design custom ticket files. Make a copy of the
DEFAULT.GTK fileand renameit before editing the file. When naming the file, use something familiar,
for example the company name or an abbreviation of the company name, e.g. STILLSON.GTK.

To use the newly designed ticket as the default transaction ticket, select Admin | Preferences | Tickets.
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Select theticket from the Default Ticket Type drop-down list. TransAct will usethisticket definition as
the default ticket type.

Other .GTK ticket files can be created and used as custom tickets. To useaspecificticket for aparticular
customer, design the ticket using the same ticket rules, give the ticket a meaningful name; i.e. aform
of the customer’ scompany name. Select Admin | Customer Accounts and select the specific customer’s
account. Select theticket fromtheTicket Type drop-down list. To savethe change, click the Save button.

NOTE: To usethe Default Ticket Type selected in the Preferences window, leave thisfield blank.

PRWEIGHT.GTK

Thisticket format will be used when the Print Weight button at the top of the weigh formis
clicked. Thisticket can be customized to meet the end user’ sneeds. However, thefilename must remain
the same. TransAct searchesfor the PRWEIGHT.GTK filenamewhen thisbuttonisclicked. A ticket will
not print if thisfile does not exist.

Remember the Print Weight button is used to print the current weight displayed on the scale indicator.
A transaction isnot created or stored in the database. So, when designing thisticket many of the ticket
field nameswill beinvalid sincethisis not astored transaction. Useincoming field names such asDate
In and Weight In for thisticket.

UNATTEND.GTK

Most unattended ATS-2 systems come with a Swecoin thermal printer. Thissamplefile containsall of
the printer commands necessary to print and cut aticket sent to this printer. Thisfile can be copied,
renamed, and modified (like the DEFAULT.GTK sample ticket) to meet the end user’ s needs. Once the
file has been created, select it asthe Default Ticket Type in the Preferences window.

Usethe.UTK extensionwhen TransAct will beusedto print ticketsto adifferent printer whenin attended
mode (see below).

UPDTARE.GTK

192

This ticket must be present to print aticket when atare weight is updated or created from the Weigh
form. Thisfile is not automatically generated during installation, it must be created by the end user.
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Custom ticket file extensions

UTK

When TransAct isused in attended and ATS-2 unattended modesto print to two different printers, use
the .UTK extension to designate which ticket fileisto be used to print to the ATS-2 printer and the .GTK
extension to designate which ticket file isto be used to print to an attended ticket printer (e.g. Okidata
ML 320).

For example, auser would like to use an ATS-2 system to run TransAct in unattended mode, but will
also need the capability of running TransAct in attended mode (e.g. cash customers). A different ticket
will be printed for each type of transaction to different printers.

The end user can designate which ticket format isto be used at the ATS-2 terminal by using the .UTK
file extension. When in unattended mode TransAct looks at the default ticket filename (i.e.
STILLSON.GTK) and searches for a matching filename with a.UTK extension (i.e. STILLSON.UTK). If
TransAct finds afile with a matching filename using the .UTK extension, TransAct will use thisticket
fileat the ATS-2 terminal. When in attended mode TransAct will use the file with the .GTK extension
and print to the attended printer. The format of each file will be different to accommodate the different
types of printers.

To use the UPDTARE.GKT file in unattended mode on an ATS-2 terminal, rename or copy thefile to
UPDTARE.UTK. Make certain the UPDTARE.UTK file contains the correct printer commands for the
printer installed on the ATS-2 system.

ATK

An incoming ticket can be printed by turning on the Print Incoming Ticket feature in the weighing
Options section of the weigh form.

Figure 173. Print Incoming Ticket

i eziighi g Dplions
Zalecz Plopeitics: Tickal Propeiies
Py Tiket ForatFie ERECSNMRNNNIONNN-
= gegiinn Hole Lifm Sipan |33
1 Wisighl
ik Repinted Tickets - Imnftdale Tuckel
% Tickel Printes % Hubipe ks per Ticks:
Lo £ Jourd Finle: ™ Erabl Ticket Hoid
) Unatendsd " Boih [ Allz Freseilings |no vsighiz]
0 Tae Updaie ™ Prict Incoming Tickst
Hintz and Tipa:
The Ticke! Format Fis chenpss te fomal of the pinisd icksd for s
rareschion

Version 3.5 193



Customizing a Ticket Appendix

To print adifferent incoming ticket then outgoing ticket, the filename must match the filename of the
.GTK ticket (i.e. STILLSON.GTK). TransAct searchesfor amatching filenamewith a.ITK extension (i.e.
STILLSONL.ITK), inthefolder in which TransAct wasinstalled (C:\TRANSACT). If TransAct finds afile
with amatching filename using the .ITK extension, TransAct will use thisticket file when the Store
Ticket button is clicked.

TransAct will use the selected .GTK file as the incoming ticket if it cannot find a matching .ITK file.

Theticket will print on the same printer as the outgoing ticket. The layout of the each ticket can be
entirely different.

Ticket Creation Rules

When creating aticket, five types of fields can be used:
e Static Text
¢ Database

Flag Fields

Printer Commands

Column Positioning

To accommodate multiple item transactions, the ticket is split into three sections: header, body, and
footer. Header lines are printed once before the first transaction item. Body lines are printed once per
transactionitem. Footer linesare printed once after thelast transaction item. Header linesare designated
by the letter ‘H’ in the first character position of the format line. Body lines are designated by the letter
‘B’ and footer lines by the letter ‘F'. Each section letter must be followed by a space.

Any format line without a section identifier is considered a header line.

Example of a Ticket File

\\27 24 18\

H COLO "Account No. "[Account] COL46 "Transaction Information"

H COLO [Account Name] COL46 "Ticket Number " [Ticket Number]
H COLO [Account Address] COL46 "DatelIn " [DateIn]

H COLO [Account Address2] COL46 "DateOut " [Date Out]

H COLO [Account City]", "[Account State]" "[Account Zip Code]

H

H COLO "Truck No.:" COL12 [Truck Number]

H

H COLO "Detailed Transaction Information”

H COLO "Refuse Code:" COL15 “Rate” COL25 "Gross Weight:" COL40 "Tare Weight :" COL55 "Net Weight :"
B COLO [Refuse Code] COL 15 [Rate] COL 25 [Weight In] COL40 [Weight Out] COL55 [Net Weight]

F

F

F

F COLO“Tota Items’ COL12 [Ticket Items] COL 23 “Total Weight: “ [Grand Total Weight]
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F COLO “Total Charge” [Grand Total Charge]

F

F COLO { Edited "Ticket Edited"} COL48 [Notes]
F COLO { Reprint "Reprinted Ticket"}

F COLO {Keyed Weight "Keyed Weight"}

Printer Command Field

Every printer has its own set of commands. Using these commands can be helpful when printing to a
pre-printed form. The TransAct program understands the decimal version of the command when
enclosed in double back slashes. Thefirst line of the sampleticket is aprinter command, \\27 24 18\\.
This command initializes the printer and sets the character pitch for an Okidata ML320. Consult the
User’s Guide of your printer for alist of valid printer commands.

Static Text Fields

Static text fields are contained in double quotes (*). Any desired text character enclosed in the double
guotes, spaces included, will appear on the ticket.

Example: “My Grain Elevator”, “Gross*, “Tare”, “Net”

Database Fields

Databasefieldsarefieldsthat are stored in the TransAct database. A databasefield isplaced on aticket
by enclosing thefield namein square brackets ([ ]). Thefollowingisalist of database field namesthat
can be used in the ticket format file.

Table 11. Database Field Names.

Field Name Field Description

User Number

User Login

User Name

Ticket Number

Site Prints the site the ticket is printed from.

Account Account number

Account Name

Account Contact

Account Address

Account Address2
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Field Name Field Description
Account City
Account State
Account Zip
Account Phone
Hauler Account Hauler number
Hauler Name
Hauler Contact
Permit Permit number
Permit Name
Permit Address
Permit Street Address
Permit City
Permit State
Permit Zip
Job Job code
Job Name Job description
Job PO PO Number for Job
Job Instructionl
Job Instruction2
Job Instruction3
Job Instruction4
Loads Load count per job item
Daily Loads Daily load count per job item
Ordered Amount ordered per job item
Delivered Amount delivered for each item
Daily Delivered Daily amount delivered for each item
Remaining Amount remaining to be delivered per job item
Tarel Number Replace with user assigned name
Tarel Tare Weight Tare weight entered in the tare table
Tarel Loads Load count per truck per item
Version 3.5
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Tarel Delivered

Amount delivered per truck per item

Field Name Field Description
Axles Number of axles
License Truck license number

Tare2 Number

Replace with user assigned name

Tare2 Tare Weight

Tare weight entered in the tare table

Tare3 Number

Replace with user assigned name

Tare3 Tare Weight

Tare weight entered in the tare table

Categoryl Code
Categoryl Description

Category2 Code
Category?2 Description

Category3 Code
Category3 Description

Category4 Code
Category4 Description

Categoryl, category2, category3, and category4 codes, and
descriptions must be replaced with the user defined names

assigned to the category tables. Only the description of the category

in which rates are attached can be printed on a ticket.

Any text entered in the Ticket Note field (Admin | Preferences |

Daily Note Tickets) will print on every ticket

Date In Date for the weigh in side of transaction
Time In Time for the weigh in side of transaction
DateTime In Date and time for weigh in side of transaction
Date Out Date for the weigh out side of transaction
Time Out Time for the weigh out side of transaction

DateTime Out

Date and time for weigh out side of transaction

Date Edited

Date transaction was edited

Time Edited

Time transaction was edited

DateTime Edited

Date and time transaction was edited

Weight In Weight in - in units displayed on the scale
Weight Out Weight out - in units displayed on the scale
Gross The greater of weight in and weight out
Tare The lesser of weight in and weight out
Net Weight Net weight - in units displayed on the scale
. . Net weight less any adjustments (see Adjustmentl and
Adj Weight Adjustment2)
Version 3.5
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Scale In

Field Name Field Description

Scale Out

Ticket Weight Adjusted weight, converted to some other unit (see Units)

Adjustmentl

A percentage used to modify (decrease) net weight

Adjustment2

Another percentage used to modify (decrease) net weight

Conv Weightl

Conversion Weight, Factor 1

Conv Weight2

Conversion Weight, Factor 2

Conv Weightl Units

Conversion Weight, Factor 1 with conversion name, e.g. Gallons

Conv Weight2 Units

Conversion Weight, Factor 2 with conversion name, e.g. Barrels

Scale Unit Unit of measure displayed by the indicator.

Unit Ticket unit (Ib, kg, yard, unit count, ton, metric ton)

Unitl

Unit2 Corresonds for rates 1, 2, and 3. If rate is by ‘Load’, these keywords
will print “Load”. Otherwise, ticket UOM will pirnt

Unit3

Units Same as Unit except plural

Units1

Units2 Plurals

Units3

Axlel First axle weighment (Axle weights are not NTEP certifiable)

Axle2 Second axle weighment (Axle weights are not NTEP certifiable)

Axle3 Third axle weighment (Axle weights are not NTEP certifiable)

Axled Fourth axle weighment (Axle weights are not NTEP certifiable)

Axle5 Fifth axle weighment (Axle weights are not NTEP certifiable)

Added Charge

Additional charge

Grand Total Added Charge

Added Charge of Item1 + Added Charge of ltem2 + Added Charge of
Item3, etc.

Payment

Amount paid

Check Number

Ratel

Rate2
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Rate3

Rate12 Ratel + Rate2

Ratel3 Ratel + Rate3

Rate23 Rate2 + Rate3

Rate Tota_l stored in _datab_ase as a charge per scale unit but adjusted on
the ticket to Unit setting

Rate Per Load The per load rate

Conv Rate Print the total rate

Field Name Field Description

Conv Ratel Converted Rate 1

Conv Rate2 Converted Rate 2

Conv Rate3 Converted Rate 3

Conv Ratel2 Conv Ratel + Conv Rate2

Conv Rate23 Conv Rate2 + Conv Rate3

Conv Ratel3 Conv Ratel + Conv Rate3

Conv Rate Unit Prints the converted rate unit (e.g. Gallons, Barrels, etc.)

Sales Tax1 Tax rate for tax 1

Grand Total Sales Tax1 Grand Total for tax 1

Sales Tax2 Tax rate for tax 2

Grand Total Sales Tax2 Grand Total for tax 2

Sales Tax3 Tax rate for tax 3

Grand Total Sales Tax3 Grand Total for tax 3

Sales Tax12 Tax 1 rate + Tax 2 rate

Sales Tax13 Tax 1 rate + Tax 3 rate

Sales Tax23 Tax 2 rate + Tax 3 rate

Sales Tax Total of all tax rates

Grand Total Sales Tax Total Tax of Item1 + Total Tax of ltem2 + Total Tax of ltem3, etc.

Base Chargel Net Weight X Ratel

Grand Total Base Chargel Iteml + Iltem2 + Item3, etc.

Base Charge2 Net Weight X Rate2

Grand Total Base Charge2 Iteml + Iltem2 + Item3, etc.

Base Charge3 Net Weight X Rate3
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Grand Total Base Charge3

Iteml + Item2 + Item3, etc.

Base Charge

Total base charge less taxes

Base Chargel2

Base Charge 1 + Base Charge 2

Base Chargel3

Base Charge 1 + Base Charge 3

Base Charge23

Base Charge 2 + Base Charge 3

Base + Added Charge

Total Base charge + Added Charge

Charge

Total charge

Grand Total Base Charge

Iteml + Item2 + Item3, etc.

Grand Total Base + Added
Charge

Grand total base charge plus grand total added charge for a multiple
item ticket.

Change Due

Prints the change due to the customer

Field Name

Field Description

Amount Tendered

Calculated from stored values: Total Charge + Change Due.
Amount Tendered is not a stored value

Discount

Discount applied to the charge

Discount (%)

A percentage used to modify total charge

Discount Amount ($)

Amount discounted from the total charge

Notes 1
Notes 2
Notes 3
Notes 4

Ticket notes

Daily Note

Ticket Items

Number of items on the ticket

Grand Total Charge

Total of all ticket item charges

Grand Total Payment

Total of all ticket item payments

Grand Total Weight

Total net weight for all weighted items

Grand Total Units

Total units for all unit count items

Grand Total Yards

Total yards of all yard items

Grand Total Adj Weight Pounds

Grand Total Adj Weight Tons

Grand Total Adj Weight Kilograms

Grand Total Adj Weight Metric
Tons

Grand Total Adj Weight Yards

Version 3.5



Appendix Customizing a Ticket

Grand Total Adj Weight Unit
Count

Below isan example of how static text and database fiel ds can be used together on aticket. Theexample
will print ticket number, weight in, date in, weight out, date out, and net weight on the ticket.

"Ticket Number: " [Ticket Number]
"Gross: " [Weight In] " " [Date In]

"Tare: " [Weight Out] " " [Date Out]
"Net: " [Net Weight]

Flag Fields
A flag is set in the database whenever a special condition has been met by a transaction.

Table 12. Flag Field Conditions

Minimum Charge A minimum charge has been applied to this transaction
Keyed Weigh In The weight on a Weigh In has been manually entered
Keyed Weigh Out The weight on a Weigh Out has been manually entered
Keyed Gross Gross weight has been manually entered

Keyed Tare Tare weight has been manually entered

Recalled Weigh In Weigh In weight has been recalled

Recalled Weigh Out Weigh Out weight has been recalled (stored tare)
Recalled Gross Gross weight has been recalled

Recalled Tare Tare weight has been recalled

Edited The transaction has been edited

Reprint The ticket for this transaction is being reprinted (i.e. from the Quick

Scan form)
Incoming This is an incoming transaction (Weigh In > Weigh Out)
Outgoing This is an outgoing transaction (Weigh Out > Weigh In)

Account Exempt Prints “Exempt” on ticket when the Customer Account is flagged Tax

Exempt.
Cash This is a Cash transaction
Charge This is a Charge transaction
No Charge This transaction was not charged
Cash by Check A check number was entered in the check field.
Cash by Money A check was not entered in the check field.
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A user defined static text field can be associated with each of these conditions. A flag field is enclosed
in curly brackets{}. The example below assigns the static text, "Keyed", to the Keyed Weigh In flag.
Thistext will be printed on the ticket whenever the Keyed Weigh In flag is set for atransaction.

Example: {Keyed Weigh In "Keyed"}

Unit of Measure

Converting Weights on a Ticket

All weights stored in the database are based on the unit of measure the scale indicator is set to (e.g.
pounds or kilograms). This weight can be converted using the following keywords ...

® Pounds

® Tons

® Kilograms
® Metric Tons

Placethekeyword after the database field within the square brackets. When the unit of measureisyards
or count, the Net value is not converted.

Example: [Gross Tons], [Weight In Kilograms], [Net Weight Metric Tons]

Printing the Unit of Measure

If the word Units is added to the end of the key words within the square brackets, the name of the unit
will print next to the net value.

Example: [Weight In Ton Units] will print ‘2 Tons’, [Net Weight Pounds Units] will print ‘4000
Pounds’
Column Positioning

To position database fields, use the cOLnn command. The coLnn command must be followed by a
space. When multiple coLnn commands are used in one line, they must be in sequential order.

Legal Example: COL20 [Account] COL50 [AccountName]

Illegal Example: COL50 [Account] COL20 [AccountName]
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Unit of Measure, Rate, and Tax Hierarchy

Unit of Measure

Level One - Default UOM

TransAct allows the end user to select their default Unit of Measure (UOM). The default UOM used
intheWeighformissetintheTRANSACT.INIfileinthe[weigh Options] section. Valid formatsinclude...

® UOM=Pounds

® UOM=Tons

® UOM=Yards

® UOM=Unit Count

There are no spaces in the command line. Whenever a new transaction is started, the units button on
the Transaction Details form is set to the default UOM. The UOM for the transaction can aways be
changed during a transaction by clicking the units button.

Level Two - Inventory UOM

Use inventory UOM to have the Units button of the Transaction Details form automatically set to a
preferred UOM. Even when a site does not track material inventory, the UOM from the inventory
section can be useful.

Each material can be set to a UOM different from the default. When this option is active, the Units
button in the Weigh form automatically switches from the default UOM to the UOM selected for a
specific material. For a detailed example, please refer to “Inventory Units’ on page 52.

Level Three- Order/Job Units of Measure

Items setup for jobs will override the default UOM and the inventory UOM. However, TransAct will
not allow atransaction to be completed if the Units button in the Transaction Details form does not
match the UOM selected for the job item, the following message appears.

Figure 174. Job Inventory UOM Warning
e

‘y P vrir me ok compalible sath the uris spechied for he crdeesd fem
[ T hix hansachion cannat be o

To make changes or cancel the transaction, click the No button.
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Product Conversions

The category in which rate codes are attached provides away to calculate conversions. To enable this
feature add the following linesto the[Rates] section of the TransAct initialization file (TRANSACT.INI).

Factorl=keyword (This field is required)
Factor2=keyword (This field is optional)

Factor1 will convert weight (pounds or kilograms) to the desired conversion. Factor2 will also convert

weight to a second desired conversion. Replace keyword with meaningful text such as Gallons and
Barrels.

NOTE: To edit the TRANSACT.INI file, use an editor such as Notepad. Quit TransAct before

editing the TRANSACT.INI file. When you are done editing the TRANSACT.INI file, run
TransAct to initiate the changes.

Save the changesto the TRANSACT.INI file. Start TransAct. Defined factor fields will appear in the
category that rates are attached (Admin | Categories | Material).

Pounds/Gallons (or Kilograms/Gallons) and
Pounds/Barrels

Figure 175. Conversion Fields
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Use the following key words for printing conversion information on a ticket;

[Conv Weight1]
[Conv Weight2]

Use “Units” within the square brackets to display the conversion units, e.g. Gallons or Barrels;

[Conv Weight1 Units]
[Conv Weight2 Units]
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Conversion information is also displayed when the transaction charge details of aticket are viewed in
Quick Scan.

Figure 176. Conversions in Quick Scan

Transaction Scan
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Using the conversion factors from the previous figure the following cal cul ations were made;

24000 pounds / 100 gallons = 240 Gallons
24000 pounds / 500 Gallons = 48 Barrels

Charges can also be based on a conversion. To turn the feature on, select Rates from the Accounting |
Setup and Misc Rates window, click the check box next to Charge Based On Converted Units.

Figure 177. Charge based on converted units
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Next, select Rounding from the propertieslist. Specify how many decimal placesthe converted unit is
to be rounded.
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Figure 178. Setting the number of decimal places for conversion
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Touseaconversionrate, TransAct will usethe Yard column for Factor1 rate and the Count column for
Factor2 rate in the Rates table.

Figure 179. Entering Conversion Rates
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Make sure the weight column (e.g. Pounds or Tons) iSO for the materials that are converted. Then, set
avaluefor the Yard column to charge based on Factor1 or set avalue for the Count column to charge
by Factor2. TransAct automatically convertsthe Yard or Count rate into a per-pound rate and displays
the charge at the bottom of the Transaction Details form.

Also displayed on the bottom of the screenisthefirst letter of the converted unit followed by the value.
For example, G 7200.0 represents 7200 Gallons.

In Quick Scan, TransAct displaysthe rate as a per-pound rate and shows the converted values.
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The ticket format file uses the following keywords:

The following keywords are available for export:

Version 3.5

[Conv Weight1 Unites]
[Conv Weight2 Units]
[Conv Rate]

[Conv Ratel]

[Conv Rate?]

[Conv Rate3]

[Conv Ratel?]

[Conv Rate23]

[Conv Ratel3]

[Conv Rate Unit]

Conv Rate

Conv Ratel

Conv Rate2

Conv Rate3

Conv Rate FactorNum
Conv Weightl

Conv Weight2

Product Conversions
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Networking TransAct

The TransAct database and reports can be placed on a shared network drive for multiple user access.
The following sections describe how TransAct will run on a shared network drive, how to setup the

network, how to configure each computer accessing the network database and what to do if the network
is down.

NOTE: An TransAct license must be purchased for each computer accessing the shared database.
To purchase additional licenses, contact your TransAct provider.
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How TransAct Works on a Network

When sharing the TransAct database on a network, some TransAct processes require exclusive rights
to the database. These processes include backup, restore, archive, restore archive, import and export,
and statement processing. To ensure exclusive rights to the database, have all other computers select
Admin | About or quit TransAct.

Statement Processing

Statement processing has the potential to update every record in the database, therefore the last step of
statement processing must be compl eted when all other computers have exited the program. Statements
can be viewed and printed while other computers are accessing the database. However, the backup
process must be skipped sinceit isan exclusive process aswell. After statements have been printed (or
are being viewed on the screen) selecting another function within TransAct generates the following

message.
Figure 180. Update Accounts and mark transactions

2 xxxxx ATTEMTION s

‘Wwiould you like to update accounts?

Answer YES if your statements have printed comectly and pou are ready to update
previous balances, generate finance charges and mark transactions. OMWCE ACCOUNTS
H&WE BEEN UPDATED YOU wILL NOT BE AELE TO REGENERATE THESE
STATEMENTS UMLESS YOU RESTORE THE BACKUP vOU CREATED PRIOR TO
RUNNING STATEMENTS.

Otherwize answer MO if pour statements did not print correctly or you have not reviewed
them. Y'ou can rerun these statements at a later time by uzing the zame parameters.
Updates can be done at that time.

Thisstep of statement processing effectsall records of the database. All other usersmust Quit TransAct
at this point. This step can be completed later if necessary.

To complete statement processing later, click No. Once all other computers have Quit the TransAct
program, perform statement processing proceduresasyou did earlier. DO NOT skip the backup. When
viewing the statementson screen, they will beidentical tothe statementsprinted earlier. Unlessmistakes
were found on the original printed statements, they will not need to be reprinted. Move to another
function within TransAct, when the above message reappears, click Yes.

Record Archiving and Restoring Archives

TransAct will not allow either of these functions to be performed unless the database is in exclusive
use. Only one computer can have the database open at the time of performing a database archive or
database archive restore.
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Error 3167 - The following error occurred while attempting to move to record.

Thiserror occurswhen auser has deleted arecord you are trying to move to when using the navigation

buttons. To clear themessage, click OK. Y ouwill continueto get the message until thetableisrefreshed.
To refresh atable, reselect the table.

Example: User A and User B open the Customer Account table at the sametime. User A deletes
account #16. User B clicksthe Next button to move through the table. When User B gets
to the point where account #16 use to be, the following message appears.

Figure 181. Error 3167

° The following eror occurred while attempting to move to record,

Eror 3167: Anather user has deleted the record to which vou are moving.

Example: To clear the message and continue, click oK. To avoid getting the message, reselect
Admin | Customer Accounts.
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Error 3197 - The following error occurred while attempting to update record.

Thiserror occurs when the record you are viewing has been updated by another user. In order for you
to change the record, click OK to continue. The updated record appears. Enter your changes and click
the Save button. This error may be seen when editing any table such as, Customer Accounts, Permits,
Categories, €fC.

Example: User A isupdating addresses for customer accounts and User B is updating zip codes for
customer accounts. User A and User B select Account #3 at the same time. User A
updates the address and clicks the save button. User B’ s screen does not change. User B
enters the correct zip code for account #3 and clicks the save button. An error similar to
the following appears.

° The fallowing eror occurred while attempting to update record.

Error 3197: Anather user has updated this record since pour read. Your updates will be
lost.

When User B clears the message (clicks OK), the record is updated with the changes
made by User A. User B can continue making changesthe zip code for Account #3 and
click the save button.

Transaction Numbers

WhenasITE ID isassigned to acomputer, thelD isused as part of thetransaction number. Each computer
will have its own set of transaction numbers. It is possible for several computers to have the same
transaction numbers. The SITE ID will determine which transaction number corresponds to which
computer.
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Installing TransAct on a Network

The TransAct database and reports can be placed on a shared network drive for multiple user access.
TransAct must beinstalled on each computer and assigned aunique SITE ID inthe TRANSACT.INI file.

To setup TransAct for shared network access, it is assumed the user has some knowledge about their
network. The basic stepsinvolved are listed below. The process to complete each step may vary from
one network operating system to another (e.g. Novell, Banyon etc.). If you are unfamiliar with your
network setup, work with your network coordinator to complete the following steps.

Example 1:

New TransAct Installation

Use the following stepsif TransAct is being installed for the first time.

1.

2.

5.

Create a TRANSACT subdirectory on the file server.

Make sure every user who will be accessing the TransAct database from the server has been
given rights to the new subdirectory.

Install TransAct on one computer. After installation, reboot the computer, run TransAct and
setup an empty database. Quit TransAct and copy the following filesfrom the local hard of the
computer to the network drive.

*|msdata.mdb

stemplate.mdb

o* rpt (al .rpt files)

Use any windows editor, such as Notepad, to edit the C:\WINDOWS\TRANSACT.INI file. Edit
the following lines of the [TransAct] section.

[TransAct]

DBDir=network path to TransAct subdirectory

(On aNovell server the path could be F\TRANSACT\)

SITE=This must be a unique alpha/numeric character for each computer accessing the database on
the network.

Run TransAct on the first computer and verify network access.

HINT: Select Admin | Utilities | Backup, the default drive should be pointing to the TransAct

Version 3.5

subdirectory on the network.

Install TransAct on the other computers . Run TransAct and register the software license.
Create an empty database when prompted.

Change the Site Code by selecting Admin | Preferences | Company Data. Every computer
accessing the shared database must have a unique Site Code. Quit TransAct.
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8.

Edit the C:\WINDOWS\TRANSACT.INI file on each computer. With the exception of the SITE,
UnlockCode, and Revision, and SerialNumber make sure the TRANSACT.INI file on each
computer isthe same.

TransAct must be restarted in order for the new changesin the TRANSACT.INI file to take
effect.

NOTE: TheSITE ID can aso be set within the TransAct Company Data window. Select Admin |

Preferences | Company Data to open the Company Data window. Enter the SITE ID in the
SITE box.

Figure 182. Enteringa STE ID
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ZmiFustal Code

Phcme: [715.72. 0531 | Fax 5751003 |
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Example 2: Moving TransAct from a stand alone computer to the network

Usethese stepsto move the TransA ct database and reports from a stand al one computer to the network.

1.

2.
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Create a TRANSACT subdirectory on the file server.

Make sure every user who will be accessing the TransAct database has been given rights to
the new subdirectory.

Copy the following files from the computer you have been using to setup your database and
reportsto the TRANSACT subdirectory on the file server.

*|msdatamdb

stemplate.mdb

o* rpt (al .rpt files)

Use any windows editor, such as Notepad to edit the C:\WINDOWS\TRANSACT.INI file. Edit
the following lines of the [TransAct] section.

[TransAct]

DBDir=network path to TransAct subdirectory

(On aNovell server the path could be FA\TRANSACT))

SITE=This must be a unique alpha/numeric character for each computer accessing the database on
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the network.

5. Edit the C:\WINDOWS\TRANSACT.INI file on each computer. With the exception of the SITE ID,
make sure the TRANSACT.INI file on each computer is the same.

6. TransAct must be restarted in order for the new changesin the TRANSACT.INI file to take
effect.

NOTE: TheSITE ID can aso be set within the TransAct Company Data window. Select Admin |
Preferences | Company Data to open the Company Data window. Enter the SITE ID in the
SITE box.

Figure 183. Enteringa STE ID
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