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What’s New in this Version
A number of changes and improvements have been made to the CoachNet application in this new version.  The main changes are listed below:

Split Journey Jobs
The system is now able to automatically create separate return jobs for you.  For example, if you have a job that goes out on a Monday and returns on the Friday and is to be operated as two separate journeys you may want this to show on the system as two jobs.  The system can do this for you.

Improved Printed Forms Layout
The layout of printed forms has been improved to ensure that these forms are as easy to use and easy to read as possible.  The new layout contains all of the same information as before.  The following printed forms now include the new layout:

· Confirmation

· Invoice

· Quotation

· Work Ticket

New Job List Layout
The Job List now has an improved layout which is easier to read.  The job list still functions in the same way plus you can sort the displayed jobs by clicking on the heading of each column.

Vehicle Colours
It is now possible to select different colours for each vehicle.  On the Vehicle page of the Settings section of the application you can select or change the colour in which you want the vehicle to be displayed.  The vehicle will then be displayed in the selected colour in the Job List.

Job Not Saved Warning
If you edit a job and make a change you will now receive a warning if you have not saved your changes and be given the option of discarding your changes or returning to the job so that you can save it. 

Printing Work Tickets by Date
Rather than the picklist of “Today”, Tomorrow”, etc you can now simply enter a date to specify the work tickets you wish to print.

Quick Quote Adjustments
Quick Quote adjustments are now displayed and entered as simple percentages.  For example:

If you want to add 10% to all quotes for executive coaches you would do the following:

Vehicle Type
EXC

Adjustment %
10.000%
If you want to give a 15% discount to all quotes for schools you would do the following:

Vehicle Type
SCH

Adjustment %
-15.000%

Other Changes
In addition, there have been a number of other smaller changes and bug fixes since the last version was released.

Logging into CoachNet
The Login screen is the first screen that you see when you load CoachNet.  Enter your Username followed by your Password and then click the Login button to access the CoachNet application. 
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Following initial installation, the Username and Password are set to the following defaults:

Username
coachnet


Password
coachnet

Please Note: Usernames and Passwords are case-sensitive.
The CoachNet Main Screen
Once you have logged into the CoachNet application the first screen you see is the Main Screen. 
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The components of the Main Screen:

Menu Bar
At the top of the screen is the menu bar giving you access through drop down menus to all areas of the CoachNet application.
Toolbar
The toolbar contains buttons giving you access to the main areas of the CoachNet application.
Calendar
The top left date field shows today’s date by default.  You can use the arrow button on the right of this date to load the calendar.  You can use this calendar to display a particular day.
Header Bar
The header bar contains the headings for each of the columns in the job list.  
Clicking on these headings sorts the displayed jobs by the respective column.
The fields on the header bar are:

· Hire Date
· Start - Job Start Time

· Pickup - Job Pickup Time

· Finish - Job Finish Time

· Drv - Shortname for the driver allocated to the job

· From - Where the job’s origin is set to in Job Details

· Destination - Where the job’s destination is set to in Job Details

· Veh – Vehicle ID of the vehicle allocated to the job

· Single – If a job is set as a single journey this will display “T” for True

· Firm – If a job is marked as confirmed this will display “T” for True

· Paid – If a job is marked as balance paid this will display “T” for True
Navigation Buttons
The left and right navigation buttons allow you to navigate through jobs in the job list day by day.

Information Display
This area displays the name of the operator and the current date and time. 
Navigation Bar
Down the left hand side of the screen, the navigation bar is the primary method of moving around the areas of the CoachNet application.  The currently selected item in the bar is highlighted in a different color.
Job List
The largest area of the main screen is the job list.  This area displays a list of the currently selected jobs.  The default is to display confirmed jobs for the current day.

You can specify different colours for different vehicles when they appear in the Job List.  See vehicle settings for more information.

Job List Status Bar
The grey bar at the bottom of the job list displays the number of records currently displayed in the job list.
Application Status Bar
The blue bar at the bottom of the application displays the copyright and software version details.

The Navigation Bar
Search
Click on Search to load the search page.  This page allows you to select which jobs are displayed in the job list.  You can search using the following criteria:
· Date From

· Date To

· Job Number

· Client Name

· Driver

· Vehicle

· Confirmed

· Allocated

You can use just one or a combination of the criteria to search the jobs on the system. 

Please Note: Entering a Job Number will override any other search criteria you select.

Today


Shows the confirmed jobs for the current day in the job list.

This Week
Shows the confirmed jobs for the current week (Monday-Sunday) in the job list.

This Month
Shows the confirmed jobs for the current calendar month in the job list.

New Job

Creates a new blank job.
View Job

Displays the details of the job currently highlighted in the job list.

Copy Job
Loads the copy job page where you can copy jobs once or create recurring jobs.
Delete Job
Deleted the job currently selected in the job list.  Deleted jobs cannot be recovered.
Printing
Loads the printing screen where you can print job letters, job paperwork and reports.
Contacts
Loads the contacts screen where you can add, delete and manage the client database.

Settings
Loads the settings screen where you can configure the application, manage default settings and manage users and vehicles.

Exit
Exits the application.

The Create/Edit Job Screen
Jobs are created and edited using the same screen.  This screen is flexible and allows you to enter as much or as little information as you need to.  There is no minimum data entry requirement.
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Date & Time Fields
The date and time fields allow you to define the start, pickup, arrival, leave and finish times for a job.  

The dates can be typed in or selected using the arrow button at the end of the field.  This arrow button displays a calendar.  When you change a date, all the date fields below the one you change will change to the new date.  There is no limit on the duration of a job.


The times are simply typed in.  You do not need to enter a full stop or a colon.  Simply enter the digits of the time (eg: 0900 or 1430).


Please Note: All times must be entered in 24 hour format.
Single Journey
Tick this box if you want to indicate that a job is a one-way journey

You can also use this box to create separate Outward and Return jobs for split movements.  See Split Journey Jobs for more information.

Origin
This is the location where the job is starting.  Commonly, this will be the first pickup.

Destination
This is the location where the job is going to.

Address Memos
The two compass buttons to the right of the Origin and Destination fields are where you can enter more detailed information about the Origin or Destination.  For example, you could enter the full postal address using these buttons.


Please Note: Although there is no limit on the amount of information you can enter into these fields the amount of text that prints out on paperwork is limited by space.
Driver
This is a drop down field that allows you to allocate a driver to the job.  Drivers are added to the system in the User area of the Settings screen.
Vehicle
This is a drop down field that allows you to allocate a vehicle to the job.  Vehicles are added to the system in the Vehicle area of the Settings screen.

Seats
This is a drop down field that allows you to specify the seating capacity required for the job.

Type
This is a drop down field that allows you to specify a particular vehicle type required for the job.  The options are:

· BUS
(Bus)

· CAR
(Car)

· EXC
(Executive)

· MID
(Midi-Sized)

· MIN
(Mini-Sized)

· SCH
(School)

· STD
(Standard)

Reference
This is a system-generated unique reference number for the job.  In new jobs this is set to 0 until you save the job.  


Please Note: Each job reference is unique but they are not necessarily sequential.
Client


This field is for entering the name of the client who has booked the job.
Address Book
To the right of the client field is the address book button.  Clicking on this button loads your contacts list from which you can select a client to be loaded into the job.

Contact
This is name of the person who is the contact for this job.  If left empty, this field is filled in automatically from the contacts list information for the client.  If a name is typed manually into this field it will not be overwritten by the contacts list information.
Telephone
This is the contact telephone number for this job.  If left empty, this field is filled in automatically from the contacts list information for the client.  If a number is typed manually into this field it will not be overwritten by the contacts list information.

Email
This is the contact email address for this job.  If left empty, this field is filled in automatically from the contacts list information for the client.  If an address is typed manually into this field it will not be overwritten by the contacts list information.

Price
You can enter a price for the job in this field.  This value will be automatically included in the Balance field.
Parking
You can enter an amount for parking for the job in this field.  This value will be automatically included in the Balance field.
Tolls
You can enter an amount for any tolls for the job in this field.  This value will be automatically included in the Balance field.
Extras
You can enter an amount for any other extras for the job in this field.  This value will be automatically included in the Balance field.
Deposit
You can enter an amount for a customer deposit for the job in this field.  This value will be automatically deducted from the Balance field.
Balance
This field displays the total of all of the price fields less the deposit.  This field cannot be changed by users.
Confirmed
Tick this box to indicate that a job is confirmed.  

Please Note: By default only confirmed jobs are displayed in the job list.  To see unconfirmed jobs use the Search screen and select either Unconfirmed job or All jobs.
Deposit Paid
Tick this box to indicate that the deposit has been paid on a job.

Balance Paid
Tick this box to indicate that the balance has been paid on a job.


Please Note: Ticking these boxes has no effect on the values in the price, deposit and balance fields.  They are for information only.
Via Popup
The Via Popup button allows you to enter up to five via points for the job.
Route Memo
This is a free text field that allows you to enter any details about the route that you want to include in the job.  This information is included on job paperwork.

Notes Memo
This is a free text field that allows you to enter any additional details about the job that you want to include.  This information is included on job paperwork.

Driver’s Notes Memo
This is a free text field that allows you to enter any additional details about the job that you want to include.  This information is not included on customer facing job paperwork.


Please Note: Although there is no limit on the amount of information you can enter into these fields the amount of text that prints out on paperwork is limited by space.
Back Button
This button takes you back to your last selection of jobs in the job list.
Save Button
This button saves the job and any changes you have made.  Navigating away from this screen without clicking Save will result in you losing any changes made to the job since your last save.

Split Journey Jobs
The system can automatically create separate Outward and Return jobs for you.  

For example, if you have a job that goes out on a Monday and returns on the Friday and is to be operated as two separate journeys you may want this to show on the system as two jobs.  
To do this, follow these steps:

1. Create the job in full entering all the details and the different outward and return times.

2. Save the job.

3. Click on the Single journey check box.

4. The system will ask you if you want to create a job for the return journey.

5. If you say yes, a new job is created based on the job you created.  

Things to note:  
In the Original (Outward) Job

· The return and finish dates and times are removed.

· Notes are added details of the return journey’s Job Number, Date and Time.


In the New (Return) Job

· The dates and times will represent only the return journey.

· The Origin and Destination are swapped around.

· Notes are added details of the outward journey’s Job Number and Date.
Please Note:  Once created, a split journey job cannot be automatically changed back to a single job.

Copying Jobs
You can copy a job from the Job List or from the View Job screen.  The selected job can be copied once or a recurring job can be created.  Recurring jobs are useful if you have regular contracts or other regular hires that you want to enter on the system.
Copying a Job Once
To create an identical copy of job:

1. Highlight the job you want to copy or edit the job you want to copy

2. Click on Copy Job

3. Check that the summary details are correct for the job you want to copy

4. Ensure that Copy Job Once is selected
5. Click the Copy button

6. You receive a message telling you the copy is complete

Creating a Recurring Job
To create recurring job:

1. Highlight the job you want to copy or edit the job you want to copy

2. Click on Copy Job

3. Check that the summary details are correct for the job you want to copy

4. Select the Create Recurring Job option

5. You have the following options;

a. Daily – A job that recurs every day (Monday-Sunday) or every weekday (Monday-Friday)

b. Weekly – A job that recurs weekly on all or specific days of the week

c. Monthly  - A job that recurs on the same day of the month each month

6. Once you have chosen the recurrence you require you must enter an End By date.  This the last day on which you want the job to recur.  For example the end of the year or the end of a term.
7. Click the Copy button

8. You will receive a message confirming what you have asked the system to do.  Check the details carefully.  Creating Recurring Jobs cannot be undone and you could end up with a lot of jobs to have to delete one by one.
9. You receive a message telling you the copy is complete

Please Note: Creating Recurring Jobs cannot be undone and you could end up with a lot of jobs to have to delete one by one.

Deleting Jobs
1. Click on Delete Job to delete the highlighted or selected job.  
2. You will be asked if you are sure you want to delete the job.  
3. Check the summary details of the job to make sure you are deleting the correct job.  
4. If you are happy that this is the correct job, click Delete.  
5. You will be asked to confirm that you want to go ahead and delete this job.

6. Click to confirm or click cancel to abort the deletion.

Please Note: Once a job has been deleted it has been permanently removed from the system and cannot be recovered.
Printing & Reports
Click on Printing to load the job and report printing screen.  Using this screen you can print and preview job letters, job paperwork and reports for a single job or for a number of jobs.  The available printing criteria vary for each printout.

The following printouts are available as standard:


Job Letters
· Confirmation Cover Letter

· Invoice Cover Letter

· Quotation Cover Letter


Job Paperwork
· Cancellation

· Confirmation

· Invoice

· Quotation

· Work Ticket

Reports
· Allocations

· Clients

· Staff

· Vehicles
A custom form and report service is available as extra cost allowing you to customise and create job letters, paperwork and reports.  Contact ZFX Software Support for more information.

Please Note: All printouts are directed to the default printer that your computer is connected to.
Contacts
The Contacts screen allows you to view, edit and create contacts in your contact list.  These are the same contacts that you can select when creating and editing jobs.
The top section of the screen displays an alphabetical list of your contacts.  This includes clients, staff and suppliers.  Highlighting a contact displays their information.  Edit this information by completing or changing the fields.  Each field is saved once you click or tab away from that field.

The available fields are:

Contact Details
Option button allowing you to specify whether a contact is a client, staff member or supplier

Ref
This is a unique reference for the contact.  This reference is automatically generated by the system and cannot be edited

Name
This is where you enter the organisation name (eg School, club, business or individual’s name) 

Title, Forename, Surname
The name of the primary contact for the organisation

Job Title


The job title of the primary contact

Email, Telephone, Fax, Mobile
The communication details for the organisation and/or primary contact

Address Details


The address details for the organisation and/or primary contact
Notes
This is a free text field allowing you to enter any additional information about the contact
At the bottom of the screen are two buttons which allow you either insert a new contact or save any changes that have been made to the contact.
Please Note: Contacts cannot be deleted from the system.  
Quick Quote
This function is available from all areas of the system.  It is accessed by clicking the button marked with a “Q” on the toolbar or by choosing Tools > Quick Quote from the drop down menus.  The Quick Quote calculator is designed to give you quick and easy access to figures for job quotes.

The quote figures created using Quick Quote are not saved and cannot be copied into jobs.  You do not have to be in a particular job in order to generate a quote figure.

Please Note: The Quick Quote values in settings must be set to your own values in order for the Quick Quote function to give you accurate quote figures.  You can set these up in the Settings screen.

Please Note: By default, all Quick Quote values are set to zero.
Quick Quote Calculator Fields
Seats

The number of seats required.
Type

The type of vehicle required.

Mileage
The expected mileage in the job you want to quote for.  This is the total mileage you want to charge for – not just one way.  This is entered as an amount in miles.
Dead Mileage
If you charge a different rate for dead mileage you can identify it separately here.  This is entered as an amount in miles.
Hours
The expected number of hours for the job you want to quote for.  This is the total number of hours you want to charge for.  This is entered as a number of hours in decimal format (eg three & half hours is entered as 3.5, ten & a quarter hours is entered as 10.25).
Add Cost
Anything else you want to add to the quote.  This may be parking, tolls, ferry fares, etc.  This is entered as a pound amount and is added to the final quote.

Calculate
Clicking the Calculate button will perform the calculation to give you your quote.  This quote is displayed as a total amount and as a price per head based on the number of seats required.

Close Button
Click on the cross in the top right corner of the Quick Quote Calculator to close it and return to where you were in the system.
Settings
General System Settings
Here you can set your company details and defaults for the system.

Company Details
Enter the details of your company as you want them to appear on the system.  These details appear on screen and on printed paperwork.  You may complete as many or as few of the details as you wish.  Edit this information by completing or changing the fields.  Each field is saved once you click or tab away from that field.

Other Settings
Default Search
When CoachNet is first installed the job list is setup to display the jobs for the current day when you first access the system.  You can change this to display other job lists instead if you prefer.  Changing this setting affects all users who log onto the system.

Headed Paper
With this set to “No” the system will print your company details on paperwork produced from the system.  If you set this too “Yes” the company information is not printed on paperwork.  This is to allow you to print letters on your own company letterhead.


Please Note: Even with this set to “Yes” letters will not necessarily fit on all letter heads.  Should you require a custom layout for your paperwork please contact ZFX Software and ask about our customer forms and reports service.
User Settings
The user settings screen allows you to view, edit and create users and drivers in your CoachNet system.  There are two types of users in the CoachNet system:
Admins


These are users who are able to log into the CoachNet system.

Drivers
These are users who will appear in drop down list of drivers when creating jobs or producing paperwork.

Users can be just Admins, just Drivers or Both.

The top section of the screen displays an alphabetical list of your users and drivers.  Highlighting a user or driver displays their information.  Edit this information by completing or changing the fields.  Use the Save button at the bottom of the screen to save any changes you make.

The available fields are:

Forename

The forename of the user or driver

Surname

The surname of the user or driver

Username
This is the username they will type to gain access to the CoachNet system.  You do not need to enter this field if you are creating a driver who will not be logging onto the CoachNet system.

Short Name
This field is used on reports and on the job list screen to identify a user or driver without the need to display their whole name.  The data entered into this field cannot be longer than three characters.  Commonly, this will be a user’s or driver’s  initials.

Admin Tick Box
Tick this box if you want this user or driver to have access to the CoachNet system.

Driver Tick Box

Tick this box if you want to identify this user as a driver.

Active Tick Box
Tick this box if the user is current.  When you no longer wish a user to be able to log in or you no longer want a driver to show up in the drop down lists of drivers remove the tick from this box.

Show Active Users
Ticking his box will hide all users that have been set to inactive.
Additionally, there are three buttons at the bottom of the screen:

Change Password
Use this button to change the password of the currently highlighted user.  The new password will come into effect the next time the user logs into the system.  Passwords are only used by Admin users.

Create New User
This button allows you to create a new user.

Save User
This button saves any changes made to the current user since it was last saved.

Please Note: Users and drivers cannot be deleted from the system.  When someone leaves or no longer requires access to the system you should remove the tick from the Active Tick Box.
Quote Settings
On the Quotes page you can setup the rates and vehicle type adjustments for the Quick Quote Calculator.  

Standard Rates by Seats

You can set different rates for each seating capacity on the system.  The available fields in which you can enter your rate information are as follows:

Hours


This is the hourly rate you charge.  This value is entered as a pound amount.

Distance

This is the rate you charge per mile. This value is entered as a pound amount.

Fixed Cost
This is the amount of fixed cost you wish to attribute to each hire. This value is entered as a pound amount.

Dead Mileage Rate
This is the rate you charge per mile for dead mileage. This value is entered as a pound amount. 

Additional Mileage
This is the rate you charge per mile for any additional mileage. This value is entered as a pound amount.

Adjustments by Type
You can setup the Quick Quote Calculator to adjust quote prices by a fixed percentage based on the type of job being quote for.  This allows you, for example, to charge extra for an executive coach or charge less for a school trip.

Vehicle Type 
This is a drop down field that allows you to specify the vehicle type.  The options are:

· BUS
(Bus)

· CAR
(Car)

· EXC
(Executive)

· MID
(Midi-Sized)

· MIN
(Mini-Sized)

· SCH
(School)
· STD
(Standard)
Adjustment %
This is where you enter any adjustment you want the system to apply to quotes.  By default all adjustments are set to 0%.

For example:

If you want to add 10% to all quotes for executive coaches you would do the following:

Vehicle Type
EXC

Adjustment %
10.000%
If you want to give a 15% discount to all quotes for schools you would do the following:

Vehicle Type
SCH

Adjustment %
-15.000%
Please Note: All price and cost values for the Quick Quote Calculator are set to £0.00 by default.
Please Note: All adjustment % values for the Quick Quote Calculator are set to 0.000% by default.
Vehicle Settings
The vehicle settings screen allows you to view, edit and create vehicles in your CoachNet system.

The top section of the screen displays a list of your vehicles sorted by vehicle ID.  Highlighting a vehicle displays the information.  Edit this information by completing or changing the fields.  Each field is saved once you click or tab away from that field.

The available fields are:

Vehicle ID
This is how you identify a vehicle within the system.  This might be the registration number, a fleet number or a description.  This value must be unique.
Make


Vehicle manufacturer.
Body


Vehicle body type or manufacturer.
Chassis


Vehicle chassis type or manufacturer.
Seats


Vehicle seating capacity.
Type
This is a drop down field that allows you to specify the vehicle type.  The options are:

· BUS
(Bus)

· CAR
(Car)

· EXC
(Executive)

· MID
(Midi-Sized)

· MIN
(Mini-Sized)

· SCH
(School)
· STD
(Standard)
Chassis No

Chassis number of the vehicle.
Engine No

Engine number of the vehicle.
Reg No


Registration number of the vehicle.
Reg Date

Registration date of the vehicle.
MOT Expiry

MOT expiry date.
RFL Expiry

Road fund licence expiry date.
Value


Vehicle value.
Active Tick Box
Tick this box if the vehicle is current.  When you no longer wish a vehicle to show up in the drop down lists of vehicles remove the tick from this box.

Show Active Vehicles
Ticking his box will hide all vehicles that have been set to inactive.

Vehicle Search Colour
You can select different colours for different vehicles.  The current colour is displayed in the box.  Black is the default colour for all new vehicles added to the system.  The vehicles appear in the selected colour in the Job List on the Main screen.  

Change Button
This button shows you the available colours from which you can select a colour for the current vehicle.  You can select the same colour for more than one vehicle.    

Additionally, there are two buttons at the bottom of the screen:
Add New Vehicle
This button allows you to create a new vehicle.

Save Vehicle 
This button saves any changes made to the current vehicle since it was last saved.

Please note: Vehicle ID, Seats and Type must be completed for all vehicles.  All other fields are optional.
Please Note: Vehicles cannot be deleted from the system.  When a vehicle is no longer required on the system you should remove the tick from the Active Tick Box.

Product Support
 

Contact ZFX Software's Support Team on +44 1707 374809 or via email at support@zfxsoftware.co.uk
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