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Browsers

ITS Dispatch works best with Google Chrome or Mozilla Firefox. We do not recommend
using Internet Explorer or Safari.

The recommended browsers are free and can be downloaded from the following locations:

Google Chrome
https://www.google.ca/chrome/browser/desktop/

Mozilla Firefox
https://www.mozilla.org/en-US/firefox/new/

There are no adjustments required for the default settings for either of these browsers and
once downloaded and installed, they are ready to use with ITS Dispatch.


https://www.google.ca/chrome/browser/desktop/
https://www.google.ca/chrome/browser/desktop/
https://www.mozilla.org/en-US/firefox/new/
https://www.mozilla.org/en-US/firefox/new/
https://www.mozilla.org/en-US/firefox/new/
https://www.mozilla.org/en-US/firefox/new/

Creating Your Administration Lists

Importing Your Data

Before you can start using ITS Dispatch, you will need to get your Administration lists
populated. These can include Customers, Shippers, Consignees, External Carriers,
Drivers, Trucks and Trailers.

The information for the Administration lists can be imported by the Support department at
ITS Dispatch. You will first need to create these lists as Excel spreadsheets.

To create the spreadsheet, with the required fields and correct formatting, do the following:

Select Admin from the main ITS Dispatch board.

DISPATCH

POWERED BY TRUCKSTOP.COM

¢~ Dispatch Admin IFTA Sales Manager Accounting Dashboard Reports BAM Financing Add-Ons Training &  Help

DISPATCH BOARD Y

NEW ACTIVE LOAD NEW PENDING LOAD OFFERED TRUCKS

Pending . Open - Refused . Covered . Dispatched . On Route D (Un)Loading . In Yard

Load # Driver/Carrier Ship Date/Time Del Date/Time Customer

Select which list type you want to import to.

DISPATCH

POWERED BY TRUCKSTOP.COM

¢+~ Dispatch Admin IFTA Sales Manager Accounting Dashboard Reports BAM Financing Add-Ons Training % | Help

DISPAT € Customers
NEW ACTIVE LO Shippers OFFERED TRUCKS

pispatched [l On Route [l (Un)Loading [l In Yard
Consignees

| Load # er Ship Date/Time Del Date/Time Customer
Drivers

Trucks

Trailers

External Carriers

Click on the Excel icon, represented by a green X, at the top right, and when prompted,
open the file with Excel.



Customer List ADD

Active @ 1nactive O |A,|!7 ‘jllsearch... SEARCH | SHOW ALL @

Company Name Address City Postal/Zip State Telephone Edit

Page 1 of 0

You will now have the empty spreadsheet open and ready to fill in. Click on Enable Editing
so that you can input your data.

Sample Customer spreadsheet:

H s Customers-1 [Protected View] - Excel

File Home  Insert Pagelayout  Formulas  Data Review  View  Q Tell me what you want to do

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View,
Al > I Customer ID

A S DO ) (] ) S S | JCP) ], D [l | S R Sl S e U Y, S o] E O (O e L U L
1 ICustomerl\!CompanvI\Address Address 2 Address3 City Postal/2ip State Country  Billing Addr Billing Addr Billing City Z Billing Poste Billing State Billing Coun Billing Email Contact ~ Telephone
2
3]

Sample Consignee spreadsheet:

H s Consignee-1 [Protected View] - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. i Enable Editing |
Al x fe Name
A B C D E F G H I Il K L M N o P
1 |Name !Address Address2 Address3 City Postal/Zip State Country  Contact  Telephone Ext. Fax TollFree  Contact Em Appointme Notes 1
2
3

DO NOT rename the columns or change their order since the spreadsheets are in the
correct format to be imported by the Support department into the corresponding
Administration lists.



NOTE: Each piece of information needs to be in its own column. So make sure that street
address is in one column, city in one column, state in one column, zip code in one column,
etc.

Once you are done entering your information, save it as an Excel spreadsheet with a
meaningful name, such as customers list, carriers list, etc.

Repeat the above process for all of the lists you wish to import.

Once you have all of your lists ready for importing, email them as attachments to
Imports@itsdispatch.com and include your account number in the Subject.

If you have any questions about preparing the information for importing, please email the
Support department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our
regular business hours of 9:00 to 5:00 EST.

Please allow up to 48 hours for your data to be imported. You will receive a
confirmation email when the process has been completed.



Entering Your Data Manually
Your Administration lists can also be created manually instead of by import.

If you don’t want to setup spreadsheets with the information but would rather just type in
the lists, do the following:

Select Admin from the main ITS Dispatch board.

DISPATCH

POWERED BY TRUCKSTOP.COM

e~ Dispatch Admin IFTA Sales Manager Accounting Dashboard Reports BAM Financing Add-Ons Training %%  Help

DISPATCH BOARD Find:

NEW ACTIVE LOAD NEW PENDING LOAD

Pending . Open . Refused . Covered . Dispatched . on Route [l (Un)Loading - In Yard

Load # Driver/Carrier Ship Date/Time Del Date/Time Customer

Select which list type you want to start entering information for.

DISPATCH

POWERED BY TRUCKSTOP.COM

¢+~ Dispatch Admin IFTA Sales Manager Accounting Dashboard Reports BAM Financing Add-Ons Training %4 Help

DISPATGE S uEE

NEW ACTIVE LO Shippers OFFERED TRUCKS

Dispatched . On Route || (Un)Loading . In Yard

Consignees
I Load # er Ship Date/Time Del Date/Time Customer

Drivers

Trucks

Trailers

External Carriers

To add a new record, click on Add at the top left.



Customer List ADD

active ©® nactive O Al ~|[search... | search | | sHow aw | b

Company Name Address City Postal/Zip State Telephone Edit

Page 1 of 0

You will now get a blank record for that list type with corresponding fields to be filled in.
Any field with a red asterisk (*) after it is a mandatory field and must be filled in before you
can save the record.

NOTE: For State and City, the state must first be selected from the dropdown menu. Then
after the state is chosen, start to type in the city name until you see it appear in a
dropdown list. You MUST choose the city from the dropdown list in order for your miles to

calculate properly and your reports to be correct. This is true for any city fields, regardless
of which list you are in.

When you have completed filling in the fields, click on SAVE at the bottom right.



Customer [Advanoed 1 Notifications ‘ Quote Setﬁugsr

Customer Name * |News Customer

Customer Id ‘

Address Line 2

|

' |

Address * |11 Stayner Dr. l
| |

|

Address Line 3

Country * 'USA v]
State * [Ny v]
City * [ albal zZip = | [
Billing Address ‘Albany | A

el :::::: z:;nof Pharmacy _ j v
Billing Address Line 2 Albany Cnty Aprt Aasf W16L64 1 7]
Billing Address Line 3 Albany County . :l
Billing Country * Ll-\:zi?y .C:)-l.l.n:’\{kmrport V. V]
gilling State * f ]
Billing City * f Billing Zip *

Primary Contact [ - B |
Telephone * : I Ext |

Email I
Toll Free 1 I Fax | l

Secondary Contact ‘

Secondary Email | l

Billing Email ]

Telephone ' I Ext l

M.C. # Link: EMCSA | l

URS = f |
Blacklisted O This customer is blacklisted
1s Broker a This is a broker

CANCEL ADD NOTIFICATION SAVE !

If you have any questions about what information is needed, please email the Support
department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our regular
business hours of 9:00 to 5:00 EST.

Importing Your IFTA Fuel Receipts

Your company’s IFTA Fuel Receipts can be imported by the Support department at ITS
Dispatch. You will first need to create these lists as Excel spreadsheets.

To create the spreadsheet, with the required fields and correct formatting, you will need to
include the following:

Truck ID
Receipt Date (must be in YYYY-MM-DD format)
State where fuel was purchased (must be the 2 character state abbreviation)



Volume of fuel purchased
Amount spent for the fuel

You can also include:
Receipt Number
Station where fuel was purchased

Once you are done entering your information, save it as an Excel spreadsheet with a
meaningful name, such as fuel receipts list.

NOTE: All fuel receipts for all of your trucks for any one IFTA quarter can be on one list.
Just make sure that you include the Truck ID so that the system knows which truck to
apply the receipts against.

Once you have your fuel receipts list ready for importing, email it as an attachment to
Imports@itsdispatch.com and include your account number in the Subject.

If you have any questions about preparing the information for importing, please email the
Support department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our
regular business hours of 9:00 to 5:00 EST.

Please allow up to 48 hours for your data to be imported. You will receive a
confirmation email when the process has been completed.

Importing Your Logo

Your logo can be imported so that it will appear on your Load Confirmations, Invoices and
any reports you generate, including Driver and Carrier Pay.

To have your logo imported by the Support department, do the following:

Email support@itsdispatch.com and send your logo as an attachment. Make sure that you
include your account number in the email.

The logo should be in jpeg or png format.

If you are unsure about any of this and require help, please email the Support department
at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our regular business
hours of 9:00 to 5:00 EST.

Please allow up to 48 hours for your logo to be imported. You will receive a
confirmation email when the process has been completed.



Users

Adding Users

You can add users yourself, if you have Administration permissions.

To do this, click on Admin from the main ITS Dispatch board and then click on Users.

DISPATCH

POWERED BY TRUCKSTOP.COM

+- Dispatch. Admin IFTA Maintenance Sales Manager Accounting Dashboard Reports BAM Financing Add-Ons Training %%  Help
DISPATCE e E Find: | search
NEW ACTIVE LO! g1 oo OFFERED TRUCKS
Dispatched . On Route (Un)Loading . In Yard
Consignees
L)
Load # Drivers Driver/Carrier Ship Date/Time Del Date/Time Customer -
1125-L Truck Ben Rayburn (M) 2016-07-16 2016-07-17 Bailey Clark Law
TucKs
1136 Kyle Abbott (M) 2016-09-09 2016-09-09 Chancellor Industries Cha
Trailers h
1133 Michelle Test (M) 2016-08-22 2016-08-23 Chancellor Industries ehal
External Carriers
1126-L Michelle Test (M) 2016-07-15 2016-07-18 Chancellor Industries | N€¥™M3
Customs Brokers
1112-2 Betterwa. & Roadways. 2016-06-15 2016-06-18 Chancellor Industries | N=¥Ma
Factoring Companies
1127-L Michelle Test (M) 2016-07-16 2016-07-17 Chelsea Fashions Che
Offices her (% h I
1135 KevinFishec.( °)($‘°)Ma"a Sopeland 2016-09-09 2016-09-09 Newman Enterprises o2
131- E { Users Michelle, & David Te. 2016-08-31 2016-09-02 Newman Enterprises T
Other Numbers Michelle Test (M) 2016-08-29 2016-08-30 Newman Enterprises Tc
1124-1 ) 8en Rayburn (M) 2016-07-15 2016-07-18 Newman Enterprises Newma
Third Party
111 Lily Winters (%) 2016-06-08 2016-06-10 Newman Enterprises Jabot C
Preferences
11na Ran Ravhiwrn /MY M1A-NA-NT AN1A-NA-1N Naurman Entarnricac

You will see your list of users. Click on Add.

User List ADD

Active @ Inactive O Search... || searcH | | sHow ALL
Office First Name Last Name User Name Telephone Permissions Edit

Main Office User 1 userl 888-338-9656 Administrator __,/‘ “

Main Office User 2 user2 909-555-5555 Administrator u"l\u .n_, _/) W
Main Office User 3 user3 212-555-5555 Administrator & 4 “ @

Main Office User 4 user4 888-338-9656 Administrator, Sales Rep. _/) W @ a8

Main Office User 5 users 888-338-9656 Dispatcher __/ W ﬁ

Main Office User 6 useré 888-338-9656 Dispatcher, Sales Rep. _/’P W @ P 2N

Main Office User 7 user7 888-338-9656 Sales Rep. _/ “ @

Page 1 of 1




You will now get a blank user record with corresponding fields to be filled in. Any field with
a red asterisk (*) after it is a mandatory field and must be filled in before you can save the
record.

NOTE: For State and City, the state must first be selected from the dropdown menu. Then
after the state is chosen, start to type in the city name until you see it appear in a
dropdown list. You MUST choose the city from the dropdown list in order for your miles to
calculate properly and your reports to be correct. This is true for any city fields, regardless
of which list you are in.

When you have completed filling in the fields, click on SAVE at the bottom right.

Add User

Details ‘ ‘ Advanced

User Name *

Password *

First Name \User

Last Name * (3

Office | Main Office
Address * §114 Leo Ave,
Country * | UsA

State = | NY v
City = new yo I Postal/Zip *

Email Address = New York "

Telephone * New York ANG FB6323 Scotia | ‘]

New York Botanical Garden
New York Medical College
Owner Contact New York Mills

New York Tele Co
9 Amsne Wommbe § hanisemmmits e g vyt.

Fax

Pnmary Contact

Accounting Contact L This is the primary accounting contact.

CANCEL ‘ SAVE '
“——

CAB Member [ This is 2 CAB Member.

If you are unsure about how to add or modify users and require help, please email the
Support department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our
regular business hours of 9:00 to 5:00 EST.




Setting Permissions

Users can be set to have different permissions levels.

Administrator — An Administrator has access to all functions available in the account. As
well as being able to create and modify loads, an Administrator has the ability to add and
modify users, has access to all accounting functions and all reports, can modify account
preferences, can see and modify all agent offices if account has them, etc.

Dispatcher — A Dispatcher has access to some Admin functions such as adding and
modifying customers, shippers and consignees. A Dispatcher can create and modify loads
but does not have any accounting or reports privileges.

Sales Rep — A Sales Rep has very limited access. They can create loads but only for
customers that they are assigned to. They can only see their loads and their customers.
Sales Reps earn commissions on their loads, as set up in their user profile.

Administrator / Sales Rep or Dispatcher / Sales Rep - You can combine Administrators
or Dispatchers permissions with Sales Reps permissions. This means that the user would

have the associated permissions of either an Administrator or a Dispatcher and would also
earn a commission for loads using their customers.

When a user is first created, they are set with an Administrator’s permissions. To change the
user’s permissions, click on the green shield to the right of their name.

User List ADD

Active @ Inactive O Search... ‘ SEARCH = SHOW ALL
Office First Name Last Name User Name Telephone Permissions Edit

Main Office User 1 userl 888-338-9656 Administrator __V«

Main Office User 2 user2 909-555-5555 Administrator h”;\_‘ ﬁ ..-'") W @
Main Office User 3 user3 212-555-5555 Administrator “/’ ;i @

Main Office User 4 user4 888-338-9656 Administrator, Sales Rep. h_/) E-i @ LY

Main Office User 5 userS 888-338-9656 Dispatcher & 4 “ ﬁ

Main Office User 6 user6 888-338-9656 Dispatcher, Sales Rep. _/} W ﬁ 1Y

Main Office User 7 user7 888-338-9656 Sales Rep. ~,/‘ “ =

Page 1 of 1




This will open the Edit Permissions window. Check the permission level(s) you want for
that user and then click on Close.

User List ADD

active )
Office
Denvar
Mzin Office
Main Office
Main Office
Main Office
Main Office
Main Office

Main Office

Inactive @

First Name

Edit Permissions

User:

Parmissions Template:

Last Mame

test test

rd

rd

Administrator

Dispatcher

Sales Rep.

-

[search... |[sEArcH || sHow ALL|
hone Permissions Files Edit
Administrator / ' ﬁ

Administrator

Administrator, Sales Rep.
Administrator, Sales Rep.
Administrator, Sales Rep.

Administrator, Sales Rep.

Dispatcher, Sales Rep.

Dispatcher, Sales Rep.

el
el
J0&E
/=0
sl
al
al

If you are unsure of how to set permissions and require help, please email the Support
department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our regular
business hours of 9:00 to 5:00 EST.




Company Preferences

When you are first setup with ITS Dispatch, your basic information will have been entered,
such as your Company Name, Address, Phone, and Starting Load Number. There are,
however, additional fields that can be adjusted so that the system can be fine-tuned to

meet your company’s requirements.

To change any of these settings, do the following:

Select Admin from the main ITS Dispatch board.

DISPATCH

POWERED BY TRUCKSTOP.COM

e~ Dispatch Admin IFTA Sales Manager Dashboard Add-Ons

DISPATCH BOARD

NEW ACTIVE LOAD NEW PENDING LOAD

Pending . Open . Refused . Covered . Dispatched . On Route D (Un)Loading . In Yard

Accounting Reports BAM Financing

Load # Driver/Carrier Ship Date/Time

Del Date/Time

Now select Preferences from the dropdown list.

DISPATCH

POWERED BY TRUCKSTOP.COM

+- Dispatch Admin IFTA Maintenance Dashboard

DISPATCIEIEE

Sales Manager Accounting Reports BAM Financing

Add-Ons

Training %R

Find:

Training %R

Help

Customer

Help

| Search For.

NEW ACTIVE LO, Shippers OFFERED TRUCKS

Dispatched - On Route [ (Un)Loading . In Yard
Consignees

Load # Bl Drivers Driver/Carrier Ship Date/Time Del Date/Time
1125-1 : Ben Rayburn (M) 2016-07-16 2016-07-17
Trucks
1136 : Kyle Abbott (M) 2016-09-09 2016-09-09
Traillers
1133 T Michelle Test (M) 2016-08-22 2016-08-23
External Carriers
1126-L s Kyle Abbott (M) 2016-07-15 2016-07-18
Customs Brokers
1112-2 z Betterwa. & Roadways. 2016-06-15 2016-06-18
Factoring Companies
1127-L . Kyle Abbott (M) 2016-07-16 2016-07-17
Offices K Fisher (%) & Mariah Copeland
1135 ‘ eV ERher( °)(;‘°) S 2016-09-09 2016-09-09
1131-2 Users Michelle, & David Te. 2016-08-31 2016-09-02
Bl Other Numbers Michelle Test (M) 2016-08-29 2016-08-320
1124-L : 8en Rayburn (M 2016-07-15 2016-07-18
Third Party ¥ ™
1110 Lily Winters (%) 2016-06-08 2016-06-10
1109 Ben Rayburn (M) 2016-06-07 2016-06-10

Customer
Bailey Clark Law

Chancellor Industries
Chancellor Industries
Chancellor Industries

Chancellor Industries
Chelsea Fashions
Newman Enterprises

Newman Enterprises

Newman Enterprises
Newman Enterprises
Newman Enterprises

Newman Enterprises

You will now see the Preferences screen with tabs across the top, indicating the

preference category. You automatically start in the Account tab.

-

Bail
Chancel

Chancel

Newman Er

Newman Er

Chelse

Newman Er

ToB
To Be
Newman Er
Jabot Cosm

Ne



Account Tab
From here you can change Phone Numbers, Date and Time formats, etc.
NOTE: You cannot change the company name. If you need to have the company name

changed, you must email the Support department at support@itsdispatch.com or call
1888-338-9656 ext. 2 during our regular business hours of 9:00 to 5:00 EST.

Preferences m X

| Account H Address || Settings H Functionality H Notes H IFTA H Restrictions H MyBooks

Company Name * lTrucking Inc. I
Account Number NY22080

Primary Contact Name ‘Joe Smith I
Telephone * [212-555-5555 | Ext [1 |
Toll Free |888-555-5555 | Fax [212-666-6666 |
FEI Number 123456789 |
Currency I American Dollars v
Date Format ‘ Y-m-d M
Time Format ‘ 12 Hour (Civilian) V|
Calendar Format l Yearly v|
Mileage System ® proMiles

Miles L) Avoid Toll Roads

Miles O open Borders

Print Setting ® ShowLogo O Hide Logo - (printing)

Company Logo * MANAGE COMPANY LOGO

CANCEL FILES SAVE

Address Tab

From here you can make any changes necessary to your Mailing and Billing Addresses.



Preferences

[ Account H Address E} Settings H Functionality H Notes H IFTA H Restrictions H MyBooks

Mailing Address |245 Main Street l
Mailing Country I USA V]
Mailing State [ NY v|
Mailing City New York Postal/Zip |95687

Billing Address * |24S Main Street ’
Billing Country * [usa v]
Billing State * I NY vl

Billng City * Postal/zip * (95687

CANCEL FILES SAVE

Settings Tab

From here you can change settings such as Show Delivery PO# on Invoice, Make
Unavailable Trucks Selectable on a Load, Show W/O Numbers on the Dispatch Board, etc.

NOTE: You cannot change the Next Load or Invoice Number. If you need to have
either of these changed, call the Support Department at 1-888-338-9656 ext. 2 during our
regular business hours.



Preferences

i Account H Address H Settings E' Functionality H Notes H IFTA H Restrictions H MyBooks

Invoice Sequencing | Same As Load Number v‘
Next Load Number |1138 |
Next Invoice Number M !
Next Quote Number K1011

O

Dispatcher Title Custom Name

Customer Notification M show Pick up and Delivery info
Invoice Show Delivery PO# on invoice
ITS Footer U show 1Ts Truckstop on printouts

]

Suggested Start Location Suggest the starting location for trucks

Truckstop Hide Truckstop.com posting button on dispatch board

oo

Unavailable Trucks Unavailable trucks are selectable on a load

Work Orders Show W/O numbers on dispatch board
Statistics O show 13 Months vs 12 Months of data
Dispatch Board Search O search by ship date

Quickbooks O show Quickbooks Tab

Time Zone | (UTC) Eastern Time Zone v
Pagination Rows 800 v | Records per page

Notes Length 1000 v | Max. Characters Per Page on Load Confirmation Printout
Accounting Manager Date Range in Months

Livetype search by I Beginning of Name ~

Livetype search rows 50 v

CANCEL FILES SAVE

If you are unsure what some of these settings do, you can email the Support department at
support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our regular business hours
of 9:00 to 5:00 EST and they will explain them to you.

Functionality Tab

From here you can change settings such as Include Blind Shipments, Require Insurance
for External Carriers, change the Invoice Date to either Creation Date or Delivery Date,
etc.



Preferences

i Account H Address H Settings H Functionality E\ Notes H IFTA H Restrictions H MyBooks

]

Blind Shipments Include Blind Shipments

K

Quick Invoicing Include Quick Invoicing

O

QuickBooks Description Show Origin/Destination in Description

K

Load Confirmation Show Carrier Advance Notes

K

Share basic rating info Share your basic rating information ¥/

K

External Carrier Insurance Only Administrators can edit insurance

K

Require Liability Insurance

K

Require Auto Insurance

K

Require Cargo Insurance

Invoice Date Invoice Creation Date O Delivery Date

Invoice Address Show Shipper & Consignee Address on Invoices

Driver Pay For Delivered Loads O Completed Loads

Driver Pay Sorting Delivery Date O Load Number O Invoice Date

Batch Invoice Sorting Delivery Date O ship Date @ Load Number

NNO®®e®d®

Shippers & Consignees Loads need Shippers & Consignees

Customer Credit Limit

K

Prohibit use of over-limit customers

|

Carrier Insurance Validate carrier insurance expiration

K

Description Live Type Enable Live Type for Load Descriptions

|

Re-exporting to QB Disable Re-exporting Customers/Vendors to QB

K

Disable Tracking Notes Disable Tracking Notes Required Fields

K

Shipper/Consignee Name Show Contact Name on Rate Confirmations

K

Disable Load Fields Disable required fields description, type and quantity

K

Validate Assigned Loads Verify Driver, Customer Credit, Carrier Insurance, Truck and Trailer

CANCEL FILES SAVE

If you are unsure what some of these settings do, you can email the Support department at
support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our regular business hours
of 9:00 to 5:00 EST and they will explain them to you.

Notes Tab

From here you can create Notes that will print every time on the bottom of the associated
document type. You just type your note in the box to the right of the document type and
Save it. From now on, that note will print at the bottom of that type of document.

Examples below:

A Thank you note has been created for Standard Invoice Notes. Now, whenever an invoice
is printed, that note will be printed at the bottom.



A Terms and Conditions note has been created for Standard Load Sheet Notes. Now,
whenever a Rate Confirmation is printed, that note will be printed at the bottom.

Preferences

= oje.s

| I Account H Address H Settings H Functionality H Notes H IFTA H Restrictions H MyBooks ’

Standard Invoice Notes
(Printed on Invoices)

Standard Load Sheet Notes
(Printed on Load Sheets)

Standard BOL Notes
(Printed on Bill of Lading Sheet)

Standard Customer Sheet Notes
(Printed on Customer Sheets)

Standard Quote Notes
(Printed on Quotes)

Thank you for doing business with Trucking
Ltd.

We look forward to your next load.

TERMS AND CONDITIONS - By signing this
rate confirmation sheet and/or accepting
the herein described shipment, the Carrier
agrees to the Terms and Conditions for
hauling this shipment. A fine of $100 will be

N S = N P Ly W

~

B I U S Fontsize: XSSMLXL

CANCEL FILES SAVE

If you are unsure how to setup your notes or what they will be printed on, you can email
the Support department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during
our regular business hours of 9:00 to 5:00 EST and they will explain them to you.

IFTA Tab

If your account has the IFTA feature, you need to enter the information that will be on your
IFTA report header. You enter that information here, including your Legal Business Name,
IFTA Account #, IFTA State Registration, DOT Number, MC Number, etc.



Preferences m ‘ X ‘

| Account H Address H Settings H Functionality H Notes H IFTA H Restrictions H MyBooks ‘

Legal Business Name |Trucking Ltd. [
Doing Business As (DBA) ITrucking Ltd. }
IFTA Account # 4444444 |
IFTA State Registration | NY v|
Next Trip Number |91 ]
DOT Number 1999999 |
MC Number 333333 |
Mass Toll Exemption O Yes @ pno

® | oad creation for starting location
Validate Empty Miles On O Load completion for starting location

O Load completion for finishing location
Start/Stop Validation ® ves O no

IFTA Version IFTA VERSION

CANCEL FILES SAVE

If you are unsure what some of these fields are, you can email the Support department at
support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our regular business hours
of 9:00 to 5:00 EST and they will explain them to you.

QuickBooks Exports

Customer Invoices

ITS Dispatch has the ability to export your customer invoices to a file which can then be
imported into QuickBooks.

Before this can happen, the Accounting Export must be setup correctly to extract the
customer and invoice information from ITS Dispatch. This extraction of data creates an IIF
file that you then import into QuickBooks. This setup MUST be done by the Support



department. If the setup is not done by the Support department, errors may occur which
could seriously compromise the integrity of your QuickBooks accounts.

To have your ITS Dispatch account setup to run the Accounting Export, please email the
Support department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our
regular business hours of 9:00 to 5:00 EST.

Carrier Payables

ITS Dispatch has the ability to export your carrier payables to a file which can then be
imported into QuickBooks.

Before this can happen, the Carrier Pay Export must be setup correctly to extract the
carrier and payable information from ITS Dispatch. This extraction of data creates an IIF
file that you then import into QuickBooks. This setup MUST be done by the Support
department. If the setup is not done by the Support department, errors may occur which
could seriously compromise the integrity of your QuickBooks accounts.

To have your ITS Dispatch account setup to run the Carrier Pay Export, please email the
Support department at support@itsdispatch.com or call 1-888-338-9656 ext. 2 during our
regular business hours of 9:00 to 5:00 EST.

NOTE: ITS Dispatch does not have the ability to export driver payables or sales rep
payables to QuickBooks.

Working With Loads

Changing a Load’s Status

To change a load’s status, you can either do it from the ITS Dispatch board or from within
the load itself.

To change it from the ITS Dispatch board, click on the dropdown under the column called
Load Status and then click on the status you want to select.



DISPATCH

POWERED BY TRUCKSTOP.COM

Turnaround Trucking

||

Training

+~ Dispatch Admin

DISPATCH BOARD

IFTA  Maintenance = Sales Manager ~Accounting

Dashboard

Repo

pending [ll open [ll Refused [l covered [l Dispatched [l On Route [l (Un)Loading [l In Yard

Official TRUCK

Load # G L el Driver/Carrier
1251 = 2223 Ben Rayburn (M)
1136 8 Kyle Abbott (M)

33 - Michelle Test (M)

1126-L i 2300 Michelle Test (M)

- 98989 Betterwa. & Roadways.
= 2400 Michelle Test (M)
- Kevin Fisher (%) & Mariah Copeland

1131-2 = Michelle. & David Te.

= 10100 Michelle Test (M)

1124-L = 2222 8en Rayburn (M)

Ship Date/Time
2016-07-16
2016-09-09
2016-08-22
2016-07-15
2016-06-15
2016-07-16
2016-09-09

2016-08-31
2016-08-29

2016-07-15

rts | BAM Financing

Del Date/Time
2016-07-17
2016-09-09
2016-08-23
2016-07-18
2016-06-18
2016-07-17
2016-09-09

2016-09-02
2016-08-30

2016-07-18

Add-Ons

Training 3

Help

[ search For... | From: [2015-09-30

Display My Office’s Data v

| 5 7o: [2016-09-30

Customer -

Bailey Clark Law
Chancellor Industries
Chancellor Industries
Chancellor Industries
Chancelior Industries

Chelsea Fashions
Newman Enterprises

Newman Enterprises

Newman Enterprises

Newman Enterprises

O show offices  [J

origin
Bailey Clark Law / Chicago, IL
Chancellor Industries Warehouse / Los
Angeles, CA
Chancellor Industries Warehouse / Los
Angeles, CA

Newman Enterprises Warehouse / New York,
NY

Newiman Enterprises Warehouse / New York,
NY

Chelseas Fashions / Kansas City, KS

Newman Enterprises Warehouse / New York,
NY

To Be Confirmed / Toronto, ON
To Be Confirmed / Kitchener, ON

Newman Enterprises Warehouse / New York,

T EE SHOW ALL

Show Time

Open Loads || Delivered/Completed Loads

Destination
Chelseas Fashions / Kansas City, KS

Fenmores Fashions Warehouse / Phoenix, Al

Chelseas Fashions / Kansas City, KS
Chancellor Industries Warehouse / Los
Angeles, CA

Chancellor Industries Warehouse / Los
Angeles, CA

Fenmores Fashions Warehouse / Phoenix, Al
Chelseas Fashions / Kansas City, KS

To Be Confirmed / Ottawa, ON
To Be Confirmed / Toronto, ON

Chancellor Industries Warehouse / Los

Dispatched
Loading

On Route
Unloading
In Yard
Delivered
Completed
Delete Load

Open 1

To change it from within a load, click on the dropdown under the column called Status and
then click on the status you want to select.

i Customer 1 j +
‘ Load Information M TRUCKSTOP.COM “‘ Waypoints ‘
Load # Bill To ' @ Dispatcher C} SalesRep 1 O Sales Rep 2 Status v/0
‘1109 HNewman Enterprises ‘ lMich Holm v\ lUser 6 \ Open 789AA6
Type Rate P/Ds F.S.C. Rate % Other Charges .
[Line Haul <] [700 | 50.00 = 70.00 -150.00 upD| Covered ]
O carrier @® priver s OO0 E Equipment Type Truck o Tralllel Dispatched at Rate
[Ben Rayburn (M) v]| [53' van v|[ 103 ~|[TrRito] Loading do
o ’—‘Shipper 1 On Route
= > ) Unloading iy
Shipper * Bill of Lading Location Date
T - —& | On Yard
|New Shipper HNew York, NY ][2016»06-07 F - T
Description Type (TL, LTL, Pallets, etc.) Qty Weight (lbs
[Books |[Pallets |[10 |[10000 |
Shipping Notes P.O. Numbers Customs Broker '
[Pick up at bay 3, call first |[78-1 sH I |
2| pre—sram— P | P ~ | Y

NOTE: To change a load’s status to Delivered, Completed or Deleted, you MUST do this
from the ITS Dispatch board. It can’t be done from within a load.

Duplicating Loads

To duplicate a load, select Dispatch from the main ITS Dispatch board and then click on

Load Manager.

DISPATCH

POWERED BY TRUCKSTOP.COM

¢~ | Dispatch = Admin IFTA Maintenance

4 | oad Manager

NEV | 5ad Finder

icial TRUCK
bntact #

Sales Manager

OFFERED TRUCKS

Covered . Dispatched . on Route [I] (Un)Loading ] In Yard

Accounting

Driver/Carrier
Ben Rayburn (M)

Kyle Abbott (M)

Dashboard

Reports

Ship Date/Time
2016-07-16

2016-09-09

BAM Financing  Add-Ons

Training %4  Help

‘ l Search For...

Del Date/Time
2016-07-17

2016-09-09

Chancellor Industries

Customer -

Bailey Clark Law

Ori

Bailey Clark La

Chancellor Industri

Angel



Depending upon the status of the load you are duplicating, you will either click on the
unassigned, active or completed/invoiced tab to locate the load.

Load Manager

I Unassigned" Active " Completed / Invoiced l Refused / Deleted / Lost ‘

[Load Number v] AND [ Ship Date ] From: [2016-06-30 | To: [2016-12-30 |5 | searcH | &
a

Load # Ship Date Customer Shipper Consignee Status Options

O 1136 2016-09-09 = Chancellor Industries Chancellor Industries Warehouse Fenmores Fashions Warehouse Open Z‘i L ]
O 1135 2016-09-09  Newman Enterprises  Newman Enterprises Warehouse Chelseas Fashions Open ;:
1134 2016-09-09 testing To Be Confirmed To Be Confirmed Open ::

O 1133 2016-08-22  Chancellor Industries Chancellor Industries Warehouse Chelseas Fashions Open :: L ]
1131 2016-08-31 = Newman Enterprises To Be Confirmed To Be Confirmed Open ;t
1129 2016-08-29 = Newman Enterprises To Be Confirmed To Be Confirmed Unloading ::

O 1127-L 2016-07-16 Chelsea Fashions Chelseas Fashions Fenmores Fashions Warehouse Open :ﬁ L ]
[0 1126-L  2016-07-15  Chancellor Industries Newman Enterprises Warehouse = Chancellor Industries Warehouse Open _/) ::
[0 1125-L  2016-07-16 Bailey Clark Law Bailey Clark Law Chelseas Fashions Open ::

[0 1124-L 2016-07-15 Newman Enterprises Newman Enterprises Warehouse = Chancellor Industries Warehouse Open :: L |

@ Split Open LTL Loads ,ﬁ, Merge Open Loads into LTL / Edit :i Duplicate @ Assign | | Notes @ Restore

Go to the load you need to duplicate and in the right hand column called Options, click on
the four small green arrows icon.



Load Manager g

Unassigned I Active | Completed / Invoiced  Refused / Deleted / Lost l

[Load Number =l | anp [ship Date v| From: [2016-06-30 | To: [2016-12-30 | = | searcn | ' &
Load # Ship Date Customer Shipper Consignee Status Options
(| 1136 2016-09-09  Chancellor Industries Chancellor Industries Warehouse Fenmores Fashions Warehouse Open ]
(| 1135 2016-09-09 = Newman Enterprises = Newman Enterprises Warehouse Chelseas Fashions Open
1134 2016-09-09 testing To Be Confirmed To Be Confirmed Open
O 1133 2016-08-22  Chancellor Industries  Chancellor Industries Warehouse Chelseas Fashions Open
1131 2016-08-31  Newman Enterprises To Be Confirmed To Be Confirmed Open ]
1129 2016-08-29  Newman Enterprises To Be Confirmed To Be Confirmed Unloading ::
0 1127-L  2016-07-16 Chelsea Fashions Chelseas Fashions Fenmores Fashions Warehouse Open ::
[J 1126-L  2016-07-15 Chancellor Industries Newman Enterprises Warehouse = Chancellor Industries Warehouse Open ::
O 1125-L  2016-07-16 Bailey Clark Law Bailey Clark Law Chelseas Fashions Open ::
[0 1124-L  2016-07-15 Newman Enterprises  Newman Enterprises Warehouse = Chancellor Industries Warehouse Open :‘:

:: Duplicate

@ Split Open LTL Loads & Merge Open Loads into LTL _/ Edit @ Assign | | Notes @ Restore

You are now in the Duplicate Load window. Make whatever changes you need to make to
the load and then click on the Save tab at the bottom right.

Duplicate Load

Customer 1

Load Information H TRUCKSTOP.COM | Waypoints ‘

Duplicate # gijll To ' d;a ' L2 4 Dispatcher ® sales Rep 1 O sales Rep 2 Status w/o

[2 I Ichancellor Industries | [Mlch Holm v| |User 6 V} | Open v] L

Type Rate P/Ds F.s.C. [J Rate % Other Charges ') Rate

[ Line Haul <] [a00 | |[0.00 [0.00 USD $ 400 |

O carrier @ priver W OO B Equipment Type Truck o Trailer o Flat Rate

| Kyle Abbott (M) o [53' Van VI Assign Later V| Assign Later v110.00 I
o] Shipper 1

Shipper W 7 Bill of Lading  lLocation Date [ show Time

|Chancellor Industries Warehouse ||Los Angeles, CA ”2016-09- 30 ol 12:00 AM v

Description Type (TL, LTL, Pallets, etc.) Weight (Ibs)

Qty
I

Shipping Notes P.O. Numbers Customs Broker

w Consignee 1

Consignee ' 4 Location Date [ Show Time
|Fenmores Fashions Warehouse ||Phoenlx, AZ “2016-09»30 2/112:00 AM v
Description Type (TL, LTL, Pallets, etc.) Weight (Ibs)

aty
|

Delivery Notes P.O. Numbers

I I |
ProMiles Miles 0 VEmply 0 ™" Driver Miles Empty jHourly D

TRUCKSTOP SEARCH E EMAIL CANCEL @

Now click on the Unassigned tab and under Options, click on the single green arrow.




Load Manager

I Unassigned I Active H Completed / Invoiced H Refused / Deleted / Lost l

St N
Load Number v AND [ Ship Date | From: [2016-06-30 | = To: [2016-12-30 |5 SEARCH“

" Load # Ship Date Customer Shipper Consignee Optio®

2016-09-30 Chancellor Industries Chancellor Industries Warehouse Fenmores Fashions Warehouse / :

v Split Open LTL Loads & Merge Open Loads into LTL / Edit :: Duplicate J Assign | | Notes e’ Restore

You will get a popup message telling you that the load will become Active and will be
assigned a Load#. Click on OK.

This load will now become Aclive and a Load # will be assigned.

=

Do you wish to continue?

The load you have just duplicated will now be in Open status and will have the next load
number assigned to it in your sequence.

Unlocking Loads

Sometimes when you try to open a load, the system will alert you that the load is “In Use”
and is Locked, with the previous dispatcher’s name and login time showing.



THIS LOAD IS CURRENTLY IN USE!
Information cannot be saved at this time.

STEPS TO UNLOCKING A LOAD:
From the menu select Help -= Unlock All Loads.

Dispatcher: mich
Time: 2016-09-30 09:14:13

To unlock the load, first make sure that no one is actively in the load. Then click on Help
from the main ITS Dispatch board and then click on Unlock All Loads.

DISPATCH

POWERED BY TRUCKSTOP.COM

Admin IFTA Maintenance Sales Manager Accounting Dashboard Reports BAM Financng Add-Ons Training % | Help

+- Dispatch

DISPATCH BOARD Find: Online Training

5 C KS
NEW ACTIVE LOAD NEW PENDING LOAD OFFERED TRUCKS Training Videos

pending [l open [l Refused [l covered [l Dispatched [l On Route [ (Un)Loading [l In Yard

FAQs
¥
Official TRUCK - < &
=
Load # = wW/0 # Contacii Driver/Carrier Ship Date/Time Del Date/Time Customer Quick Start Guide
1125-L = 2223 Ben Rayburn (M) 2016-07-16 2016-07-17 Bailey Clark Law ‘ Unlock All Load
Niocl oads
1136 bl Kyle Abbott (M) 2016-09-09 2016-09-09 Chancellor Industries
Contact Information
1133 = Michelle Test (M) 2016-08-22 2016-08-23 Chancellor Industries
My Tickets / Bugs
" 2300 Michelle Test (M) 2016-07-15 2016-07-18 Chancellor Industries
Suggestions & Additions
1112-2 = 98989 Betterwa. & Roadways. 2016-06-15 2016-06-18 Chancellor Industries
ITS Surveys
1127-L = 2400 Michelle Test (M) 2016-07-16 2016-07-17 Chelsea Fashions
1178 = Kevin Fisher (%) & Mariah Copeland 2014-na-na 201A-na-na [SRIUMISIN [ 5 Dispatch Newsletters

You will get a popup warning you to make sure that no dispatchers have any loads open
before running the Unlock function. Click on OK.

Please ensure that no dispatchers have any loads open before proceeding.




Support

Free Support

ITS Dispatch provides your company with FREE support, for as long as you own an
account.

Training Videos
ITS Dispatch also offers an extensive list of Training Videos that run on YouTube. To

access these videos, click on Help and then click on Training Videos from the dropdown
menu.

DISPATCH

POWERED BY TRUCKSTOP.COM

+- Dispatch Admin IFTA Maintenance Sales Manager Accounting Dashboard Reports BAM Financing Add-Ons Training % | Help

DISPATCH BOARD Online Training

NEW ACTIVE LOAD NEW PENDING LOAD { Training Videos

ding .open - f d .Covered .Dlspatched .On Route [l (Un)Loading .In Yard

FAQs
Official TRUCK

Load # = W/0 # Contactll ¥ Driver/Carrier Ship Date/Time Del Date/Time Customer Quick Start Guide
1125-1 5l 2223 Ben Rayburn (M) 2016-07-16 2016-07-17 Bailey Clark Law
Unlock All Loads
1136 = Kyle Abbott (M) 2016-09-09 2016-09-09 Chancellor Industries
Contact Information
1132 i3l Michelle Test (M) 2016-08-22 2016-08-23 Chancellor Industries
My Tickets / Bugs
1126-L = 2300 Michelle Test (M) 2016-07-15 2016-07-18 Chancellor Industries
Suggestions & Additions
1112-2 = 98989 Betterwa. & Roadways. 2016-06-15 2016-06-18 Chancellor Industries
ITS Surveys
1127-L = 2400 Michelle Test (M) 2016-07-16 2016-07-17 Chelsea Fashions
F ITS Dispatch Newsletters
1135 T Rl (%)(; )Ma"ah Copeland 2016-09-09 2016-09-09 Newman Enterprises X
1131-2 " Michelle. & David Te. 2016-08-31 2016-09-02 Newman Enterprises | ARUEIUIRCIE
= 10100 Michelle Test (M) 2016-08-29 2016-08-30 Newman Enterprises Open Test Account
1124-L "~ 2222 Ben Rayburn (M) 2016-07-15 2016-07-18 Newman Enterprises y




You will see a list of videos. The category of the video is in the left column with the title of
the video in the next column. Click on the tv icon to view the chosen video in YouTube.

Training Videos =
Category Title Length Author Cr?a:‘;::d Views View

Recorded Webinars Getting Started in ITS Dispatch 00:42:34 2017-11-15 5518 @/%
Recorded Webinars Accounting 00:20:11 2017-11-29 2741 @/%
Recorded Webinars Carriers with IFTA 00:27:08 2017-11-29 1293 ﬁ _y/} %
Spanish Videos Driver Messaging-Spanish 00:02:19 2019-07-02 71 ﬁ / %
Spanish Videos Creats 2 Load-Spanish 00:02:05 2013-07-03 207 @ / x
Spanish Videos Load Tracking Spanish 00:01:38 2013-07-03 77 @ __\/’ x
Spanish Videos Driver Setup/Driver Pay-Spanish 00:02:41 2019-07-03 i07 @ / %
Spanish Videos How to create an Invoice-Spanish 00:01:25 2019-07-03 85 ﬁ / %
Spanish Videos IFTA-Spanish 00:02:19 2019-07-02 52 ﬁj%
SaferWatch ITS Dispatch and SaferWatch 02:28:00 2018-12-18 17 @ / %
Set up Using your Test Account 00:01:35 2014-10-07 1825 @ / x

Set up How to s=t up your dashboard and select your graphs 00:01:23 2014-10-059 1588 @ / % v

Contact Us

As you continue working with your ITS Dispatch software, you may still require assistance

from time to time. Please be assured that you will always receive free ongoing

support, whether it's for yourself, new employees or any other long-time employees.

If you have any questions or issues, please email or call our Support department.

Office Hours:

Phone:

Email:

Monday to Friday 9:00 am 5:00 pm EST

Toll Free 1-888-338-9656 ext. 2 for Support

support@itsdispatch.com




