Date: August 2015

How To: Print Labels % PALLETFORCE

Instruction

Log on to Alliance at www.palletforce.net

You will be presented with the following menus.

g PALLETFORCEAIliance Test Customer, 900 _

Enter Consignments View Consignments Print Labels & Notes Print Manifest Addresses Postcode / Address Search View KP| Report Help

To print labels navigate to the Print Notes & Labels screen

Print Labels & Notes

In the ‘Search By’ field, Choose how you want to search from the drop down box
This will be ‘Entry Date’ by default but can be changed to ‘Consignment Number’ or ‘Customer Ref’

Consignment Filters for Label/Note

SearchBy  Entry Dete Filter by Label Printed | Any
StartDate | (3/09/2015 =} Filter by Con Note Printed | Any

End Date  (13/09/2015 i Filter By Paper POD Required | A

In the ‘Filter by Label Printed’ drop down you can select;
‘Unprinted’ — New consignments that currently have no labels
‘Printed’ — Existing consignments that require a new label
‘All' — Show both new and existing consignments together

Click Search once the options are correct

Select the consignment(s) you wish to print by clicking in the leftmost tick box
Ticking the top tick box will select or deselect all consignments

w Cond# Acc Cust Ref 1 Company Mame  Town Postcode Oty Weight(kg] EntryDate Col Date Req Del Sur
r @ 1234567 ACCI00 ABCDEFGHIKLMMOPQRSTUMWXYZ ACME Products Mewcastle 5T5 7RE 1 1000.00 05/09/2015 03/09/2015 900 D49 TL
| @ ABCDEFG ACC900 1234567850 ACME Products Mewcaste STS 7RE 4 1000.00 03/0%/2015 03/09/2015 900 043 TLTAPW

Click Print once the correct consignments are selected

For assistance please contact the Palletforce IT department on 01283 741 759 or it@palletforce.com.
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