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Getting Started

Configuring Internet Explorer to use Advanced Servi ces

Before you start using Advanced Services you will need to configure Internet Explorer on the PC that you will be
using to run Advanced Services.

To configure Internet Explorer please follow the below instructions:

1. Open your WEB browser and click on Tools and then select Internet Options
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2. Click on the Settings... button in the Temporary Internet files section. The Settings window below should
appear, if Automatically is not selected select it and then click on OK
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3. Inthe Internet Options window click on the Privacy Tab and then click on the Sites... button

4. Inthe Address of Web site field type in lower case characters www.langdons.co.uk and then click Allow

5. Inthe Address of Web Site field type in lower case character www.mandata.co.uk and then click Allow

6. Inthe Per Site Privacy Actions window in the Managed Web sites there should be now two domains with
settings of always allow. If correct click OK

7. The Internet Options window should now reappear. Click OK and close your WEB browser

Internet Explorer should now be configured to use Advanced Services if you have any difficulties in changing any of
the above settings please ring Langdons IT Department for help.

Loqgging into the Advanced Services Website

1. Open your Web browser and enter http://www.langdons.co.uk in your address bar and click on Go or press
Enter.




2. Enter your Company details provided in the Login part of the Web site and click Login

3. After clicking on Login you may get the message, “Pop-up blocked. To see this pop-up or additional
options click here...” Left click on the gold bar and select Always Allow Pop-ups from This Site...

4. Click YES and the Advanced Services Web site will pop-up

5. You can now continue to use the Advanced Services Site

Using Advanced Services

Creating and Entering Jobs

To enter a new job click on the “New Job” found on the left hand menu under:

Job Management Area
Create Jobs
New Job

Enter the details of the consignment including the number of pallets, Work Type (Chilled or Frozen), collection and
delivery addresses and dates. You can also enter any special instructions, references used for booking in, your
order number (shown on your invoice) and 9 lines of product information which would enable us to produce a
delivery note from our system.

To request for a consignment’s collection or delivery to be booked in or not the ETA field will need to be changed to
the option of either Book In or Don’t Book In . If the option of Book In is selected then the Langdons Transport
Planner will use the Booking in Tel. and Booking Ref. information given to arrange the consignment’s booking in
type and time if necessary. The ETA field will then change to the arranged booking in type of either AM, PM,
ASAP, or BOOKED/FIXED. If a booking in type of BOOKED/FIXED is needed the Booking field will show the
booking in time arranged previously.

Click OK when done.

Please remember to key your orders in early enough for us to plan the work. Normally this means order
day 1, for collection day 2 and delivery day 3.

To help speed up order entry you can create and save standard addresses and standard job templates.



Fig. 1 - Job Entry Screen

To enter unlimited lines of goods for the consignment click on the green arrow next to the Simple Goods
Description text field or the Extra Goods button in the Job Entry Screen. The options in fig. 2 will then appear.

To add a line of goods select the Add Goods button
To delete a line of goods click on the Trash Bin next to the line of goods to be deleted
To save all the goods and return to the Job Entry Screen click on the Save Goods button

Fig. 2 — Extra Goods Options

Copying a Job

You can Copy a previous booked in job by clicking on “Copy Job” found in the left hand menu under:

Job Management Area
Create Jobs
Copy Job

From the copy job screen you can filter the job search by Collection Date, Delivery Date, whether the job is
Unconfirmed, Confirmed, Complete, Unconformed, Cancelled, Incoming, Outgoing or both Incoming and Outgoing.
You can also filter the job search by a unique Job Number, Order Number, Reference 2.Reference 3 or Load ID.
One or more of the above filters can be used to search for a job.



Fig. 3 - Copy Job Screen

By clicking on Search all the jobs that meet your search criteria will be retrieved.

Fig. 4 - Search Result Screen

Clicking the job you want to copy will retrieve the jobs details where you can make amendments to the collection
date, delivery date and any other fields that may need updating. When all the job detail fields have been updated
click OK to process the job.

Creating Standard Jobs

To help speed up order entry you can setup Standard Jobs which are effectively job templates stored on the
system. To create a standard job template click on “Manage Standard Jobs” found in the left hand menu under:

Job Management Area
Utilities
Manage Standard Jobs

Either select “Add standard job” to create a new one or “Manage std. jobs” to search through your existing entries
to edit them. Either will bring up a screen which looks just like the job entry screen. Fill in any of the fixed
information such as addresses but leave blank anything which will vary from one consignment to the other such as
Work Type (Chilled or Frozen) or Order Number. Leave the “Routing Code” entry blank — we will complete this
where applicable.



Fig. 5 — Manage Standard Jobs

Using Standard Jobs

To use one of your standard jobs select “Standard Job” found on the left hand menu under;

Job Management Area
Create Jobs
Standard Jobs

Select the Standard Job you wish to use by clicking on it and you will be taken to the “New Job” screen with the
relevant job details completed for you. You just need to enter the remaining detail such as dates, order number,
etc. and save it as normal.

Fig. 6 - Using Standard Jobs



Creating Standard Addresses

Setting up Standard Addresses is done in much the same way as Standard Jobs. To create a Standard Address
select “Manage Standard Addresses” found on the left hand menu under:

Job Management Area
Utilities
Manage Standard Addresses

Either select “Add standard address” to create a new one or “Manage std. addresses” to search through your
existing entries to edit them. You can use these in the “New Job” screen by using the lookups next to each
address.

Fig. 7 - Setting Up Standard Addresses

The Jobs Diary

The jobs diary displays all of your consignments either by collection date or delivery date. To view your jobs diary
select “Collections” (by collection date) or “Deliveries” (by delivery date) found on the left hand menu under:

Job Management Area
Jobs Outward
Collections or Deliveries

Against each day you will see a summary of the total number of jobs and subtotals for Unconfirmed, Confirmed,
Cancelled & Complete jobs. A job becomes confirmed once one of our operators has checked the job and
acknowledged it. A job becomes complete once it has been marked as “Dropped” on our system. The various
statuses are for guidance only.



Fig. 8 - Jobs Diary

Clicking on one of these results in the jobs diary will then list the relevant jobs, each colour coded according to its
status.

Fig. 9

The round button next to the job number is colour coded as follows:

Unconfirmed — No button, Grey background
Confirmed — Amber button

Complete — Green button

Cancelled — Red Job number

Conformance Issue — Red button

Fig. 10 - Results from the Job Diary



You can also use the Job Diary for personal use, adding notes to a date. This can be done by clicking at the top of
the date area in the Jobs Diary. You can then select the dates that notes are needed to be added too.

Fig. 11 — Job Diary

Viewing Job Details

Clicking on one of these results from the Job Diary will show the full job details including Invoice Number if
invoiced. From here you can view detailed consignment status information, Pallet Labels, POD images, Invoice
images and Incident Notes by selecting the relevant option from the “Details” pull down menu,

Fig. 12 — Viewing Job Details
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Viewing a Consignment Status

Selecting “Status” shows consignment tracking status entries for the selected job. On our system each job is
broken down into separate legs (collections, trunks, deliveries & full moves), each of which can have one of the
following statuses:

0 — Outstanding

1 — Picked Up

2 — En-Route

3 — Action Required

4 — Not Arrived

5 — Dropped (“done” or “complete” would be a better description)

The screenshot shows a typical job collected but not yet delivered. The Collection and Trunk have been “done” but
the Delivery is only showing as Picked Up. Once we've confirmed the delivery out onto a vehicle its status will
change to “En-Route” and then when the driver comes back with a POD the status will be changed to “Dropped”
and the POD reference/Delivery Note number will become visible. In the event there is a problem with the delivery,
a non-conformance code will also be shown, along with details of any subsequent delivery attempts (shown as a
Re-Delivery).

Please note these status updates are done after the event as a back-office function so there may be a delay before
the status change is made. We are currently reviewing our procedures to try and speed this up.

Fig. 13 — Consignment Tracking Status

Viewing the Full Details of a Consignment Status

By clicking on one of the status entries listed you can view more details including additional POD references and
full details of any non-conformance issues. You can also view non-conformance issues by clicking on Incidents
from the Job Details Screen.

Fig. 14 — Consignment Tracking Status Full Details
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Printing Pallet Labels

Selecting “Print Label” allows you to produce Pallet Identification Labels — one for each pallet. Its part of our
Chillnet terms and conditions that all products must be labelled and we would encourage you to use these standard
labels.

Fig. 15 — Printing Pallet Labels

You can also print pallet labels by clicking on “Print Labels” found on the left hand menu under:
Job Management Area
Create Jobs
Print Labels

You can then select a Collection Date by clicking on the calendar icon. After click on OK the system will then
retrieve all jobs that are being collected on the selected date.

Fig. 16 — Printing Pallet Labels By Collection Date

You can then tick all the jobs that you want to print labels off for and then click OK.
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Fig. 17 — Print Pallet Labels Job Selection Screen

A new screen will now open where you can scroll through all the pallet labels requested. When clicking on Print
each pallet label will be printed off on a separate piece of A4 paper.

Fig. 18 — Print Pallet Labels View Screen

Viewing POD Images

You can view a jobs POD image by clicking on View POD Storage from the Jobs Detail. When you request a POD
image for the first time you will be asked to install a browser plug-in called Alternatiff. This software is completely
free of charge and once you have installed it on your PC you will not be asked to install it again. When you try to
view your first POD image the below page will open, left click on the gold by and select Install ActiveX Control

Fig. 19 — Alternatiff POD Viewer Install
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Next you will be asked to register Alternatiff that you have just installed. You will need to register Alternatiff to be
able to use the software and view the POD Storage image. Once the registration is complete you will be redirected
to your POD image.

You can also view POD images by clicking on the “POD Search” item found on the left hand menu under:
Job Management Area
POD / Invoice Utilities
POD Search

Clicking on the “POD Search” item allows you to search for a jobs POD by Job Number, Order Number, Delivery
Date, Goods, Delivery Town or POD Reference.

Fig. 20 — POD Search

Reassociating the POD Viewer

If you have any problems in viewing POD images you can try to reassociate the POD image file format with the
Alternatiff viewer software. Sometimes recently installed software such as QuickTime player can cause problems
when trying to open POD images. To do this click on “Reassociate POD Viewer” in the left hand menu under:

Job Management Area
POD / Invoice Utilities
Reassociate POD Viewer

Viewing Invoices

To view a jobs invoice you will need to have a PDF Reader installed on your PC. Adobe Acrobat Reader can be
installed from http://www.adobe.com/products/acrobat/readstep2.html.

You can view a jobs invoice document by clicking on Invoice Storage from the Jobs Detail Screen. The jobs Invoice
Number will then be retrieved.

Fig. 21 — Viewing Invoice Storage Document
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To view the jobs invoice document click on the Invoice Number. If you know the jobs invoice number you can also
search for the invoice document by selecting “Invoice Search” found on the left hand menu under:

Job Management Area
POD / Invoice Utilities
Invoice Search

You can search for the invoice document by invoice number or invoice date.

Searching For Jobs

You can search for jobs as well as using the Jobs Diary. Select “Search Jobs” found on the left hand menu under:

Job Management Area
Search Jobs

You will have a range of filters available to narrow the search such as dates, job status, job number or order
number. Enter your criteria and click search and you will be shown a list of jobs similar to Fig. 9.

Fig. 22 — Searching For Jobs
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Reports

You can run a variety of reports to identify jobs booked, jobs with conformance issues, missing PODs, etc.
Select “Run Reports” found on the left hand menu under:

Reports
Run Reports

Fig. 23 — Run Reports Screen

The following reports are currently available:
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When you run the report you will be offered two choices of format. Choose HTML for printed reports or CSV if you

would like to download the data in a form you can open in Microsoft Excel.

Fig. 24 — Report Format Type

If you choose the CSV option you will be prompted to either open the file or save it for use later.

Fig. 25 — File Download

Booking Report

You can run a booking report to view all jobs booking details filtered by a specific delivery date range.
Select “Run Reports” found on the left hand menu under:

Reports
Booking Report

Select a delivery date range

Then select OK.

You can print the report by clicking on the printer icon in the top right hand corner of the report title.
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Support Contact Numbers

Langdons IT Department

01278 454810

Please use for help with technical issues and general
support on the Advanced Services Website.

Bridgwater Customer Services

01278 454815

Dover Customer Service

01304 872640

Liverpool General Enquiries

0151 632 9006

Luton General Enquiries

01582 507002

Peterborough General Enquiries

01733 231611

Redditch General Enquiries

01527 506980

Please use for order consignment issues or amendments
such as job cancellations or collection / delivery address
changes.
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