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Getting Started

Thank you for your purchase of the Package Tracker application. This topic contains information that will help you setup
Package Tracker to best fit your company's needs.

Getting Started Topics:

Step 1 - Enter your Company Information - This section allows you to enter your basic company information, such as
address and email. You can also upload your company logo to "brand" Package Tracker. This is also where you will enter
your email server information and set up your Single Sign On integration. Finally, you can set several options in this
section, including how you want to track recipients.

Step 2 - Create Groups - This section allows you to create groups in addition to the default Admin group (and default
New SSO Users if you enable Single Sign On). User security in Package Tracker is set up by Group. A Group is a
collection of security settings that one or more users share. You will need to create your Groups first, then add users
within those Groups. Before setting up your groups, take some time to think about the types of employees you have, who
will need access to the software and what features/functions they will need to use in the software. You will want to create
a Group for each different type of user you may have.

Keep in mind that if you enable Single Sign On, you can set up groups that match your groups in Active Directory. When
users sign on to Package Tracker for the first time, a user profile will automatically be created for them and they will be
placed in the matching group.

Step 3 - Manage Users - This is where you can create user profiles. Users are the individual employees who will be
accessing and using the Package Tracker system. Remember that you must create Groups before you create users.
Each user will be assigned to a group and will have all of the security privileges to which the group has access.

Keep in mind that if you enable Single Sign On, you can set up groups that match your groups in Active Directory. When
users sign on to Package Tracker for the first time, a user profile will automatically be created for them and they will be
placed in the matching group.

Step 4 - Edit Field Names - (Professional Edition Only) To further customize Package Tracker to fit your company, you
can use the Edit Field Names section to rename basic fields to match your company's terminology. Editing Field Names is
useful if your business calls one of the functions or fields something different than the default values. For example, if your
business refers to Packages as "Letters" or "Parcels"”, you may want to change the name of the Package field to avoid
confusion for your employees.

Step 5 - Create Custom Fields - (Professional Edition Only) Custom Fields allow you to capture information that is
specific to your business needs.

Step 6 - Customize the Email Template - (Professional Edition Only) If you want the Package Tracker application to
send natification emails to recipients, you can use the included Email Template to create the format/wording. You must
complete the_Email Server information in order to use the Email feature.

Step 7 - Download Package Tracker to your Mobile Devices - The Mobility Center is where you will go to download
the Package Tracker application for your Windows/CE Mobile devices. Instructions are also provided on this page for
manually installing the Package Tracker application. Manual installs are not recommended.

Step 8 - Review the Label Printing in Package Tracker section.

Software activation system licensed under Patent No. 5,490,216
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Logging in to Package Tracker

Reqular Login
SSO Login

Regular Login

When you access your Package Tracker site, the following log in screen will appear:

Email Address - Veéior: 1.0.0 (Build: 8.14.2013.304)
|
Password

Login Forgot Password?

All trademarks, service marks, and trade names appearing in this
software are the property of Wasp or the respective owners of such
marks or names. and are protected by U.S. and international
copyright and trademark kaws.

# POWERED BY WASP BARCODE TECHNOLOGIES

Enter your Email Address and Password, then click the Login button.

If you have forgotten your password, click the Forgot Password? link. The following screen appears:

>3 .Package- Tracker
e

Back to Login Reset

£ POWERED BY WASP BARCODE TECHNOLDGIES
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Enter your Email Address and click the Reset button. A new password will be sent to your email address. If you do not
enter the new password within 12 hours it will expire and you will need to repeat the steps to reset your password. After
you log in to Package Tracker with the password in the email, you should use the Change Password feature to create

a new password.

SSO Login

If your company has SSO enabled, you will access Package Tracker from your SSO provider dashboard or by using
the direct link found on the Company > Single Sign On tab > Your SSO URL field. If you attempt to access
Package Tracker from the regular login screen (shown above), the following message will appear:

Single Sign Cn is enabled for you. Please use your [dentity Provider
or a direct link to login to the application.

2

‘Tracker:

Package

Eakl AdOree s Versiof: 1.1.2 (Build: 11.3.2014.618)
Password
Login Forgot Password?

Al trademarks, service marks, and trade names appearing in this
software are the property of Wasp or the respective owners of such
rnarks or names, and are protected by U.5. and international
copyright and trademark kaws.

. & POWERED BY WASP BARCODE TECHNOLOGIES
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Label Printing in Package Tracker

There are two ways to print barcode labels from Package Tracker. The method used is automatically chosen by
Package Tracker depending on how the client machine is configured.

e Method 1: Print directly to the client machine's default printer without further interaction. This method has the
following requirements:

1. Java must be installed and enabled on the client machine.
2. The default printer for the client machine must be a label printer that supports the ZPL printing language.

NOTE:
If the default printer is a label printer that does not support the ZPL printing language, nothing will print out and no
error will be displayed.

If the default printer is not a label printer, instead of printing a barcode image, a text document that contains the
ZPL commands will print.

e Method 2: Print via another web page requiring further user interaction. This method has the following
requirements:

1. The user is not able to install Java, or Java is not enabled on the client machine.

When this method is used, a new web page containing the label image will be displayed and a Printer Dialog
prompt will appear. You will need to select which printer to use from the printer dialog.

To enabled Method 1, you should:
Test Java

Install Java
Enable Java
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Test Java

Follow these steps to determine if Java is installed and running on the client machine.

1. On the client machine, open a web browser and browse to http://www.java.com/en/download/testjava.isp .

2. The following TestJava java applet installation security warning may appear.

ol

Do you want to run this application?

Name: TestJava

(ffa

Publisher: Orade America, Inc.

Location: http:/fwww.java.com/applet/TestlavaTestVM2.jar

This application will run with unrestricted access which may put your computer and
personal information at risk. Run this application anly if you trust the publisher.

[ | Do not show this again for apps from the publisher and location above

g Mare Information i Run | I Canicel

Click the Run button to continue.
If Java is already installed a message will appear stating: "Your Java is working". You are done at this point.

If Java is not installed, a Java Download page will appear displaying a "Free Java Download". Follow the steps
in the Install Java section.


http://www.java.com/en/download/testjava.jsp
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Install Java

1. Onthe Java download page, click Free Java Download button. The Download Java for Windows page
appears.

2. Click Agree and Start Free Download.

3. A security popup may appear at the bottom of the web page. Click Run to run the installer now, or click Save to
save the installer file to a location on your computer. If you save the file, you will need to navigate to it and double
click on the file to open it.

Download  Help

Help Resources

Download Java for Windows

Recommended Version T Update 25 (lesize: 882 KB)

Agree and Start Free
Download

= What is Java?

» Bemove Older Vgrsions
= Disable Java

» EIT0r MESSh0es

» Troubleshoot Java

» Qiher Help

Windows G4-bit Users

Do you use both 32-bit and
G4-bit browsars?

» FAQ about 64-bit Java for
windows

Offline Installation

Trouble downicading?
Try the offiine instalier

By downloading Java you acknowledge that you Yave read and accepted the terms of the end wser
license agreemsnt

D When youwr Java installation complelas, you may to restant your browser (closa all browsar

windows and re-open) to enable the Java installah

Instaliation Instruclions
» System Reguirements

Mot the right operating system? See al Java downloads

ferred lo as the Java

chime, Java VM, JVM, Vi

Java software for your compuder, or the Java Runiime Environmant, is akso
Runtime, Funtime Eman

Java plug-in, Java plugin, Java add-on of Java download

ment, Runbme, JRE, Java Virtual Machme, Virlual

Selecl Lanquage | Aboul Java | Suppor | Developers oRACLE
Privacy | Terms of Use | Trademarks | Disclamer

Do you want to run or save JavaSetupTu25.exe (851 KB) from sdic-esd suncom?

#  This type of file could harm your computer. Run Save w Cancel
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4. Click Install on the Java Setup-Welcome screen.

Java Setup - Welcome @

OoORACLE

Welcome to Java

Jawva provides safe and secure access to the world of amazing Jawa content.
Frorm business solutions to helpful utilities and entertainment, Java makes
wour internet experience come to life,

Mote: Mo personal information is gathered as part of ourinstall process.
Click here for more information on whatwe do collect.

Click Install to acceptthe license agreement and install Java now.

[ Change destination faolder Barcel Irstall

,

5. Select the checkboxes if you want to install the toolbar (the toolbar is not needed to print labels), then click Next.

Java Setup Iél

OoORACLE

We recommend installing the FREE Browser Add-on from Ask

CEm— e RN [p—

et the best of the Web delivered to you!

Receive Facebook status updates directly in your browser, listen to thousands of top radio
stations, and get easy access to search, YouTube videos, local weather, and news.

[ Install the Ask Toolbar in Internet Explorer

[~ Setand keep Ask as my default search provider in Internet Explorer

By installing this application you agree to the End User License Agreement and Privacy Policy.
The Ask Toolbar is a product of APN, LLC. ou can remove this application easity at any time.

Cancel Mext »
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A progress screen will appear.

Java Setup - Progress l = | | J

OoORACLE

Status:  Installing Java

3 Billion Devices Run Java

ORACLE

b,

6. When the installation is complete, the following screen appears:

Java Setup - Complete Iél

OoORACLE

v/ You have successfully installed Java

“When Java updates are awailable, you will be prompted to download and
install. “W'e recommend vou always do so to ensure vour system has the
latest performance and security improvements,

mee the instructions if wou wantto change this behawior,

L

Click Close on this screen.
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7. You may receive Windows messages asking if you want to proceed, click Yes or Allow to continue.

A Java webpage appears. Click the Verify Java version button.

Search

Download  Help

All Java Downloads verify Java VerSion

If you want to download

Java for another computer Check to enzure that you have the recommended version of Java installed for your operating system.

or Operating System, click Adfter clicking the button below, a security prompt may appear. Click Run to allow the verification process to
the link below. continue.

All Java Downloads

Help Resources Verify Java version

» What is Java?

Remove Older Versions

Disable Java

Emor Messages G
Troubleshoot Java

Other Help

If you recently completed your Java software installation, you may need to restart your browser
(close all browser windows and re-open) before verifying your installation.

Select Language | About Java | Support | Developers OoORrRACLE
Privacy | Terms of Use | Trademarks | Disclaimer

Note: You may receive a Windows message asking if you want to proceed. Click Allow to continue.

8. An Oracle warning screen will appear. Click Run on this screen to continue.

Security Information @

J

The application's digital signature has been verified. «
Do you want to run the application? | =’

Hame: Java Detection
Publisher: Crade America, Inc.

From: http:/fjava.com

[] Always trust content from this publisher .

Run ][ Cancel

This application will run with unrestricted access which may put
your personal information at risk. The publisher's identity has been More Information...
verified. Run this application onhy if you trust the publisher.
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The following screen will appear:

Download  Help

o Verified Java Version
If you want to download .
Java for another computer Q Congratulations!
or Operating System, click

the link below.

All Java Downloads

You have the recommended Java installed (Version 7 Update 25).

i Windows Users: Improve the security of your computer by checking for old versions of
Help Resources L#,

Java and removing them using the Java Uninstall Tool

» What is Java?
» Remove Older Versions
» Disable Java

» Ermor Messages
» Troubleshoot Java

» Other Help

Enable Java

1. Enable Java via web browser

http://www.java.com/en/download/help/enable browser.xml

2. Enable Java via Windows Control Panel

http://www.java.com/en/download/help/enable panel.xml

10


http://www.java.com/en/download/help/enable_browser.xml
http://www.java.com/en/download/help/enable_panel.xml
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Change Password

You can change your password at any time using the Change Password feature.

1. From any screen, select Help > Change Password.

Help v | Logout

Launch Help Window
Change Password ﬂ

About

The Change Password popup appears:

Change Password 0 x

Old Password
New Password

Repeat New Password

Save Cancel

2. Enter your current password in the Old Password field, then enter your new password in the New Password and
Repeat New Password fields.

3. Click the Save button.
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About Screen

The About screen allows you to view program version and license details.

Using/Viewing the About Screen

1. From the toolbar, select Help > About.

The About screen appears:

About Wasp Package Tracker @ x

;ﬁl Package Tracker

Web Version: 1.0.0 (Build: 3.14.2013.304)
Database Version: 1.0.5
Licenses Type : Professional

User Licenses : 10

Warning: All trademarks, service marks, and
trade names appearing in this software are the
property of Wasp or the respective owners of
such marks or names, and are protected by U_5.
and international copyright and frademark laws.

@ 2013 Wasp Barcode Technology

L

2. Click OK to close the About screen.
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Home
Dashboard

The Dashboard provides a quick view of your recent package activity.

Accessing the Dashboard

From the left toolbar, select Home > Dashboard.

Home

Dashboard

Package Search

The Dashboard appears.

RECEIVE

Summary

Package by Status - Today Total Package by Month

45 4

27 4
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R O T T
D . A T T I )

%
4)3_

%

A
%,
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& ?9“\ ,j‘\ & S FF & ‘p‘\ Yﬁ‘\ “:a‘i\ -,)'*:\ & @:5" & F F
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The following graphs are displayed on this page:

e Package by Status - Today
e Total Package by Month

e Average deliver time in hours
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e Top Recipient - Previous 12 Months

Package Search

The Package Search page appears by default when you select the Home icon. This page lists and allows you to search

through all of the packages in your system with a status of Hold, En Route, Receive or Deliver. From this page you can
perform a variety of transactions on a package.

Access the Package Search Page
Search for a Package

Remove a Filter

Package Search Toolbar

Access the Package Search Page

1. From the left toolbar, select the Home icon.

OR

From the left toolbar, select Home > Package Search.

Home
HOME

Dashboard

Package Search
RECEIVE
EMROUTE

Advanced Search

DELIVER

The Package Search page appears.

By default the Package List on this page displays packages with a Status of Receive, Hold or En Route. You
can add packages with a status of Deliver using the Advanced Search options.
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By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

&0
100
200

- 4 1 [ " 100 * It

Use the navigation arrows to scroll through the pages.

" " 1 r 3 100 *  items per page

Search for a Package

You can filter the Package List by entering information in the search field, then clicking the Search button.

Home

Dashboard

Package Search
Advanced Search

You can enter a full or partial tracking number, recipient name, sender name, carrier, etc. The list will be filtered by
what you enter in the field. For example, if you enter FedEx, then click the Search button, the list will only display those
packages with FedEXx listed as the carrier.
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If you want to further define your search, click the Advanced link. Additional options appear:

Date
None ¥

Current Status
7| Receive
¥ Enroute
¥ Hold

Dedivier

Recipient
Sender:

Carrier:
All v

Route:
Al ¥

Site:
All v

Location:

CQluick Search

You can filter the list by the following:

e Date:
o None
0 This Week
0 This Month
0 Last Month
o0 Date Range - If you select this option, date range fields will appear:

Date

Date Range v
From Date:
To Date:

Enter a range of dates in the From Date and To Date fields, or select the Calendar icon to select from a

16
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calendar.

Recipient
Sender
Carrier
Route
Site
Location

Enter your criteria, then select the Search button. The Package List will be filtered by the entered criteria.

Remove Filter
To remove your filter from the Package List, click the Delete Filter icon.

0

The entire Package List will appear with the default settings (all statuses will appear except Deliver).

Package Search Toolbar

On the Package List, you can select one or more packages by clicking in the checkbox associated with the package.
Edit, View Details, Mark En Route, Place on Hold, Mark as Delivered or Email the package information. You can select
multiple packages at once for the Deliver, Hold, En Route and Email functions.

J’QH ’-f’;-\:"rC'D

The toolbar functions are outlined below:

" Edit - This button opens the Edit Package page for the selected package.

Q Detail - This button opens the Details page for the selected package.

En Route - This button opens the En Route page. The En Route page will appear pre-
filled with the selected Tracking Numbers.

% Hold - This button opens the Hold page. The Hold page will appear pre-filled with the
..} Iselected Tracking Numbers.

& Deliver - This button opens the Deliver page. The Deliver page will appear pre-filled with
the selected Tracking Numbers.
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4+, Email - Professional Edition Only This button opens the Email Notification page. The
. Email Notification page will appear pre-filled with the selected Tracking Numbers.

O Refresh - Click this button to ensure the most recent version of the list is displayed.

Clear Filter - This button deletes any filters you may have entered for this list via the
) Search or Advanced Search fields.
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Mobile Errors

The Mobile Errors page displays any data with errors that transfers from the mobile device. Errors are divided into
Recipient errors or Package transaction errors.

Most errors will have an error message associated with it. The error message will appear in the Error column. If a listing
does not have an associated error, make sure that the package is not listed multiple times in the Package Errors list.
Multiple listings will usually only show one error message.

Keep in mind that correcting one problem, such as packages assigned to a route that no longer exists, may correct
multiple packages.

Use the Mobile Errors Page

1. From the left toolbar, select Home > Mobile Errors.

Home
HOME
Dashboard
Package Search
RECEIVE

Mobile Emors

The Mobile Errors page displays with the Package Errors section displayed.

Mobile Errors

C G
Recipient Errors (0} v
Package Errors (4) &
[] Transaction Date Tracking Number Processor Ermor

y O Tuesday, June 18, 2013 10:47:2 . | 222 S

» O Tuesday, June 18, 2013 10:47:2... | 222 S

» O Thursday, June 20, 2013 5:14:0. 4860620221405043 ] exception: Object reference not set to an instance of an object.

» O Thursday, June 20, 2013 5:14:0... | 4860620221405043 S

Open the Recipient Errors section by clicking on the down arrow.

Recipient Errors (0) v
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2. The listings in the Package Errors section contain additional data that can be viewed by clicking the arrow icon in
front of the listing.

Package Errors (4)

O Transaction Date Tracking NMumber Processor Ermor
m O Tuesday, June 18, 2013 10:.47:2... | 222 S
» | Tuesday, June 18, 2013 10.47:2... | 222 5
» O Thursday, June 20, 2013 5:14:0.. = 4860620221405043 35 excepfion: Object reference not set to an instance of an object
[ Thursday, June 20, 2013 5:14:0.. = 4860620221405043 s

When the arrow icon is selected, additional data appears.

O Transaction Date Tracking Number Processor Error
4 | | Tuesday, June 18, 2013 10:47:2... 222 Shirley Zay
O Transaction Date Status Processor Device Error
Tuesday, June 18, 2013 10:47:2... = Receive Shirley Zay EIf) c

3. The toolbar at the top of the screen gives you options for how to handle the errors. You can:

Edit the Package or Recipient Data
Delete the Transaction or Recipient

4. Click the Refresh icon on the toolbar to make sure you are viewing the most recent version of this page.

(# [&[C| %

5. Click the Process icon on the toolbar to process any corrections you have made to the error list.

Edit the Package or Recipient Data

1. Select the Package or Recipient error you want to delete by selecting the checkbox associated with that error.

L] Transaction Date

4 Tuesday, June 1!

[+] Transaction Dal
Tuesday, June
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2. Select the Edit icon on the toolbar.

3 C @

3. The Edit Package or Recipient page will appear allowing you to make changes.

Delete the Transaction or Recipient

1. Select the Package or Recipient error you want to delete by selecting the checkbox associated with that error.

L] Transaction Date

4 Tuesday, June 1

[V Transaction Da'

Tuesday, June

2. Select the Delete icon on the toolbar.

B C <

3. A warning message will appear:

Widgets, Inc. X

Are you sure you want to remove the selected records from being processed?

fes Mo

Click Yes to remove the record. The transaction or new recipient will NOT be processed or entered in to the
database.

21
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Receive

Receive enters packages into your system. When your mail facilities get new packages, they will use the Receive
feature in Package Tracker to enter them into the system. From there they can be marked En Route (or on Hold) and
finally, Delivered. New Recipients will automatically be added to your Recipients list after the package is marked
Received.

Access the Receive Page
Receive Packages

Access the Receive Page

1. From the left toolbar, select the Receive > Receive.

Receive
HOME
Receive
/ Package List
RECEIVE
Print Labels

2. The Receive Package page appears.

Receive Package

Total: 2

Tracking Number
Carier < Select One >

Recipient

Location

55 8 &

Route
Sender

Note

Print Barcode on Save B tockal | g Unlock Al

Custom Fields

Package Pictures

Clear

If you have selected Guest Only in the Company screen > Options > Recipient Mode field, the field Guest
Recipient will appear on this screen instead of Recipient.
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Tracking Number |
| ¥

Carrier < Select One = v J\

Guest Recipient

B

Location 'f\

If you have selected Guests and Employees, a field labeled Recipient and a field labeled Guest Recipient

will appear.
Tracking Number II&I
[+ ]
Carrier = Select One = v “\
Guest Recipient J\

Fecipient I‘\
Location “\

Note: Any Custom Fields you set up for the Receive Package screen will appear in the section titled "Custom
Fields", as shown below:

Custom Fields

Date Field Examle o] IP

Text Field Example 19 a v IP

Receive Packages

1. Tracking Number is the only field required to be entered in order to mark the package as Received in your
system (unless you have created one or more required Custom Fields). All other fields are optional at this
point. You can scan or type in an existing barcode, or create your own custom barcode by clicking the
Barcode icon.

Tracking Number IIH
o
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2. All other fields can be locked, if desired. This is useful if, for example, you are receiving a large number of
packages from the same carrier, or for the same recipient.

Note: Remember that Guest Recipients are not retained in Package Tracker for tracking purposes, although
you can search using Guest Recipient. See the topic Company Information > Options for more information.

You can select a Recipient (and/or Guest Recipient), Location, etc, then lock one or more of the fields that
have Lock icons next to them. You can then scan or type in additional barcodes as needed without having to
enter the same information multiple times. When fields are locked, the Lock icon changes as shown below:

Unlocked

o’

Locked

You can Lock All fields or Unlock All fields using the buttons provided.

B Lockan g™ unlock Al

3. Select the Print Barcode on Save if you want to print a label with the package's barcode when you select the
Save button.

4. You can add pictures of the package in the Package Picture section. Click the down arrow if this section is
not displayed.

Package Pictures ¥

Package Pictures

Package Picture O0of0

No picture

Select

5. Take a picture with your iPad, smartphone, etc., then click the Select button.
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Note for HC1 users:

For the HC1, focus the camera on the object, then press the Enter key on the device.

For other device types, please refer to the device user manual for camera operation instructions.
6. Navigate to the picture and click Open. The selected picture will appear in the Package Picture window.
Continue adding pictures as needed.

7. Click Save at the bottom of the page when you are done adding information. Click Clear to clear the fields on
the Receive Package page.

Package List

The Package List screen lists all packages marked as Received during the current session. The current session means
all the packages the current user has received since logging on. Once the user logs out, the Package List will clear.

Accessing the Package List
Using the Package List

Accessing the Package List

1. From the left toolbar, select the Receive > Package List.

Receive
HOME
Receive
—P-| Package List
RECEIVE

Print Labels
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2. The Package List screen appears.

Package List (Current Session)

\ ; c
Tracking Number Status Recipient Sender Carrier Route Location Site Emailed Date Updal
0471809104369101639 Deliver Shirley Zay FedEx Yes Tuesday, J ~
0570105134469001776 Enroute Ralph Stoops | Shirley Zay FedEx 1 Wa WAGGSTAT Yes Tuesday, J
0570109174369101776 Hold Francis Malon Shirley Zay UPS R1 P2 Plano No Tuesday, J
0570700134465043080 Deliver Francis Malon Shirley Zay UPs R1 P12 Plano No Tuesday, J
0579209114165543081 Deliver Francis Malon | Shirley Zay UPS R1 P2 Plano No Tuesday, J
05701055654168101776 Deliver Francis Malon Shirley Zay UPS R1 P2 Plano No Tuesday, J
4870611152058022 Receive DHL No Tuesday, J
4870611152120023 Receive FedEx No Tuesday, J

f " y

Moald)r M 100 * ilems per page 1-8of8items ©

By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

100
200

[*] Fl 1 = 1| 100 v &

Use the navigation arrows to scroll through the pages.

I I 100 ™ items per page
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Using the Package List

On the Package List, you can select one or more packages by clicking in the checkbox associated with the package.
Edit, View Details, Mark En Route, Place on Hold, Mark as Delivered or Email the package information. You can select
multiple packages at once for the Deliver, Hold, En Route and Email functions.

23w HC P

The toolbar functions are outlined below:

. ! Edit - This button opens the Edit Package page for the selected package.

Q Detail - This button opens the Details page for the selected package.

En Route - This button opens the En Route page. The En Route page will appear pre-
filled with the selected Tracking Numbers.

Hold - This button opens the Hold page. The Hold page will appear pre-filled with the
selected Tracking Numbers.

B-LP

gt

& Deliver - This button opens the Deliver page. The Deliver page will appear pre-filled with
the selected Tracking Numbers.

#+4 |Email - Professional Version Only This button opens the Email Notification page. The
Email Notification page will appear pre-filled with the selected Tracking Numbers.

C Refresh - Click this button to ensure the most recent version of the list is displayed.

Clear Filter - This button deletes any filters you may have entered for this list via the
&) Search or Advanced Search fields.
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Print Labels

The Print Labels page allows you to print a range of barcode labels.

1. From the left toolbar, select the Receive > Print Labels.

Receive

HOME
Receive

Package List
RECEIVE \

Print Labels

EMROUTE

The Print Labels options appear.

Print Labels

Start Number 1000

LN

Number of Labels 5

LN

Print

2. Enter the Start Number for your labels, then enter the number of labels you want to print. In the example above,
printing will start at 1000 and continue to 1004.
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En Route
The En Route page is where you will mark packages as being En Route to their intended recipient.

There are two ways you can select the package to mark as En Route:

via Tracking Number
via Search

via Tracking Number

1. From the left toolbar, select En Route > via Tracking Number.

Enroute

HOME

via Tracking Mumber

via Search

EMROUTE

The En Route page appears:

Enroute

Total: 0

Tracking Number

Tracking Number

Naote

Clear

2. Enter the Tracking Number by typing it in or scanning it, then click the Add button. You can continue adding
additional tracking numbers as needed. For example, if you have four packages going to the same recipient with
different tracking numbers, you can scan each one and click add, then can add notes to all of them (if needed)
and mark them all as en route at the same time.
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Each tracking number you add will appear in the Tracking Number window.

Tracking Number

0471601144569101026 ¥ Delete
0471601144569101025 ¥ Delete

You can Delete a tracking number from the window by clicking the Delete button next to it.
3. Enter any notes for this/these packages in the Note field.

4. Click the Save button to mark these packages as En Route.

via Search

1. From the left toolbar, select En Route > via Search.

Enroute
HOME
via Tracking Number
via Search
RECEIVE
ENROUTE

The Search page appears:

Search
v i¥CW®

Tracking Number Status Recipient Sender Carmier Route Location
0471601144569101025 Receive Francis Malon Information Inc. | FedEx R1 P2 =
0570101514269001776 Receive Joe King MLDSS DHL R1 Loc1
0570307544964143084 Receive Francis Malon  WRS UPS R1 P12 [
0610703170909100022 Receive Jack Smith RNN Staffing FedEx RE B1A
0611301170909100022 Receive John Johnson Compass Int FedEx R2 AZB
0680-40213-42685-14347 Receive Rebecca Cra. Compass Int... | DHL ] PS
0770109126164552984 Receive Rebecca Cra. MLDDS FedEx i) PS
0770408144963552979 Receive Rebecca Cra. MLDDS UPs ] PS
0770706164168101776 Receive Rebecca Cra. MLDDS UPs i) PS
0778608170509100001 Receive

. A770NNNAEAIEANEIGRT Bocaive Balnh Stanne [TY=1<3 13 11 WA . i

)« Gl > ¥ 100 ¥ items per page 1-330f33items O

By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.
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Use the navigation arrows to scroll through the pages.

"MER T R 100 ¥  items per page

2. The Search window displays all packages with a status of Receive. You can search for a specific package(s)
using the search fields to the left of the window.

Route

All v
Site

All L
Location

Search

3. You can search using any combination of these fields. Your search options are:
e Route - Select ALL or one of the routes set up in your system.
e Site - Select ALL or one of the sites set up in your system.
e Location - This search field is only enabled if you have selected a specific Site. Select ALL or one of the
locations set up in your system.

4. Select one or more packages by selecting the checkbox next to it.

Tracking Mumber

7 0471601144569101025
7 0570101514269001776
-*' 0570307 544964143084
0610703170909100022
0611301170909100022

0680-40213-42685-14347
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5. After you have made your selections, click the En Route icon on the toolbar.

6. The En Route page will popup allowing you to mark these packages as En Route. You can add additional
packages by typing in or scanning a tracking number, then clicking the Add button.

Delete a Tracking Number from the window by clicking the Delete button next to it.
Enroute @ »
Total: 3
Tracking Number

Tracking Number

0570307544964 143084 x Delete
D570101514269001776 * Delete
D471601144569101025 * Delete
MNote
Save Cancel

7. Enter any notes for this/these packages in the Note field.

8. Click the Save button to mark these packages as En Route.
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Deliver Packages

The Deliver page is where you will mark packages as delivered to their intended recipient.

There are two ways you can select the package to Deliver:

via Tracking Number
via Search

via Tracking Number

1. From the left toolbar, select Deliver > via Tracking Number.

Deliver

HOME

via Tracking Number

via Search
RECEIVE

EMROUTE

DELIVER

The Deliver page appears:

Deliver

Tracking Number |

Tracking Mumber

Signature Clear

Signed By Name

Clear

2. Enter the Tracking Number by typing it in our scanning it, then click the Add button. You can continue adding
additional tracking numbers as needed. For example, if you have four packages going to the same recipient with
different tracking numbers, you can scan each one and click add, then you will just need to get the signature (if

needed) once and mark them all as Deliver at the same time.
35
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Each tracking number you add will appear in the Tracking Number window.

Tracking Number

07 77004180509100001 ® Delete
0579703104465043080 w Delele
05796091 144651423070 ® Delete

3. You can add a signature by having the recipient sign with a mouse on the PC or a finger on a tablet device.
Note: If you are using a Mobile Device a captured signature will appear in the signature field here after syncing
the data back to the PC.

SJignature Clear

Click Clear to clear the current signature and enter a new one.

4. Type in the signature name in the Signed by Name field.

Signed By Name Jane Doel

5. Enter any notes for this/these packages in the Note field.

Mote

6. Click the Save button to mark these packages as Delivered. Click Clear all fields without saving.
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via Search

1. From the left toolbar, select Deliver > via Search.

Deliver
HOME
via Tracking Number
via Search
RECEIVE
EMROUTE
DELvER

The Search page appears:

Search
k2 C®
Tracking Number Status Recipient Sender Carrier Route Lacation Sile Emailed Date Updated
0576091 14465143079 Enroute Francis Malon  Shirley Zay UPS R1 P2 Plang No Tuesday, May 28. 2013 8.47 *
05797031 04465043080 Enroute Ralph Stoops  Shirley Zay (1253 a1 Wi WAGGSTAT No Monday, June 03, 2013 12:1
OTTT004160509100001 Enroute Edward Marcus ~ Shirley Zay FedEx R3 Al Central Ware. . Yes Monday, June 03, 2013 12:0
0770602136264052085 Enroute Railph Stoops Shirley Zays FedEx i w4 WAGGSTAT Ho Monday, June 03, 2013 12:1
O7T9808174164152978 Enroute Francis Malon Shirbey Zay urs R1 P12 Plang No Thursday, May 30, 2013 6.2¢
48605202057 46000 Enroute Snaron Zane Sniney Zay UPs ] 1313 Central Ware. . Yes Tuesday, June 11, 2013 11
4860611200322024 Enraute Tmee Shirley Zay DHL L] 1 Warehouse No Tuesday, June 11, 2013 10:C
4860613161821026 Enroute TTes Shirley Zay DHL ] 1" Warehouse No Thursday, June 13, 2013 &1
. i b
PRIEPRL T T 100 ¥ items per page 1-8olditems O

By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

100
200

14 4 1i ™ » 100 * k

Use the navigation arrows to scroll through the pages.

"RER " R 100 ¥ items per page
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2. The Search window displays all packages with a status of En Route. You can search for a specific package(s)
using the search fields to the left of the window.

Recipient:

Route:

All v
Site:

All v

Location:

Search

You can search using any combination of these fields. Your search options are:

Recipient - you can enter a full or partial name here.

Route - Select ALL or one of the routes set up in your system.

Site - Select ALL or one of the sites set up in your system.

Location - This search field is only enabled if you have selected a specific Site. Select ALL or one of the
locations set up in your system.

3. Select one or more packages by selecting the checkbox next to it.

Tracking Mumber

7 0471601144569101025
s 0570101514269001776
1 ' 0570307544964143084

0610703170909100022
0611301170909100022

0680-40213-42685-14347

4. After you have made your selections, click the Deliver icon on the toolbar.

b 2
5. The Deliver page will popup allowing you to mark these packages as delivered. You can add additional
packages by typing in or scanning a tracking number, then clicking the Add button.
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Delete a Tracking Number by clicking the Delete button next to it.

Deliver 8 x
Total: 3
Tracking Number
Tracking Numiber

OFTT004180502100001 x Delete

D5 TET03 10446504 3080 » Delete

D5THE091 14465143078 » Dalale

Sugnature Clear
Signed By Mame
Nola
Save Cancel

6. You can add a signature by having the recipient sign with a mouse on the PC or a finger on a tablet device.
Note: If you are using a Mobile Device a captured signature will appear in the signature field here after syncing
the data back to the PC.

Signature Clear

7. Type in the sign name in the Signed by Name field.

Signed By Name Jane Dog|

8. Enter any notes for this/these packages in the Note field.

Mote
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9. Click the Save button to mark these packages as Delivered.

Details Page

The Details page lists all Package Details, including current status and any custom fields. This page also contains a
Transaction History section that lists each transaction and who performed it. You can Print the information on the
Details page or access the Edit Package screen to make changes.

Access the Details Page

Edit Package
Print Package Details

Access the Details Page

On the Package List (via Package Search or the current session Package List) select one or more packages, then
click the Details button.

The Details Page appears.
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Details
¢ &
Package Details

Tracking Number
Note

Recipient
Current Status
Carrier

Site

Location

Sender

Custom Field Example

Transaction History

Date:
Processed By:
Recipient:

Site / Location:

Date:

Processed By:

0570105134469001776
Custom scanned in

Ralph Stoops

Enroute

FedEx

WAGGSTAT

W4

Computer Sales Internation

9 b

Friday, May 24, 2013 6:19:10 AM
Shirley Zay

Ralph Stoops

WAGGSTAT / W4

Tuesday, June 11, 2013 5:20:22 AM
Shari deBlonk

Receive

Enroute

m

The Package Details section lists the basic package information, such as Tracking Number, Recipient, Current
Status, etc., as well as any visible Custom Fields.

The Transaction History section lists each transaction performed on the package. The history includes the date the
transaction was performed and who it was "Processed By", meaning who was logged in at the time the transaction
occurred.

Edit Package

You can access the Edit Package page by clicking the Edit button from the toolbar.

FiE=

Feran

Print Package Details

You can send the package details to your printer by following the steps below.

1. Click the Print button on the toolbar.
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HE
 —

The standard Print screen will appear allowing you to select a printer.

= Print Iﬁ
General | Options
Select Printer
27 Snagit 10 E@Web&c Document Loade
= Snaglt 8
Status: Ready [ Prirtt to file
Location:
Comment: |
Page Range
@Al Mumber of copies: 1 = ]
() Selection Curent Page
) Pages: 1 Collate
Erter either 3 single page number ar a single 1_1-2:' 1_1-2:'
page range. For example, 5-12

2. Select a printer and click the Print button.

Hold Page

The Hold page allows you to place one or more packages on Hold. A package can be placed on Hold if a recipient is
temporarily out of the office or otherwise not able to receive the package.

To Place Packages on Hold

1. Onthe Package List (via Package Search or the current session Package List) select one or more packages,
then click the Hold button.

[

The Hold page will appear pre-filled with the selected Tracking Numbers.
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Hold @ x

Total: 3
Tracking Number

Tracking NMumber

05701051 34460001776 » Delete
0570101514269001776 x Delete
0471601144569101025 ¥ Delete
Mote
Save Cancel

2. You can add an optional note to the Package file by typing or scanning text into the Note field.
You can add additional packages by typing in or scanning a Tracking Number and clicking the Add button.

3. Click Send to place the package(s) on Hold). Click Cancel to close the Hold screen without placing any
packages on Hold.
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Edit Package

The Edit page allows you to edit the package information, including creating and printing a new Tracking Number

barcode.

1. Onthe Package List (via Package Search or the current session Package List) select one or more packages,
then click the Edit button.

>

The Edit page for the selected package appears.

Edit

Tracking Number

Camer

Recipient

Location

Route

Sender

Note

Status

Custom Fields

Package Pictures

0570105134469001776

FedEx

Ralph Stoops

W4

r1

Computer Sales International

Custom scanned in

Enroute

Print Barcode on Save

Save

Cancel

2. Tracking Number is the only required field (unless you have created one or more required Custom Fields). All
other fields are optional at this point. You can scan or type in an existing barcode, or create your own custom
barcode by clicking the Barcode icon.

Tracking Number

]

3. Select the Print Barcode on Save if you want to print a label with the package's barcode when you select the

Save button.
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Print Barcode on Save

4. Professional version only. You can edit any custom fields you have created as well. Click the down arrow if
this section is not displayed.

Custom Fields |E|

Custom Fields

Custom Field Example 19 b »

5. You can add pictures of the package in the Package Picture section. Click the down arrow if this section is
not displayed.

Package Pictures v

Package Piclures

Package Picture Oof 0

No picture

Select

6. Take a picture with your iPad, smartphone, etc., then click the Select button.
Note for HC1 users:

For the HC1, focus the camera on the object, then press the Enter key on the device.

For other device types, please refer to the device user manual for camera operation instructions.

7. Navigate to the picture and click Open. The selected picture will appear in the Package Picture window.
Continue adding pictures as needed.

8. You can change the status of the package by making a selection from the Status drop down list.
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9. Click Save at the bottom of the page when you are done adding information. Click Clear to clear the fields on
the Receive Package page.

Email Notification

Professional Version Only

The Email Notification page allows you to send an email notifying the recipient(s) that a package will be delivered to
them. The body of the email consists of the information you set up on the Email Template page. You must set up your
Email Server information in the My Company > Email Server section prior to sending emails. The intended recipient

must have an email entered on his/her Recipient profile.

To Send an Email Notification

1. Onthe Package List (via Package Search or the current session Package List) select one or more packages,
then click the Email button.

™

The Email Notification page will appear pre-filled with the selected Tracking Numbers.

Email Notification @ x

Total: 3

Tracking Number

Tracking Number

0570105134469001776 ¥ Delete
0570101514268001776 % Delete
0471601144569101025 X Delete

Add Mote To Email

Send Cancel

2. You can add an optional note to the emails by typing or scanning text into the Add Note to Email field.
You can add additional packages by typing in or scanning a Tracking Number and clicking the Add button.

3. Click Send to send the email(s). Emails will be sent to the recipients associated with the selected packages.
Click Cancel to close the Email Notification screen without sending the email.
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List Pages

Site Manager

The Site Manager is where you can add, edit or delete sites from the Package Tracker application.

Accessing the Site Manager
Add a Site

Edit a Site

Delete a Site

Duplicate a Site

Refresh the Site List

Filter the Site List

Delete Filter

Accessing the Site Manager

1. From the left toolbar, select the List > Site.

List

Site

HOME

ocation
RECEIVE

Route
Carrier
ENROUTE

Recipient

DELIVER

2. The Site Manager screen appears.

Site Manager

) c

Site Name T  site Description T
101

AAIB

Alt. warehouse

B8C

Ceniral Warehouse

Corporale Corporate Building

« (1) 0» 100 ¥ items per page 1-130f 13items O
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3. Use the toolbar at the top of the screen to manage your sites. The toolbar allows you to

Add

Edit

Delete
Duplicate
Refresh
Delete Filter

By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

Use the navigation arrows to scroll through the pages.

" " 1 r 3 100 *  items per page

Add a Site

1. Onthe Site Manager screen, click the New icon.

[ C

The New Site screen appears.

New Site

Site Name

Site Description

Cancel

2. Enter a name in the Site Name field.
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3. Optionally enter a description for this site in the Site Description field.

4. Click the Save button when you are done making changes. The fields will clear allowing you to enter another
new site. Continue adding sites as needed. Click Cancel when you are done adding sites.

The new site(s) will appear in the Site List.

Edit a Site

1. Onthe Site Manager screen, double click on the listing you want to edit,

OR

On the Site Manager screen, highlight the listing you want to edit and click the Edit icon.

¢ C

The Edit Site screen appears populated with the selected site's information.

Edit Site: Corporate

Site Description Corporate Building

Cancel

2. Make changes as needed, then click the Save button to save your changes. Click Cancel to exit the Edit Site
screen without saving your changes.
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Delete a Site

1. Onthe Site Manager screen, highlight the listing you want to delete, then click the Delete icon.

C

A confirmation screen appears.

L+, E

Widgets, Inc. X

Are you sure you want to delete this Site?

Yes Mo

Duplicate a Site

1. Onthe Site Manager screen, highlight the listing you want to copy, then click the Duplicate icon.

C

The Duplicate Site screen appears populated with the selected site's information. Note that the Site Name is
Copy of <Site Name>.

L+, E

Duplicate Site

Site Name  copy of Corporate
Site Description | comporate Building

Save Cancel

2. Enter a new Site Name and a Site Description, if needed.

3. Click Save when you are done entering information. Your new group will appear in the Site List.
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Refresh the Site List

If you want to make sure you are viewing the latest version of the Site List, click the Refresh icon.

[ C

Filter the Site List

1. Click the Filter icon on the label of the column you want to filter.

Site Name T | Site Description

The Filter options will appear in a drop down. In this example we are creating a filter for the Site Name field.

Site Name Y | Site Description

Show items with value that:

Is equal to v

And ¥

Is equal to v
Filter Clear

2. Enter the criteria to filter the information in the list.

First select what value you want to define from the Show Items with value that: section. Type in the value (a
name, partial name, etc), then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

3. Choose an additional parameter from the next drop down field. Options are:

e And
e Or
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4. |If you selected a second parameter, select a value and definition. Type in the value (a name, partial name, etc),
then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

5. Click Filter to apply your new filter. The list will filter based on the parameters you defined.

Delete a Filter

If you have a filter applied to your list and want to remove it so you can see the entire list, click the Delete Filter icon in
the toolbar.

¢ C

The filter will be removed and the entire list will display.
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Location Manager

The Location Manager is where you can add, edit or delete locations from the Package Tracker application.

Accessing the Location Manager
Add a Location

Edit a Location

Delete a Location

Duplicate a Location

Refresh the Location List

Filter the Location List

Delete Filter

Import Locations

Accessing the Location Manager

1. From the left toolbar, select the List > Location.

List
HOME
Site

te

RECEIVE

arrier
ENROUTE

R4

DELIVER

Recipient

The Location Manager screen appears.

Location Manager
I C R

Site Name T | Location Name Y Location Description s
101 101 101
101 102 102

AA1B 1439 1439

Wi «(1)2 3 4 56 7 8 9 10 .. (»» 100 ¥ items per page 1-1000f 1533 ftems O

2. Use the toolbar at the top of the screen to manage your locations. The toolbar allows you to

Add

Edit

Delete
Duplicate
Refresh
Delete Filter
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By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

50
100
200

o " 1 " ® 100 * It

Use the navigation arrows to scroll through the pages.

" " 1 r 3 100 *  items per page

Add a Location

1. Onthe Location Manager screen, click the New icon.

[® C %o &

The New Location screen appears.

New Location

Site | 101 v

Location Name

Location Description

Cancel

2. Select a Site from the Site drop down field.
3. Enter a name for this location in the Location Name field.

4. Optionally enter a description for this location in the Location Description field.
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5. Click the Save button when you are done making changes. The fields will clear allowing you to enter another
new location. Continue adding locations as needed. Click Cancel when you are done adding locations.

The new location(s) will appear in the Location List.

Edit a Location

1. Onthe Location Manager screen, double click on the listing you want to edit,
OR

On the Location Manager screen, highlight the listing you want to edit and click the Edit icon.

) C o &

The Edit Site screen appears populated with the selected location's information.
2. Make changes as needed, then click the Save button to save your changes. Click Cancel to exit the Edit
Location screen without saving your changes.

Delete a Location

1. Onthe Location Manager screen, highlight the listing you want to delete, then click the Delete icon.

L& C o &l

A confirmation screen appears.

Widgets, Inc. X

Are you sure you want to delete this Location?

Yes Mo .

Duplicate a Location

1. Onthe Location Manager screen, highlight the listing you want to copy, then click the Duplicate icon.

B C % &
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The Duplicate Location screen appears populated with the selected location's information. Note that the
Location Name is Copy of <Location Name>.

2. Enter a new Site, Location Name and a Location Description, if needed.

3. Click Save when you are done entering information. Your new group will appear in the Location List.

Refresh the Location List

If you want to make sure you are viewing the latest version of the Location List, click the Refresh icon.

) Cle &

Filter the Location List

1. Click the Filter icon on the label of the column you want to filter.
Site Name Location Name Y | Location Description

The Filter options will appear in a drop down.

Show items with value that:

|5 equal to ¥

And v

Is equal to ¥
Filter Clear

Enter the criteria to filter the information in the list.

First select what value you want to define from the Show Items with value that: section. Type in the value (a
name, partial name, etc), then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with
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2. Choose an additional parameter from the next drop down field. Options are:

e And
e Or

3. If you selected a second parameter, select a value and definition. Type in the value (a name, partial name, etc),
then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

4. Click Filter to apply your new filter. The list will filter based on the parameters you defined.

Delete a Filter

If you have a filter applied to your list and want to remove it so you can see the entire list, click the Delete Filter icon in
the toolbar.

(3 C e &2

The filter will be removed and the entire list will display.

Import Locations

1. Select the Import icon on the toolbar.

[ C %A

The Location Import popup appears.

Location Import X

Please select .CSV file to import from:
Select...

Please match the format of our sample import file.

Impaort | Close
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2. Click Select... to choose the .CSV file from which you want to import locations.
A standard Windows browser screen will appear allowing you to navigate to the file on your computer or network.

3. Make sure that the format of your file matches the format in the supplied Sample Import File. To view the sample
file, click the Sample Import File link on the Location Import popup. The Sample Import File is an Excel
spreadsheet.

4. Click the Import button to import your locations. If any errors are encountered during the import process, an error
message will appear on the Location Import popup.

Location Import X

Please select .CSV file to import from:
Select...

Department Codestt | @ Remove

(1) Could not parse csv file because one of the headers was invalid.

Please match the format of our sample import file.

| Impart | Close

In the example above, the headers on the import file do not match the headers in the sample file. The user would
need to edit the headers to match those in the sample import file, then click Import again.

58



Wasp Package Tracker User Manual

Route Manager

The Location Manager is where you can add, edit or delete routes from the Package Tracker application.

Accessing the Route Manager
Add a Route

Edit a Route

Delete a Route

Refresh the Route List

Filter the Route List

Delete Filter

Accessing the Route Manager

1. From the left toolbar, select the List > Route.

List

Site

HOME

Location

mer

RECEIVE

ENROUTE

Recipient

DELIVER

The Route Manager screen appears.
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Route Manager
o c

Route Name Y Route Description T
R1
R2
R3

R4

LRI R R 100 ¥  items per page 1-11of 1litems ©

2. Use the toolbar at the top of the screen to manage your routes. The toolbar allows you to

Add

Edit

Delete
Refresh
Delete Filter

By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

50
100
200

- 4 1 [ " 100 ¥ &

Use the navigation arrows to scroll through the pages.

4 A 1 3 [3 100 * | items Per page

Add a Route

Routes contain the stops your delivery person will follow when delivering packages.

1. Onthe Route Manager screen, click the New icon.
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I“gé O

The New Route screen appears.
New Route

Route Name

Route Description

Route Stops

Stop Site Name Location Name

Add New Stop

Cancel

2. Enter a name for this route in the Route Name field.
3. Optionally enter a description for this site in the Route Description field.
4. Now you can add stops to your route.

a. Click the Add New Stop button.

Mew Route

Route Name  paljivery Route 1

Route Description Main Campus Offices|

Route Stops

Stop

Add New Stop

The Route Stops section adds a new row:

Route Stops
Stop Site Name: Location Name

1 Ceniral Warehouse b B3J

b. Select a Site from the Site Name drop down list.

c. Select a Location from the Location Name drop down list.

61
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d. You can move the stop up or down using the arrows in the Actions column.
Actions
Delete a stop by clicking the Delete icon in the Actions column.

Actions
O[O

Undo the most recent change by clicking the Undo button.

Actions

Q@

e. Click Save when you are done adding stops to this route.

5. Click the Save button when you are done making changes. The fields will clear allowing you to enter another
new route. Continue adding routes as needed. Click Cancel when you are done adding routes.

The new route(s) will appear in the Route List.

Edit a Route
1. Onthe Route Manager screen, double click on the listing you want to edit,

OR

On the Route Manager screen, highlight the listing you want to edit and click the Edit icon.

E C

The Edit Route screen appears populated with the selected route's information.
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Edit Route: R1
Route Name R1

Route Description | yain Campus Route|

Route Stops

Stop Site Name Location Name Actions
1 Site 1 Loc 00
2 Flano Pl 00
3 Flano P2 00
Add New Stop

Save Cancel

2. Make changes as needed, then click the Save button to save your changes. Click Cancel to exit the Edit Route
screen without saving your changes.
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Delete a Route

1. Onthe Route Manager screen, highlight the listing you want to delete, then click the Delete icon.

[& &

A confirmation screen appears.

Widgets, Inc. X

Are you sure you want to delete this Route?

Yes Mo

Refresh the Route List

If you want to make sure you are viewing the latest version of the Route List, click the Refresh icon.

[ C

Filter the Route List

1. Click the Filter icon on the label of the column you want to filter.

Route Mame T | Route Description T

The Filter options will appear in a drop down.
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Show items with value that:

Is equal fo v

And ¥

Is equal to r
Filter Clear

2. Enter the criteria to filter the information in the list.

First select what value you want to define from the Show Items with value that: section. Type in the value (a
name, partial name, etc), then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

3. Choose an additional parameter from the next drop down field. Options are:

e And
e Or

4. |If you selected a second parameter, select a value and definition. Type in the value (a hame, partial name, etc),
then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

5. Click Filter to apply your new filter. The list will filter based on the parameters you defined.

Delete a Filter

If you have a filter applied to your list and want to remove it so you can see the entire list, click the Delete Filter icon in
the toolbar.

¢ C
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The filter will be removed and the entire list will display.

Carrier Manager

The Carrier Manager is where you can add, edit or delete carriers from the Package Tracker application.

Accessing the Carrier Manager
Add a Carrier

Edit a Carrier

Delete a Carrier

Duplicate a Carrier

Refresh the Carrier List

Filter the Carrier List

Delete Filter

Accessing the Carrier Manager

1. From the left toolbar, select the List > Carrier.

List
HOME
Site

Location
RECETVE

Route

Carrier
ENROUTE

cipient

DELIVER

The Carrier Manager screen appears.
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Carrier Manager

™

Lo C
Carrier Name Y Carrier Description T

DHL

FedEx

UPs

USPS

IR R [ N T 100 ¥  items per page 1- 4 of 4 items [v]

2. Use the toolbar at the top of the screen to manage your carriers. The toolbar allows you to

Add

Edit

Delete
Refresh
Delete Filter

By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

&0
100
200

- 4 1 [ . 100 v &

Use the navigation arrows to scroll through the pages.

"MIER - [ 100 ¥  items per page

Add a Carrier

1. Onthe Carrier Manager screen, click the New icon.
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d C

The New Carrier screen appears.
New Carrier
Carrier Mame

Carrier Description

Cancel

Enter the name in the Carrier Name field.

Optionally enter a description for this carrier in the Carrier Description field.

Click the Save button when you are done making changes. The fields will clear allowing you to enter another
new carrier. Continue adding carriers as needed. Click Cancel when you are done adding carriers.

PN

The new carrier(s) will appear in the Location List.

Edit a Carrier
1. Onthe Carrier Manager screen, double click on the listing you want to edit,

OR

On the Carrier Manager screen, highlight the listing you want to edit and click the Edit icon.

¢ C

The Edit Carrier screen appears populated with the selected carrier's information.

2. Make changes as needed, then click the Save button to save your changes. Click Cancel to exit the Edit Carrier
screen without saving your changes.

Delete a Carrier

1. Onthe Carrier Manager screen, highlight the listing you want to delete, then click the Delete icon.
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A confirmation screen appears.

Are you sure you wish to delete this Carrier?

[T
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Duplicate a Carrier

1. Onthe Carrier Manager screen, highlight the listing you want to copy, then click the Duplicate icon.

n o

The Duplicate Carrier screen appears populated with the selected carrier's information. Note that the Carrier
Name is Copy of <Carrier Name>.

Duplicate Carrier

Carrier Name Copy of FedEx

Carrier Description

Save Cancel

2. Enter a new Carrier Name and a Carrier Description, if needed.

3. Click Save when you are done entering information. Your new group will appear in the Carrier List.

Refresh the Carrier List

If you want to make sure you are viewing the latest version of the Carrier List, click the Refresh icon.

[ C

Filter the Carrier List

1. Click the Filter icon on the label of the column you want to filter.

Carrier Mame T | Carrier Description T

The Filter options will appear in a drop down.
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Show items with value that:

Is equal fo v

And ¥

Is equal to r
Filter Clear

2. Enter the criteria to filter the information in the list.

First select what value you want to define from the Show Items with value that: section. Type in the value (a
name, partial name, etc), then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

3. Choose an additional parameter from the next drop down field. Options are:

e And
e Or

4. |If you selected a second parameter, select a value and definition. Type in the value (a hame, partial name, etc),
then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

5. Click Filter to apply your new filter. The list will filter based on the parameters you defined.

71



Wasp Package Tracker User Manual

Delete a Filter

If you have a filter applied to your list and want to remove it so you can see the entire list, click the Delete Filter icon in
the toolbar.

(8 C

The filter will be removed and the entire list will display.
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Recipient Manager

The Recipient Manager is where you can add, edit or delete recipients from the Package Tracker application.

Note: If Easy Recipient mode is enabled in the Administration > Company Information > Options, new Recipients
are automatically added during the Receive process.

Accessing the Recipient Manager

Add a Recipient

Edit a Recipient

Delete a Recipient

Duplicate a Recipient

Refresh the Recipient List

Filter the Recipient List

Delete Filter

Import Recipients (Professional Edition Only)

Accessing the Recipient Manager

1. From the left toolbar, select the List > Recipient.

List

Site

HOME

Location
RECEIVE

Route

Carrier
ENROUTE

Recipient

DELIVER.

The Recipient Manager screen appears.
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Recipient Manager

] CwR &

First Name: T Last Name Y Email T Department T Tite T Manager T ste
dept accounting accounting@informatics-inc.com accounting aip Tomas Plano *
Rebecca Crawlord rerawlord@widgets com Admin Admin Tomas PUMF
Jane Doe jdoe@widgets com Admin Admin Tomas Centrs
John Donow jdomom@uidgets com Admin Tester Tomas Flang
Maurice Fuqua net i CEO Wasp Centr:
John Johnson ohnson@widgets com Admin Admin Tomas Canirz
Joe King Jeing@veasp com Admin 51 Developer Tomas Site 1
Francis Malon com it Tomas Plana
Edward Marcus. marcusge com i CTO Wasp Tomas Cenlr:
Katie Roland kroland@uidgets com Admin St Developer Tomas H5H
Ralph Stoops shinggpmail com Admin Adrmin Tomas WAGC
i v
Woe1 L 100 ¥ ttems per page 1-1ottitems ©

2. Use the toolbar at the top of the screen to manage your recipients. The toolbar allows you to

Add

Edit

Delete

Refresh

Delete Filter

Import Recipients (Professional Edition Only)

By default this page displays 100 packages. You can use the items per page selector at the bottom of the list to
change that to 50, 200 or 500.

Use the navigation arrows to scroll through the pages.

"MER RN 100 ¥  items per page
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Add a Recipient

1. Onthe Recipient Manager screen, click the New icon.

) C o &

The New Recipient screen appears.

Mew Recipient

Last Name
First Name
Email
Department -
Manager v
Site Central Warehouse v
Location 1 "
Foute R2
Title '

Cancel

2. Enter the needed information in the fields provided. Last Name, First Name, Department, Site and Location are
required fields. All others are options.

Note: If you have set up Custom Fields for the Recipient screen. and marked them as required, you must also
complete those fields in order to save your Recipient.

3. Click the Save button when you are done making changes. The fields will clear allowing you to enter another
new recipient. Continue adding recipients as needed. Click Cancel when you are done adding recipients.

The new recipient(s) will appear in the Recipient List.
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Edit a Recipient

1. Onthe Recipient Manager screen, double click on the listing you want to edit,
OR

On the Recipient Manager screen, highlight the listing you want to edit and click the Edit icon.

) C o &

The Edit Site screen appears populated with the selected recipient's information.
2. Make changes as needed, then click the Save button to save your changes. Click Cancel to exit the Edit
Recipient screen without saving your changes.

Delete a Recipient

1. Onthe Recipient Manager screen, highlight the listing you want to delete, then click the Delete icon.

) C o &

A confirmation screen appears.

Widgets, Inc. X

Are you sure you wish to delete this Recipient?

Yes Mo
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Duplicate a Recipient

1. Onthe Recipient Manager screen, highlight the listing you want to copy, then click the Duplicate icon.

[ C %8

The Duplicate Recipient screen appears populated with the selected recipient's information. Note that the First
Name is Copy of <First Name>.

Duplicate Recipient

Last Name Crawford

FirstName  copy of Rebecca

Emaill ' copy of rerawford@widgets. com
Department Admin e
Manager Tomas L
Site | pymMP SHOP =
Location PS E

Route r8
Tile | Admin .
Save Cancel

2. Enter new information as needed.

3. Click Save when you are done entering information. Your new group will appear in the Recipient List.
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Refresh the Recipient List

If you want to make sure you are viewing the latest version of the Recipient List, click the Refresh icon.

) Cle &

Filter the Recipient List

1. Click the Filter icon on the label of the column you want to filter.

First Name T | Last Name Email

The Filter options will appear in a drop down.

Show items with value that:

|s equal to r

And ¥

|s equal to r
Filter Clear

2. Enter the criteria to filter the information in the list.

First select what value you want to define from the Show Items with value that: section. Type in the value (a
name, partial name, etc), then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

3. Choose an additional parameter from the next drop down field. Options are:

e And
e Or

4. If you selected a second parameter, select a value and definition. Type in the value (a name, partial name, etc),
then select a definition from the drop down list. Options are:

e Isequalto
e Isnot equal to
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Starts with
Contains

Does not contain
End with

5. Click Filter to apply your new filter. The list will filter based on the parameters you defined.

Delete a Filter

If you have a filter applied to your list and want to remove it so you can see the entire list, click the Delete Filter icon in
the toolbar.

B c[Ea

The filter will be removed and the entire list will display.

Import Recipients
Professional Version Only

1. Select the Import icon on the toolbar.

Lo C b[¢

The Recipient Import popup appears.

Recipient Import X

FPlease select .CSV file to import from:

Select. ..

Please match the format of our sample import file.

Import | Close

2. Click Select... to chose the .CSV file from which you want to import locations.
A standard Windows browser screen will appear allowing you to navigate to the file on your computer or network.

3. Make sure that the format of your file matches the format in the supplied Sample Import File. To view the sample
file, click the Sample Import File link on the Location Import popup. The Sample Import File is an Excel
spreadsheet.
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4. Click the Import button to import your locations. If any errors are encountered during the import process, an error
message will appear on the Location Import popup.

Recipient Import X

Flease select .CSV file to import from:

Select. ..

Company Employees td & remove

(1) Could not parse csv file because one of the headers was invalid.

Please match the format of our sample import file.

| Impart | Close

In the example above, the headers on the import file do not match the headers in the sample file. The user would
need to edit the headers to match those in the sample import file, then click Import again.
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Report

The Report section provides various filters by which you can view your data.

Run a Report
Print Report

Export Report
Navigate Report Data

Troubleshooting

Run a Report

1. From the left toolbar, select the Home icon.

HOME

RECEIVE

ENROUTE

DELIVER

LIST

ADMIN
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A list of reports will appear.

Package Reports

Delivered Package
Undelivered Package
Package Status
Carrier Package

By Date

Recipient Report

Recipient

By Department

User Report

List of Users by Group

Route Report

Route on Site
2. Select a report from the list. A criteria filter will appear for the selected report.

Delivered Package

Date:

Mone v
Foute:

All v
Site:

All v
Location:

All v

Run Report

The criteria will vary depending on which report is selected.

3. Enter the criteria by which you want to filter the report, then click the Run Report button. The report will appear
in a new window. Keep in mind that the more data you include on your report, the longer it will take to create it.
Below is an example of the Delivered Package report.
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& L || rma % w102 - 00w |-
| Main Report
5 UNKNOWNUNKHOWN
 Plan.Pl 2
i Ste 1-Loc 1 "
@ w:qgsuq—w. Widgets, Inc. Delivered Package
[ PUMP SHOP-PS : 3 :
R e Tracking Number Delivered by Date Signed  Notes
1+ Warchouse 11 Vi ]
e UNKNOWN:UNENOWN
UNKNOWN UNKNOWN
0471809104369101639 s 6112013 3:2042PM Yes
Plano:P1 2
Franeis Malon
0570700134465043080 s 61172013 3:2042PM Yes
0570608174165543081 s 6102013 4:01:31PM Yes
0579209114165543081 s 61172013 3:2042PM Yes
0570105154160501776 s 6102013 4:0131PM Yes
0579208554864143084 5292013 637:52PM Yes deliver by route on hel
05701033554169101776 s 611:2013  3:2042PM Yes
Site 1:Loc 1
Maurice Fugua
0E70503184263158154 s 5212013 2:3606BM Yes delives
WAGGSTAT:Wd
Ralph Stoops
0879208174363558155 H $242013 T:1929PM Yes
0680_60615.44681.14345 B 3232013 4:32.058M Yes Deliver
0S70105134462001776 s 6112013 B:14:53FM Yes delives 3250
PUMP SHOP:PS
Rebecea Crawford
0770305134264152978 $29/2013 11:22:55PM Yes Delivered on PC to test if Tracking # will scan

Print Report

1. Onthe Report viewer toolbar, click the Print button.

(3] | [Fna g8 D102 |=[100% |-

A Print screen appears. This is the standard Microsoft Print screen. The screen will vary depending on your
operating system.

Print ﬁ

Ei‘IDp.ﬂtil} ] [ _ﬁdwn:(d ] Help @

Printer: | ekl

Lopiest ’-1_ o

Pages to Print Comments & Forms
@ Al [ Diocument and Markups -
) Current page

() Pages {1-2

* Mare Options

Page Siting & Hinding @
[ Dsse || BH Foster ” [E] Muttiple ” [E) Booklet ] 11x85 Inches
Size Options:
® it

© Actual size

() Shrink oversized pages

[T Choose paper source by PDF page size

Orientation:

@ Auto portraitflandscape

() Partrait

) Landscape

‘Wanit ta print calors as gray & black? (@)

Page 10f2

2. Make your print selections, then click the Print button.

83



Wasp Package Tracker User Manual

Export Report

1. From the Report Viewer toolbar, click the Export button.

B | Find.__ & w1082 ~ [ 100% |+

The Export screen appears.

EX

File Format:

Crystal Reports (RPT) -
Page Range: _

@ All Pages
Select Pages
From:

To:

2. Select the format in which you want to export your report from the File Format drop down list.

File Format:

[ Crystal Reports (RPT) s

'

Page R T

Microsoft Excel (97-2003)

Microsoft Excel (97-2003) Data-Only
Microsoft Excel Workbook Data-only
Microsoft Word (97-2003)

Microsoft Word (97-2003) - Editable
Rich Text Format (RTF)

Character Separated Values (C5V)
XML

3. From the Page Range section, select to include All Pages or a range or pages.

4. Click Export to export the report.

5. You may see a popup at the bottom of your browser window similar to the following:

Do you want to open or save CrystalReportViewerl.rpt (91.5 KB) from tracker.waspbarcode.com? Open Save = Cancel

Click Open to open the report without saving it or click Save and save it to a location on your computer or
network.
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Navigate Report Data

You can navigate through your report data using the navigation options on the toolbar.

Find:

Find... sl [ #1) 10f2 - | 100% -

Enter text, such as full or partial recipient name, then click the binocular icon. The report data will be filtered according
to the text entered.

Scroll/Go To

| Find.__ RN BIRE | 100 |+

Use the left and right scroll buttons to scroll through pages of the report. Or use the drop down to jump to a specific
page.

Zoom

Find._. & x| 1082 -l 100% |-

Use the drop down to select a zoom level.
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Troubleshooting

Problem

e Lines appear on reports when using Internet Explorer 10.
e Reports will not print and the Next Page icon on the toolbar does not work in Internet Explorer 11.

To solve these issues, you must add waspbarcode.com to the Compatibility Mode by following the instructions
below.

1. With IE 10 or 11 open, select the ALT button. The File toolbar will appear. (If the File toolbar is already visible
you can skip this step.)

2. Select Tools > Compatibility View Settings.

File  Edit iew Favorites PREEES Help

& Convert v [P0 Select Delete browwsing histane.., Ctrl+Shift+Del

Go 3[‘3 InPrivate Browsing Ctrl+Shift+P

Tracking Protection...

e - [ F - . e
= &l | o B ActiveX Filtering

Diagrose connection problems..,
Reopen last browsing session

Add site to Start menu

Wiews dowenloads Ctrl+]
Pop-up Blocker »
Smartscreen Filter 3

Manage add-ons

Cormpatibility Wiew

Compatibility Wiew settings

Subscribe to this feed..,

3. Onthe Compatibility View Settings screen, enter waspbarcode.com in the add website field, then click the
Add button.
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Cornpatibility Yiew Settings @

—.

l/v-q ‘fou can add and remove websites ta be displayved in
& Compatibility Wiew,

Add this website:

waspbarcode.com Add

‘ebsites vou've added to Compatibility Mg

Femaove

[7] Display intranet sites in Compatibility Yiew

| Include updated website lisks From Microsofk

[ Display all websites in Cormpatibility Yiew

Close

4. Click Close to close the Compatibility View Settings screen.
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Administration

Company Information

The first step to setting up Package Tracker is entering your company information. The Company screen allows you to
enter basic information such as company name, address as well as your branding/color scheme information. This is
where you can change the default theme, or color scheme of the Package Tracker application and select what logo you
want to appear. In addition, Professional edition users can change the default Package Tracker logo to their company
logo.

The following topics are covered in this section:

Access the Company Information Section

Edit Company Information

Select/Change Company Logo (Professional Edition Only)
Delete Company Logo (Professional Edition Only)

Enter Company Address

Enter Email Server Information (Professional Edition Only)

Enter Single Sign On Information (Professional Edition Only)

Enter Options

Access the Company Information Section

1. From the left toolbar, select Admin > My Company.

Admin

My Company

HOME

Manage Groups
RECEIVE

Manage Users

Field Names
ENROUTE

Custom Fields
EEOER Email Template

Mobility Downloads

LIST

REPORT

ADMIN
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2. The Company screen appears with the Edit Company section open.

Edit Company: Shari's company

Company Name Shari's company

Admin Email SdeBlonk@waspbarcode.com
Web Site
Contact
Phone
Default Theme branding_yellow ¥

Edit Company Information

1. Inthe Edit Company section, you can enter the following information:

e Company Name - Enter the name of your company. This name will appear at the top of the screen and
on reports.

e Admin Email - This is the email of the person who will have control of the Admin login. This Admin user
account does not need to have a license attached to it, although a license can be assigned to give this
user access to the full functionality of Package Tracker. If the Admin user does not have a license
attached to it, he/she will be able to modify information in the Admin section, but will not have access to
other functions. The Admin email entered here is the login for the Admin user. The password must be
set on the Manage User screen. If the email address on the Admin user screen is edited, the Admin
Email field here automatically updates. The user whose email is entered here cannot be deleted. You
can change this email to a different user as needed.

e Website - Optionally enter your company's website.
e Contact - Optionally enter a company contact.
e Phone - Optionally enter your company's phone number.

2. You can also select the default theme for the Package Tracker application using the drop down menu. The
"theme" is the color scheme of the application. Options are:

e branding_yellow
e branding_blue
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Example of the Home screen in branding_yellow

Widgets, Inc.

T e
fratrer
Welcome Shari deBionk!
i
Package Search
REcEIvE
ENROUTE
oEnes
st
REPORT
DM

Summary

Package by Status - Today

qf‘ & & &

Average Deliver time in hours
700
800
500
400
300 o
200
100

[} 10101
S PO o}
& F & F

FANC A g e

Example of the Home screen in branding_blue

Total Package by Month

b +o0—+t+0+ 000 o

P A e

Top Recipient - Previous 12 Months

& » e +°
VO APy fffff i

Weicome Shan deBilonk!

Home
[——
Package Search
necene
(E—
evau
oeves
st
REPORT
sowm

Summary

Package by Status - Today

-EB8Eg8s2

I

# ST TS EE ST

o

Total Package by Month

L s s o

HFESFTSTELE ST

Top Recipient - Previous 12 Months

3. When you are done entering information, select the Save button at the bottom of the screen. You can make
changes to multiple sections of the Company screen before clicking Save.

Note: You may have to scroll down to see the Save button. Click Cancel to exit the My Company section
without saving your changes.
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Edit Company Logo

This option applies to the Professional Edition only. Standard Edition users will not see the Company Logo
section.

The Company Logo option allows you to change the default Package Tracker logo to your company's logo.

1. To open the Company Logo section, click anywhere on the Company Logo label. The logo information
section will appear.

Company Logo

Mo company logo
(use default Fackage Tracker logo)

Select. .

Address
Email Server

Options

2. Click the Select button to navigate to your company's logo.

& Chocs File to Upload T i
ol B Desitop ¢ +[42 ]| Search Deserop o
Organize « Hew folder = 0 ﬂ
T Favorites - S | i raries =
Ml Desktop | = Systern Faldes )
& Downloads E

| Recent Places [ Computer
| ¢ | System Falder
< Libraries Adobe Acrobat X Pro
*| Documents Shorteout
B
@ Music 1.8 KB

Adobe Download Assistant

| Pictures | ‘ '<
- LAY | Shortcut
B videos ﬂ | 101 KB
Goagle Chrome
M Computer E--_.?.__! '
» 113KB

File game: - [l Files 4 -

gpen [v] [ Cancel

3. Navigate to your company's logo, then click Open.
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4. Your logo will appear in the Company Logo section.

Vs T Widgets, Inc.

FARGNNF TFGHNNIOGIFR

Dashboard

Package Search

5. Click the Save button at the bottom of the screen to save your new logo. It will now appear at the top of the
screen.

Note: You may have to scroll down to see the Save button. Click Cancel to exit the My Company section
without saving your changes.
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Delete Company Logo

1. To delete a company logo, in the Company Logo section, hover your mouse over the logo. A popup menu will
appear:

Company Logo

Ve[ T =

FARCONNDF TFEHNNIOGIFR

Select ..

2. Select Delete from the popup menu. A confirmation message appears.

Widgets, Inc. P

Are you sure you wish to remove your company logo and revert back to the
PackageTracker default?

Yes No

3. Select Yes to delete your logo and revert to the default Package Tracker logo. Select No to keep your logo.

Note: You may have to scroll down to see the Save button. Click Cancel to exit the My Company section
without saving your changes.
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Enter Company Address

1. To open the Address section, click anywhere on the Address label. The Address information will appear.

Address
Address1 | 4400 10th St
Address?2
City Plano
State  feyas b
Postal Code 75074

2. Enter your address information in the fields provided.
3. Click the Save button at the bottom of the screen to save the address information.

Note: You may have to scroll down to see the Save button. Click Cancel to exit the My Company section
without saving your changes.

Enter Email Server Information

This option applies to the Professional Edition only. Standard Edition users will not see the Email Server
section.

If you want to enable Package Tracker to send email updates to your users, you must enter your email server
information.

1. To open the Email Server section, click anywhere on the Email Server label. The Email Server information
will appear.
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Email Server

SMTP Server

Port

Login

Password

Is SSL

2. Enter the following information:

SMTP Server - Enter the name of your SMTP Server

Port - Enter the port utilized by the email server.

Login - Enter the server login (if used).

Password - Enter the server password (if used).

Is SSL - Select this checkbox if your server uses an SSL connection.

3. Click the Save button at the bottom of the screen to save the email server information. Click Cancel to exit the
My Company section without saving your changes.

Note: You may have to scroll down to see the Save button.
Note: If you want to setup a Yahoo email as your email server, then your company email address must be the

same as your email server login email address. If these two addresses are not the same, you will not be able to
send outgoing emails. This is due to a restriction on the Yahoo email server.

Enter Single Sign On Information

This option applies to the Professional Edition only.

These settings allow your company to integrate Package Tracker with a third party identity provider for single sign on
(SSO0). Package Tracker can integrate with SSO providers that utilize SAML, such as OnelLogin. When enabled,
Package Tracker will authenticate users using their SSO login and password.

Notes:

e Users from your Identity Provider will automatically be added to Package Tracker on the Manage Users function
when they log in using SSO. New users will be assigned to the group - New SSO Users. You can edit the users
after they are added and move them to a different group if needed. You can also manually add the users first and
assign them to the respective groups before they login.
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o Keep in mind that even if you have SSO enabled, users who will access Package Tracker via a mobile device will
still need a unigue password entered on the User Manager screen. This password will be for use on the

mobile device only and will not override the SSO password.

o Admin users will still be able to log in to Package Tracker without going through the SSO URL or SSO dashboard;
however, these users will only see Administrator functions. All other users will only be able to access Package
Tracker through the SSO URL or SSO dashboard once SSO is enabled.
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How to Enable SSO:

1. To open the Single Sign On section, click anywhere on the Single Sign On label. The Single Sign On
information will appear.

Single Sign On

We support 550 integration with Identity Providers that use SAML. Get Help

Enable SAML

SAML Login Url*

X.509 Certificate®

SAML Logout Url®

Your Url Identifier

Your S350 Url

SAML Response Url

*The information requested by the fields marked with an asterisk can be found in your ldentify Provider application.

2. Select Enable SAML (this option is off by default).

3. SAML Login URL and X.509 Certificate - These fields are required. This information can be found on your SSO
Provider site. For details on obtaining this information, please refer to the online help of your SSO provider.

Note: There should be no spaces in the X.509 Certificate information. Use the Copy/Paste function to copy the
certificate data from your SSO provider and paste it in this field. If you receive errors after completing the
information in the SSO section, make sure there is no space at the beginning of the X.509 Certificate or try
deleting it, then copy/pasting it again.

4. SAML Logout URL - This information is contained in your SSO provider. For details on obtaining this information,
please refer to the online help of your SSO provider. The Logout URL is the URL to the screen that will appear if
the user logs out of Package Tracker.

5. Your URL ldentifier - Enter a name for your new Package Tracker URL. What you enter here appears at the end
of Your SSO URL as shown below:

Your Url Identifier

MyCompany

Your S50 Ul http:i10.189.50.30:8092?ss03MyCompany
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6. Your SSO URL - This URL is auto-generated by Package Tracker. This is the new web address of Package
Tracker after SSO is enabled. Users can utilize this URL to access Package Tracker if they are unable to access
it via their SSO dashboard.

7. SAML Response URL - This URL is auto-generated by Package Tracker. You will need to enter this URL in the

appropriate field in your SSO provider site. For details on where to place this URL, please refer to the online help
of your SSO provider.

Enter Options

This section provides you with additional options to customize Package Tracker.

1. To open the Options section, click anywhere on the Options label. The Options information will appear.

Cptions
L] Signature Required on Deliver
1,440 : Minutes until prompt for new data on mobile device.
0 : Minutes until mobile device automatically logs out. (0 means no timeout)

Recipient and Guest Mode ¥ Recipient Tracking @

2. Select from the following options:

e Signature Required on Deliver - Check this box if you want to make a signature mandatory before a package
can be marked as Deliver.

e Minutes until prompt for new data on mobile device - Enter the time, in minutes, before the user is prompted
to sync new data to/from the mobile device. For more information on downloading data (after the initial
installation, please refer to the topic Download Data to the Mobile Device.

e Minutes until mobile device automatically logs out. (0 means no timeout) - Enter a period of inactivity, in
minutes, after which the current session on the mobile device is terminated and the user automatically logged
out.

e Recipient Tracking (Professional Edition Only) - This option tells Package Tracker how you want to track
recipients. Options are:

e Recipient Mode - This tells Package Tracker you want to track recipients (the default mode). This
option gives you the full functionality of recipient tracking. You will want to use this mode if you have
"persistent” recipients who will be receiving packages over the course of time. For example, school
employees, small businesses, etc.

e Guest Mode - This option provides limited recipient tracking, but allows for the quick and easy creation
of recipients. When entering guest recipients, only a name is required. Use this mode if the recipient will
not be receiving packages over the course of time. Hotel guests are an example of guest recipients.
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When Guests Only is selected, you will not see a Recipients List or Recipient reports; however, if a
report contains the field Recipient, the Guest Recipient will appear on the report. You can search for
Guest Recipients (on the Deliver page, for example) using the Recipient search field.

Recipient and Guest Mode - This mode allows you to enter "persistent” recipients as well as guest
recipients.

3. Select Save after entering information.
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Manage Groups

User security in Package Tracker is set up by Group. A Group is a collection of security settings that one or more users
share. You will need to create your Groups first, then add users within those Groups. Before setting up your groups,
take some time to think about the types of employees you have, who will need access to the software and what
features/functions they will need to use in the software. You will want to create a Group for each different type of user
you may have.

Note: The Manage Groups screen is only available to users with Administrator security privileges.

Note for SSO Users: When SSO is enabled, Package Tracker automatically creates a new group called New SSO
Users. When a person logs in for the first time using SSO a User profile is automatically created for them.

All new users added through SSO are assigned to the group - New SSO Users and the password fields will be blank
(the passwords from the SSO provider will be used). The New SSO Users group will have all security privileges except
Admin. You can move users that are automatically created into groups as needed using the Edit User feature. You
cannot delete the group New SSO Users as long as you have SSO enabled.

The following topics are discussed in this section:

Access the Group Screen
Add a Group
Edit a Group

Delete a Group
Duplicate a Group

Refresh the Groups List
Filter the Groups List
Delete Filters

Access the Group Screen

1. From the left toolbar, select Admin > Manage Groups.

Admin
HOME
My Company

Manage Groups

Manage Users

RECEIVE

Field Names
ENROUTE
Custom Fields

DELIVER Email Template

Mobility Downloads

REPORT

ADMIN
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2. The Manage Groups screen appears. If you have already created groups, they will appear in the list on this
screen. If you have not yet created groups, this screen will show only the default group: Administrators. Below
is an example of the Manage Groups screen.

Manage Groups

1) c
Group Name Y Description T | Active Users T
Admin 2 Administrators Group 1
Administrators Adminisirators Group 3
Mail Room 1 Mail Room - Corporate 1
Security Group Corporate Security 0
Security Group Level 1 Secur Level1 0

Below is an example of the Manage Groups screen with SSO enabled showing the default group New SSO
Users. Note that the New SSO Users group cannot be deleted as long as SSO is enabled.

Group Name T Description T Active Users
Administrators Administrators Group 1

New users being created though SSO, without a group specified, will be added

New SSO Users
here
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Add a Group

1. Onthe Manage Groups screen, click the New icon.

=

E C

The New Group screen appears.
Mew Group

Group Name

Group Description

Security Privileges: Select All
General Building
| Administrator ¥ New
4| Deliver ¥ Edit
4| Email ¥ Delete
7] Enroute
7| Hold Location
7] Mobile Device Login
¥ Receive 7 New
7] Report < Import
7] Web Access < Edit
¥ Delete
Recipient
Route
¥ New
¥] Import 7. Mew
7 Edit < Edit
7| Delete 7] Delele
Camer
7| New
7| Edit
4| Delete

Cancel

2. Enter a name for this group and a description. Group Name and Group Description are required fields.
3. Select the privileges to which you want the group to have access. All privileges are selected by default.
4. Click Save when you are done entering information. The New Group screen will reappear with the Group Name

and Group Description fields blank. You can enter another group or click Cancel to return to the Manage
Groups screen. Your new group will appear in the Group List.
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Edit a Group

1. Manage Groups screen, double click on the listing you want to edit,
OR

On the Manage Groups screen, highlight the listing you want to edit and click the Edit icon.

B o

The Edit Group screen appears populated with the selected group's information.
2. Make changes as needed, then click the Save button to save your changes. Click Cancel to exit the Edit Group
screen without saving your changes.

Delete a Group

1. Onthe Manage Groups screen, highlight the listing you want to delete, then click the Delete icon.

E C

A confirmation screen appears.

Widgets, Inc. X

Are you sure you wish to delete this group?

2. Click Yes on the confirmation screen to delete the group.

Note: You can only delete groups that do not have users associated with them. If you attempt to delete a group
that has associated users, the following warning message will appear:

Widgets, Inc. X
You must move all active users to another group before you can delete this group.

| oK |

Click OK on the screen, delete any users associated with the group (via the Manage Users screen), then delete
the group.

Note: You cannot delete the group New SSO Users as long as you have SSO enabled.
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Duplicate a Group

1. Onthe Manage Groups screen, highlight the listing you want to copy, then click the Duplicate icon.

[® C

The Duplicate Group screen appears populated with the selected groups information. Note that the Group
Name is Copy of <Group Name>.

Duplicate Group

Group Name Copy of Administrators

Group Description Administrators Group

Security Privileges Select All
General Building
7] Admimstrator 7 Mew
7] Deliver ¥ Edit
7] Email ¥ Delete

J| Enroute

Enter a new Group Name and a Group Description, if needed. Make any changes needed to the Security
Privileges.

Click Save when you are done entering information. Your new group will appear in the Group List.

Refresh the Groups List

If you want to make sure you are viewing the latest version of the Groups List, click the Refresh icon.

[® C

104



Wasp Package Tracker User Manual

Filter the Groups List

1. Click the Filter icon on the label of the column you want to filter.

Group Name Y | Description T | Active Users

The Filter options will appear in a drop down.

Show items with value that:

Is equal o v

And v

Is equal fo v
Filter Clear

2. Enter the criteria to filter the information in the list.

First select what value you want to define from the Show Items with value that: section. Type in the value (a
name, partial name, etc), then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

3. Choose an additional parameter from the next drop down field. Options are:

e And
e Or

4. |If you selected a second parameter, select a value and definition. Type in the value (a name, partial name, etc),
then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

5. Click Filter to apply your new filter. The list will filter based on the parameters you defined.

105



Wasp Package Tracker User Manual

Delete a Filter

If you have a filter applied to your list and want to remove it so you can see the entire list, click the Delete Filter icon in
the toolbar.

[® C

The filter will be removed and the entire list will display.
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Manage Users

Users are the individual employees who will be accessing and using the Package Tracker system. Remember that
you must create Groups before you create users. Each user will be assigned to a group and will have all of the
security privileges to which the group has access.

The Manage Users function allows you to access User profiles and edit user information and passwords or switch
users to different groups. This page is also where you can add/revoke licenses.

Notes for SSO Users:

e If your company has SSO enabled, you will not need to create users here. The user will automatically be
created the first time he/she accesses Package Tracker from the Identity Provider (such as OneLogin). If the
user is assigned to a group in the SSO provider that matches a group in Package Tracker, the user will be
assigned to that group. All new users added through SSO who do not have a matching group in Package
Tracker are assigned to the group - New SSO Users and the password fields will be blank (the passwords
from the SSO provider will be used). You can later move users that are automatically created into groups as
needed.

e Ifan SSO user will be accessing Package Tracker via a mobile device, a unique password must be assigned
to them using the Edit User function. The password entered here will be for accessing Package Tracker from
a mobile device only; the new password will not override the user's SSO password.

Access the User Screen
Add a User

Edit a User

Delete a User

Duplicate a User
Add/Revoke a License
Refresh the User List
Filter the User List
Delete Filters
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Access the User Screen

1. From the left toolbar, select Admin > Manage Users.

Admin

HOME
My Company

Manage Groups
RECEIVE

Manage Users

Field Names
ENROUTE
Custom Fields

EEnE Email Template

Mobility Downloads

REPORT,

ADMIN

2. The Manage Users screen appears. If you have already created users, they will appear in the list on this
screen. If you have not yet created users, this screen will appear blank. Below is an example of the Manage
Users screen.

Note: Non SSO users will not see the Has Mobile Password column.

Manage Users

B C Licenses: 0 of 2 used
FirstName Y | LastName Y Email T Group Y  LastLogin Y Has Mobile PasswordY | Updated Y License Expiration T | License
Connie Malone cmalone@waspbarcode com Administrators True 1111712014 1 Add
Jane Doe jdoe@informatics com Administrators Tue 111102014 1 Add
Shari deBlonk m SdeBlonk@waspb Haw.550 11172014 True 111020141 Add
Users

Admin Users - Each company has one Admin user who can access PackageTracker without being assigned a
license (the admin user is determined by the email entered in the Admin Email section of the Company
Information page). This user is denoted in the Manage Users list with an Admin badge, as shown below:

First Mame Y  LastName Y Email Y Group
Connie Malone cmalone@waspbarcode.com Administrat
Jane Doe jdoe@informatics.com Administrato

Shari

New S50
deBlonk SdeBIunk@waspb... Usiars
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Add a User

Non SSO Users:

1. Onthe Manage Users screen, click the New icon.

E C

The New User screen appears.

New User

First Name
Last Name
Email

Group  Admin 2 v
New Password

Repeat Password

Cancel

2. Enter the user's information in the fields provided. All fields on this screen are required.

3. Click Save when you are done entering information. The New User screen will reappear with all fields blank.
You can enter another user or click Cancel to return to the Manage Users screen. Your new user will appear in

the user List.
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SSO Enabled Users:
1. Onthe Manage Users screen, click the New icon.

2. The New User screen appears:

New User

First Name
Last Name
Email
Group Administrators E

Mobile Password L]

Cancel

3. Enter the user's information in the fields provided.

4. |If this user will be accessing Package Tracker via a mobile device, select the Mobile Password checkbox. The
password fields appear:

Mobile Password

My This password will only be used for logging into the mobile device.
~ You must continue using your Identity Provider to access the web application.

New Password

Repeat Password

Cancel

5. Enter a unique password. This password should be different than the user's SSO password and will not override
the SSO password. This password will only be used when logging into Package Tracker on a mobile device.

6. Click the Save button when you are done entering information.
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Edit a User

1. Onthe Manage Users screen, double click on the listing you want to edit,

OR

On the Manage Users screen, highlight the listing you want to edit and click the Edit icon.

& C
The Edit Users screen appears populated with the selected user's information.

2. Make changes as needed, then click the Save button to save your changes. Click Cancel to exit the Edit User
screen without saving your changes.

Note for SSO Users: If an SSO user will be accessing Package Tracker via a mobile device, a unique password must
be assigned to them using the Edit User function. The password entered here will be for accessing Package Tracker
from a mobile device (such as the HC1) only; the new password will not override the user's SSO password.

Delete a User

1. Onthe Manage Users screen, highlight the listing you want to delete, then click the Delete icon.

¢ C

A confirmation screen appears.

Widgets, Inc. X

Are you sure you wish to delete this User?

Yes No

2. Click Yes on the confirmation screen to delete the user.

Note for SSO Users: You will be able to delete SSO users from Package Tracker; however, keep in mind that if the
user is not also deleted from within their SSO provider, he/she will still be able to access Package Tracker. If a deleted
user still has an active SSO login/password and has access to Package Tracker from within SSO, the user will
automatically be re-added if they attempt to log in to Package Tracker.
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Duplicate a User

1. Onthe Manage Users screen, highlight the listing you want to copy, then click the Duplicate icon.

C

The Duplicate User screen appears populated with the selected groups information. Note that the First Name is
Copy of <User Name>.

L+, E

Duplicate User

First Mame Copy of Jane

Last Name Doe
Email  jdoe@widgets com
Group Administralors :

New Password

Repeat Password

Cancel

2. Enter a new First Name and Last Name, Email and Password.
3. Click Save when you are done entering information. The new user will appear in the User List.

Add/Revoke A License
Additional licenses may be purchased from Wasp Barcode Technologies.

To Add a License to a User

1. Click the Add button next to the user to whom you want to add a license.

FirstMame T LastName Y Email T | Group T  LastLogin T Has Mobile PasswordY Updated Y License Expiration Y License
Connie Malone cmalone@waspbarcode.com | Administrators True 111772014 1. Add
Jane Doe jdoe@informatics.com Administrators True 1110/2014 1.. Add
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The User Licenses screen appears:

User Licenses x

Please select an available license for
jdoe@informatics.com:

License End &
1117/2015

111772015

Assign Cancel

2. All available licenses will appear on this screen. Highlight the license you want to assign to this user, then click
Assign.

The license is now assigned to this user. You can revoke this license at any time. The Available License
information at the top of the page is updated to reflect the removal of one available license.

To Revoke a License from a User

Click the Revoke button next to the user to whom you want to remove a license.

First Name Y  LastName Y Email Y  Group Y LastLogin T Has Mobile PasswordY = Updated Y  License Expiration T License

Connie Malone cmalone@waspbarcode.com Administrators True 1111772014 1. Add

Jane Doe jdoe@informatics.com Administrators True 111072014 1. | 11172015

The license is now removed from this user. The Available License information at the top of the page is updated to reflect
the newly available license.

Refresh the User List

If you want to make sure you are viewing the latest version of the User List, click the Refresh icon.

[® C
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Filter the User List

1. Click the Filter icon on the label of the column you want to filter.

Last Name Y | First Name

T

Group Y

The Filter options will appear in a drop down. In this example we are creating a filter for the Group Name field.

Last Name T First Name

Baker Show items with value that

Doe Is equal to A
Yancey

Baker And v

deBlonk Is equal to v
Zay

liu Filter Clear

2. Enter the criteria to filter the information in the list.

First select what value you want to define from the Show Items with value that: section. Type in the value (a
name, partial name, etc), then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

3. Choose an additional parameter from the next drop down field. Options are:

e And
e Or

4. |If you selected a second parameter, select a value and definition. Type in the value (a hame, partial name, etc),
then select a definition from the drop down list. Options are:

Is equal to

Is not equal to
Starts with
Contains

Does not contain
End with

5. Click Filter to apply your new filter. The list will filter based on the parameters you defined.
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Delete Filters

If you have a filter applied to your list and want to remove it so you can see the entire list, click the Delete Filter icon in
the toolbar.

(8 C

The filter will be removed and the entire list will display.
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Edit Field Names

Professional Edition Only

Package Tracker allows you to customize the names of screens and fields through the edit Field Names function.
Editing Field Names is useful if your business calls one of the functions or fields something different than the default
values. For example, if your business refers to Packages as "Letters" or "Parcels”, you may want to change the name
of the Package field to avoid confusion for your employees.

Note: Click the Refresh button at the bottom of the page at any time to make sure you are viewing the latest version of
the Field Names screen.

To Edit Field Names
1. From the left toolbar, select Admin > Edit Field Names.

The Field Names screen appears.

Field Names

Field Name Customized Name

Package # Edit A
Tracking Number # Edit
Receive # Edit
Deliver  Edit
Enroute  Edit
Hold # Edit
Site # Edit
Location # Edit
Route - Edit
Carmier # Edit
Sender ~ Edit
Status + Edit
Note # Edit
Custom Fields # Edit
Recipient # Edit
Department ~ Edit
Manager # Edit
Title # Edit
Report  Edit

Refresh Page

The screen lists the default (original) Field Name along with the Customized Name (if any).
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2. Click on the Edit icon next to the Field Name you want to customize. The Customized Name field becomes
enabled, allowing you to type a new name in the field, as shown below.

Field Name Customized Name

Package Package « Update @ Cancel

3. Change the name as needed, then click the Update button. The Customized name field now reflects the new

field name.
Field Name Customized Name
Package Parcel # Edit
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Custom Fields

Professional Edition Only
Custom Fields allow you to capture information that is specific to your business needs.

Add Custom Fields
Edit Custom Fields

Add Custom Fields

1. From the left toolbar, select Admin > Custom Fields.

The Setup Custom Fields screen appears.

Custom Fields

Set up Custom Fields

Pick a form: «Select one> v

2. Select the form (screen) to which you want to add a custom field. Your options are Parcel or Recipient.

Pick a form: <Sealect one> v

<Select one>
Parcel

Recipient

The screen will display any custom fields that are already associated with the selected screen along with a button
allowing you to add a new custom field.

Set up Custom Fields

Pickaform:  parcel

You can have up fo 10 text fields, 5 dafe fields, and 5 number fields. Click on a row to edit the values.

Order Type Label Visible Required Send To Mobile Actions
1 Date Date field o0

Add New Field

Cancel
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3. Click the Add New Field button. A new row is added at the bottom of the list.

Order Type Label Visible Required Send To Mobile Actions.

1 Date Date field [+14]

2 Number v o [x]

4. Select a Type from the drop down. Options are:
Date
Number
Text

Keep in mind that there are limits on how many custom fields you can have, even if the custom field is not marked
as Visible. The limits are:

Date -Up to 5
Number - Up to 5
Text - Up to 10
5. Ifyou are creating a Text field you have the option to create pre-defined values for the field. This means you can
limit what the value entered into the field can be, rather than having the field be a free-text entry field. To do this:

a. Click the List icon that appears next to the Text field row:
4 Text Req Number i QD
The Pre-defined Values screen appears.

[ Pre-Defined Values X

Add
Order Values Default Actions

[ Allow Only These Values

Save Cancel

b. Type a value into the text field, then click the Add button.

Pre-Defined Values

Standard| Add

The value will appear in the list on the Pre-Defined Values screen.
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Pre-Defined Values X I

| Add
Order Values Default Actions
1 Standard L Q00

¥ Allow Only These Values
Save Cancel
Keep adding values as needed.

c. You can re-order the Values list using the up and down arrows in the Actions column. The order that
appears here is the order in which they will appear on the screen (Parcel or Recipient).

d. Click the Allow Only These Values checkbox if you do not want the custom field to include a text box

into which the user can type information. If this checkbox is selected, the user will be required to select
one of the pre-defined values from a drop down list.

Receive Parcel

Location .‘\
Route

Sender 6\
Note

Print Barcode on Save a Lock AN Ip Unlock All
Custom Fields
Date field mo l;\
Req Order Standard v l‘\
Standard
Professional If\
Enterprise I{\

6. Click the Save button at the bottom of the Custom Field page to save your changes.
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Editing Custom Fields

1. Click on arow in the Custom Field list that you want to edit. The fields become enabled.

Order Type Label Visible Required Send To Mobile Actions

1 Date Daie fieid 7 [)

2. Change any of the data in the enabled fields. You can undo any changes by clicking the arrow icon in the
Actions field. You can also edit any pre-defined values for text fields.

3. When you are done making changes, click the Save button at the bottom of the page.
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Email Template

The Email Template feature pertains to the Professional Edition of Package Tracker only. To utilize the email
feature, you must enter your email server information. Please refer to the Company Information topic for more
information.

If you want the Package Tracker application to send naotification emails to recipients, you can use the included Email
Template to create the format/wording.

Customize the Email Template

1. From the left toolbar, select Admin > Email Template.

The Email Template screen appears.

Email Template

Template Name  test email
Subject  PT email.
Include Recipient Name
Additional Note Position bottom

Email header  This email is regarding a Package or Packages with you shown as the recipient.

Included Fields Tracking Number
Description
Carrier
Building
Location
Sender
Subject Fooler  If you have any questions about your package or packages, please contact: support jdoe@widgels com
Thank you,
Admin

Edit
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2. Click the Edit button at the bottom of the page to make changes to the template.

Email Template

Template Name test email

Subject  pT email

Include Recipient Name ¥ Additional Note Position  Bottom of email v
template Header | g ;' {; e (inherited font) v (inherited size) v Av o
EEEE=ES Format ] [

This email is regarding a Package or Packages with you shown as the
recipient

Include Fields Tracking Number
#| Description
+| Carrier
#| Building
¥ Location
4| Sender

template Footer

W =
W~
/=
(]
&
2
L=}
I

v | 3(12pt) A&~
=E =X Paragraph v =

If you have any questhions about your package or packages, please

contact: support doe@widgets com

Thank you,

Admin

Save Cancel Preview

3. Make changes as needed to the template. The Header and Footer areas use the standard Microsoft font
editing tools.

If you want notes made on the package record added to the email, select where you want the note to appear
using the Additional Note Position drop down menu.

4. Click Save when done. Click Preview to view how the email will appear to the recipient. Below is an example
of an email template preview:

Email template preview X
Dear [Recipient's Name]
This email is regarding a Package or Packages with you shown as the recipient.

Package detail will be here

If you have any questions about your package or packages, please contact: support

jdoef@widgets.com
Thank you,
Admin

Your additional note will be here

Click the X in the top, right corner of the Email Template Preview to close it.
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Mobility Center

The Mobility Center is where you will go to download the Package Tracker application for your Windows/CE Mobile
devices. Instructions are also provided on this page for manually installing the Package Tracker application. Manual

installs are not recommended.

Download for Mobile Devices

Upgrade
Manually Install

Download for Mobile Devices

1. Download one of the Mobile Device installation files provided on the Mobility Center page. Options are:

e Mobile Device Installation Self Extraction Exe File

e Mobile Device Installation Zip File - Use this option if you company will not allow the direct downloading of
exe files. Download the zip and save it to the location of your choice. Then you can extract the files and
click on the Package Tracker Mobile Installer.exe to begin the installation process.

2. Start the Package Tracker Mobile Installer PC application. There will be on-screen instructions to help you install

the application to your Windows Mobile/CE devices.

3. The first screen that appears after launching the install is the Welcome screen.

PackageTracker Mcbilelnstaller - InstallShield Wizard

==

Wasp="

BARCODE TECHNOLOGIES

— Wl Welcome to the InstallShield Wizard for PackageTracker Mobilelnstaller

The IngtallShield Wizard will install PackageT racker Mobilelnstaller on your computer. To
continue, click Mext.

Big Business Tools. Small Business Aftitude. www.waspbarcode.com Yl

Click Next on this screen to continue.

4. The Customer Information screen appears next.
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PackageTracker Mobilelnstaller - InstallShicld Wizard [

Customer Information 3
. 7 "
Please enter your infarmation. was

BARCODE TECHNOLOGIES

Big Business Tools. Small Business Aftitude. www.waspbarcode.com N
\\\\\\\{ ‘! e Fleaze enter your name and the name of the company far which you wark.
@
\ W
! / | User Name:
Jahe Doe

LCompany Name:

Wwidgets, lne.

InistallStield

Enter your User Name and Company Name, then click Next.

5. The Choose Destination Location screen appears next.

PackageTracker Mobilelnstaller - InstallShield Wizard |

Chooze Destination Location 3
Select folder where setup will install files. was =

BARCODE TECHNOLOGIES

Big Business Tools. Small Business Attitude. www.waspbarcode.com Y

\\\\\S ,f - G Install PackageT racker Mobilelnstaller to:
\ 09 A MPackageTracker\Mobile |nstaller Change...

b estaicrieid

You can accept the default installation location, or click the Change button to navigate to a different location.
Click Next to continue.
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6. The Ready to Install screen appears next.

Ready to Install the Program .
The wizard is ready to begin installation. was =

BARCODE TECHNOLOGIES

Big Business Tools. Small Business Aftitude. www.waspbarcode.com

Click Install to begin the installation.

If you want ta review or change any of vour installation settings, click Back. Click Cancel to exit the
wizard.

Installshield

Click Install to begin the installation, Back to change any of your settings or Cancel to exit the wizard. If you click
Cancel the Package Tracker Mobile application will NOT be installed.

7. A status bar will appear outlining the progress of the installation. If the installer needs to install the .NET
Runtime, you may see the following screen:

Installing 3rd Party Programs

Setup Status .
Wasp#"

BARCODE TECHNOLOGIES
Big Business Tools. Small Business Aftitude. www.waspbarcode.com N

I \\\\\\Q / . The InstallShield Wwizard is installing PackageTracker Mobilelnstaler
@
\ b

Inztalling Microzoft MET Runtime [Long Install]

e L Fal
et [

The .Net Runtime installation may take a few minutes.
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8. When the installation is complete, the Confirmation screen will appear.

PackageTracker Mobilelnstaller - InstallShield Wizard

Wasp="

BARCODE TECHNOLOGIES
Big Business Tools. Small Business Altitude. www.waspbarcode.com

W g InstallShield Wizard Complete
X

The InstallShield Wizard has successfully installed PackageTracker Mobilelnstaller. Click Finish to
it the: wizard.

¥ Launch \PackageTracker Mobilelnstalles

Inistallstield

Select the Launch\Package Tracker Mobile Installer checkbox if you want to automatically start the Mobile
Installer upon clicking the Finish button on this screen. Deselect this checkbox if you do not want to launch the
Mobile Installer at this time.

Now you are ready to use the Package Tracker Mobile Installer to install the application on your mobile device.
Please refer to the topic Installing Package Tracker on your mobile device for detailed instructions.

127



Wasp Package Tracker User Manual

Upgrade

The Upgrade section contains instructions for upgrading your installed Package Tracker mobile application. If the
information in the Upgrade section is not visible, click the down arrow to display it.

Upgrade

To upgrade PackageTracker Windows mobile i please PackageTrackerMobile. CAB file, copy it to your device, then double click the CAB file on the device to reinstall the application

To upgrade:

1. Click on the PackageTrackerMobile.CAB file link and download the file to a location on your computer.
2. Copy the CAB file to the mobile device in which you have installed Package Tracker.

3. Onthe mobile device, doubleclick on the CAB file to reinstall the Package Tracker application.

Manually install

If the information in the Manually Install section is not visible, click the down arrow to display it.

Manually Install (Not Recommended)

If you have a Windows CE 4.20 device, please download Files for Windows CE 4.2 devices
If you have a Windows CE 5.x and above device, please download Files for Windows CE devices
If you have a Windows Mobile device, please Files for Windows Mabile devices

In addition to the above files, You also need to manually install service.config file fo your device, please download service config file.

Note: If data file PackageTrackerData sdf and PackageTrackerTr.sdf are stored in different location than the PackageTracker Windows mobile application, please update service_config with the comrect location before you copy
the file to the PackageTracker Windows mobile application install directory in your device.

Click here to download the instruction 1o install each file

This section provides the necessary files to manually install the Package Tracker application on your mobile devices.
Click here to download a PDF containing detailed instructions for installing each file.
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Mobile Device Information

Mobile Device Overview

Any wireless Windows/CE device can be used with the Package Tracker application; however, we recommend using
the HC1 device.

Note: All screenshots and mobile device documentation in this help file refer to the Wasp HC1 device.
To install Package Tracker on your device you must perform the following steps in order:

1. Download the Package Tracker mobile installer from the Mobility Center

2. Connectyour HC1 Mobile Device to a Network

3. Install Package Tracker on the Mobile Device

After you perform these steps, you will be ready to use the Package Tracker application on your mobile device. The
following functions can be performed on the mobile device:

Logging Into Package Tracker Mobile
Mobile Device Main Screen

Mobile Device - Receive

Mobile Device - Add Recipient
Mobile Device - En Route

Mobile Device - Deliver

Mobile Device - Deliver by Route
Mobile Device - Package List

Mobile Device - Edit Package
Mobile Device - Package Detail
Mobile Device - Hold

Download Data to the Mobile Device
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Connect the HC1 Mobile Device to a Network

You must connect your device to your wireless network prior to installing/connecting to Package Tracker.

These instructions are specific to the Wasp HC1 mobile device. If you are using a different mobile device,
please refer to the manual that came with your device for instructions on connecting to your network.

A wireless network can be added either when the network is detected or by manually entering network settings. Before
following these instructions, make sure if authentication information is needed.

You can use the Summit Client Utility tool to setup or change the WiFi settings.

1. Tap Start — Setting — System — Wi-Fi. The Summit Client Utility screen appears.

System 0 R & « @ 12:39
i

\ &
=] Extesrngl GRS r
i By

Managed Frograms Fodoet Confrofier

ﬁ E M
u
Regional Settings ﬁ Scanner

Rearnave Prograrms é

USE o PC
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2. The Summit Client Utility screen appears. To login as Administrator, tap Admin Login.

Summit Client Uti [T R & =2 @ 12:40

-

Active Profile: (EEET N~

Status: Associated
Radio Type:  ABG
Req. Domain:  Worldwide

Auto Profile: () On (@) Off

Driver: v3.03.11 SCU: v3.03.11

3. Enter the Admin Password, then tap OK. The default password is SUMMIT.

Summit Client Usi [1] R 22 ¢ 6C 12:42

Enter Admin Password:

[summrT |

ok | | cancel |

A EEEEEEEE =
Tab quf vel e ol ol vl wl idod pd [

— |+

CARY au] sl Al Bl gl b il Rl 1 s
Shift 2] = e vl bl ndmy . ]/
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4. Tap the Profile tab.

summit Client Uti [T] R &2 ¢ @ 12:94

Eelit |—[n]

Profile: Dafault sODC
New |(|Rename||Delete || Scan

Radio:

Client Name
Power Save
Tx Bower
Encryption: EAP Type:

[None 7]| [None =]

WEP keys/PSKs Credentials

Save Changes: Commit

5. Onthe Profile tab, tap Scan. This will scan for any available networks.

Summit Client Uti [T]] R o2 4 aC 12:44

Edit |—[ﬂ]

Profile: Drafault soC
New ||Rename||Delete | Scan

Radia:

Client Name

Power Save

Tx Bower

Encryption: EAP Type:

[None 7)) [None =]
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6. A list of available networks will appear. Select your network, then tap Configure.

summit Client Uti (0] R &2 <2 C 12:47

SSID [rssi [secure
infap01 68  true [
waspapll -5 true
infguest 0 false
infmd1 53 true
infap01 -B2 true
infiguest 52 fake
waspapll -82 true =
infmd 1 B2 true
Caenfigure Refresh

W bk el ot e et tl IR '
i -
[

inl & )] Create a new profile?
Wi 7 sap: waspap0l
i Encrypticn: WEAZ PSK
|: EAP Type: None

aa—

| <l

You may be prompted to
enter
credentials or keys,

[T " No || cancel|

L. "
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8. Enter your WEP key or network key, then tap OK.

summit Client Uti [T R &2 42 G 12:50

For Passphrase, enter 8-63 chars
For PSK, enter &4 Hex chars

0K Cancel

13[1f2]3]4]506l7]8]9]o

'
TablﬂlWl Lrdedy]u l lﬂllp_ [l]

9. Tap Commit on the Summit Client Utility screen to save the new profile.

Summit Client Uti (0] R &2 ¢ @C 12:52

Ef't [waspap01 "] Spc

New |(|Rename||Delete || Scan

Radio:

o [Wwaspapil
Client Name | |
Power Save
T Power
Encryption: EAF Type:
[WPA2-PSK I=]| [None =]

WEP keys/PSKs Credentials

Save Chanaes: Commit

[lain

Profile  Status Diags  Global

134



Wasp Package Tracker User Manual

10. Tap the Main tab.

Summit Client Ut [T]] R &2 2 @ 12:53

’ Admin Logout

SUMMIT

CTATA COMMUNICATION? Dlsabla R'adla

Active Profile: |Defa ult [']|

Status: Associated
Fadio Type:  ABG
Req. Domain:  Werldwide

Auto Profile: () On (@ Off IEI

Driver: v32.03.11 SCU: vE03.11

ImportfExport About SCU

Main | Profile Status Diags Global

11. Select the profile you just created from the Active Profile drop down list.

Summit Client Uti [T] R &2 4 GC 12:55

’ Admin Logout

SUMMIT

MATA COMMUNICATIONS Disabla R'adiu

Active Profile:| waspapll 7]
ThirdPartyConfig

Status: Default

Radio Type: | |

Req. Domain:  Worldwide

Auto Profile: () On (@ Off IEI

Driver: v3.03.11 SCU: vE03.11

ImportfExport About SCU

Main  Profile States Diags Global

12. Tap OK to exit the Summit Client Utility.
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Install Package Tracker on the Mobile Device

This documentation uses the HC1 for demonstration purposes.

You must download and install the Package Tracker Mobile Installer on your PC before you can perform the steps
below to install it on your mobile device.

1. Atter installing the Package Tracker Installer on your PC, you can automatically launch the Package Tracker
Mobile Installer after the installation is complete or you can navigate to the installer.

The Mobile Installer is located at: C:\Program Files (x86)\Wasp Technologies\PackageTracker\Mobile Installer

The Welcome screen is the first to appear.

Welcome to Wasp Package Tracker mobile device application installer. This installer will guide
you through installing the Wasp Package Tracker Mobile Application to your mobile device.

Step 1: Specify the Wasp Package Tracker web service to which your mobile device can connect.

Service URL: |

Login Mame: |

Password: |

Step 2: Click the Install Program button to install the mobile application to your mobile device.

Install Program
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2. Enter the Package Tracker web service URL in the Service URL field. This URL can be found on the Mobility
Center page in the Package Tracker application. You can copy and paste the address directly into the Service
URL field.

Mobility Center

Download For Mobile Devices

To run the PackageTracker Windows mobile application on Windows Mobile/CE devices, please follo

1. Download one of the Mobile Device installation file below:
Maobile Device Installation Self Exiraction Exe File

Mobile Device Installation Zip File

2. Start the PackageTracker Mobile Installer PC application and follow the on-screen instructions to i
devices.

Service URL

You will need server URL in order to connect your device to PackageTracker service.

Mgty L R W h tp sfitracker.waspbarcode.com: 8888/ Services/PT ServiceM.svc)

3. Next enter the Login Name and Password you use to log in to Package Tracker.

4. Make sure your mobile device is connected to your computer, then click the Install Program button.

A status bar will appear notifying you the files are being extracted.

The following natification screen will appear:
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o Application platform programs are about to start installing on the
device,

Please do not install any of the programs to Flash Storage.

If the installation of \MET Compact Framework says "You rmust restart
the device to complete installation.’, please select 'Cancel' on the
device to continue at this moment.

Please click the OK button to continue and check your mebile device
screen to see if additional steps are necessary to complete this
installation.

oK

Make sure you install this program on your mobile device and not to Flash Storage.

If your device does not have .NET Compact Framework, it will be installed now. If you receive a message stating
"You must restart the device to complete installation”, select the Cancel button (not the OK button) to continue.

Click OK on this screen to continue.

5. Anlnstalling Program status bar will appear.

Installing Program - please check your mobile device screen ...

Please note that you may need to check your mobile device screen for instructions periodically.

6. You will be prompted on your mobile device to choose a location for installation.
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o of @m 12:16

Choose a location to install "Microsoft
MET CF 3.5 EN-String Resource":

® [Device

[:ﬁ YFlash Storage

Space Needad: 400 KB
Space Available: 203764 KB

Select Device. Do not install to Flash Storage.
Tap Install on the device.

7. A status screen will appear on the mobile device.

o Wt @m 12221
Installing sghce.weel.armydi.CAB ...

8. A message will appear on your mobile device that the .cab file was successfully installed.

o off @m 12:18

NETCFv35.Messages.EN.wm.cab
was successfully installed on your
device.

If you need more storage space, you
can remove installed programs.

Tap OK on this message.
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You may see the status screen and install message more than once. Tap OK each time it appears on the mobile
device.

Note: If you are installing Package Tracker Mobile on a WPA1000 and receive a message on the device to restart
after installation, tap CANCEL to continue. Do not tap OK to restart.

9. The Mobile Installer will display a confirmation message when the Package Tracker application has been
successfully installed on the device.

o Successfully installed Wasp PackageTracker mobile device application.

Tap OK on this screen to close it.

10. The mobile device will connect to the Package Tracker service and download any data. A series of status screen
will appear.

Status o ot @ 12:23

Status: Net Connecked

Progress 1 of 4
Connecting...
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Status o of2 @@ 12:53

Status: Connected

Progress 1 of 4
Connecting...

100 %
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When all files have been transferred, a notification screen will appear.

Status o 5 L 12:54
Status: Connected

Frogress 4 of 4
Copying..

Transfer and sstup complete.

Tap Close on the natification screen.

11. The Package Tracker Login screen appears.

Package Tracker {_'," of: §IC 12:57

Package Tracker Login

User Mame: | |

Password: | |

| Login || Clear || Exit

Enter your Package Tracker User Name and Password, then tap the Login button. Tap Clear to clear any fields
and start over. Tap EXxit to close the application without logging in.
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Log In to Package Tracker Mobile

Note: Each user is required to have a unique password to access Package Tracker from a mobile device, even if your

company has enabled the SSO feature. For information on creating a password for a user, please refer to the topic
Manage Users.

1. Tap the Package Tracker icon on the Windows desktop. The Package Tracker Login screen appears.

Package Tracker {_','} off @ 12:57

Package Tracker Legin

User Mame: | |

Password: | |

2. Enter your Package Tracker User Name and Password, then tap the Login button. Tap Clear to clear any
fields and start over. Tap EXxit to close the application without logging in.

Select the Remember Me checkbox if you want Package Tracker to remember your User Name. When this box
is selected the User Name field will appear pre-filled with your User Name.
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Mobile Device Main Screen

The first screen that appears after logging in to the Package Tracker Mobile application lists all of the transactions that
can be made on the mobile device.

Below is an example of the Main screen.

Package Tracker O &F - @ 6:20

“ Receive
‘Enroute
‘“Deliver
++Deliver by Route
~Package List
"sLogoff

Options are:

Receive

En Route

Deliver

Deliver by Route

Package List

Logoff - Double tap this option to log off of the Package Tracker application.

The last time data was downloaded from the PC will be listed at the bottom of the Main screen.

Double tap any option on the main screen to go to that function.
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Receive on the Mobile Device

Receive enters packages into your system. When your mail facilities get new packages, they will use the Receive
feature in Package Tracker to enter them into the system. From there they can be marked En Route (or on Hold) and
finally, Delivered.

1. From the Main screen, tap Receive. The Receive screen appears.

Note: If you have selected Guest Only in the Company screen > Options > Recipient Mode field, the field
Guest Recipient will appear on this screen instead of Recipient. If you have selected Guests and Employees,
a field labeled Recipient and a field labeled Guest Recipient will appear.

Receive D &3 o @ 2:30
Tracking Mumber | |'W,
Carrier | {']|
Recipient | |Lﬁ§
Location | |(—AQ
Route

Sender | |
Note

Print Barcode [ ]

General | Custom Felds| Picture |

Count: 0 : %

The Receive screen is divided into two or three tabs, depending on your settings:

General - This tab contains basic information such as Tracking Number, Carrier and Recipient/Guest Recipient.
Custom - Professional edition only. This tab contains any custom fields that have been marked Send to
Mobile Device. This tab only appears if custom fields have been created for packages.

Picture - This tab displays/allows you to add pictures of the package.

(Carrier | [FedE |

|Recipient | |Fran-:is Malon |

|Lccation ||PI 1 |

2. Tracking Number is the only field required to be entered in order to receive the package (unless you have
created one or more required Custom Fields). All other fields are optional at this point. You can scan or type in an
existing barcode, or create your own custom barcode by tapping the Barcode icon.
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Tracking Mumber !

Note: You can pin fields, if desired, by clicking on the field name. This is useful if, for example, you are receiving
a large number of packages from the same carrier, or for the same recipient. You can tap the Recipient,
Location, etc, to "pin" the information you have entered in that field. You can then scan or type in additional
barcodes as needed without having to enter the same information multiple times.

Select a carrier from the Carrier drop down list. Any carriers created in the Package Tracker PC application at the
time of the last data download will appear in the drop down list.

Note: New Carriers cannot be created on the mobile device.

Enter a full or partial recipient name in the Recipient field, then tap the Search icon, or tap the Search icon

without entering any data.

If you are entering a Guest Recipient, you will not need to search. Enter the Guest Recipient name.

r

Receive & of i 2:36

Tracking Number [48701011034340 | ",
Carrier | =]
Recipient |CrawFord Q

The Search screen appears.

Reciplent Search (D &3 o @ 3:02
Francis Malon EBI (-”a
Recipient Locabion | Site

Francis Malon

700 x

Note: If there are no matches found for the recipient, you can add a new recipient by tapping the New icon at

the bottom of the search screen.
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5. Highlight the correct recipient, then tap the Check icon.

.

Recipient Search Itl "::,’ ofs i 3:02

Francis Malon $| N

The Receive screen returns displaying the selected recipient.

=

Receive D &3 o © 3:03

Tracking Number [48701011034340 |

Carrier | =]
Recipient [Rebeeea Crawfor |l
Location [a1 [=8
Route k3

Sender I |
Mote

Print Barcode [ ]

General | Customn Felds| Ficture|

Count: 0 = E %
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6. The Location may pre-fill based on the selected recipient. If you do not want to select a recipient, you can enter a
location by entering a full or partial location code, then tapping the Search icon. The Location Search screen

appears.

Location Search C':I 4'::.' of: 3 4:34
m XS

Location | site |
11 Central Wareh...

11 Warehousa

All Cantral Wareh...

3

Highlight the desired location, then select the Green Check icon.

Location Search r:". "::,’ of: (& 4:35

Warehouse
All Central Wareh...

O] %

The Receive screen will appear displaying the selected location.
7. Optionally enter a Sender and a Note.
8. If you want to print a barcode for this package when you save it, select the Print Barcode checkbox. Please note

that your mobile device must be connected to a Bluetooth enabled printer in order to print barcodes from
the device.
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9. Ifthere are any Package Custom Fields setup, tap the Custom Fields tab and enter any required information.

Receive
£16 not req any ¢ [t16._¢ =]
req only these de [t8.c =]
req only these nc [t9_2 I=]
req any ok defau | I=]
req any ok no de | I=]

text not req no li | |

textld not req or [tl4_c =]

t15 not req only 1 [t15_a I=]

General [Custom Relds| Ficture|

Count: O EE E %

10. If you want to attach pictures to this package, tap the Picture tab.

Receive M 2 o am 823

Ganerad| Custoen Febds | Piorre|
Count: 0 = = X
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To add a picture:
Tap the Camera icon. A sub-menu appears:

If you want to use the camera on your mobile device, tap the Camera option. The camera on your mobile device
will be accessed allowing you to take a picture.

If you want to browse for a photo, tap the Browse option. Pictures stored on your mobile device will be accessed
allowing you to select one to add to the package.

The new or selected picture will appear on the Picture tab.

You can add multiple pictures by repeating the steps above.

Note for HC1 users:

For the HC1, focus the camera on the object, then press the Enter key on the device.

For other device types, please refer to the device user manual for camera operation instructions.

11. Click the Save icon to save the Receive transaction.

General | Custom Felds | Picture|

Count: 0 = b4

The fields on the Receive screen will clear allowing you to receive another package.

Notice that the Count changes to 1. The Count will increase with each package you receive during this session.
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Ganeral | Custorm

Count: 1

Mobile Device - Add New Recipient

New recipients are the only type of data you can add to Package Tracker via a mobile device. New recipients will be
transmitted back to the Package Tracker PC application. Be sure to check your Mobile Errors screen > Recipient
section to make sure new recipients are transferred correctly into your database.

1. From the Recipient Search screen, click the New icon.

Reciplent Search I':_I 4'::,' of: i 2:50
Crawford E:i| G,
Recipient | Location | site
Rebecca Crawford Al Cent
Z|0|© %

The Recipient screen appears.

Recipient

First Name I:I
LostName [ ]
e I
Department ljl
Manager ljl
Site
Location =]

Route

Tite

D

General | Custom Heldsl

-

2. Select the Show Keyboard button to display the mobile device keyboard, if desired.
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3. Recipient First Name, Last Name, Department, Site and Location are required to create new recipients. All
other fields on this screen are optional. Keep in mind that if you have created any Recipient Custom Fields
that are required, you must click the Custom Fields tab and complete them before you can save the new

Recipient.

Recipient D & o @ 2:52
Date Req o1/o1/2011 |
Text Req || |

Gemrall Custorn Felds

E X

4. Click the Save icon at the bottom of the screen when you are done adding information.

Racipient
First Name
Last Name
Department
Manager [=]
Site Al warehouse (7]
Location Foor [
Route rs
Title [=]
General | Custom Fields|
#*

Note: If you attempt to save a recipient that already exists at the same Site and Location, the following
message will appear:

This Recipient zlready
exists at the selected
Lacation.

Click OK to continue.

5. The new recipient will be sent to the database the next time a new transaction is sent.
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Mobile Device - En Route

The En Route screen is where you will mark packages as being En Route, or on their way, to their intended recipient.

1. Tap En Route on the Main screen.

OR

Tap Package List on the Main screen. The Package List screen appears.

Highlight the desired listing on the Package List screen and tap the Hold button on the Package List toolbar.

r ATo! 0 x

Note: Please refer to the Package List topic for instructions on how to search for a package.

The En Route screen appears.

r_’

Enroute (O e 3n1

Tracking Number || G

Tracking Mumber | Recipient

(] A Count: 0

Mate

X

2. Scan a barcode into the Tracking Number field or type in a barcode, then tap the Green Plus icon.

Tracking Number  [03075449606454 | 4
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The selected package will appear in the window.

Tracking Number [03075449606454 | =

| Tracking Mumber | Recipient
[w]057030754496... Francis Malon

All Count: 1

3. Repeat Step 2 as needed to continue adding tracking numbers to mark En Route.

4. You can mark all entered tracking numbers as En Route by making sure the All checkbox is selected or select
individual tracking numbers by selecting the associated checkboxes in the window.

5. You can enter a note for these packages by typing or scanning data into the Note field.

Tracking Number  |03075449606456 | ==

| Tracking Number | Recipient
[w]057030754496... Francis Malon

Al Count: 1

Note You can enter notes here.

ER.S

6. Tap the Save icon when you are done entering tracking numbers.

Tracking Number  |03075449606456 | =

| Tracking Number | Racipient
[w]057030754496... Francis Malon

Al Count: 1

Note You can enter notes here,

&l %
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Mobile Device - Deliver

The Deliver screen is where you will mark packages as delivered to their intended recipient.

1. Tap Deliver on the Main screen.
OR
Tap Package List on the Main screen. The Package List screen appears.

Highlight the desired listing on the Package List screen and tap the Hold button on the Package List toolbar.

214 ®0 ®

Note: Please refer to the Package List topic for instructions on how to search for a package.

The En Route screen appears.

Deliver ) o of: & 3:48
Tracking Number | |"!"

Tracking Mumber | Recipient

(] A Count: O

Maote

| Deliver | Signature |

E X

2. Scan a barcode into the Tracking Number field or type in a barcode, then tap the Green Plus icon.

Tracking Number [0307544960645¢ | 4
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The selected package will appear in the window.

Tracking Number |03075449606456 | o=

Tracking Number | Recipient
[w]057030754496... Francis Malon

[w] &1 Count: 1
3. Repeat Step 2 as needed to continue adding tracking numbers to mark Deliver.

4. You can mark all entered tracking numbers as Deliver by making sure the All checkbox is selected or select
individual tracking numbers by selecting the associated checkboxes in the window.

5. You can enter a note for these packages by typing or scanning data into the Note field.

Tracking Number |03075445606456 C

Tracking Number | Racipient
[w]057030754496... Francis Malon

Al Count: 1
Note You can enter notes here,

6. If you need to collect a signature for this package, tap on the Signature tab.

Deliver G o o> @m 6:25

Signed By | |'L 'S

Deliver I Signature I
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Have the recipient sign on the line using the mobile device's stylus.

You can rotate the line's orientation by tapping the arrow icon.

€2
b

Erase a signature from the line by clicking the Erase icon.

6
b

7. After the recipient has signed, enter their name in the Signed by field. You can enter a partial or full name and tap
the Search icon, or tap the Search icon without entering any text.

Signed By |Francis Malon -

The Search screen appears.

Recipient Search I’?I "::.’ of: i 3:02
Francis Malon 9| (-h
Recipient Location | Site

Francis Malon

700 x

Note: If there are no matches found for the recipient, you can add a new recipient by tapping the New icon at
the bottom of the search screen.
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8. Highlight the correct recipient, then tap the Check icon.

Recipient Search I_':::l 4'::,' o i 3:02

Francis Malon 9| N

9. Tap the Save icon when you are done.

[ Deliver ] signature |

=%
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Mobile Device - Deliver By Route

The Deliver by Route screen allows you to look up packages by Route and mark them as delivered.

1. Tap Deliver by Route on the Main screen. The Deliver by Route page appears.

Deliver by Route f::\ J.':.’ of: & 4:08
Choose a Route: RN * |
Route stop | Package count
Total: O b3

2. Select a route from the Choose a Route drop down list. All Route Stops for the selected route will appear along
with the package counts from each stop.

Deliver by Route

Choose a Route: F1 [=]
Route stop | Package count
Loc 1 0

Fil 0

M2 1

Total: 1 S@

3. Double tap on the Route Stop for which you want to deliver packages. The Deliver screen will appear populated
with all packages assigned to the selected Route Stop.

0 2 @ a2

Tracking Number | Recipient
[w]057030754496... Francis Malon

All Count: 1
Note

Deliver | Signature |
X
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4. You can mark all entered tracking numbers as Deliver by making sure the All checkbox is selected or select
individual tracking numbers by selecting the associated checkboxes in the window.

5. You can enter a note for these packages by typing or scanning data into the Note field.

Tracking Number  |03075449606456 | ==

lracking Number | Recipient
[w]057030754496... Francis Malon

All Count: 1

Mote

You can enter notes here,

= ¥

6. If you need to collect a signature for this package, tap on the Signature tab.

Deliver

Signed By | | G,

Deliver I Signaturea I

o X
Have the recipient sign on the line using the mobile device's stylus.

You can rotate the line's orientation by tapping the arrow icon.

@]

p
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Erase a signature from the line by clicking the Erase icon.

¥

]

7. After the recipient has signed, enter their name in the Signed by field. You can enter a partial or full name and tap
the Search icon, or tap the Search icon without entering any text.

Signed By |Francis Malon

The Search screen appears.

Reciplent Search

|Francis Malon €3| 2N

Recipient Location | Site
Francis Malon

Note: If there are no matches found for the recipient, you can add a new recipient by tapping the New icon at
the bottom of the search screen.

8. Highlight the correct recipient, then tap the Check icon.

&
[ Recipi T Lccation—-sived
Francis Malon Pl1 Plan
o >

7 olelx

9. Tap the Save icon when you are done.

[ Deliver ] signature |

=%
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Mobile Device - Package List

The Package List screen lists and allows you to search through all of the packages in your system with a status of
Hold, En Route, Receive or Deliver. From this page you can perform a variety of transactions on a package.

From the Package List you can:

Search for a Package

Edit a Package

View Package Details
Deliver a Package

Place a Package on Hold
Mark a Package as En Route

Search for a Package

1. Tap Package List on the Main screen. The Package Search screen appears.

Package Search

| | &

Tracking Number | Status | A
[[17481029161933... Receive
[ 17481031142752... Receive 1
[ 17481031145223... Receive ¢
€
L
I_

[]17481031154421... Receive
[ 7481031154350... Receive
[17481114205541... Receive
[17481117144911... Enroute
[]17481117145021... Deliver

DIE_ElllZlei’EIE... Receive EIEl
L |

e

r Ak o

The list includes all packages with a status of Hold, En Route or Receive.

2. You can enter a full or partial tracking number, status, full or partial recipient name, route, site or location. The
list will be filtered by what you enter in the field.

748104 Q| 4

Tracking Number | Status | Reci
[[17481029161933... Receive

[ 17481029161908... Enroute  Matf
[ 17481029162008... Hold
[17481028135014... Hold
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3. Highlight the desired listing and select an action from the toolbar at the bottom of the screen.

213 ®Ld p 4

From the toolbar you can:

Edit a Package
View Package Details

Deliver a Package
Place a Package on Hold
Mark a Package as En Route
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Mobile Device - Edit Package
The Edit screen allows you to edit the package information, including creating and printing a new Tracking Number

barcode.

1. Tap Package List on the Main screen. The Package List screen appears.
2. Highlight the desired listing on the Package List screen and tap the Edit button on the Package List toolbar.

Note: Please refer to the Package List topic for instructions on how to search for a package.

-

#la ] b 4

The Edit Package screen appears.

Edit Package O o A & 4:27

Tracking Number [H8506171757480 | L

|Carrier | [FedEx |

Recipient | | Q,
Lacation 11 |G
Route ra
Sender |5hirle~,r Zay |
Note custom

scanned in
Status |Enroute =]

Print Barcode ]

General | Pictura|

E X

3. The Edit Package screen is divided into two or three tabs, depending on your settings:

General - This tab contains basic information such as Tracking Number, Carrier and Recipient.

Custom - Professional version only. This tab contains any custom fields that have been marked Send to Mobile
Device. This tab only appears if custom fields have been created for packages.

Picture - This tab displays/allows you to add pictures of the package.

All fields other than the Tracking Number field can be locked, if desired. This is useful if, for example, you are
receiving a large number of packages from the same carrier, or for the same recipient. You tap Recipient,
Location, etc, to lock one or more of the fields. You can then scan additional barcodes as needed without having
to enter the same information multiple times. When fields are locked, the field name appears dark grey as shown
below:

164



Wasp Package Tracker User Manual

|l:arrier ||h'-’-" |

|R&cipient | | Francis Malon |

|Location IER |

To unlock a field, click on the field name again.

4. Tracking Number is the only field required to be entered in order to Receive the package (unless you have
created one or more required Custom Fields). All other fields are optional at this point. You can scan or type in
an existing barcode, or create your own custom barcode by tapping the Barcode icon.

Edit Package ™ 4':: "

Tracking Number |485EEI?‘1?5?4BD |@

5. Select a carrier from the Carrier drop down list. Any carriers created in the Package Tracker PC application at the
time of the last data download will appear in the drop down list.
Note: New Carriers cannot be created on the mobile device.

6. Enter a full or partial recipient name in the Recipient field, then tap the Search icon, or tap the Search icon
without entering any data.

Edit Package 4'::.' of:

Tracking Number |485061?1?‘5?4ED |'l§L
Carrier [FedEx =]
Recipient [Malor] 5§

The Search screen appears.

Recipient Search (D &3 o @ 3:02
Francis Malon EBI (-”a
Recipient Location | Site

Francis Malon

700 %

Note: If there are no matches found for the recipient, you can add a new recipient by tapping the New icon at
the bottom of the search screen.
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7. Highlight the correct recipient, then tap the Check icon.

s

Recipient Search I___::l 4'::,' oz i 3:02

Francis Malon $| RN

:/@@X

The Edit Package screen returns displaying the selected Recipient.

Edit Package O o of: & 2:45

Tracking Number [48506171757480 | L

Carrier [FedEx (=]
Recipient |Fran-:is Malon |(_,%
Location ER 1S
Route R1
Sender | |
Note custom

scanned in
Status |Enroute =]

Print Barcode ]

Gemral| F'icl:urel

E ¥

8. The Location may pre-fill based on the selected recipient. If you do not want to select a recipient, you can enter
a location by entering a full or partial location code, then tapping the Search icon. The Location Search screen
appears.
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Location Search C} "::,’ of: & 4:34
m [JEeN
Location [ site |
11 Central Wareh...

11 Warehouse

All Central Wareh...

Highlight the desired location, then select the Green Check icon.

Location Search O & o2 & a:35

Warehouse
All Central Wareh...

O] %

The Edit Package screen will appear displaying the selected location.
9. Optionally enter a Sender and a Note.
10. You can change the status of the package by making a selection from the Status drop down list.
11. If you want to print a barcode for this package when you save it, select the Print Barcode checkbox. Please

note that your mobile device must be connected to a Bluetooth enabled printer in order to print barcodes
from the device.

12. Professional version only. If there are any Package Custom Fields setup, tap the Custom Fields tab and
enter any required information.

13. If you want to attach pictures to this package, tap the Picture tab.
To add a picture:

14. Tap the Camera icon. A sub-menu appears:
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If you want to use the camera on your mobile device, tap the Camera option. The camera on your mobile device
will be accessed allowing you to take a picture.

If you want to browse for a photo, tap the Browse option. Pictures stored on your mobile device will be accessed
allowing you to select one to add to the package.

The new or selected picture will appear on the Picture tab.
You can add multiple pictures by repeating the steps above.

Note for HC1 users: The button to access the camera feature on the HC1 device is located on the right side of
the device.

Camera
Button

1

For the HC1, focus the camera on the object, then press the Enter key on the device.
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For other device types, please refer to the device user manual for camera operation instructions.

15. When you are done making changes, tap the Save icon at the bottom of the screen.

Ger.eral| F‘icl:urel

E ¥

Mobile Device - Package Detail

The Package Detail screen lists all information for the selected package, including current status and any custom fields.
This screen also contains a Transaction History tab that lists each transaction and who performed it. You can
access the Edit Package screen to make changes.

1. Tap Package List on the Main screen. The Package List screen appears.

2. Highlight the desired listing on the Package List screen and tap the Detail button on the Package List toolbar.

Note: Please refer to the Package List topic for instructions on how to search for a package.

IFCYE -

The Package Detail screen appears.
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Package Detail _.__"'I - =& 4:53

Tracking Number 485061717574802%

Carrier FedEx

Recipient Francis Makon
Location A1

Route R1

Sender

Note custom scanned in

[General| Transactions|

7 &

The Package Details section lists the basic package information, such as Tracking Number, Recipient, Current
Status, etc., as well as any visible Custom Fields.

The Transaction History section lists each transaction performed on the package. The history includes the date
the transaction was performed and who it was "Processed By", meaning who was logged in at the time the
transaction occurred. To view the Transaction History, tap the Transactions tab.

Package Detail I'r}l "::,' o & 4:53

Tracking Number: 485061717574802%

Status | Date | Noj
Updated 17111 12:50:04 PM
Receive 6f17f13 5:57:49 PM
Enroute 6/19/13 8:00:00 PM an

General | Transactions]

7R

To edit this package, click the Pencil icon at the bottom of the screen.

General | Transactions]

]

b

"

The Edit Package screen appears.
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Mobile Device - Hold
The Hold screen allows you to place one or more packages on Hold. A package can be placed on Hold if a recipient is
temporarily out of the office or otherwise not able to receive the package.
1. Tap Package List on the Main screen. The Package List screen appears.
2. Highlight the desired listing on the Package List screen and tap the Hold button on the Package List toolbar.

Note: Please refer to the Package List topic for instructions on how to search for a package.

213 il ®

The Hold screen appeatrs:

Tracking Number || |4

| Tracking Mumber | Recipient
[w]485061717574... Francis Malon

All Count: 1
Note

E X

3. Scan a barcode into the Tracking Number field or type in a barcode, then tap the Green Plus icon.

Tracking Number  [03075449606454 | 4

The selected package will appear in the window.

Tracking Number [03075449606454 | =

| Tracking Mumber | Recipient
[w]057030754496... Francis Malon

All Count: 1
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4. Repeat Step 2 as needed to continue adding tracking numbers to mark Hold.

5. You can mark all entered tracking numbers as Hold by making sure the All checkbox is selected or select
individual tracking numbers by selecting the associated checkboxes in the window.

6. You can enter a note for these packages by typing or scanning data into the Note field.

Tracking Number  |03075449606456 | ==

| Tracking Number | Recipient
[w]057030754496... Francis Malon

Al Count: 1

Note You can enter notes here,

ER.

7. Tap save when you are ready to mark the selected packages as Hold.

ER
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Download Data to the Mobile Device

After the initial transfer of data from the PC database to the mobile device, all transfers are one way - from the mobile
device, back to the PC database. This transfer of data from the mobile device to the PC is continuous and automatic.
Downloads from the PC to the mobile device are not automatic. These downloads must be performed manually. If you
make changes to the database (new routes, deleted routes, new recipients, etc.) on the PC, those changes will not be
reflected in the data on the mobile device unless you do a manual download. Not downloading updated data can lead to
errors when transmitting data back to the PC.

To make sure your mobile device always has the most recent data, a message appears at the bottom of the Package
Tracker Main screen alerting you to the most recent date a download was made. Keep in mind that this the most recent
date that data was downloaded from the PC to the mobile device, not the most recent date data was sent back to the
PC from the mobile device. (Transactions are sent from the mobile device to the PC database immediately upon tapping
Save.)

Package Tracker I':,I 1'::.' of @ 1:05

= Enroute

¢ Deliver

‘¢ Deliver by Route
= Package List

& Logoff

Last Download: 171711 12:56:47 AM I

You can set how much time must pass before you are prompted to download data on the PC via Admin >My Company
> Options. If more than the allotted time goes by without a data download from the PC to the mobile device, the
message at the bottom of the Main screen will appear as a red hyperlink to begin the download or, if you are just
logging in the following message will appear:

g2 Ithas been at least 1 hour

" sinee data has been
downloaded from the
service. Would you like to
download data now?

Click Yes to download data now. This is the same process that occurred after you installed the Package Tracker Mobile
application.
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