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License Agreement

This screen is only available during installation.  Put the company name in as the Purchaser.  The date field and license agreement number will 
auto populate.  To register this product email the Purchaser and License number to contactus@alianzafreight.com.  Select “Agree and Continue” 
to advance to “Welcome Page/Start Up” form.
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Welcome Page/Start Up

This screen is used to setup screen and report headers.  Also at time of install it can be used to start putting in information such as Personnel and Equipment to start 
building the database relationships and provide items for dropdown list fields.  It is recommended to include the company as an individual, in Section 4, as wall as its’ 
own Unit Identity in Section 5.  When adding individuals in Section 4, it is important to use the title “Driver” for drivers and that a Group List Password is used.
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Main Menu

• Order Entry – Opens Order Entry Screens; Pg. 6-9
• Schedule – Opens Schedule and Set Alert Table; Pg. 16 
• Load Board – Opens Open Loads Table; Pg. 16
• Master Load – Opens All Loads Table; Pg.16
• Expenses – Opens Expense Form; Pg. 17
• Advances – Opens Express Codes Available Pg. 15
• IFTA/IRP – Opens IFTA/IRP Form And Report Options; Pg. 21
• Finances – Financial Related Menu for Forms & Reports; Pg. 25

• Wage Board - Estimate Driver/Labor Wages; Pg. 13-14
• Personnel – Opens Personnel List; Pg. 22-24
• Equipment – Opens Equipment List Table; Pg. 19
• SAFER Log – Record Inspections/Citations; Pg. 20
• Contacts – Opens Contact Table
• Close All Open Forms/Reports – Closes all tabs and return to main menu
• Exit Database – Closes program
• Tech Support – Opens screen for database setup and support help Pg. 26 5

Alerts:
Inspection/Registration License/Medical Card                        Vacation/Equipment/Misc
<30 days; Edit on Equipment Screen  <30 days; Edit on Personnel Screen   <14 days; Edit on Schedule Screen



Order Entry

All screens through order entry work on the same format.  To quick select information already on file, Double 
Click or press Enter Key on any field in the line.  Insert new entries on a blank line at the bottom of the form.  
Editing a line item will change all records in the permanent file. 

Double Click Logo to 
close form and go to 
Main Menu

Click on arrow with 
yellow box to jump to 
a blank line to add 
new Customer/Broker

Click on 
Filtered to 
view all 
records

This column aids in sorting the table.  
By default the table is sorted first by 
the Favorite group number, then by 
Company Name.  To temporarily sort 
or filter on other criteria right click in 
a field on the column and select 
function.  If you want to hide a line 
from the list type “Hide” in the 
Favorite column.  To view later, click 
on “Filtered” at the bottom of the 
form.
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Order Entry: Origin and Destination Tables

Cancel:  Return to previous screen to 
reselect or edit Customer/Broker locked 
fields.

Miles: Enter miles between Origin and 
Destination for reference on future 
repeat business.

Cancel: Return to previous screen to 
reselect or edit Origin locked fields.

Copy From Other Origin:  Opens table 
showing all Destinations on file.  To 
copy, First click “Copy From Other 
Origin” button, then right click on arrow 
at beginning of line on the record to be 
copied and select copy.  Then click 
Cancel Button on the open table.  
Returning back to this form, right click 
on the line beginning with * and select 
paste.

Enter the first shipping location on the Origin Table.  
Additional shipper stops can be added in the Origin 
Notes field on the Cartage screen.  The Origin Table is 
directly related to a Customer/Broker.  Each 
Customer/Broker will have its’ own set of shippers. 
Same applies to Destination Table, each shipper has its’ 
own set of destinations.

When dealing with additional receivers,  the 
information on this screen is what will be 
shown on the invoice.  So most customers 
choose to put the final stop here and list the 
first and any extra stops in the Destination 
Notes field on the Cartage screen.
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Order Entry-Cartage
Invoice:  Required field.  Will auto populate with a record lock number, but

can be edited to fit an internal numbering/lettering format.

Quote:  Needs to be <>0 (greater or less than 0) for order to show on open 
Load Board Screen.

Agent Auto:  Will auto populate Agent Name, Phone and Email from the
Contacts table.  “Agent” must be in the Title column to appear in the drop 
down List.   (Not required, and not recommended to add for one time 
customers.)  This is only available when building the order.

Origin/Delivery Notes:  Text that will show on Driver Instructions

Multi Pick/Drop: Click gray button to change to “Yes” then “View” button to 
Add/Edit/View

Available Button: Opens Schedule screen to view current schedule and 
unavailable personnel or equipment.

Driver: Select the primary driver.  If not known at the time of booking leave
the field empty.  The Primary Driver can be added or changed, as well as,
additional drivers or assistants can be added once the load is built from the
Accounting screen.  The Pay rate fields will auto populate with details set in
the Personnel Detail screen, but can be adjusted on a case by case basis.  
Pay rates for a specific load can also be adjusted on the Accounting screen.

Dead Head Button:  Opens a window to view last few locations of deliveries 
to help calculate miles to get to the this pick up.

Total Miles Buttons:  
Form to Text  Button: Opens a report in text format that can be sent by 

email to a mobile device.
Form Button:  Opens a report that can be sent by email to another email or

mobile device as a formatted PDF.

Inside Notes:  Private notes that will not show on Driver Sheets or invoices. 

Order Entry Button:  Start a new order in Order Entry

Load Board Button:  Closes Cartage and opens Load Board

Home: Closes Cartage and opens Main Menu
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Cartage Screen-Post Order Entry

The Load Cartage screen is similar to layout and function of the Order Entry Cartage Form.  

Fields that are a darker gray are locked to 
protect the integrity of data in the permanent 
file.  If necessary to edit, double click in a 
field and the Edit Warning/Instruction will 
launch.  

Also if a load is cancelled this procedure can 
be used to reassign an invoice number to a 
new load.

Additional labor can be added on 
this screen by clicking on the arrow 
with a yellow box.

Mileage Pay Rate and Paid Miles, 
Hour Pay Rate And Hours, and 
Percentage Pay can be altered 
here.  This can also be done on the 
Accounting Screen where it is also 
possible to see the wages 
calculate.
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Driver Instruction Page
This report is generated by the Total Miles PDF Button.  

Click to send text message via email.  In the “To” field, type phone 
number followed by the @Domain.Com Ex 
5555555555@domain.com.  Some versions of outlook this feature 
is not permitted.  In that case click “Text” Or “PDF”, then send file 
as an attachment from your email.

AT&T: number@txt.att.net
T-Mobile: number@tmomail.net)
Verizon: number@vtext.com (text-only), number@vzwpix (text + photo)
Sprint: number@messaging.sprintpcs.com or number@pm.sprint.com
Virgin Mobile: number@vmobl.com
Tracfone: number@mmst5.tracfone.com
Metro PCS: number@mymetropcs.com
Boost Mobile: number@myboostmobile.com
Cricket: number@mms.cricketwireless.net
Ptel: number@ptel.com
Republic Wireless: number@text.republicwireless.com
Google Fi (Project Fi): number@msg.fi.google.com
Suncom: number@tms.suncom.com
Ting: number@message.ting.com
U.S. Cellular: number@email.uscc.net
Consumer Cellular: number@cingularme.com
C-Spire: number@cspire1.com
Page Plus: number@vtext.com

The Text File Button will generate a report that the text can be 
copied and pasted in to the body of email,   This is helpful if 
some drivers have difficulties receiving PDF or image texts.
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Accounting Screen (Payment Processing)

Quick reference of the load details.  
Click on Cartage Button to go to the 
Cartage Screen to view more details.

Quote:  Normally, leave the original contracted rate in this field and add 
Lumper, Adv Fees, Factoring and ect. to the adjustment section. All 
advances and adjustments will be calculated in to the balance as well as 
automatically being recorded to Income/Expense Report.  Also changing 
the quote amount. Will update percentage pay in the Driver/Additional 
Labor section.  The amount in the Diver/Additional Labor Section can be 
over keyed afterwards if a different amount is needed..

If factoring with Love’s, the ACH field 
will automatically populate.  These 
fields can be edited for type of 
payment preferred.  Click the Love’s 
logo to generate a Love’s BOS with 
Invoice.  

Invoice Button:  Generates Invoice 
report.  The Due Date can be worded 
to fit the payment terms (ex. “2 Day 
Quick Pay; Email ComCk#; Net 30”; 
11/30/17 & ect).

Settlement Button:  
Generates a receipt 
report after final payment 
has been recorded.
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Accounting Section

When receiving an express code for a 
fuel advance, lumper, or final quick 
pay, record the amount the the 
express code can be cashed for, in the 
Amount field. (Leave Final Payment 
zero if received express code for 
settlement.)

Record Advance Fee as a negative 
number, separately from the 
express code advance amount (as 
positive).  Record the Fee as 
"Factor/Cash Adv Fee" in the 
Other/C Category Field and as 
"Other Deduction" in the 1120 
Category Field. Then change 
"Invoice Note" to "Adv Fee" for 
example.  All “Other Deductions” 
should be listed as negative 
numbers.

When a Lumper and/or Detention 
is added to the load it is 
recommended to leave the original 
quote amount the same and add 
the Lumper and/or Detention 
amounts in the Adjustments 
section as positive numbers For a 
lay-over amount use "Detention" in 
the "Other/C Category field and 
change "Invoice Note" to 
"Layover". 

If a Lumper is not going to be 
reimbursed, record the expense on 
the Expense screen as 1120 
Category-Other Deduction; C 
Category-Lumper.

Do not duplicate the adjustments 
made on this screen with the 
Expenses screen.  The adjustments 
will automatically flow to the 
Income/Expense Report.

To add additional express 
codes, click on the arrow 
with the yellow box.

Issue Funds Button:  
Opens Advances screen 
to view express codes 
and amounts available.

Auto calculates total 
from adjustments 
section.

Auto calculates Balance.
(Quote-Advances+/-adjustments-payments)

Auto calculates total 
from Advances section.
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Suggestion:  Use “Journal Entry” in the Other/C Category 
record a transaction to balance the total but that will not 
calculate into the Income/Expense Report. For example 
record a partial payment or billing error as a Journal 
Entry.  The total Quote amount will post to the Income 
report upon putting in a date for the final payment.



Driver/Additional Labor Section

To add additional 
labor (or millage 
differential rate) 
click on arrow 
with yellow box.

All fields have been filled in to demonstrate 
calculations.  Normally, fill-in only the field relevant 
to pay and leave the others blank. 

Suggestion:  If a driver gets a different mile rate 
within a trip, (For example, the driver only gets paid 
half rate for empty miles), treat the different pay rate 
as an additional driver for the load and change the 
Mile Rate and number of miles accordingly.

To add additional 
Payments click 
on arrow with 
yellow box.

Pay Ledger Button:  Opens a 
date range table for the 
individual showing Pay 
History. 

Wage Summary Report 
Button:  Opens a date 
range report for the 
individual, where pay 
calculation is broken 
down and a Net Pay 
sum is provided.

Wage Board Button:  
Opens a table by date 
selection that shows 
all labors’ estimated 
earnings and if 
already paid in full.
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Wage Board Name Fields:
Opens a date range report for 
the individual, where pay 
calculation is broken down and 
a Net Pay sum is provided.



Driver/Additional Labor-Special Accounting

A recommended suggestion is to 
record all advances and partial 
payments.  When doing so, record the 
amount as a negative number in the 
Adjustment section and as a positive 
number in the Issue Payment section 
with the normal payment categories 
used when paying that individual.

For Reimbursement, the 
process is reversed.   The 
Adjustment will be the positive 
number and the payment will 
be a negative number. 

The Reimbursement receipt (expense) 
will need to processed on the 
appropriate screen (ex. Expense 
screen for general receipts; IFTA for 
Fuel; Payment Processing-Load 
Adjustment for Lumper.

Use the standard 1120 and Other/C 
Categories for the individual. This will 
keep the Individual from being 
doubled-taxed , meanwhile the 
company will get the appropriate tax 
deduction. 

14



Advance Tracking

Double click on black text in a line to 
open the Advance Distribution Pop-Up.

By default the table opens 
to Express Codes with 
funds still available.  To 
include depleted express 
codes with a zero balance 
click on the orange 
“Filter” button.

Transactions Button:  
Opens a table of all 
distributions issued.
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Load Boards and Schedule

The Open Load Board, Master Load Board, and Schedule tables are similar in information and function.  The Open Load Board will show all orders that do not have a 
zero balance for the invoice; and is sorted by Delivery Date.  The Master load board is a single line format of the load board and shows all records from the last 365 
days.  To view older information click on the orange “Filtered” at the bottom of the table.  The Schedule table is grouped by Driver, then sorted by Pick-Up Date 
starting from the last prior seven days.  On all forms double click on black text or enter key from any line to go to the cartage screen for an order.  Double click on 
Blue text to jump to the Accounting screen for an order.

Set Alert (vacation/Equipment/Misc):  
This sub form will populate Alerts on the Main Menu 14 days prior to 
Start Date. Individual time off and reminders can be entered directly on 
a blank line on the form.  Equipment maintenance reminders can be 
created here also.  The Inspection/Registration is edited on the 
Equipment screen. License/Medical Card is edited on the Personnel 
screen

To clear a line early from the table, change the End Date to a previous 
date.

To view future events that are beyond the 14 day default, click on 
“Future Unfiltered” button. 
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Expenses/Equipment Maintenance

This form allows for Data Entry style for recording expenses and equipment maintenance.  The Check boxes at the end of the line are to help keeping track of receipts 
turned in and/or filed and verified against statement.  Payroll information, IFTA Fuel, and direct billable load expenses (ex. Lumper, Factor,  Adv Fee and ect.) are not 
recorded or displayed on this form. 

The "Unit#" field is sourced by the 
Equipment List.
Suggestion: 
Put the company or  business units' name 
in the Equipment List.  If an expense is 
directly related to a truck or trailer, use 
that ID.  Or if the expense is part of 
general operations, to use the company or 
business unit name.

Charges field:
Suggestion:
When received refunds 
or a credit for a return:  
Enter amount as a 
negative number, 
while selecting the 
same 1120 and Other 
C Categories from the 
original expense entry.

The "Paid By" field is sourced by the 
Active Personnel List.
Suggestion: 
Put the company or an account 
name in as an active individual.  A 
different group list password can be 
utilized if you do not want that 
information showing on the 
Personnel Screen list with people.

Record Lock field:
This is an automatic indexing number.  
It has been left visible to offer another 
way to help track transactions.  Some 
numbers will appear to be skipped, as 
there are other transactions not being 
reported on this screen.
Suggestion: Write the record lock 
number on the top corner of the receipt 
for faster locating during an audit.
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1120 & Other/C Categories
These lists were preset to line items on IRS Form 1120 And Sech C.  A couple extra line items have been added to the Sech C list.
The reason for the additions was to make the Sech C list also be able to serve as explanations for “Other Income/Deductions” for 
the Form 1120.  Since IRS Sech C is for deductions, all company income still needs to be recorded under 1120 Category, even if 
the company is a pass-through entity and does not file Form 1120. 

Suggestion:
Because there is some overlap between Form 1120 and Sec C; one option is to Record everything in the 1120 Category field and 
only use Other/C Category field when using “Other” in the 1120 field.  Another option would be to Only use the 1120 Category for
income and the Other/C Category for all expenses.  The Income/Expense Report will separate appropriately.  

Special rule for Lumpers and 
Detention:  Record 
Detention and/or Lumper
reimbursement as Other 
Income on 1120 Category 
and as Lumper and/or 
Detention on Other/C-
Category in the Adjustment 
section of the accounting 
screen.  If a Lumper is not 
going to reimbursed, record 
the expense on the 
expenses screen as 1120 
Category-Other Deduction. 
The Income/Expense
Report will separate 
appropriately. 

Capitol Expenses are 
not a IRS deductible 
item, and will not show 
on the Income/Expense 
Report.  Tip: Create a  
Deprecation entry to 
offset the item of the 
Capitol Expense.
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Special Rule for Tax Refunds:  
Record as “Other Income” in 
the 1120 Category and 
“Taxes & Licenses”  in the 
Other/C Category.

Other/C Category 
“Journal Entry”: is used 
to record a transaction 
that will not calculate into 
the Income/Expense 
Report.



Equipment 

Double click on a line to 
open Equipment Detail 
and Maintenance screen.

Use this table to add new equipment by inserting on a blank line.  After a unit is added more 
details can be added on the Equipment Detail and Maintenance Screen.  It is also 
recommended to create a “Unit” as the company name (or units as specific account names to 
be used for operational expenses on the Expense screen.

Equipment List Button:  
Return to Equipment List 
Table

Maintenance Report 
Button:  Opens a date 
range report for 
maintenance records

Insert new record on a 
blank line.  Jump to a 
blank line by pressing 
the arrow with a yellow 
box at the bottom of the 
table.  Also records can 
be entered through the 
Expense screen in a Data 
Entry style format.
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SAFER Data/Inspections

This data entry style form is set up to log roadside inspections or citations.  

Reports can be generated from the table.  The reports 
filter can be chosen by clicking on a dark gray column 
header for Date, and Results and by double clicking on 
blue text for Unit#, Fleet, State, or Driver.
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IFTA/IRP

The IFTA/IRP form is set up for Data Entry style.  The records section of the form is filtered to the last 120 days.  To view older records click the orange 
“Filtered” button at the bottom of the form.  For reports, enter  “Report Start Date” and  “Report End Date”. The Trip worksheets are an aid to help to 
calculate miles driven by a truck during a date range.  Use “REEFER”, “DEF”, or “Non IFTA” in Product field for items not to be included in IFTA report.

If using an ELD or a Fuel Account that can export to excel, that 
information can be entered as a batch. Either Copy and Paste each 
column or Arrange the columns in excel to be in the same order as 
the Input Table.  Copy the data from all the cells.  Click top corner of 
table to the left of “Station” Label.  Then Paste. 

Copy a column from another source then, Right 
Click on column header, then select paste.  Or Right 
Click on corner tile then, select paste for bulk Data 
Entry from a compatible table.
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Click DataSheet
View to Open:
Batch Input 
Table

Click on “Form View” 
to return to main form  
or on “X” to return to 
Main Menu.



Personnel

When selecting Personnel from 
the main menu, there will be a 
prompt for a Group List 
password.  All individual names 
on file with the same group list 
password will be displayed.

Once inside the list, “Active” 
Personnel will be displayed first.  
Double click on a line to select 
details for the individual.  New 
individuals can be added by 
selecting Add Personnel button 
at the bottom of the form.   If 
list is blank, more than likely 
the group list password was 
mistyped.  If an individual is 
missing it is either they are 
marked as inactive or have a 
different group list password.

Return to 
Employee List

Record/View Pay 
History & Reports
(W2 Worksheets)

Record/View days 
off requested and 
other HR type 
matters that need 
documentation
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Opens prompt to 
enter another Group 
List Password

Add New Personnel

Toggle Active/Inactive 
within same group list



Individual Detail

Title:
When entering Drivers use the title "Driver"  This will filter the drop down list choices 
during Order Entry 

Truck/Trailer:
Put in a truck/or trailer number to auto populate fields corresponding to a driver 
during order entry.

Pay/Hr, Rate/Mile, %Pay:
Hours will not calculate unless hours are entered on a load.  But when entering pay 
rates by the mile or percentage, it is recommended to pick one and leave the other 
field blank (or leave both fields blank for hourly personnel).  If Mile Rate and 
Percentage have value, both will automatically calculate towards the Gross Pay 
unless deleted on each load.  Each load allows change to pay type and rate without 
changing the default values that has been established.  

Active Check:
Removing the Active Check will remove the name from the drop down lists during 
order entry and other data entry forms.

1120 & Other/Category:
Put the standard expense categories for payment to the individual.

(Group) List Password:
Enter a Password to unlock the Personnel Screen.
This is a simple password protection to provide a very basic safeguard from someone 
being able to simply walk to a computer and view personal data.
Different "Personnel Group Lists" can be made by changing the "List Password" All 
entries for the same list need to use the same password. 
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Payment Record

These report buttons 
will generate a report 
for all individuals.  
Names will not be on 
the report for privacy.

The Record lock 
number is substituted 
for the name.  
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Financial Report Menu 

• Income/Expense – Opens Date Range Report for Income and Expenses (Profit/Loss)
• General Ledger – Opens Date Range Report for ledger transactions
• Cash Flow Estimator – Report Tool to help view how company expenses relate to loads
• Individual Ledger – Opens Date Range Report for payment made to Personnel
• Individual Pay Reconciliation – Report Tool to verify all Compensation Transactions
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To open a report select the report’s starting and ending dates.  Quick date buttons 
have been provided as well as a Start field and End field for custom selection.

Individual Ledger and/Pay 
Reconciliation Buttons:
When launching a report 
from a form that is unique  
to a specific individual, (ex. 
Pay History screen) these 
buttons will become visible. 



Tech Support Menu

• Home Screen – Main Menu Pg. 3
• User Manual – Opens pdf web page of User Manual
• Company Setup – Setup company information and screen/report headers Pg. 4
• Support – Email contactus@alianzafreight.com
• Database Administration – Unlocks Navigation Pane to edit database 
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