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Main window layout and
commands

Browser

The Operation Mode Browser is displayed on the left side of the screen and is used to display

the available working modes. The layout of the working modes is similar to the main menu.
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Summary bar

The operating modes are displayed hierarchically in the browser. To activate the required action,

you must click on the entry to open the lowest level operating modes. For example, by clicking on

the Customer Orders command, the Customer Orders overview opens on the right side in the Main

Window. To open the next required operating mode, click on it in the browser and the specified

operating mode will open in the Main Window.


https://doc.ozols.lv/uploads/images/gallery/2022-05/image-1653310342881.png

You can hide or show the browser using toolbar commands Hdor the EM button.

Main menu

Activation of all program activities is available in the main menu. The main menu is available for
the entire duration of the computer program. Using the main menu is similar to using Windows

programs.

The operating modes in the program are grouped under the menus Data, Text, Documents,
Reports, Lists, Favorites, Configuration, Window, Help. All these operating modes can also be

found using the Browser.

The most commonly used main menu commands are also available from the toolbar of your

computer program.

Toolbar

The toolbar is a graphical layout of command buttons that allows you to perform the required

action faster and more clearly.

@ Data Text Docurnents Reports Lists lzlase Configuration Window Help (T
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If the toolbar is not visible , it can be set from the menu using the MENU

»Configuration » Toolbar » Commands

Customize Toolbar

The toolbar can be configured. Place the mouse over the Toolbar. Click on the right

button and select Customize Toolbar.
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Open Windows

Sometimes one of the open windows disappears because it has fallen behind another

window. To find it:

1. To switch between open windows, press Ctrl+F1

2.

Or from the menu, press Window

3. Alist of open windows is shown at the bottom of this window. To open a window,

click on it with the mouse. mouse.
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Shortcuts to frequently used
forms

1. Function keys

2. Opened windows and Function key summary

3. General key combinations in OZOLS TMS

1. Function keys

The function keys allow you to quickly open one of the OZOLS TMS sections
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The most frequently used Function keys:
F6 - New Customer order
F7 - New Voyage/Expedition

F8 - Forwarder 's desktop

Function keys Explanation

Fy 4 My favorites - a list of working
modes compiled by myself

£3 & Information card of the
cooperation partner

F4 [ilMachine/Trailer Details

- < Redrawing (refreshing)

information in the open window
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F6 ENew Customer order

F7 oENew Voyage/Expedition

F8 eSForwarder desktop

F9 Work with debtors

F11 |1|Saving and adding information

[ilRetention and Closure of
Information

F12

If the Function keys do not work , press Fn + Esc on the keyboard

2. Opened windows and Function key summary

In main menu under Window you can find Opened windows and Function key shortcuts and

summary

1. Update data in the currently open window (F5)

- Arrange all creates a cascade of open windows. This allows you to quickly switch
between open windows

3. Shortcuts to function keys

4. Opened windows - Helps to find collapsed windows
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3. General key combinations in OZOLS TMS

Key )
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Filter

Almost all sections of OZOLS have the possibility to set a Filter for selecting the data you

need. The Filter is located in the toolbar.
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If all records are not displayed when opening one of the OZOLZ TMS sections, make sure

that one of the filters has not been turned on from the previous use.

To find a document by number, it is enough to enter the last two digits of the number.
* % sign in front of the entry enables search for partial number or name.

* To select several order numbers , enter them in the "Search number(s)" field, separated
by a comma.

A checkmark® turns on the specific filter
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The additional Search function built into the filter on the right side of window allows you

to enter additional search criteria. More about search options here.
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Search window

How the search window works:

® If you search for, for example, "ECG" the program will select all records where the field

name starts with "ECG"

®* If you search " % ECG" the program will select all records where the field record contains

IIECGII

® If you search for “ ¥ "ECG" program will select all records where the field name does not

start with "ECG"

® If there are spelling differences, the unknown letter is replaced by an underscore " _". For

example, you can search for the word "Vilnius" as "Viln__s"

® Square brackets [ ] ar used to search for multiple possible letters . For example, searchi

ng
r“ [ CS ] heryl” will find the result for both Cherlyl and Sheryl
1. The data is searched in the OZOLS database;
2. Data is searched only in the open table.
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Recording and editing
history

Almost all records or editing made in the OZOLS TMS are logged and their history can be
viewed.

Record history information:

1. when and who added the record ;

2. when and who opened/viewed the record ;

3. when and by whom the record has been edited and specifically what changes have
been made.

To view Record history:

1. Open the desired window and press the key combination Ctrl+i

2. Record info displays which user created, edited or viewed the data

3. If the text "Edited" is next to the record, then you can open additional information about

the history of the record with a double click.
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Columns - adjusting the
design and content

Read about adjusting the design and content in the following sections:

1. How to adjust column content and order?
2. How to change column width?
3. How to put a colleague's column layout in your Ozols?

4. How to quickly change the appearance of columns? - Defined columns
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Adjusting Column width

To change the column width:

Open the OZOLS TMS table where you want to change the width of the columns.

1. In the toolbar, select the Columns toolbar button or press Ctrl+K. The Column

settings window will open

2. In the Visible columns section , select which column width you want to change

3. Press the Change column width button

4. In the Column width field, write the desired column width in pixels

(informative: 1px = 0.26mm; 100px = 2.6cm)
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Descripton colurnz... | | Consignee - Recipient W
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See also:

1) Customize table column content and order

2) Defined columns

20 vizgible columns

"
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Customize column content
and order

Open the table you want to make changes to

1. press the right mouse button on any of the rows in the table

2. Orin the menu, press Columns (Ctrl+K)

4 = O ¥ & X : Bt F |
Brawzer Back Fanyard MNew Fiter  Canfirm Delete  Mulizelec) Calumng | Functions R

B [r lizt shos first: 10; k records
Explorer Group by

~-fa} Wamings
-4 My favorites
R 2 Al partners

----- & Client order Copy

----- || Client orders X Delete

----- &, Expeditors working surface .

----- [ Incoming invoices W Filter

----- E D utgaing insaices & Look for
P EI Tripz/Speditions % Print
ﬁ, E-mail @
|;| Finances e
Ledger View b
E Carnrnar lists —
458 Configuration W Relate
(- Contacts & Confirm
|:| Data exchange with bank M To account
H-E Freight Fanaarding ‘ Cancel
|"_J,| Payrnents e
.H Taols i) Record info
-] Warehouse

e Columns
F« Functions »

w

- Columns are divided into Available columns (possibly included in the table) and

N

* Visible columns (already included in the table)

)]

- Mark with the “mouse” the desired column on one or the other side and press the Add

or Remove buttons as needed to adjust the table content

(o)}

* Change the order of the columns with the Up or Down buttons . Moving Up moves the

column to the left in the table. Moving Below moves the column to the right in the table.
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The Save As... button allows you to save the selected layout as defined. This means that

both you and other users of your company's OZOLS database will be able to open this table

layout.

See also:

1) Change column width

2) Defined columns
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Defined columns

Defined columns allow you to save the table column layout you create with a

name. Columns saved in this way are easily available both for their own needs and for

installation by other users. So, for example, defined column selections can be created within

the company, which can be easily installed by new employees.

First, open the table where you want to install the defined columns. Select the 54 Columns

button on the toolbar ( Ctrl+K)

oW Noe

Click the Defined Columns... button.

Default columns - layout recommended by OZOLS TMS

Columns defined in your company

Click Save to activate the defined columns

P

@ Column settings - Client orders

Column settings - Chent orders

Available colurnnz

ADR
AQAPOD - Part OF DelvernyAdirpart OF Arival

ADDAPOL - Part OF LoadingAdirpart OF Departure

Bruta - Bruto weight

cbm

CHw - Chargeable weight

Cleountry - Client country

Clignt manager

Cliett Ref.

CLk % - Client manager profit in &

CLH prafit - Chent Manager prafit

CLOM % - Client order manaager profit in %
CLOM prafit - Client order manager profit
Congignee - Recipient

Contact E-mail - Contact E-mail

Contact Perzon

| ~ Yizible colurins | A
sdds || No.
Trips
< Bemove St_atus - Order status
Chent
Loading address
m Delvery address
Below Ldm i
Load.date - Loading date
Change Deliv.date - Delivery date
column Income
width Invoice No.
................... Profit
Cargo manager
Carrier W

80 available columns

(k) LVAGROO

Veldre Janis (cloudex)

o Save | Cancel ‘

To create a selection of Defined Columns

L. Adjust the columns shown in the table as needed ( tutorial here ) and press the button
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Save as...

2. To create a New selection of defined columns, press New...

3. To edit or delete previously saved defined columns, select by name

4. 1o open a selection of predefined columns, click the Defined Columns... button.

P

@ Column settings - Client orders

Column settings - Client orders

Areailable columng

ADR

ADAPOD - Port OF Deliverp/Airport OF Arival
ADD/POL - Port OF Loading/tirport OF Departure
chrm

CHw - Chargeable weight

Cleountry - Chent country

Client manager

Client Ref.

CLK % - Client manager profit in %

CLK prafit - Client Manager profit

CLOM % - Client order manaager profit in %
CLOM prafit - Client order manager profit
Contact E-mail - Contact E-mail

Contact Person

Contact Ph. - Contact person phone

Country from

Add > |

< Remove |

Above |
Below |

Change
columnn
width

Wizible columng | ~

Ho.

Clie
Loa

D ate - Order date

Delivery address

Carge manager

Income

Expenses

Profit

Dept of lnvoice

Carrier

Invoice Mo.

Statusz - Order status

Conzighes - Recipient W

nt
ding address

Defined
columns...
W

| 75 availatle columnz

5. Gives a name to a selection of defined columns

Save | Cancel

i

dernao/ for managers
(K) LVAGROO ||

6. Tick if you want the columns to be available to all users. If the "tick" is not placed, then

only you will see this selection

7. press save. The Defined Columns you have created can be found by clicking the

Defined Columns... button.

8. |f you need to delete one of the previously created selections of Defined columns, open it

(5) and press the Delete button

'@' Jauns - Definétas kelonnas

Darba redims | |zslitamas vEstules

M ozaukums ||

Piedimes

[1 Kolonnas piesjamas vizsiem listatSjiem

D zEst |

The Defined Columns you created can be found by clicking the Defined Columns button


https://doc.ozols.lv/uploads/images/gallery/2022-10/image-1666273740509.png
https://doc-ozols-lv.translate.goog/uploads/images/gallery/2022-03/image-1646665437129.png?_x_tr_sl=lv&_x_tr_tl=en&_x_tr_hl=en&_x_tr_pto=wapp

Multiselect - highlight the
desired rows

Multiselect is used when it is necessary to select individual rows in random order. such as

cargo and add to the trip.

1) In the toolbar, select Multi-select. ( Ctri+Y)
2) Then, similarly to Excel, holding down the Ctrl or Shift keys with the "mouse" mark the desired
rows
3) The marked rows depending on the open window:
- The marked loads on the freight forwarder's desktop can be added to the marked flight
- Calculator - the sums of the marked lines
- Print or export to Excel

- Depending on the window, additional options are available by pressing the Functions command

button f=

4= = O Y & : i o = ] 0 ' v
Browser Back Fanuard MHew Filter  Canfirm Drel Multizelect | Columnz  Functions  Felal Print GET Yiew Broak = Favoarites

E Date: order no 01,07, 2022 fidz 31.12.2022; In list show first: 10; k records

Explorer Group by
cofat Warrings

; - My favorites

e E-mail

-E Finances g 51 a aa

T Ledger 08.08. 2022 uznemumsz01 LW-1084, Riga S-111 37, Stockholm b

5 Cormon lists ki0sz 1.04.2022 7hwitr's LOGISTI LW-1083, Riga L'-3018, lecEni Dremo R0.00 50.00

Canfiguration k10183 01.04.2022 MCC L3018, D;olnieki L', Riga _ L 50.00 50.00

5 Contacts k1018442 04.04.2022 Uzp@mums 1 L1014, Riga D-10787, Berlin Demo 1520000 200.00 172000

Cargo manager

B Data sech b 1018441 01.04.2022 Uzn@rurs 1 L1034, Riga D-10787, Berlin Do 190000 170000 200.00
CI) ata BaEnands W DA a5 01.04.2022 7WAYS LOGISTI SE. Vasteras Fl. Muurla Demo 50,00 50,00
Freight Forwarding KI0186  OR042022 7'WAYS LOGISTI LY-1083 Riga FI. Muurla Diema 1500.00 5000 1450.00

: @ Configuration [¥]
< >

3 reconds | a 562000 190000 are0oo|
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Calculator - sums of
highlighted rows

OZOLS TMS allows you to select individual rows in the table in order to sum the numbers in

these rows.

L. Inthe toolbar, select Multi Select. (shortcut Ctri+Y)

2. Then, similar to Excel, holding the Ctrl or Shift keys with the "mouse" selects the desired
rows

3

- The sums of the highlighted rows are shown in the lower part of the table

4 = 0O Y & E et 2 =] = A ' v
Browszer Back Fanuard MHew Filter  Canfirm Diel Multizelect | Columnz  Functions  Relal Print b4 il Wiew Boak C Faworites

E Diate: arder no 01.01.2022 idz 31.12.2022; | ligt show first: 10; k records

Explorer Group by X Cliert Cargo manager | Income

—fn} Warnings I i liga )- a1lin n

- My favorites 0 i E ) i Demo

- E-mail 20042022 UznEmurns

E-Ed Finances 1019 b U ] W10 E 0174 E Demo

B Ledger uzremms 0l -Figa 5-111 37, Stockholm ) . .

B2 Common lists K10182  ON.04.2022 7wy LOGISTI Ly-1083. Riga Ly-3018, lecani Cremo 50.00 50,00

D"_@ Configuration K10183  01.04.2022 MCC L-3018, Dzolnieki LV, Fiiga i 50.00 50.00

BB Contacts K10184/2  04.04.2022 Uznsmums 1 Lv-1014, Riga D-10787, Beiiin Dremo 1920.00 20000 172000

5.0 Dota sxchangs with ban K1018441  (01.04.2022 Uzngmums 1 L4-1034, Figa D-10787. Belin Cremo 1900.00 170000 20000
. i K10185  O1.04.2022 7'wiew'S LOGISTI SE. ‘asteras FI. Munrla [Dremo 50.00 50.00

=[5 Freight Forwarding KI0186  05.04.2022 7Wways LOGISTI Lv-1083. Riga FI. Muurla Diemo 1500.00 50.00 1450.00

. @4 Configuration v

£ >

3 records a 562000 190000 are0o0|

See also:

1) Option to print or export highlighted rows to Excel . Press Print @ and follow the

instructions.

2) Additional options, depending on the opened window, by pressing the Functions

command button
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Print or export selected
data to Excel

Ozols TMS enables you to select the desired data in tables and print or save in Excel:

1. Choose Filter ¥ (shortcut Ctrl+F ) from the toolbar and select the data you want to
select.

2. On the toolbar, choose Columns (shortcut Ctrl+K ) and choose the columns you
need. There is an option to save this column selection in the Defined Columns section.

3. you need to select only some rows, select Multi select { from the toolbar.
(shortcut Ctri+Y)

4. Similar to Excel, holding the Ctrl or Shift keys with the mouse selects the desired rows

5. Choose View from the toolbar (shortcut Ctrl+H ). At this point, a table with the
selected data will be displayed in the main window.

6. Right- click anywhere in the newly created table and select print or export to Excel

« = 0O Y A D %ma = NI A
Broweser Back Fonward Hew Confi Filter Del Colurmng  Functions  Relate Friri ultizelect  kai Wiew Book  Faworites E it
D Date: order no 01.01.2022 fidz 31.12.2022; In list show first: 10; k records
Explorer Group by *x Mo | Client | Status | Loading address | Delivery address |:alg0 manage4 Income |Expenses |
Ledger A ([ k10198 Companyd “Confirmed B-1000. Bruxelles L%-2108. Skulte [1emo . .
#2 Common lists FiiadM  Uzpmums 1 Paid L1034, Riga D-10787, Berlin Demo 180000 1700.00
b Configuration k10195 Aevadukts |z invoice L¥-2131. Riga SE-260-32. Farsloy Demo
[ Cartacts Ki101aa TS LOGISTICS  *Confirmed SE. Vasteras FI. tuurla Diemo
[ Data ewchange with bank, k1018142 Cloudex Delivered B-1000, Bruselles L%-1034, Riga Demo
: LY-2108, Skulte Demna

: Freight Fonwarding k1018141 Company Paid B-1000, Bruxelles

,@,} Configuration UznEmurmsz 1 Deliverad Ly Dremna

UznEmurmsz 1 FPaid LW Dremna

DE]DCE:;:?E" o actiiins KI0176  Companyd Delivered  Lv-2131. Riga L3456, Aizpite Dema 200.00
ﬁ Client orders k10194 Akvadukts Delivered LW-2131, Riga M-800E, Boda Dremo 1300.00 136.36
- i k10174 MCC Delivered LW-3018, Dzaolnieki, Skol:LY, jelgava, pEmavas iel:Demo 152.00 75.00
LI Trips/Spediions K175 Starpsiena Paid LV-3018, Dzakieki  D-58642. Hagen Dema 4000 75.00
Lists v|[Kioge  7wavs LOGISTICS  “Loaded L1083, Riga FI, Muurla Demo 1500.00 50.00
3records | ¥ [415000 | 2100.00

To send the data to a printer or export to Excel , click View and follow the instructions.
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See also:

1) Calculator - sums of highlighted rows

2) Column width
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