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Pace &

WELCOME TO PACE ONLINE

You have been registered to book online with Pace. We look forward to helping you meet
your urgent courier needs.

Our online facility is an automated order processing system for the acceptance of
bookings and provides an inquiry & administration functionality.

The online booking facility is available to accept job bookings between 7.00am and
6.30pm Monday - Friday excluding public holidays.

For job bookings outside these hours or to talk to a Pace Representative at anytime,
please contact our award winning customer services team on 0800 501-502.
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USER GUIDE TO THE PACE WEBSITE

To |l og on to tBlookPage a®mpimwpecd.co.ozrnthe URLp e
address line

4 Home - Pace - Microsoft Internet Explorer

- s A, pace. co.nz/default. kitm

You will be presented with our home page. Feel free to browse around.

THINK FAST
THINK PACE

Big or small, long or short.
A precious one of a kind, or
the first of many. Rely on
Pace couriers for security,
flexibility and speed.

Variable Fuel Rate

November 2009 2.30%
More Info

Live traffic Auckland

Live traffic Wellington

ﬂ
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Pace &

LOGGING IN

Log in u On the right hand-side of the screen is the Log In section.

Ernail Address Login requires the following details:

I Email Address:  <type your email address> *

Password Password: <type your password> (all in lowercase)*
Register * Details e-mailed to you by a Pace representative.

Wyhat's this?
u Enter your Web Account Details* and click

Use the TAB key to move to the next line and use lower case characters

We strongly recommend that you go to the administration page and change your
password once you have logged in.
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LOGIN FAILURE

If you have entered your details (email address or password) incorrectly you will be
directed to this page to re-enter your details.

Welcome to the Pace Couriers
Web Booking System

Please login helow

Login: | |

Password: | |

Login will require entry of:

Email Address:  <type your email address> *
Password: <type your password> (all in lowercase)*

* Details e-mailed to you by a Pace representative.

Login: | - <type your email address>

Password: ~ <type your password>

g

If this still fails to log you in please call 0800 501 502
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Pace &

JOB QUERY T View Your Current Bookings

Once you have logged in, all your job bookings for the last two days will be displayed in
this screen.

From here you can generate reports, search for individual jobs, follow the current status
of your job, view more detail of individual jobs, book identical/duplicate jobs and manager
your account.

( Job Query Job Booking ) Maintenance ) Logout

User: Brett Perkins

Job Query
Pace Account: I j
From {date): 02082008 4 To (date): 02092008 W
Job Mo: Service!
Ref1: Ref 2
Pickup Suburh: Delivery Suburh:
Booked By:
Frequired format for dates is ddfmmiyyyy. [ auervioss | [ cLEaR |
Prices shown are G5T exclusive
Job No. Job Date Booked By Service Refl Ref2 From To Status Price 5 Y¥FR$ Total $
11993 0208, 11:43 RAY P78 RAY JOB-8093-STACEY HELSTOM AHL CBD AHL Drelivered $0.00
11924 0203, 10:07 Ray PEOA RaY JOB-T855-STACEY GREY LYNM &KL PT CHEYALIER AKL Delivered $0.00
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Pace &

SEARCH FOR and REQUEST A REPORT

To do a search on bookings made:

a Select an account, search dates and then type in to one of the search fields search
QUERY JOBS

criteria and click the [ ] button.

Selecting a date range and not typing into any of the search fields will result in all jobs
done between those dates being presented.

Job GQuery
Pace Account: | j
From {date): i To {date): W
Job Mo Service:
Ref1: Ref 2t

Pickup Suburb: Delivery Suburb:

Booked By:

Required format for dates is ddimminayy. [ ouervioss | [ cLear |

To do a search on all bookings made in the last 30 days:

a Click the button to clear all the search fields and date ranges.

QUERY JOBS |

u Then click the [

button.
Job Query
Pace Account: | j
Frormn {date): W To {date): W
Job Mo Service:
Ref 1: Ref 2:

Pickup Suburb: Delivery Suburb:

Booked By:
Required format for dates is dd/mmény. [ ouervioss | [ cLeam |
Email Results to:
Frices shown are 3T exclusive
Job No. Job Date Booked By Service Refl Ref2 From To Status Price $ ¥FR § Total $
11935 0208, 11:43 Ry PTas, RA&Y HELSTON AKL CHD AHL Delivered F0.00
11924 0209, 10:.07 Ray PEO& RaY GREY LYNN AKL PT CHEY &LIER AKL Delivered $0.00
1172 0108, 12:04 RAY PEOA, RAY GREY LMK AKL GREY LMK AKL Drelivered $0.00
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VIEW JOBS IN MORE DETAIL

Pace &

To view a particular job in more detail:

u Click on the job number

Job Detail

Job
Job 11995 on 2/09/2008 11:43:08 AM

Pickup Details
Company:
Address: 4085

Suburb: KELETOM AkKL

Instructions:
Pickup Time: Sep ? 2008 12:02PMW

Status
Status: Deliverad

Details
Service Type: PACE 7S
Ref 1: RAY
Ref 2:
Booked by: RAY
Item Type: Unspecified
Confirmation to: None Requested
Further Details:

[ copy as nEw JoB | (J0B LIST)

Delivery Details
Company:
Address: QUAY ST

Suburb: CBD AKL

Instructions:
Delivery Time: Sep 2 2008 2:01PM

Receiver: D

DW\

Quantity: 1 —
Total Weight: 2 J’ Fh;g_h”
Price §: | ACg it ,'l
YFR §: Wwhen youn"
Total $: ;'I Pace it! |
Legs: 1 B,
LV

MORE ™

To quickly and easily book this exact job again:

1] Click
tab for you.

[ S0k A ANENEII ] and this will populate the job details in to the job booking

All you have to do is choose a service and click the submit button to book

this job again.
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EMAILING A REPORT

Once your results have been presented and you are satisfied with them:

a Type in your email addressi n t he O6Emai | Results to: 6 fiel

Ernail Results to: joe bloggs@company .co.nz

u Click the button to receive the email.

& Youcanadd more than one email addr ess
separating the email address with a semi colon ;
For example, joe.bloggs@company.co.nz; john.smith@company.co.nz

a To change dates or request a different result click and request new data.

You will be emailed the results as an attachment.

Open the attachment which opens as an .xlIs spread sheet.

ﬁﬁile Edit Wiew Imsert Format Tools Data Window Help
DEEHESRY | BRS v-c Q& = A 45|09 P 100w -0 |evormae- |F@ & E| e & == %
Arial MNarrow ~ 10 '|BIQ|§§E|$%,BBJO.3|€;_ S B A
A1 | =| JOB NO
Al B | ¢ | D | E [ F &6 [T H [ 0 @ d [k L]
1 |JOB MO BSTATUS |BOOKED DATE |BOOKED TIME |SUBURE FROM SUBURE TO BOOKED BY SERVICE REF ONE  |REF TWoO POD NAME PRICE
2 6452 Delivered FOEZ005 10:00 WELLESLEY ST WST AKL QUEENS ST AKL  sam mamea  B&0) MM 23456748 NEC Brett Perking
3 10104 Delivered ST REIZ05 09:11 PETOME LG WELLINGTON WALLY MNFM MEOS2E0088 1KG o]
4 9275 Delivered 2BREIZ005 12:00 WELLESLEY ST WST AKL WHANGARE SCOTT NFP MEQE2E021 15K G D
5
B
7
5
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MAKING A BOOKING WITH PACE

u Click on the job booking tab to book a courier and have an item picked up.

Job Query | Job Booking

Maintenance Logout

User: Brett Perkins

" 4 You are always only one click away from booking a job with Pace. The job
booking tab can be seen in the entire web booking application. Simply click it
to book a job.

a Choose the account (if you have more than one) you want to book the job on.

a In the &ickup/Delivery Detailséwindow, enter in all the details of where you want
the item picked up from and delivered to.

Al s o iPiokup/Deleery®etailsbwindow you can:

1. &wapdthe pickup details to the delivery details,
2. Choose a delivery address from the & our Frequent Addressélist by clicking the
Delivery Details button,
3. Save addressest o 6 Your Frequent Addressd I|ist,
4, 6Cl eard the details in theamPi ckupdé or &éDel.
5. Youcan even book a return job by checking the
1] Enter all your reference details asrequiredi n t he oO0Bi Il i ngd window.
Account
Face Account: | |
Pickup / Delivery Details Billing
{or select from list) m
Contact: | 22/8 Return [T Contact: |shaun
Phone: Phone:
Ref 2:
Company: Company: [ahe Order Number: 22/8
Address: 111 Address: 22/8 Cook St
Level 1
Suburh: |CBD AKL Suburh: |CBD AKL Notification:
a In the 6ReqgwinddwServckethe 6Show servicesbd
a Choose the service you require
a You can also specify if you need a van for larger items, a motorbike or a pushbike
(CBD only).
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MAKING A BOOKING WITH PACE (continued)

Required Service

Click the show services button to see services available for the addresses selected above

SHOW SERVICES

MNOTE: Pricing excludes Variable Fuel Rate, Information on Variance can be found here

O PACEBIKE 30 © PACEBIKE 60 ) PACEBIKE BULLET
€ PACE 30 € PACE 60 € PACE BULLET
Select the vehicle suitable for this pickup:

© anyvehicle @ Pushbike © Motorbike © Car- Hatchback  © Station'wagon © Truck © wan

a To book this job just click the submit button
window.
Job Details
Ready Date: 03092008 W Further Details: B
Ready Time: HOM) =
{hh:mm) Delivery Confirmation: [
Itern Type: IUnspacifiad j

Ernail Address:
Quantity: 1

Dangerous Goods: [ SUBMIT JOB

All bookings are subject to the terms and conditions of your Customer Contract with Pace. Delivery times may be delayed by factors outside Pace’s control.

If you need to add more information, or let us know that how many items to pick up, just
addthisint o 9bb Detailsd window

In this window you can
1. Book your job for a future dateif required.
2. Letus know if your item is a dangerous goods.
3. Add further information about pickup or delivery details.
4. And if you require a proof of delivery we can email it to you if you tick the box at
the bottom of the screen and fill in the email address.

4 You can add more than one email add
separating the email address with a semi colon ;
For example. joe.bloggs@company.co.nz; john.smith@company.co.nz

Job Details
Ready Date: 002008 ki B
Further Details:
Ready Time: O =
thhommy Delivery Confirmation: [T
Itern Type: |Unspecified 'I Ernail Address:
Quantity: |1

All bookings are subject to the terms and conditions of your Customer Contract with Pace. Delivery times may be delayed by factors outside Pace's control.

" 4 If you need to make any changes to the pickup or delivery details you will
| sHow SERVICES |

need to click the button again.
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MANAGING YOUR WEB ACCOUNT

1] FromtheiJob Quer yo ofpageBdickb hBodMangtenanceo tab t
the AUser s, Frequent Addresses and Booking Op

MANAGING USERS

u Click the.fiAnUserso tab

From here you can:

Access and modify Job Query,
2. View Price,

3. View Detalils,

4. View Signatures,

5. Job Booking,

6. Maintain and modify Web Users,
7

8

9

1

=

. View Passwords,

. View Frequent Addresses,

. Modify or Delete Addresses,
0. Modify Booking Options
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