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Freight Manager – Minimum System Requirements 

 

 A Computer with an Internet Connection. 

 

 Computer using any of the major internet browsers. 

Internet Explorer, Google Chrome, Firefox, Safari Etc. 

 

 Adobe Reader Installed (Required for Printing the Con 

Notes & A4 Labels) Inkjet printers are not suitable. One 

can be downloaded from this link should you need one. 

https://get.adobe.com/reader/ 

 

 Be connected to a Laser Printer, (Local or Networked)  

All printing is sent to an A4 printer (Laser Printer). 

 

 A Valid Email Address for whom Access is required.    

The email address is used for login and also receiving 

booking confirmations once consignments are allocated 

to a carrier by FreightLinks. 

 

 Multiple Users can be setup by FreightLinks as needed. 

 

 

https://get.adobe.com/reader/


System Outline 

The FreightLinks Online Despatcher (Freight Manager) is a simple to use web 

application which allows a user or group of users to create consignments and 

print our consignment paperwork.  

Freight Manager also caters for Dangerous Goods being created against a 

consignment (Dangerous Goods compliant paperwork is still required by law). 

Freight Manager currently supports the following features. 

- Create Booking (Generate Consignment Notes and Pallets Labels). 

- Track and Trace (POD Viewing and Printing). 

 

Freight Manager can be found by going to http://www.freightlinks.com.au  and 

clicking on the Login button. 

 

 

 

The login screen will be displayed, the username and password are supplied by 

Freightlinks Australia, you will need to call and have your credentials setup 

prior to logging into Freight Manager. 

 

 

 

 

http://www.freightlinks.com.au/


Freight Manager Login Screen 

 

After logging into Freight Manager, the user can then perform one of the 

available functions, Create Booking or Track and Trace. 

Create Booking 

To create a booking, click on the Create Booking menu option to load the 

booking screen. 

 



The top half of the screen is split into two sections, Sender Details and 

Receiver Details. The Sender Details are pre-loaded by default with the details 

of the logged in users account details with FreightLinks Australia, this can be 

overridden for consignment being returned to the account holder or in “A 

Third Party “scenario (Where neither location is the account holder). 

A booking cannot be charged to another account or person, the consignment is 

charged against the logged in users account automatically. 

The Sender name and Receiver name fields are dropdown fields containing the 

list of customers for the account (Your personal address book). Customers can 

be created and modified using the buttons within the Sender name and 

Receiver name fields . 

 Create new customer and add to address book 

 Modify selected customer details 

By click either of these buttons the address maintenance dialog will be 

displayed. 

If the modify address button is clicked, the selected address will be loaded into 

the address maintenance dialog ready for the user to make changes to. 

Address Maintenance Dialog (adding a new address) 

 



The Company Name, Address 1 and Location are all required fields; failure to 

enter details in these fields will result in error display being shown for each 

invalid field. 

The Location field is an Auto-Search dropdown, displaying locations with 

Suburb, State, Postcode and Country data for easy selection. 

 

After the address data has been Entered or Modified, click the save button, 

this will return the user to the booking entry screen and update the relevant 

address fields for the Sender or Receiver. 

The Sender and Receiver fields like the location fields are Auto-Search fields 

which filter the required the address as you type 

 

 



Once the correct address is selected, press the enter key to select the address. 

The address is populated to the screen with Sender and Receiver details 

entered. 

 

The cursor is then moved to the Date field, the user then can fill in each field 

Excluding the Connote No: field. The system generates a connote number 

upon saving, navigating from field to field using the TAB key. 

You must enter the Date, Booked By, Ready At & Close At.  

 

After pressing the TAB key when the Close At field is highlighted, the cursor 

then moves to the Line Item Details section highlighting the No Items field. 

Alternatively, using your mouse and clicking into the field will do the same. 

Each field in the Line Items Details section is required; navigation between 

each field can be done using the TAB key. The item type field contains a list of 

available item types to select from for the consignment. 

 



After entering in all of the line item details, pressing the TAB key in the Height 

column will move the cursor to the Update button.  

 

Press enter and it will save the line item details. 

 

Add more items, by clicking the NEW button.      Enter in 

subsequent line item details. Repeat if necessary.                 

If there is No Dangerous Goods contained within the consignment, the 

Dangerous Goods Declaration must be acknowledged prior to saving the 

consignment; otherwise the user will be prompted to do so before you can 

proceed.                                               

                                                             

However if the Consignment Contains Dangerous Goods and the dangerous 

goods details have been entered, the declaration will not be required to be 

ticked. 

 



Consignments that contain Dangerous Goods must have the following entered 

Un-Code, Class & Packaging Group.  

To enter in the Dangerous Goods information, using the mouse, click on the 

“skull “button          . 

This will present the Dangerous Goods information dialog for data entry. 

 

Dangerous Good Dialog 

 

 

 

All fields in the Dangerous Goods dialog are required.  

Once all details are completed, click the save button. A consignment which 

contains Dangerous Goods can have the dangerous goods details removed 

from the consignment by clicking on the skull button, and then clicking the 

Remove button. This will then require the user to acknowledge the Dangerous 

Goods declaration if no other Dangerous Goods are contained within the 

consignment. 

 

 



Completed consignment ready for saving 

 

 

Once the user has completed entering in the consignment details, they can 

then save the consignment in two ways; they can click on the New Job button 

or the Save Job button.  

New Job saves the job presents the Con Note and Label/s for printing and 

clears the screen ready for the next booking to be entered once the Con Note 

and labels/s have been printed.  

Save Job saves the job presents the Con Note and Label/s for printing and 

retains the last Con Note details.  

When the labels are printed, there are two identical labels; this is for the 

purpose of placing one label on each of the pallet/s fork lift sides. 

Freight Managers A4 Plain Paper 3 part Consignment Note has a Senders copy, 

a Receivers copy and a Proof of Delivery (POD) copy. 



Consignment and Labels Preview 

 

The preview window has scroll bars to move up and down between pages 

and the print/save buttons appear when the mouse is placed over the 

document. 

                                                                

Once the document is printed, the dialog can be closed by clicking the close 

button in the top right hand corner of the preview window.  

If the user clicked on the New Job button, the screen will be empty and ready 

for the user to commence entering in another consignment, if the Save Job 

button was clicked, the consignment will still be on the screen. 

 



Searching For Consignments 

The user can click on the Find Job button and enter either a Consignment Note 

or Reference No. and click the Search button to find consignments for the 

logged in account. 

 

 

Once the search has been completed, select the consignment you wish to view 

(this will turn the selected row orange), and then click the View button. 

 

 

Once the user clicks the View button, the consignment is then loaded into the 

screen for viewing. If the consignment has NOT yet been allocated to a Carrier 

by FreightLinks, the user has the ability to modify the consignment.  

Once the Consignment has been allocated to a Carrier, the Consignment is 

then Locked and cannot be changed in any way by the user. The user is 

prompted to call FreightLinks to have the Consignment altered.  



This includes Cancelling Booking, Adding Extra Items, Removing Items, 

Changing Weights & Dimensions or the Dangerous Goods status as this might 

have already been booked with the carrier earlier. 

 

Bookings NEED be entered prior to the notified cut off times for pickups in 

your area to ensure that the freight can travel that day. Booking received 

after these cut off times may not travel that day.  

 

A user can forward date consignments (i.e. the next working day etc.) by 

entering a required date on the consignment up to a Maximum of 7 days 

forward. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Consignment Track and Trace 

The online despatch system has full Track and Trace capabilities. To access the 

Track and Trace, click on the Track and Trace menu item. 

 

 

To track a consignment, enter in the connote no. or the reference and press 

the enter key or click the  button. 

If a consignment is located using the search criteria, the consignment details 

are loaded into the screen. 

 

Track and Trace search result 



 

A summarised consignment is displayed to the user as well as all relevant 

tracking events. A status is displayed in the top right hand corner, which alerts 

the user quickly as to the status of the consignment. The online despatch 

system supports n-level of images attached to a consignment so all proof of 

deliveries, pallet exchange dockets that have been tagged to this consignment 

is available to be viewed by the user. Each document is represented on the 

Track and Trace screen by the “ little blue delivery guy “. In the above example, 

there is only one proof of delivery (or document) attached to this consignment. 

By clicking the “ little blue delivery guy “, the document will be displayed to the 

user where it can also be saved or printed. 

In the event that there are several consignments matching the search criteria 

(happens when the same reference number is used), all matching entries will 

be loaded into the Search Results section of the screen where the user can 

click on them and view the tracking details and proof of deliveries/documents. 

 

 

 

 



Electronic Proof of Deliveries 

In the event that a carrier provides a signature only for a proof of delivery, the 

signature will be displayed in an electronic proof of delivery allowing the user 

to have a meaning document if printed or saved. This document does not 

constitute the physical signed proof of delivery and only represents the 

signature captured on an electronic device along with the consignee’s name. 

 


