Aljex

Setting Up and Paying Drivers (Weekly Driver Pay Program)

In this tutorial, we will cover setting up company drivers and how to process their
weekly pay.

1 Creating individual driveiles

Entering their pay rates (per mile, percentage)
Setting up automatic weekly deductions
Printing driver pay sheets

Printing checks/drafts

Aljex Software Main Menu

1 - Dispatch

= =4 -4

2 - Accounting

3 - Training Videos

4 - Email Aljex Support

X - Exit

Enter Selection > 2

1. From the accounting menu, choose setup menu
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Aljex

Accounting Menus

Invoicing - Setup Menu

Accounts Receivable - Rates

Accounts Payable - Support

Reports Menu - OSD Program

X - Exit

Enter Selection > E

2. From the setup menu, choose setup file

Setup Menu

Setup File

Counter File

salesrep and Sales Teams
Agent & Remote Office Menu
Customer Type File

Form Text Menu

Company Truck Setup

Switch City/State Postings to LB
Accessorial File

Checking Account File

Advance Fee Setup (comchecks)
Multiple Company Web Tracking
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X - Exit

Favorite web Pa?es from Dispat
State/Re?ion File

Users File

Equipment/Tag Types

Revenue Type File

Log Menu

Assign Pro #'s & Auto Tags
Quick Pay Setup

Escrow Accounts

Assign Carriers to Customers
Lead Sources

Quote Status's

3. Once in the setup filgpress the number 0 to be brought to the screen below.

If you are paying your drivers on a weekly bgsreu MUST make sure that the
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1. We will now go through adding your drivers to the system and setting them up

appropriately.
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Invoicing - Setup Menu

Accounts Receijvable - Rates
Accounts Payable - Support

Reports Menu - OSD Program

2. Choose AP Reports

Accounts Payable Menu

View / Edit Next Check #
Vendors & Carriers
Customer File
Transportation Summary

Purchase Journal

Lookup a cCheck

write a Check

Change or Add Carrier Expense

Chart of Accounts

commission Menu

AP Reports

Carrier Advances Administration

Transfer Funds - Bank Charges
Re-Print cChecks/Drafts

Void a cCheck/Draft

Check Register
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3. Choose Driver Pay Reports

Accounts Payable Reports

C/D by Name/Account Reports
Future Use

Hook Reports

Future Use

Total Accounts Payable
Future Use

Driver Pay Reports
Deduction Reports

Print Aged Purchase Journal
Cash Requirement Report
Expected Invoice Report
Aged A/P by Due Date

New Purchases

Print Check Register
Accounting Summary File
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X - Exit

Enter Selection > G

4. Choose Driver Line Halgay Setup
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Driver Line Haul Pay Setup

Driver Weekly Deductions

5
Accessorial Setup 6 Setup Help Info
Print & Post Driver Pay 7 Expense Projections
One Time Driver Deductions 8 - IFTA Program - TESTING !!!

X - Exit

Enter Selection > 1

5. Choose add a driver

1l - Lookup a Driver A - Driver Reports

2 - Add a Driver B - Drive Mileage Report

3 - Lookup Inactive Drivers

X - EXit
Enter Selection > 2

6. Fill in the Drivers infg make sure Carrier is marked Y

Only the fields in green are required to continue. (hint: city and state will auto fill if you

enter the zip)

MC #
CA Intrastate # 5
carrier/Vendor Name :[sle]Nl:To] NI}V

Legal Name H JON BON JOVI
Address H 654 E 35TH STREET
Address g

Zip, City, State H 08859 ° [@ESYHPARLIN

Phone Admin
Phone Dispatch
Phone 24 Hour
Fax
Contact
Fed / SS #
[fed or Bs
SCAC Code
Email
Email

H (732) 357-8700°

(F-Fed ID# S-5S5#)
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Aljex

7. Press EscsE to save and the message below wippear. Press enter.

MC # g ° carrier (Y/N): S
CA Intrastate # : ° TX PUC # :
carrier/vVendor Name :[sls]NI:{e] Mle\Yan
Legal Name H JON BON JOVI

Address H 654 E 35TH STREET
Address g

Zip, City, State 4 08859 ° [RESYHPARLIN
Phone Admin H (732) 357-8700°
Phone Dis

Phone 24 Next Step is to Setup Drivers Compliance
Fax - Press Enter
Contact
Fed / SS # E °

[fed or Es : (F-Fed ID# S-SS#)
SCAC Code 5 °

Email
Email

8. Fill in any other pertinent info for this driver. If checks are payable to anyone but
0KS RNAGSNE YI 1S &adaNB G2 FA{f GKFG Ay dz

Aljex Software Driver File

Drivers Name :[ule] I:{olIulolVhs ° Driver ID :EE{elo[il%)

Address H 654 E 35TH STREET ° Aljex ID :EE{oloJoJoJo[oF:E
City 4 PARLIN NJ °“F&fH08859 Fed/ss # :NELEELELE
Phone # (732) 357-8700 Fed or Bs By

Ccell Phone #

1099 C(Y/N) %
Fax # :

YTD Pay
Checks Payab1e to YTD Loads :

Employer H MASTER TRUCKERS, INC Claim $
Address H 654 E 35TH STREET Tractor:
Cit H PARLIN NI “FEIH08859 Trailer:

Date Started EVORVAEE Date Ended

Last Physical RUEYPEVARPS Next Physical
Last Reviewed g Qualified until :
Birth Date : L = Local :
License # H B54544411212124

State / Expires : NJ°  / 09/15/15

card/Account # ¥ Initials:|
owner O-erator(Y/N) Y*®

9. Hit Esc Esc to save, then X to exit

Once you see the menu below, highlight retatand payment terms and press enter

Aljex Sdfvare Inc. 463 Union Avenue Middlesex, NJ 08846 732.357.8700



MC # : Carrier (Y/N):
CA Intrastate # : ° TX PUC # :
Ccarrier/Vendor Name :Js[e]YIN:{e] Nle}Van

I am Finished Adding Burst Contact Setup
Main Vendor Screen EDI Setup

Equipment & States Served www.safersys.org
Compliance Screen Scanning Menu

Insurance Screen Forms Menu

Contractor Deduction Setup Future Use

Contact Screen Future Use

Preferences Screen Add vendor to Driver File
Remit to & Payment Terms

10. If you are paying your drivers outside of the systegou will mark Pay by
5N} Fak! /1 & a, ¢
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Pres$scEsc to save

carrier Name

Payment Terms : e

Quick Pay CY/N): Send 1099

Quick Pay Days : ° 0K to Advance

Quick Pay Discount % : e Default G/L #

Super Hold (Y/N): Pay by Draft/AcH (Y/N)
Agreement on File(Y/N): Epay Manager (Y/N):

Account
Bank Routing #
Checks Paid to
Address
Address
City, State, Zip
Phone #

1. Highlight ontractor deduction setup and press enter

This is where you will setup your driver for weekly pay and for any automatic weekly
deductions.
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ption **

I am Finished Adding Burst Contact Setup
Main Vendor Screen EDI Setup

Equipment & States Served www.safersys.org
Compliance Screen Scanning Menu
Insurance Screen Forms Menu
Contractor Deduction Setup Future Use

Contact Screen Future Use .
Prefereﬂces Screen Add Vvendor to Driver File
Remit to & Payment Terms

Precede the Amount with a - to make it Pay with Tariff # : :

an addition, instead of a deduction.

2. Weekly automatic deductionsanything that needs to be setup to be subtracted
from the drivers pay on a weekhasis. (ex. Child support payments, workers
comp, rent, etc)

If you have made it this far in the tutorial, this mean that you are indeed paying your
RNAOSNB 6AGK (GKS ¢6SS7fé& RNAGSNI LI & 2LIWGA2Yy @

Pay carrier this % of accessoriai§ pay your driver a set % of accessorials being
charged to the customer, enter that % heyd he Aljex system will do the calculations
for you.

Press esc esc to save and continue

3. Highlight add vendor to the driver file and press enter.
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