@a Translink Express
- Logistics

Vigo Customer Portal

HOW2GUIDE

Welcome to Translink’'s HOW2GUIDE, that has been created in
order to support the original instruction manual from Vigo.

This Guide will provide you with picture based instructions on
how to carry out the following tasks;

v" Third Party
Index Page
Number
Log on to Vigo Customer Portal 2
Third Party 3-13
Print Manifest 14 - 15
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How2Guide Loqg in to Your Portal

1. Use the link below to access your Customer Portal

https://www.translinkjobentry.com/

) hitps://www.translinkjobentry.com,

“2=") TranslinkExpress
. ittt b CustomerParta

Tracking your items
\Delivery Postcode

Please enter your Tracking Code,
Consignment Number or Customer Portal Login
Customer Reference

|Tracking Code

Usemame\

Password 1

|Consignment Number

|Customer Reference Submit

Online Job Portal Version 4.2, © 2005-2017 Viao Software Ltd

Translink Contacts

Jackie Allen

Callie Walker

Rebekah Lockwood

Lydia Baxter

Jodie Cleaver

Telephone: 0116 275 1555

Vigo Support

support@vigosoftware.com
Telephone: 01527 551 500
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https://www.translinkjobentry.com/
mailto:support@vigosoftware.com

How2GuideThird Party

Once you have logged on to the portal, you will see the Vigo Customer Portal Menu
and below is an example of the Home Screen.

B wanslinke E Logout

( 0 Consignments ( 0 Pallets 07/05/2019
@
o W Douglas ENGLAND
G}ur\.ml'.
R4 Il em |, .Lleeds Hull
e p Manchester
X b L | .
a8 g Oubling B *Sheffield
¥ Nottingham, """ Siingt
adow ) fynn
| AND'  om Lelcestit, Norwich
L i\ e ol Birmingham* 4
Waterfor S VanT .Cambridge
[ BH\WALES BB Gloucester O IpcRich A4
7] 3 Southend-
Cardiff__ 7 Bristol._LONdon, \on-Sea Middelbutg. o2
Reading (2] E~
B e (o | .~ Ghent,

Southamptong_grightan,

,f JExeter Poole, L

¢ m
©1967-2019 HERE | Terms of J4gmouth L —CIT 200 kT

Arras v

-

Showing 0 to 0 of 0 entries

Show | 10 entries Toggle Columns~ m Search:

m Consignment Destination Reference Order No Due Date Service Surcharges ETA ltems Weight Tracking POD  Actions
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Main Menu lcons, these are located on the left

viewl T

tracklT

PrintlT

reportiT

Customer Paperwork

Addresses

support

(DCnn
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Next Day

1. Select EnterlT

( 1 Consignments

2. You will be automatically taken to the | g Delivery

3. Important: i

Service

tab

Left click on this icon D , if you are not sure of what service you require

4. Select the Third Party — Third Party

5. Collect From, the screen below will appear

home > enterIT

W Delivery @ Reverse Collection = Third Party o CUSTOMER PAPERWORK IS REQUIRED

Collect From

Enter Account Code / Name or Postcode to search for an address.

Account Code or Name Postcode Country

Account Code or Name 9 Postcode GBR

Enter Address Manually or add New Address

Online Job Portal © 2005-2019 Vigo Software Ltd.

SEa Sh
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6. You will now need to complete the following information:

v Account Code or Name
v Postcode
v" Country

Once you complete the above, then following will appear

home > enterIT

W Delivery @ Reverse Collection = Third Party o CUSTOMER PAPERWORK IS REQUIRED

Collect From

Company Name or Individual ™

House No. !/ Property Name * Address
MORTIMER ROAD NARBOROUGH Perform an address search for GBR or IRL addresses only.
or Enter Address Manually
LEICESTER

LEICESTERSHIRE
LE19 2GA

GBR

Collection Date *

07/05/2019

+ Complete
=) Save &= Save & Print

Online Job Portal ® 2005-2019 Vigo Software Ltd.

You are required to complete the following fields:

v" Company Name or Individual
v Collection Date
v When you are satisfied with your entries, left click on
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7. Customer Reference this is your opportunity to include a reference (this
is optional)
v When you are satisfied with your entries, left click

home 2 enterIT

B Delivery & Reverse Collection = Third Party o CUSTOMER PAPERWORK IS REQUIRED
o=

& TESTO4DEMONSTRATION, MORTIMER ROAD, NARBOROUGH, LEICESTER, LEICESTERSHIRE, LE19 2GA, GER
P4 07/05/2019

Customer Reference

Customer Reference

" Complete
Save &= Save & Print

Online Job Portal ® 2005-2019 Vigo Software Ltd.
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8. Deliver To, you will now be invited to complete the following sections

v Account Code or Name
v Postcode
v" Country

Information: If the address you are sending is in the address book, then
you only need to enter the account code or the delivery postcode

home > enter|T

| DRI @ Reverse Collection = Third Party o CUSTOMER PAPERWORK IS REQUIRED

ol TESTOADEMONSTRATION, MORTIMER ROAD, NARBOROUGH, LEICESTER, LEICESTERSHIRE, LE19 2GA, GBR
1 07/05/2019

€) REFEREMCE

Customer Reference

TESTO4

Deliver To

Enter Account Code / Name or Postcode to search for an address.

Account Code or Name Postcode Country

Account Code or Name 9 Postcode GBR

Enter Address Manually or add New Address

Online Job Portal © 2005-2019 Vigo Software Ltd.

# Edit

# Edit

B) save &=k Save & Print

8
HOW2GUIDE



9. Company Name or Individual, this mandatory field will appear for you
to complete

Please also complete the following blank fields;

home » enterlT

W Delivery @ Reverse Collection

o COLLECTION FROM

Contact Name
Primary Telephone
Email Tracking Alert

= Third Party o

CUSTOMER PAPERWORK IS REQUIRED

o TESTO4DEMOMNSTRATION, MORTIMER ROAD. NARBOROUGH. LEICESTER, LEICESTERSHIRE, LE19 2GA, GER

i o7s/05/2019

€ REFERENCE

Customer Reference

TESTO4

Deliver To

Company Name or Individual *

House No. / Property Name *

MORTIMER ROAD

Contact Mame

Contact Name

v When you are satisfied, please left click on

Address *

NARBOROUGH

LEICESTER

LEICESTERSHIRE

LE19 2GA

Primary Telephone

Primary Telephone

Perform an address search for GER or IRL addresses only.

or Enter Address Manually

Email Tracking Alert

Email

Online Job Portal @ 2005-2019 Vigo Software Ltd.
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10. Service, now you have the option to select the service you require. You will
need to complete the blank fields listed below;

v Service, if you select the arrow to the right of the blank field, then a drop
down selection box will appear Service

]

Mext D
Due Date E:nr'u"an?_:'
- Pre Booked Delivery
Due Tlme European Economy
Saturday AM
Category Saturday PM
Fu I I Saturday Timed

Half

Quarter
Oversize
Weight (kg)
Total Spaces

AN N N N SN NN

home # enterlT

@ Reverse Collection —= Third Party o CUSTOMER PAPERWORK IS REQUIRED

M Delivery

@ COLLECTION FROM

& Edit
M TESTOADEMOMNSTRATION, MORTIMER ROAD, NARBOROUGH, LEICESTER, LEICESTERSHIRE, LE13 2GA, GER

i o7s05/2019

) REFERENCE

Customer Reference

TEZTO4

M DELIVER TO

M Test Ltd 04, MORTIMER ROAD, NARBOROUGH, LEICESTER, LEICESTERSHIRE, LE19 2GA. GER
& site 04 Officer - % 0116 275 1555
4 siteOfficer@translinktestitd.co.uk

Service Due Date Due Time
Category Full Half Gluarter Owersize Weight (kg) Total Spaces
K - Pallets -

«* Complete

Online Job Portal ® 2005-2019 Vigo Software Lid.

v When you are satisfied, left click on
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11. Collection Notes and Delivery Notes, this is your opportunity to enter
any notes for delivery or collection

|
@ Reverse Collection — Third Party 0 CUSTOMER PAPERWORK 15 REQUIRED

home * enter

@ COLLECTIDN FROM

# Edit

@ TESTO4ADEMOMNSTRATION, MORTIMER ROAD, NAREOROUGH, LEICESTER, LEICESTERSHIRE, LE19 2GA, GER
) 07505/2019

Customer Reference
TESTOD4

W DELIVER TO

W Test Ltd 04, MORTIMER ROAD, NARBOROUGH, LEICESTER, LEICESTERSHIRE, LE19 2GA, GBR
& Site 04 Officer - % 0116 275 1555
B siteOfficer@translinktestitd.co.uk

# Edit

# Edit

B CONSIGHMENT DETAILS

# Edit

@ Mext Day - (§) Anytime (From 05:00 - 17:00)
Category K - Pallets

m WEIGHT {KG) | TOTAL SPACES

1 150 1

Collection Hotes Delivery Notes

" Complete

= Save & Print

i
w
H

Online Job Portal & 2005-2019 Yigo Soffware Lid,

v When you are satisfied, left click on
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12.  You will now have the following three options m

and the screen similar to the one below will appear

home > enter|T

W Delivery @ Reverse Collection = Third Party 0 CUSTOMER PAPERWORK |5 REQUIRED

@ TESTOADEMOMNSTRATION, MORTIMER ROAD, NAREOROUGH. LEICESTER, LEICESTERSHIRE, LE19 2GA, GER

E 07/05/2019

Customer Reference
TESTD4

M DELIVER TO

M6 Test Led 04, MORTIMER ROAD, NAREOROUGH, LEICESTER, LEICESTERSHIRE, LE13 2GA, GER

& Site 04 Officer - % 0116 275 1555
B SiteOfficer@translinktestitd.co.uk

Il CONSIGNMENT DETAILS

E Next Day - (D) Anytime (From 09:00 - 17:00)

Category ¥ - Pallets

m WEIGHT {KG] | TOTAL SFACES

1 150 1

Mo collectiom or delivery motes entered

Online Job Portal @ 2005-2019 Vigo Software Ltd

# Edit

# Edit

# Edit

# Edit

# Edit

v" You now have 3 options to choose from m

WARNING: e 5CEE

v Select the option most suited to you

will erase your work
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If you select or , then you will be asked if you would like to

Upload Paperwork

Do you wish to upload paperwork to this job now?

n

v By selecting [, you will see the picture below

Consignment: 0400028 Reference: TESTO4 Delivery: Test Ltd 04, LEICESTER
Upload New Paperwork

X Cheose Files

Only PNG, TIFF, JFG and PDF files may be uploaded. Max file size: 1MB

) No customer paperwoerk has been added to this job.

Online Job Portal & 2005-2019 Vigo Software Lid.

If you select m , then your entire entry will be wiped

Additional: you will be able to view your entry in the viewlT TAB &4

B (ranslinko

home > viewIT
@ Search By Search Type Search
Consignment - Contains - Search
-
Active/Deleted Job Type Order By Direction
B Active - All - Consignment - Z-A - m
[alil Showing 1 to 5 of 5 entries
Show | 10 entries Toggle Columns~ Search:
Type Consignment Destination Reference Order No Due Date Service Items: POD  Status Actions
Test Ltd 04
? = 0400028 LEICESTER TEST04 08/05/2019 Next Day 1 Actions | -
LE19 2GA

Translink Express Logistics Lt
- 0400027 LEICESTER TESTO3 09/052019

Economy 1 Actions | -
LE19 2GA
SITE MANAGER LTD
L] 0400026 LEICESTER DEMOO02TEST 08/052019 Next Day 1 Actions | -

LE19 2GA
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Print Manifest

1. Go to the Main Menu

B transiinks @ Logout

[ 0 Consignments ( 0 Pallets 07/05/2019
@
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Showing 0 to 0 of 0 entries

Show | 10 entries Toggle Columns~ m Search:

Destination Reference Order No Due Date Service Surcharges ETA i Actions

2. Select | PrintlT

3. The screen below will appear

home > printIT

Search By Search Type From To
Entry Date v Between v @ 03/05/2019 % 10/05/2019
Printed/Unprinted Order By Direction

Not Printed v Consignment | + Z-A v E

Showing 1 to 10 of 11 entries

Show | 10 entries Toggle Columnsv Search:

a2 Type Consignment Destination Reference Order No Due Date Service ETA Tracking Items

SITE MANAGER LTD

L] 0400026 LEICESTER DEMOO02TEST 08/05/2019  Next Day 1 1502kg - a8
LE19 2GA
TESTO1LTD

L] 0400025 LEICESTER 08/05/2019  Next Day 1 150kg - a8
LE19 2GA
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4. Scroll to the bottom of the page

Q Search.. 8 translinké (@ Logout

L ] 0400027 LEICESTER TEST03 09/05/2019  Economy 1 150kg ax
LE19 2GA

Translink Express Logistics Lt

L ] 0400022 LEICESTER 06/05/2019  Next Day 1 1kg - a®

LE19 2GA

= SITE OFFICER TEST

= 0400037 LEICESTER TEST 23/05/2019  Economy 6 1200kg - a8

nl LE19 2GA

Test Ltd 04

0400028 LEICESTER TESTO04 08/05/2019  Next Day 1 150kg - a8

LE19 2GA

o
!

Showing 1 to 10 of 11 entries
First Previous 1 2 Next Last

Due Date

Online Job Portal ©® 2005-2019 Vigo Software Ltd.

Congratulations you have successfully requested a Third Party
Collection via the Vigo Customer Portal
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