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LOADLEDGER LICENSE AGREEMENT

This License Agreement governs your use of the enclosed Software product. By installing and/or using the Software, you agree
to be bound by the terms of this Agreement. If you do not agree to these terms and conditions, promptly return all the
components of this product to the place of purchase and your money will be refunded.

LICENSE: This License Agreement alows you to use one copy of the enclosed Software on asingle computer. If you install
the Software on a network server, you must purchase a separate copy of the Software for each computer that will be used to
operate the Software. If the Software is permanently installed on the hard disk or other storage device of a computer (other than
anetwork server) and one person uses that computer more than 80% of thetimeit isin use, then that person may also use the
Software on a portable or home computer.

COPYRIGHT: The Softwareis owned by AntWorx or its suppliers and is protected by United States copyright laws and
international treaty provisions. Therefore you must treat the Software like any other copyrighted material except that you may
either (@) make one copy of the original Software disks solely for backup or archival purposes, or b) transfer the Software to a
single hard disk, provided you keep the original solely for backup or archiva purposes. Y ou may not copy the printed materials
accompanying the Software, nor print copies of any user documentation provided in "on-line" or electronic form.

OTHER RESTRICTIONS: This License must be retained by you. Y ou may not rent or lease the Software. Y ou may transfer
your rights under this License on a permanent basis only if you transfer this License, the Software, and all accompanying printed
materials, retain no copies, and the recipient agrees to the terms of this License. 'Y ou may not reverse engineer, decompile, or
disassemble the Software.

LIMITED WARRANTY: AntWorx warrants that the Software will perform substantially in accordance with the accompanying
printed materials for a period of ninety (90) days from the date of receipt. Any implied warranties on the Software are limited to
ninety (90) days. Some states/jurisdictions do not allow limitations on duration of an implied warranty, so the above limitation
may not apply to you.

CUSTOMER REMEDIES: AntWorx's entire liability and your exclusive remedy shall be, at AntWorx's option, ether (a) return
of the price you paid or (b) repair and replacement of the Software that does not meet AntWorx's Limited Warranty and that is
returned to AntWorx with a copy of your receipt. This Limited Warranty isvoid if failure of the Software has resulted from
accident, abuse, or misapplication. Any replacement Software will be warranted for the remainder of the original warranty
period or thirty (30) days, whichever islonger. Outside the United States, neither these remedies nor any product support
services offered by AntWorx are available without proof of purchase from an authorized non-U.S. source.

NO OTHER WARRANTIES: TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, ANTWORX
DISCLAIMS ALL OTHER WARRANTIES, EITHER EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, WITH RESPECT
TO THE SOFTWARE AND ACCOMPANY ING WRITTEN MATERIALS. THISLIMITED WARRANTY GIVES YOU
SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHER RIGHTS, WHICH VARY FROM JURISDICTION TO
JURISDICTION.

NO LIABILFTY FOR CONSEQUENTIAL DAMAGES: TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE
LAW, IN NO EVENT SHALL ANTWORX OR ITS SUPPLIERS BE LIABLE FOR ANY DAMAGES WHATSOEVER
(INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION,
LOSS OF BUSINESS INFORMATION, OR OTHER PECUNIARY LOSS) ARISING OUT OF THE USE OF INABILITY TO
USE THISANTWORX PRODUCT, EVEN IF ANTWORX HASBEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES. BECAUSE SOME STATES/JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF
LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO
YOU.

Should you have any questions concerning this agreement, please contact in writing:

ANTWORX, INC.
8470 ALLISON POINTE BLVD. SUITE 100
INDIANAPOLIS, IN 46250
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In this chapter

Minimum computer system requirements to run LoadL edger
Overview of how LoadlL edger works

Checklist to get you started

Instructions to backup and restore your data

Basic Windows and LoadL edger instructions for new computer users
LoadL edger commands (menus and toolbar buttons)

Using the Windows Calculator in LoadL edger

Getting help using LoadL edger

System requirements

Windows 95/98/NT/Me/XP or higher

Video display of 800 by 600 pixels (see the section Troubleshooting tips later in this
chapter for instructions on setting your display settings)

486 processor or higher (like a Pentium)
16 MB memory
CD-ROM drive (for CD installation)

OPTIONAL Direct Internet connection (to connect to additional resources within
LoadL edger) and fuel tax rates.

Note LoadlLedger will perform faster if your computer has more memory or afaster
processor.

Important notes

Do not close the 3 button in the system tray (on the right near the time on Windows
95/98) or the "load" Adaptive Server Anywhere button on the task bar (Windows XP).
Thisisthe database engine and LoadL edger will not connect to the database if it is
closed.

If you receive any errors, please note what you did to receive the error and notify
LoadL edger Technical Support by email at or by phone at
or so the errors can be fixed in a subsequent release.
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What LoadLedger is

LoadL edger is a Windows® software package specifically designed and developed for
owner-operators, independent drivers, small fleets or company drivers who need an easy
way to:

Track income and expenses.

Make sure reimbursements are being paid.

Save time creating reports for income or fuel taxes.
Determine where to purchase fuel to pay less fuel tax.
Track maintenance on equipment.

Calculate your profits and your real cost per mile.
Invoice customers.

Print checks.

Create financial “what if” scenarios.

LoadL edger requires very little information, so you can quickly enter just the information
track or you can maintain very detailed records.

If you are new to computers and Windows, you should read this chapter . It includes an
overview of the LoadlL edger program and standard Windows functions. (Even if you've
been using Windows for awhile, you may learn something too!)

To set up and customize LoadL edger for your business, use the checklist later in this
chapter or read Chapter 2: Setting up LoadLedger for your Business.

How LoadLedger works: the basics

Once you set up LoadL edger for your business, use LoadL edger to:

Enter the information about a load, including miles, fuel and other expenses,
additional income expected and advances taken.

OPTIONAL Enter itemsto reimburse or advance to Drivers with their payroll.
OPTIONAL Invoice items from the Load.

Enter a settlement and make any necessary adjustments.

Create payroll checks or withdraw your pay as an owner.

Enter expensesincurred for your business and enter mai ntenance records on
equipment.

Pay credit cards, loans or other liabilities or make adjustments to accounts.

Print reports to show you the profitability of your business, calculate fuel taxes,
create address books, track maintenance performed or needed and review account
transactions.

Y ou can enter information as you go or in batches and "back date" if necessary.
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The main component of LoadL edger is the relationship between the Loads window and
the Settlements window. The following items entered in the Loads window appear in
both the Invoice as Items to Invoice and on the Settlement as Items to Settle for that
specific Customer.

All income (Load Income, Fuel Surcharge and Additional Income)
Expenses marked Reimbursable
Advances (including Fuel marked "Advance™)

Y ou can adjust income and expenses on the Settlement, but in order to invoice an item or
clear an Advance in a Settlement, it must be entered in the Loads window first.

The state miles (Mileage tab) and fuel purchases (Fuel & Tollstab) you enter in the
Loads window are used to calculate fuel taxes for all tractorsthat are set up asIFTA
Reportable (in > ).

Can't wait to get started?

If you're eager to start using LoadL edger, here's a quick checklist of the basic items you
should set up before entering your accounting and load information in the software.

Y ou may decide after initially setting up LoadL edger that you want to add accounts,
equipment, contacts and so on. Y ou can add or update these items at any time. (Y ou must
close and reopen any open windowsin order to see the newly created itemsin the drop-
down lists within the window.)

You can click to close a window without saving any of the changes you
may have made.

Company Information (! " # ) See page 22.

Equipment ( " and " ) See page 23.

Contacts: Drivers, Customers, Shippers, Receivers, Vendors ( " ) See
page 26.

Preferences(! " $ ) See page 31.

Y ou can also add most items when you need to simply by typing in the applicable
field and choosing % to the message when it asks if you want to add the item.
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Backing up your Database

The database is the file that contains al of the information you enter in LoadL edger. If
your computer crashes or if you use LoadL edger on different computers (like alaptop in
the truck and a desktop at home) you can restore a saved database.

Inatypical installation, the database file &islocated inthe '($

) * K folder. (Depending on your computer's settings, you may
not see the file extension .db.) Y ou can backup thisfile by copying the fileto a CD using
Windows Explorer (or My Computer) or your CD writing software. LoadL edger also
contains a backup utility that you can use to compress and save the database file.

Y ou should backup your data on aregular basis. It is highly recommended that you keep
a backup on some removable mediain case your computer's hard drive crashes.

Due to the increased size of the Loadl edger 3.0 database, backing up to your a:\
drive requires multiple disks. Y ou may wish to use a"key" or "jump" drive or another
removable storage device.

This assumes
your 3-1/2
floppy driveis
drive a.\

s = # & ., &

1. Close any open LoadL edger windows (such as Loads or Settlements).
2. Choose/ >- . 0

3. Click 12 to back up to the default location *( & & (If you have problems
saving by clicking 12, follow the instructions after clicking the 31 5button.)

Or Click theE buttonto 6 adifferent location or with another !
After entering the ! ,choose 6 .

Backup Data X

Backup ta file:l & Moadbulib I s

Select backup location and click OF, or click cloze Cloze

T ¢ [ <]
Save jn: I ﬁ My Documents j glil

load lIb
load2 I

File name: IIoadbu.IIb Save I
Save as type: ILoadLedger Backup Files [*IIb] j Cancel |

4. Choose 12 inthe Backup Data window A progress indicator appears.

5. The message Database was backed up successfully will appear when compl eted.
Click 12. LoadL edger will then reconnect to the current database.
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If you are experiencing problems backing up directly to a CD, back up the file
to your hard drive (likeinthe 7 #0 folder) and then copy that fileto a CD.

Restoring your Database (or Moving Data to another
Computer)

Before restoring afile, you should backup the current file to another location or save it
under another file name.

The stepsto restore your database (such as after a computer failure) are the same asto
transfer the LoadlL edger database from one computer to another.

If you are using LoadL edger on more than one computer, make sure to only enter datain
the most up-to-date database. The Restore process replaces the current database -
# 8 & 9 9 &

LoadL edger will only run if the restored database is the same version as the current
LoadL edger application. To update the database, reinstall the current version of
LoadL edger.

If you need assistance updating a database file to the L oadl edger version you are
currently using, contact Technical Support by email at or call

# &
1. Closeany open windows in LoadL edger.
2. Choose/ > 0
3. Click 12 to restore the backup from the default location '( & &

Or Click theD button to select a backup filethat was 6 adifferent
location or with another ! . After selecting the file, choose 6 .

Choose 12 in the Restore Backup window.

5. The message Thereis currently a database in the LoadLedger folder. Do you want to
deleteit? appears. If you have already backed up your current database, choose % .
A progressindicator appears.

6. When the process is finished, the message Database was restored successfully
appears. Choose 12.
Y ou may wish to close and reopen LoadL edger after restoring a database to refresh
any information.

If you are restoring from floppy disks, you may need to insert the LAST disk
first. If you experience problems restoring a backup file from a CD, copy the backup
file to your hard drive (likeinthe 7 #0 folder) and then restore that file.
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Basic Windows and LoadLedger Instructions for New
Computer Users

This section is for new computer users who may not be familiar with standard Windows
functions. If you' ve used other Windows programs, LoadL edger should look familiar to
you, but you might pick up afew tricks by skimming this information.

Opening LoadLedger

If you used the typical installation process, you can start LoadL edger by clicking the
button on the task bar, pointing to $ ,pointingto) * +and clicking
or double-click the LoadL edger shortcut on the desktop.

The LoadLedger window

The main LoadL edger window looks like a typical Windows-based program. Thereisa
menu bar across the top of the screen with atoolbar below. The menus and toolbar
contain the commands needed to run the program.

Meanii

Tnnlhar
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LoadLedger commands

Use the menu, toolbar or shortcut key (if applicable) to perform the command. (A popup
appears when you hold the mouse pointer over atoolbar button to indicate what each
button does.)

At any time, you can click
you may have made.

to close awindow without saving any of the changes

L

Company Information

Set up your Company Information.

Preferences Customize LoadL edger for your businessin the
=3 Preferences window.
Printer Setup Set up the printer you want LoadL edger to use.
Exit Exit LoadlL edger.
7

Cut Cut (erase) information in afield.

Copy Copy information in afield to be used in another
field.

Paste Paste copied information into afield. (Also worksto
paste a number copied from the Calculator.)

7

Tractors Add tractors or update their information.

Trailers Add trailers or update their information.

Contacts Add Contacts (customers, vendors, shippers,
receivers, drivers, and so on) or update their
information.

Contact Types Add Contact Types (such as categories like “Hot

Customers” or “Friends”).

Chart of Accounts

Add, change names, or delete unused financial
accounts.

Settlement Adjustment Types

Create reasons to adjust settlements.

LoadLedger Version 3.0 User Guide

Important Information - 7



6 7
Loads Add information about Loads — including mileage,
fuel purchases, advances, other direct expenses and
income.
Invoices Create invoices.
Settlements Enter payments from customers (settlements).

Expenses — General

Enter general expenses.

Expenses — Fuel Enter fuel expenses that should not be used in the
Fuel Tax Report.
Write Checks Print checks on QuickBooks double-voucher

computer checks and record the transaction.

Expenses—Tolls

Enter tolls that should not be used in mileage
calculations for the Fuel Tax Report.

Expenses — Maintenance

Enter maintenance performed and create service
reminders.

Owner's Draw Enter funds you pay yourself or withdraw from the
business.

Pay Credit Cards Enter payments to credit card accounts.

Pay Loans Enter loan payments.

Calculator Open the Windows Calcul ator

Accounts — Adjustments

Perform accounting transactions not performed in a
standard LoadL edger window.

Accounts — Opening Balances

Set up balances from the prior fiscal year.

Maintain End of Years

Change the LoadL edger accounting periods.

7 Create financial, accounting and fuel reports, as
well asinformational reports and mailing |abels.
7
Resources Connect to websites.
Edit States Changethelist of statesthat appearsin the State

dropdown boxes.

Maintain Fuel Tax Tables-
Update Fuel Tax Table

Update the fuel tax table.

Main Fuel Tax Tables—
Edit Fuel Tax Tables

Change the rates of existing fuel tax tables.

Backup Data

Back up your databasefile.

Restore Backup

Restore an existing backup of a database.

8 - Important Information
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Export to QuickBooks — Customize LoadL edger for use with QuickBooks.
Setup Preferences
Export to QuickBooks — Lists Create afile of LoadLedger list itemsto usein
QuickBooks.
Export to QuickBooks — Create afile with your LoadLedger financia data
Transactions to usein QuickBooks.
* 9 Arrange open LoadL edger windows.
<
Help Topics Open LoadL edger’s online Help.
About View information about your version of

LoadL edger as well as your system.

Minimizing and maximizing windows

In any Windows program, you can minimize awindow or program by clicking the
minimize button in the upper right corner. This moves the window out of your way
without closing the program.

To maximize the window (make it big again), click the window's maximize button or, if
it's aprogram, click the program'’s button on the task bar. (The task bar is the bar along
the bottom of your computer screen that includes the Start button.)

Using keystrokes

If you use alaptop or are more comfortable with a keyboard than a mouse, you can use
keystrokes to perform many LoadL edger tasks. (For example, to change the time from
AM to PM inthe Loadswindow, type , =$ after entering thetime.)

Like most Windows programs, the  &key moves the cursor from field to field ina
window. The; key islike clicking the active button (such as 12).

An underlined letter in a menu or command indicates the key to pressif you're
using keyboard commands. (For example, you can open the Company Information
window by pressing) =! toopenthe! menu, and then pressing .)

Insert and Delete

If LoadL edger prompts you for required information
in arow you don't need, delete the row. (Y ou may
have begun entering data and LoadL edger doesn't
know that data in the row is no longer necessary.)
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Using the LoadLedger calendar
When you click in a Date field, click the down arrow to select a date from the calendar.
Click < to go to a previous month or > to go to the next month. Click the date to select it.

If you don't see the last row in the calendar, enlarge the window you'rein by
clicking and dragging the lower edge of the window.

Sorting Lists

Many of the listsin LoadL edger can become longer than you can view in the window.
Sorting the itemsin the list may help you find the item you want to select more quickly.

To sort the list, click the heading in the gray bar at the top of the column. Click the gray
header again to reverse the order.

For example, in the Find Settlement window, you can click the) heading to sort
thelist by the check amount.
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The Windows Calculator

To open the Windows Calculator in LoadL edger,
choose Calculator on the Utilities menu. Use the
calculator as usual. (For help on using the Windows
Calculator, click Help inthe Calculator program.)

Y ou can copy a number from the calculator by
choosing Copy on the Calculator Edit menu (or
press Ctrl+C). To insert the number in LoadL edger,
place the cursor in the field where you want the
number and choose Paste on the LoadlL edger Edit
menu (or press Ctrl+V).

Getting Help using LoadLedger

There are several waysto get help using LoadL edger.
Read this User Guide.

Use LoadL edger's online Help.
Onthelnternet at 999 > >,
Email LoadL edger support staff at

Call LoadL edger support at during normal business hours or leave a
detailed message for after-hours support.

A support technician may need your serial number, program version and system
information. You can find thisinformationin<  >) &

Using the Manual

When you see this ant, you'll find useful tips and suggestions for using LoadL edger. Tips
and more are also included at the end of each chapter. (You'll aso find useful
information in the Support Center at the LoadL edger web site
(www.loadledger.com/support/).

The exclamation point indicates an important point or instruction.

When you see & & ininstructions, that isarequired step.
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Using LoadLedger's Online Help

Help isavailable within the LoadlL edger program in several ways.

Within any window, you can get field level help which tells you specifically what to
put in the field where the cursor is located. Look in the status bar to view this help.

r'd

Y ou can click the Help toolbar button (or pressthe  key) for help about the
window you have open.

Y ou can get genera help by choosing < onthe<  menu.
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In this chapter

You'l learn about the Chart of Accounts (the financial accounts Loadl edger uses),
including:

Types of financial accounts

Setting up the Chart of Accounts

Setting up your Opening Balances

Adjusting accounts

Changing accounting periods

The Chart of Accounts

L oadL edger was designed so that you didn't have to be an accountant to actually do your
own accounting. However, even if you don't have a background in accounting,
understanding some basic accounting principles can help you understand how financial
decisions affect your bottom line.

LoadLedgerisa & # # , which means that every transaction
affects at least two accounts. Sometimes thisis easy to see, such as when you pay a credit
card — the amount is deducted from Checking and the same amount comes off the Credit
Card account balance. Some entries take place automatically, such as when Incomeis
entered in aLoad — behind the scenes Loadl edger places the same amount in Accounts
Receivable (which then comes out of A/R when it is selected as paid in a settlement.)

Aren't you glad you don't have to figure al of this out? Y ou never have to worry about
the accounting - LoadL edger will make sure your accounts are always balanced.

LoadLedger Account Types

LoadL edger includes a basic chart of accounts with typical trucking accounts.

% # & , + . Y ou can change the account
name of existing accounts or delete unnecessary accounts. However, LoadlL edger will
let you delete accounts it needs in order to properly function, such as Accounts

Receivable, Owner's Draw, Advances, and others (although you can rename them if you
wish).

If you use an accountant, you may want to get a copy of the chart of accounts he or
she uses for your business.

To print the current Chart of Accounts, choose : > >, )
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The most common account types LoadlL edger uses are:

Cash, cash from advances, checking, savings, ESCROW and
any other type of account that holds money.

A special liability account for credit card purchases (or any
other reason you would need to pay from a "credit-type"
account) and payments.

Expenses your business incurs no matter if atruck is running
or not — Typical fixed expenses are |oan payments, telephone
bills, monthly office expenses, and insurance.

Expenses that change based on whether you're trucking or not.
Direct expenses entered in the Loads window, like scales or
tolls, are one type of variable expense. Other variable
expenses may be showers, laundry, or other driver expenses,
or items purchased for use with the truck, such astools, lights
or chrome.

Sources of money you receive (such as lease income, labor
income or fuel surcharges).

Loans scheduled to be paid over aperiod longer that a year,
such as atruck loan.

1, & #

Liabilities that you expect to pay within the year, such as taxes
or short-term loans. Advances are atype of current liability.

Additional account types you can access through the Account Adjustments (or Opening

Balances) are:

, # 1 1

) $#& @%A Money you owe (your bills) — You probably won't have to
directly use this account.

) : 6 & @ A Incomeand other reimbursements owed to you from aload.

B Any materias that you hold in inventory and then sell.

:C # Owner's equity, including the money you contribute to your
business or money you draw from the business, aswell as
your net income.

1+ ) Assets which depreciate, such as your tractor or trailer

1, ) Any asset that is neither afixed asset or a current asset (such
as receivables that will not be paid within the year).

1, ) Assets that will likely be converted to cash or used within the

year (such as prepaid or reimbursable expenses).

14 . Setting up your Accounting System
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Setting up the LoadLedger Chart of Accounts

LoadL edger comes with a Chart of Accounts for many accounts a trucking business
might use. Y ou can add any number of accounts of these types. Y ou can change the
account name of existing accounts or delete unnecessary accounts not needed by
LoadL edger (called system accounts).

To print alist of the accounts currently set up, choose : > >,
) . You can show this report to your accountant to see what accounts he or she
suggests you add or change.
To open the Chart of Accounts, choose > ) or click the ,
) toolbar button.
] ] )

1. Closeany open LoadL edger windows (like Loads or Settlements).
2. Fromthe Chart of Accounts, choose 9. The Account Setup window appears. (To

open the Chart of Accounts window, choose > ) or click the
, ) toolbar button.)

3. Typea for the account. (If you are exporting data to QuickBooks, each
account must have a unique name.)

4. Select the) # . (If you are creating an expense account, specify whether it
isal + or? & expenseaccount.)

5. Choose12.

To change the name of an account, select the account from the Chart of Accounts and

choose / . Change the name and choose 12.

To delete an account, select the account from the Chart of Accounts and choose 0
Choose % to the confirmation message. (Y ou cannot delete system accounts or any
account that is used in a transaction.)
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Setting up your Company's Opening Balances

Note Opening Balances are designed to be used for amounts you want to enter before the
first fiscal year you use LoadL edger. If you need to adjust balances in subsequent years
use the Account Adjustments window. (For example, if you started using LoadL edger in
2002, your opening balances would be your account balances as of December 31, 2001.)

If you want to enter balances (or adjust balances) in a fiscal year after you began using
LoadL edger, use the Account Adjustments. See " Adjusting Accounts' on page 18.

You will only have to do this your first accounting year. LoadL edger will carry over
amounts at the end of each consecutive year.

Before you begin, set up your Chart of Accounts ( >, ) ).
To open the Account Opening Balances window, choose) 6 >) >
1 -

# &

1. From the Opening Balances window, click the appropriate tab and enter the opening
balance in each account.
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2. When you are finished, click 12.
Y our & (including Income minus Expenses) your ; C #must

egual your)
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Adjusting Accounts

The reference There will be times that you will have to record a transaction where thereisn't a

in

LoadL edger window specifically for that purpose (such as entering depreciation on an

reports asset, contributing personal funds to the business, or transferring money from one Bank
indicatesan  gccount to another). Y ou can make any type of accounting entry in the Accounts
entry from A djustment window, however, you can only enter a description of the entry, not a
the Account e evence number. See common adjustments on page 20.
Adjustments
window. If you want balances on accounts to appear in the current year's reports, enter the balances
in the Account Adjustmentsinstead of the Opening Balances.
Y ou cannot change or delete an adjustment entry; but you can reverse the entry by
entering the opposite amounts in the same accounts.
The Account Adjustments window is similar to the Opening Balances window. It
contains four tabs: ) , & , and ; + , and the & D
; C #must equal )
E
1. EnteraQ for the adjustment.
Asyouenter 2. Click the appropriate tab and enter the ) in the account. (This may be a
data, you positive number to increase the account or a negative number to decrease the
can see how account's balance.) At the side of the window is a running balance of the totals
g;j running entered in each tab.
Cha?g; 3. Choose12. (Remember, thechangein & D;C #must equal the changein

) )
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Changing End of Year Periods

"End of Year" is used in LoadL edger to define the Y ear to Date and Last Y ear time
periodsin reports. Y ou will probably never need to modify your end of year periods, but
you can if necessary. (The first date entered should be before your first transaction date.)

You can set your current end of year period in the Preferences window.

When you open LoadL edger after a new year begins, LoadL edger will
automatically prompt you to update your end of year date and will update the Preferences
and Modify End of Y ears windows.

To open the Modify End of Y earswindow, choose) 6 >7 ; %

Tips

Commonly added accounts
;I’he following ac:(;ounts are)accounts commonly added in the Chart of Accounts
>, .
Owner Contribution (Equity)
Lease Payments (Expense)
Fuel Surcharge (Income)
Additional income accounts like Tarping or Extra Drop/Pickup (Income)

Comdata or T-check (Bank)
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Common adjustments
ATM withdrawals *

Example

) ' ' 100.00
) ' .o -102.00
; ' ) 7 ., 2.00

* When withdrawing funds from an ATM, you can instead use the Owner's Draw
) 6 >19 FO0 9)towithdraw the cash received (from Checking) and
note that it wasan ATM in the Description field. Enter ATM charges (from

Checking) in the General Expenseswindow () 6 >0+ >B ). At
the end of the year, you can make an adjustment () 6 >) >
) E ) to balance out the Cash account with Owner's Equity (or reverse an
Owner's Draw).
Contributing (or paying bills with) personal funds
Example

& 19 & 1,000.00

& : - 1,000.00

Or You can add the Owner Contribution to the bank account and then pay the hill
using awindow inthe) 6 menu.

Using business funds for personal items
Use the Owner's Draw window () 6 >19 FO 9)

Example
) - ) -100.00
& 19 FO0O 9 100.00
Depreciating equipment
Example
) : - 30,000.00
 + 0 30,000.00
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In this chapter

LoadLedger is easy to set up and customize for your business. From the Lists menu, you
can set up itemsto use in LoadL edger, but you can also enter many items "on the fly” (as
you need them). In this chapter, you'll find information about entering or changing:

Y our #
and

06
?

6
Loadl edger’s default settings (your $ )
! +
OPTIONAL that appear in the State dropdown list

Whenyouseea&  number in the step-by-step instructions, you must enter
information in that field. Entering information in other fields is optional .
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Entering your Company Information

Theinformation you enter in the Company I nformation window appears:
Across the top of the LoadL edger window

At the top of invoices

In reports
To open the Company Information window, choose! > # or
i click the # toolbar button.
# #
1. Typeyour company's . (If you are a company driver or do not use a company
name, simply enter your name for the company name.)
2. Enter your company's) . $, and! +numbersin the appropriate fields.

3. Inthe + 0 box, typethe Federal Employer |dentification Number (FEIN) assigned
to you by the IRS on the form SS-4 or your social security number.

4. If you have your own IFTA (International Fuel Tax Association) registration, type
that number inthe ! ) box.

5. Enterthe01 number you use (whether itisyoursor alease carrier's).
6. Enterthe >7 number you use (whether it isyoursor alease carrier's).
7. Click12.

Y ou can update thisinformation at any time by reopening the Company Information
window.
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Setting up your Equipment

LoadL edger divides your equipment into tractors and trailers.

You can set up detailed information about equipment through the menu, but you can
quickly add atractor or trailer as you need to in any of the LoadL edger windows.

If you do not have your own trailer (or are a company driver and don't have your
own tractor), you can simply set up ageneric trailer (or tractor) to use for al loads. You
can add a note on each load if you want to track which trailer you hauled.

Setting up Tractors

You can set up as many tractors as you need. Whatever you enter as the Description
appearsin the Tractor List aswell asin the drop-down lists when you have to select a
tractor (like in the Loads and Maintenance windows).

5 To open the Tractor List, choose > or click the toolbar button.

To save time entering information, you can also determine which tractor automatically
appears whenever atractor isrequired (such as in the Loads window) by selecting a
tractorin!  >$

The Tractor List displays all of the tractors you have set up in
LoadLedger. You can select a tractor and choose Update to
add or change information.

Check the IFTA /v

Reportable box if
you want miles and
fuel from this
tractor's Loads to be
used in fuel tax
reports.
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9
1. Choose 9 fromthe Tractor List. The Tractor Setup window appears.

Enter a0 for the tractor. This description appears within the program
whenever you have to select atractor. (See the below.)

3. Typethetractor's? & (Vehicle Identification Number).

4. Checkthe! ) : & check box if you want to include fuel and miles from

thistractor's loads in fuel reports.
5. Typethe% ,7 . ,and # (modd) of thetractor.
Select the ! # used.

7. Typethe * | (loaded with atrailer), * | (thetractor empty) and
number of ) +

8. Enterthe$ and

9. Choose12.

To change information about an existing tractor, select the tractor from the Tractor List

and choose / . Change the information and choose 12.

To delete atractor that you have not used yet in LoadL edger, select the tractor from the

Tractor List and choose 0 . Choose % to the confirmation message. Y ou cannot

delete atractor being used in a Load, Maintenance or other transaction.

Y ou can print areport with your tractor information. Choose : > >

"Tire Size" fields are scheduled for afuture LoadlL edger version. To save this
information (and meet DOT record keeping requirements), you can enter tire information

asfollows:
1. Inthe Tractor Setup window ( > ), select the tractor and click /
Inthe O box, type the tractor owner and number. (Since the Description is

what appears in drop-down lists, make sure the information you want to seein
windowsis at the beginning of the box.)

Example: Jones 0001 or 0001 (Tom Jones)

3. Typethe? & , Year and Make (and Modédl, if you wish) in the appropriate
boxes.
4. Inthe # box, type 8' :; H.

If these steps are followed the Tractor Setup Report will meet DOT requirements.
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Setting up Trailers

You can set up as many trailers as you need. Whatever you enter as the Description
appearsinthe Trailer List aswell asin the drop-down lists when you have to select a
trailer (likein the Loads and Maintenance windows).

To save time entering information, you can also determine which trailer automatically
appearsby choosing atrailerin! > $

If you do not have your own trailer, you can create atrailer called #
to usein your Loads. Y ou can enter a note on the load to record the trailer you
pulled if necessary.

To open the Trailer List, choose > or click the toolbar button.

1. Choose 9 fromtheTrailer List. The Trailer Setup window appears.

TypeaO for the trailer. This description appears within the program
whenever you haveto select atrailer.

3. Typethetrailer's? & (Vehicle Identification Number).
4. Typethe% ,numberof)+ ,7 . , # (moded) of thetrailer and the
*

5. Enterthe$ $ and
6. Choose12.

To change information about an existing trailer, select the trailer fromthe Trailer List and
choose / . Change the information and choose 12.

To delete atrailer that does not have any information tied to it, select the trailer from the
Trailer List and choose 0 . Choose % to the confirmation message. Y ou cannot

delete atrailer being used in a Load, Maintenance or other transaction.
Y ou can print areport with your trailer information. Choose : > >
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Setting up your List of Contacts

A Contact is any person or company you need to use within LoadLedger or that you just
want to keep information about on file. LoadLedger uses the following types of contacts:

Customer (whoever pays you)

Driver

Payroll

Receiver (where you deliver aload)
Shipper (where you pick up aload)
Vendor (acompany or person you pay)
No Type Assigned

Y ou cannot delete these system Contact Types; however, you can rename them if
you want and you can add your own categories (like Brokers or Address Book).

Y ou can assign multiple contact types to a single contact. For example, a contact may be
both a Shipper and a Receiver or aleased operator may be both a Driver and a Vendor.

Setting up Additional Contact Types

To open the Contact Types, choose > #

#
1. Choose 9 fromthe Contact Typeslist.
2. Typethe # andchoosel12.

To change a contact type description, select the contact type from the list and choose
/ . Change the contact type description and choose 12.

To delete a new contact type that has not been used, select the contact type from the list
and choose 0 . Choose % when the confirmation message appears.
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Entering Contacts

Y ou should enter the contacts you know you will use in LoadL edger, Customers (such as
companies or brokers who pay you), Drivers, Shippers, Receivers and Vendors you use
frequently.

You can aso set up anew Contact quickly from within many of the LoadL edger
windows by simply typing the name. If the contact doesn’t exist, a message appears
prompting you to add the contact. If you choose to add the contact, the Contact Quick
Setup window opens and you can add the address and phone number. See page 30 for
more information.

In the example above, the Typeis selected and only Contacts that are designated as a
Customer (in the Contact Setup) appear inthelist.

The Contacts window displaysalist of al of the contacts you currently have set up in
LoadLedger. You can add or change a contact’ s information by selecting the contact and
choosing /

To find a specific contact, begin typing the Company name (or Description or Contact
name, if that is how the list is being sorted) in the ! box. The selection line will move
in the list to the closest match. Y ou can narrow the contacts displayed in the list by
selecting which contact types to show. Only contacts that are designated as the

highlighted # under , 9 , #  appearinthelidt.
To open the Contacts window, choose > or click the tool bar
button.
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If you export to QuickBooks,
you can assign
QuickBooks Names to the
Contact. (Each QuickBooks
Name must be unique if the
Contact has multiple
Contact Types assigned.)

v

1. Choose 9 from the Contactswindow. The Contact Setup window appears.
2. You must enter either a #or . (You may enter both.)

The Company name must be unique. Y ou can enter the store number, plant
number, zip code or other identifying information to the end of the Company Name
if you need to enter multiple contacts with the same company name.

3. TypeaO for this contact. This description appearsin the Contacts list.

4. Enter the) . # ,and H . The Loads window displays the City and
State fields from the Contact records for Shippers and Receivers.

5. Typethe + 0, if applicable.

6. If the contact isadriver, you can aso enter the #1,0 < ,
0 : if applicable.

7. Enter$, and! +numbers.

8. Typeany 0O or about this contact.

| Tostartanew line, press  =;

9. Click each # you want to assign to this contact. (Y ou may have to scroll
down the list to view all of the Contact Types available.) % #
# , .
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Customer Will be paying you. (Used in the Loads, Invoice, and Settlements
windows.)

Driver Y ou want to assign as adriver to a Load.

Receiver You déliver to (used asa"Drop" in the Loads window).

Shipper Y ou pick up from (used as a"Pick up" in the Loads window).

Vendor Y ou buy something from or make a payment to in any window.

Y ou can aso assign contacts to categories you added.

10. If you use QuickBooks, enter thed .- . to assign to this contact. (This
is how they will appear in QuickBooks.) QuickBooks requires that each nameis
unique if a contact is being used as different contact types (like aVendor and an
Employee).

See Chapter 9: Exporting Data to QuickBooks® for more information about using
LoadLedger with QuickBooks.

To change a contact's information, select the contact from the list and choose /
Change the information and choose 12. This will update the information everywherein
LoadL edger that the contact has been used.

To delete a contact, select the contact from the list and choose 0 . Choose % tothe
confirmation message. Y ou cannot delete a contact if it has been used in any window.
To print alist of contacts or mailing labels, choose : > > and

select the type of Contact Report to create.
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Contact Quick Setup
To quickly set up contactsin LoadL edger windows, type the name and then press  &or
click to the next field. A message appears asking if you want to add the new contact.

If you choose % to add the contact, the Contact Quick Setup window appears. Y ou can
add any address information. Choose 12 to add the contact.

If you want a Shipper or Receiver's City and State to appear with the load, you should
enter it in the Contact Quick Setup.

If you are using ProMiles, the Shipper and Receiver must have a City and State (spelled
correctly).

If you want a Shipper or
Receiver's City and State
to appear with the Load,
you should enter it in the
Contact Quick Setup.

If you are using ProMiles,
the Shipper and Receiver
must have a City and State.

To add more information or Contact Types to the contact, open the Contact from the
Contact List ( > , Select the contact and choose / ).

Contacts must each have a unique Company name.

ProMiles require separate purchase. For more information, contact L oadl edger
sales at or email
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Setting your Preferences

Preferences are default settings that appear automatically in LoadL edger windows.
Specifying preferences keeps you from having to enter repetitive information (such as
expense accounts or payment information).

Y ou can aways override a preference in the window where it is used, such as changing
the rate paid for miles in the Loads window.

Y ou can change your preferences at any time without affecting information you

have already entered.
Before setting your Preferences, you should verify you have al of the accounts you need
in the Chart of Accounts ( >, ) ).

To open the Preferences window, choose! > $ or click the $

toolbar button.

All Preferences are optional. Y ou can select only the items which will make
entering data easier for you.

# 3
1. IntheB tab of the Preferences window, enter the #
. (Typically, thisis 12/31/of the current year.) LoadlL edger will
automatically prompt you to update this each year. Select any other 0 you
want to use

Select the Driver,
Tractor, Trailer or
Customer you use
most often.

Remove or add the
checkmarks that you
would like to apply on a
regular basis.
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2. Inthe; + ) tab, select the ; + , and$ # accounts used
most often.

3. Inthe7 tab, select the 0 to use for Maintenance Expenses.
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4. Inthe$ # tab, select how you normally calculate payment and any other
calculation settings.

ProMiles will enter State Miles and Route
information in the Loads window based on the
City and State of Shippers and Receivers.

ProMiles requires a separate purchase. Contact
LoadLedger Sales at sales@loadledger.com or
— 866-ANTWORX (268-9679)

5. Inthe 6 tab, you can select alogo and other invoice settings.

The invoice logo is a bitmap (.bmp)
which is sized to 216 x 157 pixels.
You must reopen LoadLedger to
import your picture.

6. Choose 12 to save your preferences.
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Setting up LoadLedger for Fuel Taxes

LoadL edger uses state mileage and fuel purchases from the Loads window to calculate
fuel taxes. Y ou can run afuel tax report at any time to estimate your current tax liability
(or credit). See page 82 for information on running the Fuel Tax Report.

Before using LoadL edger to create fuel tax reports:
Import or create the quarter's tax rates.

Make sure the tractor(s) you want to usein the report are marked ! ) : & in
the Tractor Setup ( > >/ ).

Y ou can download temporary and final fuel tax rates at the LoadL edger web site:
, '>999 > > or contact support at
to have afile emailed to you.

Importing Fuel Tax Rates

Fuel tax rates are typically not final until the first Monday of the last month of that
quarter. For more information about the International Fuel Tax Association, Inc., visit

their web siteat 999 )
9 +

1. Choose/ > > orgoto
999 > >from your Internet browser.

2. Right-click thelink for the quarter to download and choose 6 ) (Internet
Explorer) or 6 . ) (Netscape) and save the file onto your computer (such as
inyour 7 #0 folder).

9, # ,6 6 K

Once you have downloaded the file with the fuel tax rates, you can load the datainto
LoadL edger.
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You can load a new tax
table at the same time

you unload the existing
tax table for that quarter.

+
Choose/ >7 ! + & >/ ! + & .
Click- 9 tofind the file you downloaded in the Select File window.
3. If you have aready created or loaded rates for this quarter, you must

+ while you load the new rates. (Select the quarter and type the year of
the fuel tax table you want to replace.)
4. Choose12.

Creating Fuel Tax Rates for a New Quarter

If you do not have Internet access or simply want to generate the Fuel Tax Report before
loading tax rates for the quarter, you can create the fuel tax rates for a specific quarter.
Creating a new quarter's tax rates places 0.0000 in each field which you can then
manually change (or replace later by loading afuel tax ratefile).

+
Choose/ >7 ! + & >; ! + &

Select the quarter and type the year of the rates you want to create.

3. ClickB + . The message There is no data for this quarter. Would you like to
populate all fields with 0.00? appears. Choose % .

4. Edittheapplicable +or , rates or leave as .0000 if you are creating
temporary rates to generate the Fuel Tax Report for that quarter.
5. Choose12.

Once there are fuel tax rates for that quarter saved in LoadL edger, you can create the Fuel
Tax Report. See page 82 for information on running the Fuel Tax Report.
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Editing Existing Fuel Tax Rates

+ +

If you haven't uploaded a fuel tax rate file for the quarter, you must create a file before
you can change the rates. See the instructions for creating new tax rates on page 35.

1. Choose/ >7 ! + & >; | + &
2. Selectthed andtypethe%  of the rates you want to edit.
3. ClickB + . The rates currently in the database appear.

If the message There is no data for this quarter. Would you like to populate all fields
with 0.00? appears, choose % .

4. Editthe +or , rates.
5. Choose12.
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Changing the List of States

If there are states or provinces that you won't ever
travel in, you can remove them from the states that
appear in the dropdown list in any State field.

States are indicated by the Country code US.
Provinces are indicated by the Country code CN.

1. Choose/ > .

2. Todelete a dtate, right-click the row and click 0
Toinsert a state, right-click in the grid and click . (Therow will be added
above the row where you right-clicked.) Use the United States Postal Abbreviation
for the state or province and indicate/ or  asthe # code.

3. Click12.

Tips on setting up LoadLedger for your business

Use$ (inthe!  menu) to save time entering commonly used
information.

Make sure tractors you want to use in Fuel Reportsare marked ! ) : & in
the Tractor Setup ( > >/ ).

Usethe Country code/ (United States) or  (Canada) when adding back states
you deleted.

When entering a Customer, enter the address information and contact name that you
want to appear on the invoice (if applicable).
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In this chapter

Tracking loads (or trips) is one of LoadL edger's strongest features. LoadlL edger
automatically ties information you enter in the Loads window to invoicing, settlements,
fuel tax reports, and other financial reports. This chapter includes:

Overview of the Loads window

Entering basic information about the load

Entering mileage on aload (and using ProMiles to enter mileage)
Entering fuel and toll expenses (used in the Fuel Tax Report)
Entering direct expenses, additional income and advances
Copying load information to a new load

Changing information in aload or deleting aload

Where does Load Information go?

You can get
an accurate
picture of
the
profitability
of specific
tripswhich
can help you
make better
decisions
about which
|loads to
take.

When you enter your load information, LoadL edger places the financial and mileage
information into corresponding accounts.

All anticipated income (from the main load income or additional income) is
balanced by also entering the amount in the Accounts Receivable account.

State miles and fuel purchased are stored for use in the Fuel Tax Report.

Expenses marked : & & andadvances (and any transaction fees) that come
out of the settlement are stored so you can verify that the payments you receive are
accurate.

Other expenses (that you are not reimbursed for) are a so tracked with the load.

Y ou can select which accounts you want amounts to come from and where you want
them to go, and LoadL edger prevents you from making any accounting mistakes so that
your accounts are always balanced.

Y ou should only enter income or expenses that are # associated with aload
or that you will invoice or reconcile in a settlement in the Loads window. Income or
expenses not associated with a specific trip should be entered in the appropriate Expenses
window (such as General Expenses or Maintenance Expenses) or the Account
Adjustments window.

To open the Loads window, choose) 6 > or click the toolbar button.
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Entering Basic Load Information

You can "cut
corners' by
not entering
all of the
information
LoadLedger
can store,
but that
probably
won't help
you in the
long run.

The key to getting an accurate picture of your business, reconciling settlements and
generating accurate fuel tax reportsis entering accurate information in LoadL edger.

The tab in the Loads window contains specific information about atrip,
including where LoadL edger calculates the main payment (Income) and Fuel Surcharge
used in the Settlement window.

You can set up LoadLedger so repetitive required information automatically appears
(Customer, Tractor, Trailer, Driver, and Payment Information) based on your selections
inthe Preferenceswindow (I >$ ).

You can insert or delete a row by right-
clicking the row and choosing the option you
want or pressing Ctrl+l to insert a row or
Ctrl+D to delete a row. (A row is placed
under the previous rows.) You should avoid
deleting the last empty row.

When you are finished entering information in each tab, click 6 . To create anew

load, click 9,orclick +L$ 6 or! go to adifferent load. (The sort order of

Next and Previous are based on your selectionfor  +>$ 6(; #0 , 0 or
& )
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Remember, you canusethe &(and , = &) keysto move between fields.

Required steps have & &
In the Information tab of the Loads window, enter the & .
2. Enter the- (or other reference number used for the load).

Enter the0  for theload. You may enter the date you were given the load, the date
you picked up the load, or the date you delivered the load. Whichever date you
decide to use, you should be consistent.

Set defaults M If acustomer doesn't appear, select a or type the name of a new customer
for the (and enter the address in the Contact Quick Setup window).
, N If atractor doesn't appear, click the down arrow and select a or type anew
, tractor name or number.
' . If atrailer doesn't appear, click the down arrow and select a or type anew
' trailer name or number.
accounts . If adriver doesn't appear, click the down arrow and select a0 6 or type the name
and payment of anew driver (and enter their address in the Contact Quick Setup window).
calculation  Under$ # , select how pay ontheload iscalculated: B, O
method in B .,< #7 ,$ : or* , .Basedonthe$ # # Lenter
the the income rates and select the )
Preferences
window (in Youcanadd a! , anda! . )
the 9. Enter optional information such asthe 0 (descriptions appear on the
menu). invoice and load reports. 'Y ou may choose to further detail or define your invoicing
here),* , ,the number of $ ' $ ' $ 1 ,andthe number.
Type 10. ;I_'ype any you want to record about thisload. Type  =; to start anew
ine.
togarta 11. Enterthe$ ./ 0 , , and shipping #. Y ou can enter multiple pick
new linein a ups if necessary or type the company name of a new Shipper contact.
field. 12. Enterthe0 0 , , and receiving #. Y ou can enter multiple drops

if necessary or type the company name of a new Receiver contact. If you are using
ProMiles, ProMiles will generate the state miles and route for you.

LoadL edger calculates mileage pay based on the State Miles entered in the
Mileage tab (or the Odometer milesif you check the/
box, found in the Preferences window in the Payments tab.).

Y ou can set up different income accounts (in the Chart of Accounts) to track the
income earned from specific activities or customers.
Y ou can have a zero amount ($0.00) in Income.

If you calculate by mileage, the fuel surcharge uses figures from the
7

TheO you enter for an item is used by the invoice and settlement.

To recalculate ProMiles generated mileage, remove the checkmark from the

9 ,%$ 7 box and then recheck it.
ProMiles enters all miles as Loaded miles. Verify these miles and the date entered
and adjust them as needed. Y ou can also add additional deadhead miles.
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Entering Mileage

The7 tab in the Loads window contains information about the miles associated
with the trip. You can use odometer miles or break down the miles you ran in each state
if you file your own fuel taxes. (And you can enter both, if you want.) If you are paid per
mile, LoadlL edger uses the miles entered in the Mileage tab to calcul ate the income you
are due. (Of course, many times you are not paid for al of the miles you ran; don't worry,
you can adjust your income when you enter the settlement for thisload.)

The Mileage by State (along with the fuel purchased on aload) is used in fuel tax
calculations and cost-per-mile analysis.

If you are using ProMiles, the
State Miles and Route will be
entered automatically.

The IRP Report breaks out
Loaded, Empty and Bobtail Miles
for both Toll and Non-Toll Miles.

Remember, you can use the Tab key to move to the next field.

1.

Enter the - and; odometer readings. (Y ou should start aload
immediately after delivering the previousload.)

Enter the0 and7 ( and/or ; # runin each state.
Checkthe- &  box if the empty miles are bobtail miles. LoadLedger will add a
new row to the State Mileswhenyoupress &or = inthelast row.

If you are using ProMiles, the 7 and: will be entered for you, as
long as you have a city and state in the shipper and receiver addresses. It usesthe
type of route you selected in the $ window.
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Using ProMiles to Enter Mileage

ProMilesis a separate component in LoadL edger (and requires a separate purchase).
Using this feature, LoadL edger will use ProMiles routing to automatically enter the
7 and : in the Loads window (Mileage tab) based on the Shipper and Receiver

City and State information.
$ 7

There are two ProMiles optionsin LoadL edger: one tractor and multiple tractors. After
you have purchased the option you wish, follow these steps:

1. Install ProMiles from the LoadL edger CD.

2. Choose! >$ >$ # andclickthe; & $ 7 7
; box (so a checkmark appears in the box).

3. A message appears with the ProMiles contact information. Please your LoadL edger

support team at . to unlock the ProMiles integration.
4. Select the , or if you have purchased the multi-tractor version, double-click
the message below the Routing Method to enter your LoadL edger multi-tractor code.
5. Select the: 7 , touse) & , P or
))-

After you have installed and enabled ProMiles, you can use ProMiles to calculate mileage
in the Loads window.

In order for ProMiles to work, each Shipper and Receiver must have a City and State
(spelled correctly).

Check the $ 7 checkbox in the Loads information
tab. The mileage will calculate as you enter each pickup and drop.

To recalculate mileage or aroute, uncheck and recheck the

$ 7  box.

ProMiles enters all miles as Loaded miles. Verify these miles and the date entered
and adjust them as needed. Y ou can also add additional deadhead miles.
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Entering Fuel Purchases and Toll Receipts

Usethe! D tab in the Loads window to track fuel and tolls associated with a
trip. Fuel amounts entered here are used with the state milesin fuel tax calculations.

Fuel entered in the Fuel Expenses window is used in fuel tax calculations. 0
KOnly enter fuel in one place.

LoadLedger
keeps track of
miles on toll roads
so those miles
can be separated
on the IRP Report
for state highway
use tax reports.

oy
1. Click the! D tab in the Loads window.

Fud mustbe 2. Enter! expenses on the top half of the window.

marked asofn Enter the0 ,? , State, number of B ,and
Selectthe $ # # and;+ )

:ﬁ:psgﬁerr;gm OPTONAL Specify whether the amount is: & & oran) 6

window. OPTIONAL Enter the< & (odometer) mileage, : (such as areceipt
number) anda$ # : (such as a check number).

3. Enter expenses in the lower half of the window.

Enter the0 , number of 7 traveled on thetoll road and

amount and specify whether the truck was ,the$ # # (and

: if you wish), the expense) (and an expense : if you
wish), and whether you will be : & for the expense.

OPTIONAL Enter thetoll : you traveled if you wish.

4. Continue entering information about this load in other tabs.

Y ou can enter tolls as a Direct Expense on the Load instead of a Toll expense;
however you should enter New Y ork toll miles as Toll expensesin order to track the
miles traveled which can be used as a credit on the New Y ork Highway Use Tax form.
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Entering Expenses, Additional Income or Advances on a Load

The fourth tab in the Loads window, 0 P+ L) D) 6 ,
is used to record other direct expenses (such as scale tickets, bridge tolls, or lumbers),
additional income (such as for unloading or layover pay) and advances. Expenses marked
as Reimbursable, additional income and advances will appear in the Settlement window.

The description appears on the invoice and in the
Settlements window.

+ L 6
1. ClicktheO T+ D tab in the Loads window.
Enter direct ; + in the first section of the window.
Enter the0 ,? , expense) , ,and$ # )

If you are reimbursed for the expense, select % under : & (A reimbursed
expense shows up in the Invoice and Settlement windows.)

OPTIONAL Enter a: for the expense (such as the state or an invoice
number) or a$ # : (such as a check number).
OPTIONAL Enter a0 of the expense. (The description prints on the
invoice and appears in the Settlement window.)

3. Enter) in the middle section of the window.
Enterthe0 ,a0 ,a: number (if necessary), the income
) to use and the)

4. Enter) 6 in the bottom section of the window.
Enter the0 , a: number (if necessary), the) , the)
that received the cash (such as Cash from Advances), and, if necessary, a
transaction! ) and a 1+ ) .(Youcan

also deduct transaction fees in the Settlements using an adjustment.)
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Working with Existing Loads

You can view alist of previously entered loads through the Find a Load window.
+

The! button in the Loads window brings up alist of all of the loads you have entered.
Click any of the headings to sort by that field: Number, Load Date, first Pick Up
Company (Shipper), Date, City or State, or last Destination Company (Receiver), Date,
City or State.

If you do not want to view settled loadsin the list, remove the checkmark inthe , 9
box.

Usel! to:
Add or change itemsin an existing load.
Copy information from aload to a new load.
Delete an existing load.

Y ou cannot change transactions that have been settled or delete aload if itemsin
the load have been settled. Y ou must first change (or delete) the settlement so the items
are not settled.

#
Click ! in the Loads window to open the Find a Load window.
Select (click) the load with the information you want to duplicate.

3. Click # A new load appears with the information and state miles from the
original load entered.

4. Enter thetrip number and update the dates.

1. Click! in the Loads window to open the Find a Load window.
2. Select (click) the load to delete.
3. Choose0

| Y ou cannot delete aload if it has been settled.
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Tips

General tips

If you don't need to enter mileage for IFTA, enter the total miles for theload in one
state (like Alaska - AK) so you can calculate the cost-per-mile of loads.

Set up different income accounts (in the Chart of Accounts) to track the income
earned from specific activities or customers.

Type azero (even if it appears like $0.00) in any amount field if you don't know the
amount but want to record the transaction.

UsetheO box to enter details if you want them to appear on the invoice.

To recalculate ProMiles-generated mileage, remove the checkmark from the
9,% 7 box and then recheck it.

To turn off the Settled Load warning, remove the checkmark from the * 9,
box in the General tab of the Preferenceswindow (! >

$ )-
Y ou cannot modify a settled load item. To change information in the load, you must

first "disconnect" the load from the settlement. See the tips at the end of the chapter
Entering Settlements.

Using advances for specific expenses

Y ou can enter normal cash advances in the fourth tab of the Loads window (Direct
Expenses, Additional Income & Advances). However, if you use an Advance for a
specific purpose (such as emergency maintenance), you can "trick” an advance into being
expensed to an expense account in one transaction, instead of making two separate
entries.

, 6 +
In the Loads window, select the O i+ L) D) 6
tab.
Under the) 6 areg, enter theO  of the transaction.

Type asthe) . (You must type the 0 even though it seemsto already be
entered.)

Select ) 6 asthe #
Inthe! ) box, type the dollar amount of the advanced expense.

Select or change the 1) to the expense account the money
was used for (such as Emergency Maintenance).

OPTIONAL TypeaO for the transaction.
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Tracking broker or lease fees

If the amount you pay to the broker or lease company isincluded in your 1099 form (and
isthus considered income), you should enter the fee as an expense in the Loads window
(or inthe Settlement) Y ou can create a specific "Lease Expense” or "Broker Fees'
expense account in the Chart of Accounts ( > ) ).

If the feeis not included in your 1099, then you can track these payments using the
following method.

&
1. Create an income account in the Chart of Accounts called Broker Fees. ( >
, ) )
2. Inthe Loads window, in the Additional Incometab, enter a 6 income amount

and select the income account you created in the previous step. (Typeaminussign in
front of the amount to make it negative.)

Or You can enter the negative amount in the Settlements window as adjusted
income; however, the income per mile on the load will not include the broker fees.

Reimbursing drivers

In the current version of LoadL edger, you must reimburse adriver asif you were paying
aliability. Y ou can track money you owe to drivers for pay or reimbursements. Y ou can
also use this method to track payments owed to lease operators.

& 6 . # 9 6
1. Setupeachdriverasa? anda0 6 inthe Contact Setup window.
( > ). Click an existing driver and / orclick 9 tocreatea
driver. Under # ,clickbothO 6 and? )
2. Inthe Chart of Accounts, create a account for the driver
( >, ) > 9> ) # ).
A Credit Card account is a special type of short-term liability account that can
be used to pay for things.

3. Inthe Loads window, when the driver pays for something which you should
reimburse or to enter the driver's pay for the load, enter the expense and select the

$ #) of the driver's"Credit Card" account. (Y ou can & so enter non-load
related expensesin the General Expenseswindow () 6 >+ >
B )

4. Print an Account Transactions Report (: > >)

.Inthe) # list, select Land then select the

driver's specific credit card ) to see the balance (what you owe the driver).

5. When you pay or reimburse the driver, use the Pay Credit Card window () 6 >
$# ) to record the payment.
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In this chapter

LoadL edger contains a basic invoice for those who need to print invoices. %
, 6 6 Items are placed in your Accounts Receivable when they are
saved on a Load.

This chapter includes information about:
The Invoicing Process

The Invoice
Creating an Invoice
Viewing or Printing Invoices

Voiding an Invoice

The Invoicing Process

Y ou can invoice customers for any items entered in the Loads window that would also
appear on a settlement for that customer. Thisincludes:

Load income

Additional direct income
Reimbursable expenses
Advances

The description you enter for an item appears on the invoice line.

The invoice uses the Company Information and $ > 6 , suchasan
invoice message that appears at the bottom of the invoice, the next available invoice
number after the starting invoice number and alogo bitmap (216 x 157 pixels).

The Invoice

The LoadLedger invoice shows the Trip Number, Bill of Lading Number, item
Description, first Pick Up and last Drop grouped by the Load. Y ou can fold the invoice to
fit in astandard #9 or #10 window envelope.
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Creating an Invoice

Before beginning to invoice, set your invoice defaults in the Preferences window.

¢ >$ > 6 )
Invoices are smpleto create.

I:I To open the Invoices window, choose) 6 > 6 orclickthe 6 toolbar
button.

When you receive payment, enter the payment in the settlement window as usual.

Selecting the Items to Invoice

ol

The description that appears
is what was entered in the
Loads window for the item.

After opening the Invoices window, select the customer to invoice. Any settlement items
from the Loads window (for that customer) appear. To hide items which have aready
beeninvoiced, clearthe , 9 6 check box. Y ou can also change the invoice 0
(if necessary).

To add itemsto the invoice, click the check box next to each item. When you have
finished, choose 12. The invoice appears.
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Viewing or Printing an Existing Invoice

In the Invoices window, click ! . TheInvoice List appears. To hide voided invoices,
clearthe , 9 ? check box.
Find the invoice, click it (to highlight it) and choose . The invoice appears.

| Y ou can sort the list by clicking the column heading.

Voiding an Invoice

Select the invoice you want to void in the Invoice List (above). Click ?

If you print avoided invoice, Void appears across the invoice.
Y ou can then re-invoice items.

Tips

Y ou must void an invoice if you need to re-invoice an item. In the current version of
L oadL edger, you cannot reuse a voided invoice number.

If you change an item in the L oads window, the invoice is not changed.

Use effective descriptions in the Loads window. The descriptions appear on the
invoice.

Before beginning to invoice, set your invoice defaults in the Preferences window
¢ >% > 6 ).
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In this chapter

Settlements move amounts from Accounts Receivable to your Checking account (or other
Bank type account).

This chapter includes information about:
The Settlement Process

Setting up Settlement Adjustment Types
Entering Settlements
Finding or Deleting Settlements

The Settlement Process

Specific items that you enter in the Load window appear in the Settlement as Items to
Settle. Select the items that were paid or deducted (income, reimbursed expenses and
advances) and then adjust the settlement (using Settlement Adjustment Types) for
additional expenses that were deducted or income added.

Although you can adjust the income and expensesin the settlement you cannot adjust
advances or reimbursements. Therefore, # : E

, 9 9 & '

Setting up Settlement Adjustment Types

Settlement Adjustment Types are reasons for adjustments to expenses or income in the
settlement. Y ou can enter a new Settlement Adjustment Type in the Settlement when you
need it or set up Adjustment Types that you know you'll use (such as Insurance). Y ou can
enter either positive amounts (which increase either the expense or income account) or a
negative amount to reduce the account amount.

) E #  areused to describe:

Discrepancies in the amount received in the settlement (such as miles you recorded
with the load that were unpaid).

Additional income received (such as a bonus).
Additional expenses deducted (such as insurance or fuel tax deducted).
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Adding Settlement Adjustment Types

Create the types of
settlement adjustments
you want to use from the
Settlement Account Type
List in the Adjustment
Type Setup window.

Common types of adjustments you may wish to set up include:
Unpaid Miles
Insurance (or separate types for Health, Liability, or Bobtail)
Overnight Delivery Charges
Fuel Tax Deducted

Bonus or Layover Pay

Labor or Extra Drop/Pick Up Pay
To open the Settlement Adjustment Type List, choose > ) E

#
) E #

1. Fromthe Settlement Adjustment Type List, choose 9. The Settlement Adjustment

Type Setup window appears.
2. TypeaO for the Settlement Adjustment Type, such as Unpaid Miles.
3. Choosel12.
To change the name of a Settlement Adjustment Type, open the Settlement Adjustment
Types window ( > ) E # ) and select the adjustment type
fromthe list and choose/ . Change the name and choose 12.
To delete a settlement adjustment type, select the adjustment type from the list and
choose 0 . Choose % to the confirmation message.

Y ou cannot delete a Settlement Adjustment Typeiif it hasbeenused in a

settlement.
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Entering Settlements

Items from the Loads window automatically appear in the Settlements window. Y ou can
pick and choose which items were paid on the settlement check.

If anitemis not paid, it remains open — you can see unpaid income and unreimbursed
expenses in the Accounts Receivable account and advances remain aliability.

The godl isto apply the whole settlement check to the appropriate accounts so that the
/ = .

To open the Settlements window, choose) 6 > or click the
toolbar button.

Enter the information from a settlement in the
Settlements window. The description for each
item come from whatever was entered in the
Loads window. You can click the heading to
sort the Items to Settle.

Required steps have & &

1. Inthe Settlementswindow, enter theQ  of the settlement.
2. If the customer does not appear, select the

3. Enterthe , .)
4

Select which bank ) the funds will be deposited into. (If you take cash back
from the deposit, make an entry later in the Owner's Draw.)

Enter a: number, such as the check or settlement number.

Select which items to settle by clicking the box to select it. Asyou select items,
notice that the applied amounts on the left side of the window change. ,

, cC P
7. Enter any adjustments to your income or expenses. Specify the adjustment #
) and) . You may enter negative amounts if necessary.
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For example, insurance may be taken from a settlement, which may look like this:

Or you may not have been paid for al of the miles you entered in the Loads window,
so the entry may look like this:

8. Whenthe/ amount equals 0.00, click 12.

Y ou can aso use the Settlements to make deposits to your bank accounts that are
not from Loads.

Finding or Deleting a Settlement

Y ou can change or delete an existing settlement. Thisis especially useful if you need to
make changes to itemsin the original load and can't because the items have been settled.

Click ! in the Settlements window to open the Find a Settlement window.
Click the settlement you want to open and then choose . Make your changes and
choose12.

Or Select a settlement and choose 0
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Tips

General tips

If you have atruck loan payment deducted from a settlement, add that amount to the
check amount (which deposits it into the bank account) and then pay the loan (using
the same bank account) in the Pay Loan window.

The check amount in your settlement window is the actual check amount, not the
income you expected to get.

If your miles from the Loads window have calculated your income higher than what
you are actually paid, enter a negative income amount for the unpaid milesin the
Settlement Adjustment Income area. Y ou can track these unpaid miles more closely
by also creating an income account in the Chart of Accounts called “Unpaid Miles’
and use this income account when adjusting the settlement.

Enter Advances and Reimbursable Expensesin the Loads window before entering
the settlement.

Y ou can enter any payment from a customer in the Settlements window even if itis
not directly related to aload. Enter the amount as Income Added.

"Holding" settlements

If you need to add itemsto aload in order to zero-out your settlement, you can "hold" the
settlement you are working on, change whatever you need to change in the Loads
window, and then go back to the settlement to select those items.

This method also worksif you need to "disconnect” an item from a settlement so you can
change Load information. (Open the settlement and uncheck the item in the Items to
Settle before following the instructions below.)

a k~ w D

Q Q

Enter a"fake" adjustment that equals the Unapplied Amount to either Expenses
Deducted or Income Added so that Unapplied amount equals $0.00.

Click 12 to save the settlement and close the window.
Open the Loads window and make the necessary changes to the loads.
Choose 12 to save the changes and close the Loads window.

Reopen the Settlements window and click $ 6 (or click ! and select the
settlement from the list.)

In the row with the fake adjustment, right-click and choose 0 from the popup
menu, or click intherow and press =0 to delete the row.

Select the item(s) in the Items to Settle and proceed with the settlement as usual.
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In this chapter

LoadL edger includes specific windows to enter expenses not associated with a specific
load. This chapter includes instructions about:

Entering general expenses
Entering fuel and tollsnot used in fuel tax reports

Entering maintenance expenses

Determining where to enter expenses

Expenses can be entered in any of the following places:
In the Loads window (if directly related to a Load).

In the Settlements window (as a reimbursed load expense or under Expenses
Deducted).

In any of the Expenses windows (General, Maintenance, Fuel, Tolls).

0 + , K

To determine where to enter the expense, consider:

If you want the expense to be included in cost-per-mile on the load, enter it in the
L oads window.

If you want a mai ntenance expense to appear in a maintenance report, enter it in the
Maintenance window.

If fuel should beincluded in IFTA or other fuel reports, enter it in the! D
tab of the Loads window.

If the expense is a standard monthly expense, enter it in the General Expenses
window.

? # 9 small trucking companies or owner-operators need to use the separate Fuel
Expenses or Toll Expenses windows.
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Entering General Expenses

Some examples of general expenses are credit card interest, bank charges, phone hills,
overnight shipping and insurance payments. Y ou should enter these expensesin the

Expenses window.

To open the Expenses window, choose)
B T+ toolbar button.

+

Required steps have & &
In the Expenses window, enter the 0

LoadL edger will add it to your Contacts.

>B or click the

. You can type a new vendor and

2. ChangetheQ of the expense.
. Enter the) paid.
4. Entera: , such as an invoice number, for the expense.
5. Selectthe$ # # (anda$ # if you wish).
6. Select the expense)
7. Click 12 to save the transaction and close the window.
Or Click +,$ 6 or! to save the entry and continue working on

expenses.

If you make a mistake, you can change or erase an expense.

L 6 #
1. Click! in the Expenses window.

| To sort the list, click one of the column headings.

2. Inthe Find an Expense Entry window, click an expense entry to highlight it.
3. Click to view or change the details of the transaction.

Or Click0 to delete the expense.
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Entering Non-Load Fuel Expenses

Remember —
fuel entered
hereisnot
calculated in
the Fudl Tax
Report.

Only fuel
entered
through the
Loads
window is
used in the
fuel tax and
mileage
calculations
in the Fud
Tax Report.

There may be times that you purchase fuel which you don't need to usein your fuel tax
calculation. In this case, you should enter the purchase in the Fuel Expenses window (or
asaDirect Expense - not Fuel Expense - on the load).

Enter fuel purchased that is not used in
fuel tax calculations in the Fuel Expenses
window.

To open the Fuel Expenses window, choose) 6 >+ > or click the
! toolbar button.

+
Required steps have & &
In the Fuel Expenses window, enter theQ  , ? and of the fuel
purchase.
G Select the . (tractor) where the expenseis applied.
Enter the number of B purchased and the total
4. Enterthel reading if necessary.
N. Select the method of $ # (and payment :
Select the fuel expense) if necessary. (If you have selected a Fuel account in
the Preferences, it will automatically appear.)
7. Entera: , such as an invoice number, if necessary.

8. Click 12 to save the transaction and close the window.
Y ou can view, change or delete existing expenses.

6 # +
1. Click! in the Fuel Expenses window.

To sort the list, click one of the column headings.

2. IntheFind a Fuel Expense window, click afuel expense entry to highlight it.

3. Click to view or edit the details of the transaction.
Or Click0 to delete the entry.
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Entering Non-Load Toll Expenses

There may be times that you pay tolls which you don't need to track with aload. In this
case, you can enter the toll in the Toll Expenses window. These toll miles are not used in
any fuel mileage calculations or fuel reports (such as the IRP Report).

) * %
|
To open the Toll Expenses window, choose) 6 >+ > or click the
gl toolbar button.
+

Required steps have & &

Select the . (tractor) that used thetoll road and enter the0  of thetoll ticket.
G Specify whether the toll wasfor a trip.

. Select the and enter the number of 7 traveled.

M Sclectthe$ # # and enter the
N Select thetoll expense) if necessary. (If you have selected a Toll account in

the Preferences, it will automatically appear.)
6. Entera$ # : , such as a check number, if necessary. Y ou may also

enter a: Lsuch as the time stamp, to the toll ticket.
7. Typeany notesonthe: traveled if necessary.

8. Click 12 to save the transaction and close the window.

Y ou can view, change or delete an existing toll expense.

6 # +
1. Click! inthe Toll Expenses window.

To sort the list, click one of the column headings.

2. IntheFind aToll Expense Entry window, click atoll expense entry to highlight it.
3. Click to view or edit the details of the transaction.
Or Click0 to delete the expense entry.
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Entering Maintenance Expenses

LoadL edger tracks maintenance on your equipment and helps to remind you when
maintenance is due or when warranties expire.

To open the Maintenance Expenseswindow, choose) 6 >+ >
& 7 or click the 7 toolbar button.
+

Required steps have & &

In the Maintenance Expense window, choose whether the maintenance was for a
or and which one.
G Enterthe0  the maintenance was performed and the 1 reading.
. Selectthe # of maintenance and the ? (who performed the service).

M Selectthe$ # # (anda$ # : , such as a check number, if
necessary).

N Select the expense) , if necessary. (If you have set up a maintenance account
in the Preferences window, it automatically appears.)

6. Enterthe 6 I (number).

7. If the maintenance was for arefrigerated trailer, enter the & < onthe
unit.

8. If you want to be reminded to perform this maintenance again after a specific

number of miles or length of time, select a: # and enter the number of
0O #or7 until the maintenance needs to be performed again. (Y ou can set up a
default Reminder Type in the Preferences window.)

Selecta: # or typeyour own to add a new Reminder Type.
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R Enter the service performed. Select whether eachitemwasa$ , &
7 or +andentera0 and for each lineitem. A new
row isautomatically created after you enter an item.

LoadL edger will add each of these items to calculate the ,

10. Choose12.
Or Click + to enter another maintenance expense.
Or Click$ 6 to view the last maintenance expense entered.
Or Click! to select a previously entered maintenance expense.

Y ou can view, change or delete an existing maintenance expense.

+
1. Click! in the Expenses window.

To sort the list, click one of the column headings.

2. Inthe Find a Maintenance Expense window, click an expense entry to highlight it.

3. Click to view or edit the details of the transaction.
Or Click0 to delete the expense entry.

Information about Maintenance Reportsis located in the chapter Creating Reports on
page 83.
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$

In this chapter

The , . * allows you to:
Print computer checks (using preprinted QuickBooks double-voucher style checks).

Record the accounting transaction.
Create a Check History Report of all of the checks created.

Creating a Check

The Check Ledger is used to simultaneously print the information required for a
preprinted QuickBooks double-voucher check and to record the accounting transaction.

If you do not use computer checks, you can enter transactions in other LoadL edger
windows based on the type of transaction you are entering.

To open the Check Ledger, choose , . onthe) 6 menu, or click the
. toolbar button.

If you do not want to view voided checks, remove the checkmark fromthe , 9 ?
, . Ccheckbox.

Click acolumn heading to sort the list by that item.

After acheck is printed, you can change the 7 or void the check. You can
reuse a check number if necessary.

From the Check Ledger window, you can createa 9 check, use;  to changethe
memo or void a check, $ acheck, or createa , . < #:
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1. Inthe Check Ledger window, click 9. The Check Writer window appears.

2. Typeyour , . & , if necessary. (It will default to the next available check
number.)
3. Selectthe who will receive the check.
The Contact must already be set up in the LoadlL edger Contact List before
using the Check Writer.
4. Select the Bank type) from which the funds will be withdrawn.
5. Fromthe; + ) drop-down ligt, select a Credit Card, Expense, or

Liability account.

Changethe$ # name, if necessary.

Type the check )

OPTIONAL Typea7 to print on the check.

Click 12 to save the entry and return to the Check Ledger window.
Or Click$  to print the check.

© o N o

If the check prints correctly, click 12 to return to the Check Ledger window or
check the ? checkbox and then click 12 to void the check.

Y ou can change the 7 after printing the check if you wish to add a description,
but do not want the description to print on the check.
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Y ou can print a Check History Report that shows the details of the checks you've written.
, . < #:

1. Inthe Check Ledger window, click : .The ,
window appears.

2. Specify the date range for the report.
3. OPTIONAL Select a Contact to only show checks written to that Contact.

4. OPTIONAL Select the Bank Account to only show checks written from a specific
account.

If you only write checks from one account, you do not have to select the
specific- . ) . (Simply leave the Bank Account as @ A)
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$ 1, ) ) 6

In this chapter

The) 6 menu contains other common bookkeeping functions you will need to
perform, such as making payments on credit cards and loans, as well as adjusting
accounts when necessary. This chapter includes instructions for paying:

Yourself (an owner's draw)

Employees and independent contractors
Credit cards

Loans

Taking Money From the Company (Paying Yourself!)

An 9 F 9 isanamount you take out of the business for your personal use (such
as your pay). Since a sole proprietor (or corporation) pays taxes based on the equity in the
business, you may wonder why it mattersif you use money from the business accounts.
Of course you can use your money at any time, you just need to note that you've drawn it
out of the business.

Owner's Draw isa special equity account. To print areport of your withdrawals (or
deposits), choose : >1 >) . Enter the date range,
select the Account Type; C #andtheAccount19 F O 9. Choosel12.

The Owner's Draw window is the easiest place to withdraw funds from any of your bank
accounts.

To contribute money to the business, use the Account Adjustment window. (Add money
to your Equity account in the Liabilities tab and to the bank account affected, such as
Checking.) Or, you can enter a negative amount in the Owner's Draw window.

LoadLedger Version 3.0 User Guide Performing Other Accounting Activities - 69



Entering an Owner's Draw

To open the Owner's Draw window, choose) 6 >19 FO 9 orclickthe
19 FO0 9 toolbar button.

19 FO 9
In the Owner's Draw window, enter the 0
Enter the) you deducted from the business for yourself.
TypeaO

Select the bank account used for the payment.
Enter a$ # : , such as a check number, if necessary.

ok 0 DdPRF

Y ou can view, change or delete an existing owner's draw.

9 F 9 #
1. Click! in the Owner's Draw window.

To sort the list, click one of the column headings.

2. Inthe Find an Owner's Draw window, click the entry to highlight it.

3. Click to view or edit the details of the transaction.
Or Click0 to delete the entry.
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Paying Credit Cards

A credit card account is a special liability account that you can use to pay for expenses.
Y ou can record payments made to credit cardsin LoadLedger. Y ou should record
expenses and interest paid in the General Expenses window. (Activities > Expenses >
General).

Before you can make a payment, you must have already set up the Credit Card
Account in the Chart of Accounts.

To open the Pay Credit Card window, choose) 6 >$ # or click the
$# toolbar button.
. #
In the Pay Credit Card window, enter the payment 0
Select the credit card ) to apply the payment towards.
Typethe) of the payment.

Inthe$ # # list, select the bank account used to make the payment (and
enter a$ # : , such as a check number, if applicable).

4. Choose 12 to save the payment and close the window.

A wbdpR

Or Choose +,% 6 or! to save the entry and continue working in the Pay
Credit Card window.

Y ou can view, change or delete an existing credit card payment.

6 # #
1. Click! in the Pay Credit Card window.

To sort the list, click one of the column headings.

2. Inthe Find a Credit Card Payment window, click the entry to highlight it.

Click to view or edit the details of the payment.
Or Click0 to delete the payment.
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Paying Loans

To record payments you have made on loans, use the Pay a Loan window.

Before you can make a payment, you must have already set up the Loan Account
in the Chart of Accounts.

To open the Pay aLoan window, choose) 6 >$ # orclickthe$ #
toolbar button.
#
1. Inthe Pay aloan, enter the payment O
2. Selecttheloan) to apply the payment towards.
3. Typethe) of the principal payment, (or the whole amount if you do not know

the interest expense).

4. Inthe$ # # list, select the bank account used to make the payment (and
enter a$ # : , such as a check number, if applicable).

4. If you know the amount of interest, enter the interest) and expense)

Y ou can expense interest at the end of the year using the Account
Adjustments window. (Increase the Expense account and increase the Liability
account to balance the transaction.)

5. Choose 12 to save the payment and close the window or choose +,$ 6 or
! to save the payment and continue working in the pay a Loan window.

Y ou can view, change or delete aloan payment.

6 # #
1. Click! in the Pay a Loan window.

To sort the list, click one of the column headings.

2. Inthe Find aLoan Payment window, click the entry to highlight it.

3. Click to view or edit the details of the payment.
Or Click0 to delete the payment.
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In this chapter

Printing reports

Financial reports

Fuel reports

Load (and Settlement) reports

Maintenance reports

Setup reports (tractors, trailers, contacts, mailing labels, chart of accounts)

Creating Reports

LoadL edger contains many reports you can preview, print or export to see the
information you've entered in the program.

6 9
Select the report from a category in the : menul.
Select the date range and any other criteria.
Click 12.
To zoom in on the page, click = . (To zoom out, click .)

To go to the beginning of the report, click SS.
To go to the previous page, click S.

To go to the next page, click " .

To go to the last page of the report, click " " .

6. Click to close the preview window or click $  to print the report.

a k~ 0N
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1. Select thereport from acategory inthe: menul.
2. Select the date range and any other criteriaand click 12.
3. Click$ inthe Preview window. The Page Setup window appears.

4., Selectto$ ) ,$ $ or$ : of pages (like 1-5).
Y ou may also change the & of copiesto print and whether to multiple
copies.

5. Click12.

Y ou can export data from reportsinto many popular Windows formats to open in other

software.
+
1. Select thereport from a category inthe: menul.
2. Select the date range and any other criteriaand click 12.
3. Click 6 ) inthePreview window. The Save Aswindow appears.
4. Select whereto save thefile, typea! andselecta! # . (Youmay want

to experiment with different file types.)
5. Click 6 .You canthen open the filein another software program.
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Financial Reports: The State of Your Business

One of the most important uses of LoadL edger isto see how your businessis doing using
accounting reports. The two main reports that show your business's financial position are
the balance sheet and the income statement.

%

The Balance Sheet

The- , is probably the easiest financial report to understand. The balance
sheet shows you the financial status of your business on a specific date. The balance
sheet contains two sides, (what you own, such as the value of your equipment,
cash in any bank accounts, and money owed you) and & C #(amounts
that have come into the business in any manner, such asloans used to purchase
equipment, personal contributions, or net income — income minus expenses — earned).

The Balance Sheet follow a basic accounting rule:

& (what you owe)
+
; C  #(Contributions, money taken out of the business, and net income)

) (what you own)

For example, if you deposit $1,000 in your checking account (an asset), you must also
either have borrowed the money (aliability) or earned income (increasing your equity).

) I _&

Checking $1,000.00 | Loan
C #
Lease Income $1,000.00

In simple terms, every transaction you enter in LoadL edger affects at |east two accounts,
the account(s) where the money comes from and the account(s) where the money goes.
Y our assets will always equal your liabilities plus your equity.

When you view the Balance Sheet, you will quickly see what your businessis worth, as
well as the balances in your asset and liability accounts.
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To create the Balance Sheet, choose : > 1 > - ,

) #H7 , LG M
Assets
Accounts Recelvable
Accounts Receivable $3,000.00
Total Accounts Receivable $3,000.00
Bank
Cash from Advances $600.00
Cash $500.00
Savings $5,500.00
Checking Account $4,500.00
Total Bank $11,100.00
Fixed Assets
Truck $82,760.00
Total Fixed Assets $82,760.00
Total Assets 96,800.00
Liabilitiesand Owner's Equity
Accounts Payable
Accounts Payable $340.00
Total Accounts Payable $340.00
Credit Cards
MasterCard $550.00
Total Credit Cards $550.00
Equity
Net Income $33,970
Retained Earnings
Owner's Draws
Opening Balances Equity
Total Equity $33,970
Long Term Liability
Truck Loan $62,000.00
Total Long Term Liability $62,000.00
Other Current Liability
Advances
Total Current Liability
Total Liabilities and Owner's Equity $96,860.00
Tuesday, March 31, 2004 Pagelof 1 Left Lane Trucking
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The Income Statement

The explains how the Net Income number in the Equity section of
the Balance Sheet was calculated. The Income Statement shows revenues and expenses

which determine your profit.

The Income Statement is also commonly referred to as a Profit and Loss Statement or

Operating Statement.

To create the Income Statement, choose : > >
%
Income
Misc. Income $270.00
Income Miles $33,700.00
Total Income $33,970.00
Expense
Emergency Maintenance $720.00
Truck Wash $200.00
Equipment Lease $0.00
Insurance — Truck $618.00
Transaction Fees $26.00
Health Insurance $450.00
Tolls $153.00
Maintenance $2,700.00
Truck Lease Payment $6,000.00
Cell Phone $400.00
Scales $200.00
Fuel $10,000.00
Fuel Tax $500.00
Total Expenses $21,867.00
Net Income $12,103.00
Tuesday, March 31, 2004 Page1 of 1 Left Lane Trucking
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Account Transactions Report

The)
in LoadLedger.

Y ou can choose to
view information
from all accounts or
just specific account
types for any date
range and for a
specific contact.

shows the detail s of each of the entries you've made

The Account Transactions Report shows the date, reference number, amount, name (of
the company who made or received the amount) and description for each transaction
within the accounts you select.

To create the Account Transactions Report, choose : >1 >)
) 1/ : ) 1 ;%1
%
!
Account Type: Expense
Account: Fuel
Date Reference  Name Description Amount
2/10/01 Petro Load Fuel on load number 119899 $100.00
3/1/01 61877504 Petro Load Fuel on load number 120842 $148.94
4/1/01 Petro Load Fuel on load number 122385 $149.93
4/24/01 Petro Load Fuel on load number 125992 $146.97
6/8/01 Petro Load Fuel on load number 126790 $197.41
6/16/01 Petro Load Fuel on load number 127110 $178.73
6/23/01 Petro Load Fuel on load number 127420 $139.90
7/1/01 Petro Load Fuel on load number 128022 $261.72
7/6/01 Petro Load Fuel on load number 129554 $142.96
7/31/01 Petro Load Fuel on load number 130123 $143.95
Total for Account 'Fuel': $1,610.51
Total for Account Type'Expense': $1,610.51
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Audit Trail

The) displays all of the transactions for the specified account(s) in date order
asthey were entered into LoadL edger. The report shows the date, amount, account, and
description.

Thisreport differs from the Account Transactions Report because transactions are not
grouped in account types like in the Account Transaction Report.

To create the Audit Trail, choose : > >)

Account Adjustments by Date Report

The) ) E &0 shows all of the adjustments made in the
Account Adjustments window sorted in date order. Y ou can specify the date range to
include in the report.

To create the Account Adjustments by Date Report, choose : >1 >
) ) E &0 .

Account Adjustments by Type Report

The) ) E &t # shows all of the adjustments made in the
Account Adjustments window grouped by the account type. Y ou can specify the date
range to include in the report.

To create the Account Adjustments by Type Report, choose : >1 >
) ) E &t # .

Expenses by Reference Report

The; + & : shows expenses sorted by the reference. Y ou can
specify the date range to include in the report.
To create the Expenses by Reference Report, choose : > >+ &

Check Register

The , .: includes all of the payments you made using the bank account you
select. Y ou can use this report to check your bank statements or check that entries in your
checkbook have been entered in LoadL edger. Credits are deposits to the account; debits
are withdrawals.

To create the Check Register, choose : > >
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Break-Even/Cost per Mile Analysis

The- .;6 > 7 ) # isoneof themost useful reports LoadL edger
includes. Y ou can create business scenarios to see how changing your business practices
can decrease your cost per mile - so you can make more money!

To create the Break-Even/Cost per Mile Analysis, choose : >1 >-
;6 > 7 ) #
In the report parameters, you can auto generate your cost per mile and break-even point

based on data you have entered in LoadlLedger or you can create possible scenarios for
planning.

If you are using the information that exists in LoadL edger, specify the date range of the
transaction to use. Then you can adjust these amounts, or simply create your own
scenario.

In the example below, you can see a scenario created to determine the cost per mile and
break-even point of a hypothetical situation.

The parameters above would generate the following report:

)27, >1 $:7 ;) ) %
! AT  # LG 7 AT # LG

Miles (Loaded) Needed to break Even During Period

Total fixed cost for period $2,800.00 )
’ . . = = 6222 Miles
revenue per mile - variable cost per mile $0.900 - $0.450
Cost Per Mile
Total fixed cost for period + variable costs for period _ $2,800.00 + $4,500.00 $0.730
Miles driven (loaded + unloaded) - 10000 - perMile

So you can see you would need to run 6,222 milesto break even. Y our actual cost per
mileis 73 cents. If you use actual data, each transaction used in the analysisislisted in

the report.
To generate asimple cost-per-mile report based only on data entered in the Loads and
Maintenance windows, create a : : © > ). See page 86.
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Fuel Reports

Fuel reports display information based on what you have entered in the Loads window

for tractorswhich are marked ! ) : & inthe Tractor Setup window.
You can print areport of the fuel tax rates for a quarter or your current fuel tax liability.
To open afue report, choose! onthe: menu and select the report to create.
The! +: shows the mileage and fuel purchased for tractors marked IFTA
Reportable.
If you aren't seeing the data you expect, check the following:
Applicable tractors are marked ! ) : & . (To check atractor's settings,
choose > . > Select atractor and click / .>Checkthe ! )
& check box.)
Fuel tax rates are entered (/ >7 ! +: >/ ! +
& or; ! +: ). See page 34.
Mileage was entered for the correct datesin the Loadswindow () 6 > >
7 tab).
Fuel purchases were entered for the correct dates and states in the L oads window
) 6 > >1 D tab). 0 , | T+ 9 9
# 9 , K

Fuel Tax Tables

To view the fuel tax rates LoadLedger is using, print the ! + & .(To
edit the rates, choose/ >7 ! + & >; | + & )
To create the Fuel Tax Tables, choose : > > + & .IntheReport
Parameters window, select the C and choose 12.

LoadLedger Version 3.0 User Guide Creating Reports - 81



! + &
Quarter Ending  State Tax Surcharge Quarter Ending  State Tax Surcharge
3/31/02 AL $0.1700  $0.0000 3/31/02 AR $0.2100  $0.0000
3/31/02 AZ $0.2700  $0.0000 3/31/02 CA $0.2500  $0.0000
3/31/02 CO $0.2100  $0.0000 3/31/02 CT $0.1800  $0.0000
3/31/02 DE $0.2200  $0.0000 3/3102 FL $0.2700  $0.0000
3/31/02 GA $0.1100  $0.0000 3/31/02 1A $0.2300  $0.0000
3/31/02 ID $0.2500  $0.0000 3/31/02 IL $0.2700  $0.0000
3/31/02 IN $0.1600  $0.1100 3/31/02 KS $0.2200  $0.0000
3/31/02 KY $0.1200  $0.0500 3/31/02 LA $0.2000  $0.0000

Fuel Tax Report

Usethe! +: to complete IFTA fuel tax forms from miles and fuel entered in

the Loads window. Thisreport is calculated per quarter for any of the tractors marked
1): & .

The Fuel Tax Report will help you complete your state's IFTA report. For alist of states

that accept the LoadlL edger Fuel Tax Report as supporting evidence, go to
, '>>999 > >,

Before running the report, make sure you have uploaded the applicable fuel tax rates. See
Setting up LoadLedger for Fuel Taxes on page 34.

To create the Fuel Tax Report, choose : >1 >1 + In the Report
Parameters window, select the C and choose 12.

If you are having trouble creating a fuel tax report, review the list on page 81.
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Fuel Costs Report
The! : shows al of your fuel costsfor tractorsmarked ! ) : & .

Y ou can see actual cost and the cost after applying the current fuel tax rate. You can
calculate this report using a date range, the current year to date or the prior year's figures.

To create the Fuel Cost Report, choose : > >
1/; 1 Y
&#?
%
Tax Free
Cost/ Tax/ Cost/
Date Gallons Total Cost Gallon Gallon Gallon
State: 1L
Vendor Name: Speedway City:
/13/00  100.084 $137.010  $1.369 $0.0270 $1.099
Avg Cost/Gal:  $1.369 Tax Free $1.099
State: IN
Vendor Name: Williams City:
1/14/00  150.041 $179.900  $1.199 $0.1600 $1.039
Avg Cost/Gal:  $1.999 Tax Free $1.039
IRP Report
The : $: shows the total miles and the percentage of al milesin each state for a
date range for tractorsmarked ! ) : & . Itisbroken out by Toll and Non-toll

miles so you can use this report for specific state highway use reports (such as the New
Y ork Highway Use tax form).

To create the IRP Report, choose : > > 8.

LoadLedger Version 3.0 User Guide Creating Reports - 83



Fuel/Mileage Audit Report

The! >7 ) : shows details of the fuel purchased and milesrunin
each state, including trip routes. Y ou can run this report for any tractor or all tractors.

To create the Fuel/Mileage Audit Report, choose : > >0 >7 )

Load (and Settlement) Reports

Loads reports give you information about Loads and Settlements.

To create areport, choose : > , and then select the report you want. Specify
any parameters and choose 12.
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Load Report
The : shows al of the information you have entered about the load. Y ou
should print a Load Report before you settle the load so you can make changes if
necessary. To make settled loads appear in thelist of loads, click the , 9

check box.

To create the Load Report, choose : > >
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Load Recap Report
The : : gives you cost/income-per-mile information specifically from
Loads and Maintenance. It also shows the total miles for the period, loaded and empty.

To create the Load Recap Report, choose : > >
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Load Summary Report

shows basic information entered for aload. You can print a
Load Summary Report for a specific date range, tractor, customer or driver.

To create the Load Summary Report, choose :

The

#:

>

> #

Driver Activity Report

TheO 6 ) 6 #: shows the total miles driven (with loaded and empty miles).
To create the Load Recap Report, choose : > >06 ) 6#
06 ) 6#: &#0
! #0 & LG 7 #0 & LG
Driver: Joe Smith
Pick Up Drop Off  Load Number Origin Destination Loaded Miles  Empty Miles
12/4/01 12/6/01 136825 Meélrose Park, IL Plano, TX 911 340
12/6/01  12/7/01 136912 Belton, TX Rosemont, IL 1109 157
12/10/01  12/14/01 137164 Broadview, IL Hawthorne, CA 2329 2
12/15/01  12/18/01 137462 City of Industry, CA  Northlake, IL 2099 84
12/17/01  12/18/01 137555 Northlake, IL Bayonne, NJ 808 0
12/19/01 12/21/01 137785 North Haven, CT Port Huron, Ml 839 102
12/21/01 12/22/01 137838 Dearborn, M| Cicero, IL 289 79
12/23/01 12/28/01 137848 Lomira, WI Gulfport, MS 1396 137
Total for driver: 9779 921
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Settlement Report

The : shows al of the information you have entered about a
settlement, including adjustments to the Settlement.
To create the Settlement Report, choose : > >

Settlement Summary Report

The #: shows basic information you have entered about
settlements. Y ou can print a Settlement Summary Report for a date range, specific tractor
or customer.

To create the Settlement Summary Report, choose : > >
#
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Maintenance Reports

Maintenance reports display equipment maintenance that has been performed or
reminders of maintenance that needs to be performed.

Maintenance Reports

To create a Maintenance Report, choose : >7 >7 &#
or7 &#

The7 &H1 : shows details of maintenance performed on the
specific equipment within the odometer readings you enter. The report is sorted in the
order of odometer readings, grouped by each piece of equipment.

The7 &0 shows details of maintenance performed on the
specific equipment within the time period you enter. The report is sorted by date, grouped
by each piece of equipment.

Maintenance Reminders Reports

To create a Maintenance Reminder Report, choose : >7 >
: &# or: &#

%

The7 : &1 : shows the type of reminder for each
piece of equipment, when the maintenance is due and the maintenance expense entry
where the reminder was entered. The report printsin the order of odometer readings.

The7 : &#0 shows the type of reminder for each piece
of equipment, When the maintenance is due and the maintenance expense entry where the
reminder was entered. The report printsin date order.
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Setup Reports

Setup reports show you details of what you have in your LoadL edger lists.

Contact Reports

You can print alist of your contacts to use as an address book or for directions. Y ou can
also print standard mailing labels.

1. Choose: > > .
2. Select whether to sort the report based on the Contact # |, the #Name or
the Contact

3. Narrow the contacts that will appear in the report by selectingthe # toinclude.

You can print standard mailing labels (3 columns, 10 rows)when printing by
Company Name or contact Name; click the 7 &  check box.

When printing a contact report by Company Name or contact Name, you can also set
arange of contactsto print.

Toinclude al of the contacts that begin with aletter (such as all of the
companies whose name begins with S), type inthefirst box and 8inthe
second box.

4. Click 12 to view the report.

Equipment Reports
You can print alist of tractors or trailers and the information entered about each.

1. Choose: > > or
2. Click 12 to view the report.

Chart of Accounts Report
You can print alist of your current accounts using the Chart of Accounts Report.

1 1 )

1. Choose: > >, )
2. Click 12 to view the report.
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In this chapter

The Process

Setting up LoadLedger contacts for QuickBooks”
Exporting contacts and other information
Exporting financial transactions

Importing LoadL edger data into QuickBooks

The Process

Exporting data from LoadL edger for QuickBooks follows this process:
1. Set up LoadLedger contacts with unique names for QuickBooks.

2. Createan ! file(afileformat that QuickBooks recognizes) of LoadlLedger data
using the Export List or Export Transactions commands.

3. Import the .11 F filein QuickBooks.

An .lI1F file can also be opened in Microsoft Excel. In Excel, choose! >1

and change the ! # Dboxtoselect) . Find and select the .l1F file you want
toopenand choosel . When Excel beginsto open thefile, select 0 9 ,as
theFiletype, &asthe delimiter and the Text Qualifier .Choose! ,.Youmay

need to widen the columns to see the datain the cells.

Before importing data into your QuickBooks company, create a new QuickBooks
company and import the .11 F file LoadL edger created. Make sureit is what you expect to
see before importing into your company.

Y ou can import separate files with contacts and other lists, and then import accounting
transactions.
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Setting up LoadLedger Contacts for QuickBooks

QuickBooks does not allow importing customers, vendors or employees (drivers) or other
contact with the same name, so you must make sure any Contacts with multiple Contact
Types assigned to it has a unique name for each of these Contact Types. By defaullt,
LoadL edger will add the following prefixes to the Contact Name:

Vfor Customers

; Vfor Drivers (QuickBooks considers drivers to be employees.)
?Vfor Vendors

1Vfor all other Contact Types

Even if you set up prefixesto be used for the QuickBooks names for Contacts, you can
edit specific names in the Contact's Setup window.

J .- .

1. Choose/ >+ J .- . > $ )
Clickthe , 93 .- . 0 checkbox if you want the
QuickBooks names to appear automatically on the right side of the Contact Setup
window. (Youcanclickthed .- . buttoninthe Contact Setup window to
show or hide the QuickBooks Names.)

3. Enter or change the prefix used for ,? . # orl,
contacts.

4. Choose12.
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Exporting Contacts and other Lists

Y ou can export any the following lists of data from LoadL edger to use in QuickBooks.
Y ou can export lists of data from LoadL edger to use in QuickBooks.

+ i)

1. Open the Export Preferences window and make sure prefixes are entered for all
contact types (/ >+ J .- . > $ ).

2. Choose/ >+ J .- . >

3. Selectthetypeof  toexport.

4. Choose12.

5. Inthe Select File window, locate the folder to save the filein and type afile namein
the! box.

6. Choose 6 .

When the file has been saved, the windows will disappear.
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Exporting Financial Transactions

Y ou can export your LoadL edger financial transactions, with or without exporting any
other lists. You can export al transactions since you last exported or re-export a previous
range of transactions.

Y ou can open the file you create in Microsoft Excel if you want to delete certain
transactions before importing into QuickBooks. (See the instructions for opening an .11 F
filein Microsoft Excel at the beginning of this chapter.)

5.
6.

+

Choose/ >+ J .- . > .

Select +  tocreateafile containing all of the transactions dated since
you last exported.

Or Select: + and select the

Choose OK.

In the Select File window, locate the folder to save thefilein and type afile namein
the!l box.

Choose 6 .
Verify the export information and choose % .

When the file has been saved al of the windows will disappear.
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Importing LoadLedger Data into QuickBooks

While AntWorx does not support QuickBooks, the following basic instructions should
assist you in importing your LoadL edger data into QuickBooks.

Before beginning to import LoadLedger data, back up your QuickBooks database (! >
- . ) soyou can restore the database if you need to make modificationsto the .11 F
file before importing again.

Before importing data into your QuickBooks company, create a new, empty QuickBooks
company and import the .11 F file LoadL edger created. Make sureit is what you expect to
see before importing into your company.

| AntWorx is not responsible for supporting QuickBooks.

J .-
1. InQuickBooks, choose! >/ >
2. Locate your LoadLedger .IIF file and choose 1
3. QuickBooks will begin importing data.

Y ou may see warhing messages when importing data. Because QuickBooks handles data
differently than LoadL edger, you may have to enter some transactions manually. Note the
line number of the error — you can open the .I1F file in Microsoft Excel to verify which
transaction was not entered.

Some error messages are merely "End of Transaction” linesin the .IIF file and do
not contain financial data.
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Common questions

How do | reimburse drivers?

We look forward to adding driver reimbursement (included with the payroll options) in
our future release. Currently, you must reimburse a driver asif you were paying a
liability. You can track money you owe to drivers or have reimbursed to drivers. You can
also use this method to track payments owed to lease operators.

& 6 : # 9 6

1. Setupeachdriverasa? anda0 6 inthe Contact Setup window.
( > > Click an existing driver and / orclick 9 tocreatea
driver. > Under # ,clickbothO 6 and? )

2. Inthe Chart of Accounts, create a account for the driver
( >, ) > 9> ) # ).

3. IntheLoadswindow () 6 > ), when the driver pays for something
which you should reimburse, enter the expense and select the $ #) of the

driver's "Credit Card" account. (Y ou can aso enter non-load related expensesin the
Genera Expenseswindow:) 6 >+ >B )

4. Print an Account Transactions Report (: > >)
) and select the Account Type and then the driver's specific
credit card) to see what has been paid for by the driver.

5. Record your reimbursement to the driver in the Pay Credit Card window () 6
>$ # )

How do | use an advance for a specific expense on a Load?

Y ou can enter normal cash advances in the fourth tab of the Loads window (Direct
Expenses, Additional Income & Advances). However, if you use an Advance for a
specific purpose (in the same way you use an Advance to purchase Fuel), you can "trick"
a cash advance into being expensed to an expense account in one transaction, instead of
making two separate entries.

, 6 +

1. IntheLoadswindow () 6 > ), select the O i+ L)
D) 6 tab.

2 Under the Advances area, enter the O of the transaction.
3. Type asthe)
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4. Select , ) 6 asthe #

5 Inl ) , type the dollar amount of the advance.

6. Select or change the 1) to the expense account the money
was used for (such as Emergency Maintenance).

7. OPTIONAL TypeaO for the transaction.

How do | set up and use an open charge account?

If you have open charge accounts with vendors, create a Credit Card account ( >
, ) ) for the account.

When you pay the vendor, use the Pay Credit Card window () 6 >$ #

How do | enter ATM withdrawals?
You can enter an ATM one of two ways.

) 79, 9
1. UsetheOwner'sDraw () 6 >19 FO 9)towithdraw the cash received
(from Checking). Y ou can note that it wasan ATM inthe 0 field.
2. Enter ATM charges (from Checking) in the General Expenseswindow () 6 >
P+ >B ).
3. Attheend of the year, you can make an adjustment () 6 >) >
) E ) to balance out the Cash account with Owner's Equity (or reverse
Owner Draw)
Or Create one transaction in the Account Adjustments() 6 >) >
) E ) like:
) ' , +100.00
y - - 102.00
P+ ' ) 7, + 200

How do | track broker or lease fees?

If the amount you pay to the broker or lease company isincluded in your 1099 form (and
isthus considered income), you should enter the fee as an expense in the Loads window.

Y ou can create a specific Lease Expense or Broker Fees expense account in the Chart of

Accounts ( >, ) ).

If the feeis not included in your 1099, then you can track these payments using the
following method.
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1. Create an income account in the Chart of Accounts called Broker Fees. ( >
, ) )
2. Inthe Loads window, in the Additional Income tab, enter a 6 income amount

for the fee amount and select the income account you created in the previous step.
(Type aminus sign in front of the amount to make it negative.)

Or You can enter the negative amount in the Settlements window as adjusted
income; however, the income per mile on the load will not include the fee amount.

How do | save a Settlement with an unapplied amount? (Or,
How do | change items on settled loads?)

If you need to add itemsto aload in order to zero-out your settlement, you can "hold" the
settlement you are working on, change whatever you need to change in the Loads
window, and then go back to the settlement to select those items.

This method also worksif you need to "disconnect” an item from a settlement so you can
change Load information. (Open the settlement and uncheck the item in the Itemsto
Settle before following the instructions below.)

Q Q

1. Enter a"fake" adjustment that equals the Unapplied Amount to either Expenses
Deducted or Income Added so that Unapplied amount eguals $0.00.

Click 12 to save the settlement and close the window.
Open the Loads window and make the necessary changes to the loads.
Choose 6 andthen to save the changes and close the Loads window.

Reopen the Settlements window and click $ 6 (or click ! and select the
settlement from the list.)

6. Intherow with the fake adjustment, right-click and choose 0 from the popup
menu, or click intherow and press =0 to delete the row.

7. Select theitem(s) in the Itemsto Settle and proceed with the settlement as usual.

a k~ w D
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Why are my Fuel reports empty?
If you aren't seeing the data you expect, check the following:

Applicable tractorsare marked ! ) : & ( > > Select tractor

and click / .>Checkthe ! ) : & check box.)

Fuel tax rates are entered (/ >7 ! +: >/ ! +
& or; ! +: ) See page 34.

Mileage was entered for the correct datesin the Loadswindow () 6 > >

7 tab)

Fuel purchases were entered for the correct dates and states in the Loads window

) 6 > > D tab) 0 , ! D+ 9 9

# 9 , K

What is the relationship between LoadLedger & QuickBooks?

Y ou can export data from LoadLedger to .I1F files, which can be imported through
QuickBooks as well as opened in Excel. Y ou can export lists including Vendors,
Customers, Accounts and so on, as well astransactions for a date range. Before importing
the data into QuickBooks, we recommend backing up your QuickBooks database (or
create a“new” QuickBooks company) so if the data does not import as you expected, you
can restore your saved database. At thistime LoadL edger does not import data.

Can you explain more about entering pre-existing balances?
First be sure all LoadL edger windows are closed.
1. Goto >, ) and create (or update) each account.

2. Goto) 6 >) >1 - and enter the balance on each
account. Positive amounts will increase the account value.

3. Baance the amount by entering the amount “leftover” in the 1 -
; C #account (inthe & tab). In other words, your Equity in the businessis
the value of your assets (such as your bank accounts or equipment) decreased by
your debt.

Opening Balances are the balance in accounts & thefirst day of your first
accounting year. To enter balances within an accounting year, use the Account
Adjustments window.
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| use a Comcheck, T-check or another fuel card account for
load expenses and settlements. How do | set this up to work
with LoadLedger?

If you deposit money to the account, set up the fuel card as a Bank account type. You can
then useit to pay for items as well as depositing your settlement to it.

Or

If you use the card and then pay the balance of the card, set up the account as a Credit
Card type account.

How do | enter a load before | have a driver assigned to cover
the load?

Set up a“generic” truck, trailer and driver. (Name them something like “ Open Truck”,
“Open Tractor”, and “Open Driver”.). When you enter the information from the
customer, you can save the load without assigning to a specific truck or driver at the time.
Y ou can print a Load Report at any time (: > ). When you are ready to
assign to a driver, change the information in the Loads window.

You can set up the"Open" items as defaultsinthe! > $ window if
you want them to appear automatically when you create a new Load.

| opened LoadLedger and was entering information, but now |
get SQL errors. What happened?

Do not close the L7 button in the system tray (on the right near the time on Windows
95/98) or the "load" Adaptive Server Anywhere button on the task bar (Windows XP).
Thisis the database engine and LoadL edger will not connect to the database (and store
the information you are entering) if it is closed.
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Accounts Payable (A/P) account
Money you owe (your bills) — Y ou probably won't have to directly use this account.

Accounts Receivable (A/R) account
Income and other reimbursements owed to you from aload.

All Truck Usable Roads
Method of routing in ProMiles which istypically the shortest route.

Balance sheet
Shows the financial position of your company on a specific date. In the balance sheet, your companies
assets will always equal liabilities plus your equity.

Bank account
Cash, cash from advances, checking, savings, ESCROW and any other type of account that holds
money.

Chart of Accounts
Thelist of al of your financial accounts.

Cost of Goods Sold account
Any materials that you hold in inventory and then sell.

Credit Card account
A special liability account for credit card purchases (or any other reason you would need to pay from a
"credit-type" account) and payments.

Database
The database (load.db) is the file that contains all of the information entered in LoadL edger.

Equity
The net worth of your company. Equity increases as you invest money in the company or make a
profit; it decreases as you withdraw money or incur aloss.

Fixed Asset account
Assets which depreciate, such as your tractor or trailer.

Fixed Expense account
Expenses your businessincurs no matter if atruck isrunning or not — Typical fixed expenses are loan
payments, telephone bills, monthly office expenses, and insurance.

Income account
Sources of money you receive (such as lease income, labor income or fuel surcharges)
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Income Statement
A report which shows your income and expenses so you can see your net income. Also called a Profit
and Loss Statement.

Laden weight
Weight limit of the tractor with atrailer when loaded, such as 80,000.

Long Term Liability account
Loans scheduled to be paid over a period longer that a year, such as atruck loan

Other Asset account
Any asset that is neither afixed asset or a current asset (such as receivables that will not be paid within
the year).

Other Current Asset account
Assets that will likely be converted to cash or used within the year (such as prepaid or reimbursable
expenses).

Other Current Liability account

Liabilities that you expect to pay within the year, such as taxes or short-term loans. Advancesare a
type of current liability.

Owner's Draw
The amount you withdraw from the business asits owner.

Settlement Adjustment Types
Used in the Settlements window to describe discrepancies in amounts received or expenses deducted.

STAA

Routing method in ProMiles for 53' trailers and doubles. Taken from the Surface Transportation Act
of 1983.

Tare weight
Weight of the tractor used for tax classification, such as 16,000.

Unladen weight
Weight of the tractor and empty trailer.

Variable Expense account

Expenses that change based on whether you're trucking or not. Direct expenses entered in the Loads
window, like scales or tolls, are one type of variable expense. Other variable expenses may be showers,
laundry, or other driver expenses, or items purchased for use with the truck, such astooals, lights or
chrome.
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