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TRANSFLO $Velocity(TM) 2.0 Online Help

TRANSFLO $Velocity(TM) 2.0

TRANSFLO $Velocity (TM) 2.0 Online Help. This online help contains step-by step instructions for
scanning documents.

The structure of the TRANSFLO $Velocity(TM) 2.0

“ The Registration Window

& Main Window

2 Previously Submitted Documents
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The Registration Window

In order to use TRANSFLO $Velocity(TM) you must first enter registration information in the User
Registration Window. This window launches as part of the initial setup and can also be accessed by
clicking on the [F12] Setup & Administration button and then on the [F2] Register User button on

the Main Window.

The structure of the The Registration Window

ZF User Registration
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[ TRANSFLO SVelocity™ - User Registration e |
Enter Broker 1D 9 = = =ss

and click Add Adds

Enter 5 Broker D and clcie Add: |

Def ot Broker ID Descnption

Broker List | BROKERG!  MYCOMPANY BROKER 01
37 BROKERDZ  MYCOMPANY BROKER 02

/

Cnmpany Mam To remove & broker, highiight the broker |
from the above st and clck mmove

Wﬁ'a-ﬂa;:r (Bding Department Contact) First Name
Press the TAB key to navigate through fields

Company Name | MyCompary

l =
Ao Bemave
!

;

3, Yo

Mator Carrier
Code (MCC) .

/

Motor Camier Code (MCC) | LUISDOT-55933
ast Mame
First Name | John

Street Address Line 1 Last Mame | Smih /’/
[T

Tireet Address Lne 1 | 123 Anystreet [ State

!
L

—— Sireet Adidress Line 2

Street Address Line 2
| Oy [Myown Saim [FL T Zip Code | 33607 ———m
Phone Mumber |(813)555-1212 \ Zip Code

‘K

City
| — ———" Emai Address mynamei@myemail.com

T
/

. e Re-enter Email Address  |myname@myemail .com Phane Mumber
Email Address All fialds excapt Street Address Line 2 am required.
Flaase review information for sccuracy and chek submil T
Submit | | Cancel |
& 5,
Re-enter Email Address
Submit button Cancel buttan

In order to use the TRANSFLO $Velocity(TM) program, you must first enter registration information in
the User Registration Window.

n Enter Broker ID and click Add

Erter 3 Broker (D and clok Add. |

Enter your Broker ID in the Enter a Broker ID and click Add text box, and click the Add button.
The Broker ID is entered in the Broker ID column of your Broker list. Repeat this until all of your
Brokers have been added. Click on the check box to the left of the Broker ID that you wish to be
the default Broker ID in your Broker selection list.

Note: If you wish to remove a Broker from the list, click on it and then click on the Remove
button.

Broker List

Default Broker 1D Description
W BROKERO1 MYCOMPANY BROKER 01
BROKERDZ MYCOMPANY BROKER 02

10/1/2010



Page 3 of 21

This is the list of Brokers that you create by entering Broker ID's in the Enter Broker ID and click
Add text box. Once the registration process is completed the Broker Descriptions will display in
the Description column.

Note: You will be notified if you entered an invalid Broker ID the first time you start TRANSFLO
$Velocity(TM).

Company Name

Company Name  MyCompary

Enter your company's name in the Company Name box.
Motor Carrier Code (MCC)

Motor Camer Code (MCC)  (USDOT-59533

Enter your Motor Carrier ID (USDOT number) in the Motor Carrier Code (MCC) box.

First Name

Firet Mame | John

Enter your first name in the First Name box.
Last Name

La=t Mame | Smith

Enter your last name in the Last Name box.

Street Address Line 1

Sreet Address Line 1 123 Arystrest Dy

Enter the first line of your street address in the Street Address Line 1 box.

Street Address Line 2
Strest Address Line 2

Enter the second line of your street address in the Street Address Line 2 box.
City

Cay | Mytown

Type your City in the City box.
State

Sae |FL

Enter your State in the State box.
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m Zip Code

Zip Cods | 33607

Enter your Zip code in the Zip Code box.

Phone Number

Phone Mumber | (8135551212

Enter your phone number including area code in the Phone Number box.

Email Address

Emal Addess  mynamedd my emal com

Enter your Email address in the Email Address box.

Important: This must be a valid email address that you have access to. An activation email will
be sent to this email address with a link that you must click in order to activate TRANSFLO
$Velocity(TM). You will not be able to use the TRANSFLO $Velocity(TM) program until you click
on the registration email link. Please add the email address "tfxhelp@transflo.com" to your email
safe senders list. If you do not receive a confirmation email, be sure to check your Junk Mail
folder.

m Re-enter Email Address

Re-enter Emal Address  mynamef@myemal com

Re-enter your Email address in the Re-enter Email Address box.

@ Submit button
Submit

Once you have finished entering your registration information click on the Submit button. If you
are connected to the Internet, your registration information will be sent immediately. If not, your
registration information will be sent the next time you connect to the Internet. Once you click on
the Submit button the registration window will close.

Note: In order to use the TRANSFLO $Velocity(TM) program you must submit your registration

information and you must connect to the Internet. You must then click on the registration link in
the body of your registration email that will be sent automatically to the email address that you

entered in above.

m Cancel button
Cance

Clicking on the Cancel button will terminate the registration process and all of your registration
information will be lost.
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Main Window

This topic covers details on how to scan pages in the TRANSFLO $Velocity(TM) program once you have
successfully followed the Registration Process.

Getting Organized

Before you start scanning,

1. Assemble all of your documents in the order that you want to scan them.

2. If any document is smaller than letter size either tape it to a blank 8 Y2 x 11 sheet of paper or
photo-copy it onto an 8 %2 x 11 sheet. (A photo-copy is less likely to get jammed if you are using a
multi-page scanner)

3. Start the TRANSFLO $Velocity(TM) program.

The Batch Creation Process

When you scan a set of Documents, add Documents from folders on your computer, and submit them,
you have created a Batch. The Batch creation process involves 4 steps:

1. Add Documents.

2. Selecting a Broker. If the Broker requires Batch information, you will enter it at this time. This is
known as Batch Level Indexing.

3. Reviewing the Documents. If the Broker you selected requires that you enter document types for
each Document Type, you will enter these at this time. This is known as Document Level Indexing
or Document Typing.

4. Submitting the Batch.

Begin Batch Creation
To start the Batch creation process,

1. Place pages in the scanner's tray or, if you are using a flat bed scanner, place the first page face
down on the scanner bed.

2. Click the [F1] - Add Documents button. The scanner software will begin scanning the document

(s).

The structure of the Main Window

]

Initial Window

]

Add Documents

]

Adding Documents

Z¥ Broker Selection - Document Indexing only

Z¥ Broker Selection - Document and Batch Indexing required

Z Document Type Indexing
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Initial Window
: Informatfon Banner
Scanning Stage

Instruct?nsm!\ az

[F1] - Scan/Add
Document(s)

Image Hreview Tab

[F&] - Help button

[F12] - Setup and
Administration button

Fmdiy Treemcicre 1 Inbarest Coneachies Statur Comnacisd )
[F4] - View Previously
Submitted Documents

[F5] - Exit button

Main Viewer Panel

When you first start the TRANSFLO $Velocity(TM) program this window opens, indicating you are ready
to scan.

Note: Pressing the corresponding function keys on your keyboard performs the same actions described
for the buttons.

n Scanning Stage

The Scanning Stage information area tells you what stage of the Batch creation process you are
in.

Instructions Panel

Hawe your documents ready.
You ean scan documents, Bdd
documents from disk or from
compressed foider
Sean ore loed Bl 2 bme.

The Instructions Panel gives you details on what to do next.

[F1] - Scan/Add Document(s)
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| [F1] - Scan/Add Documents

Click the [F1] - Scan/Add Document(s) button to add Documents to your Batch.

a [F8] - Help button

IFg] - Help

The [F8] - Help button opens the interactive help that you are currently using.

B [F12] - Setup and Administration button

[F13] « Setup & Admrstration

The Setup & Administration button gives you the ability to customize the TRANSFLO $Velocity
(TM) program to your needs. The options that are available for Administration are:

1. Update your registration information
2. Select a scanner if you use more than one scanner.

B [F4] - View Previously Submitted Documents

HIP4] - view Previously Submitted

Documents

The [F4] - View Previously Submitted Documents button opens the Scanned Documents
History window. This window allows you to review previously scanned Documents and verify that
they have been submitted successfully.

[F5] - Exit button

[F5] - Exit

The [F5] - Exit button closes the TRANSFLO $Velocity(TM) program.

B Information Banner

PEq ASUS TRA NS"‘EGH :’gl;f:zti::‘ﬂ;::i::;:dfr:::i::?u sus TransTech allows Carrie

Documents are delivered in seconds with TRANSFLO $Velocity

The Information Banner provides news and information about this and other programs available
from Pegasus TransTech.

B Image Preview Tab

Thumbnails of the images in the Batch can be viewed by positioning your mouse pointer over the
Image Preview tab. This expands the Image Preview Panel. To keep the Image Preview Panel
open click the pin icon. Clicking the pin icon again collapses the Image Preview Panel.
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The Main Viewer is where the images of the documents will be displayed.
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[F1] - Seap

Document{s) bitton

[F2] - Add/Import

File{s) buttan

e e

[F3] - Add From Compressed
Folder buttan

[F5] - Cancel
button

Once the documents are in the loading tray (or on the flat bed) of your scanner, click on the [F1]

Start Scanning button.

Add Documents

mel'mmhw

€D [F1]1 - Scan Document(s) button

10/1/2010



Page 9 of 21

[F1] - Sant Scanning |

Click on the [F1] Start Scanning button to scan documents.

[F2] - Add/Import File(s) button

[F21 - Add/impod Fisis)

Click the [F2]Add/ Import Files button to add image files from your computer to the current
Batch.

[F3] - Add From Compressed Folder button

| [F3] - Add From Compressed
Folder

Click the [F3] - Add From Compressed Folder button to add image files and XML data from a
zip file on your computer to the current Batch.

a [F5] - Cancel button

| [F5] - Cancel |

Click the [F5] - Cancel button the Batch to cancel creation process.
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g 9 s
[F1] - Finigh Adding 7 Rotate Button _ Thumbrfail Viewer
Documentg button  Darker Button Lightér Button

L Pagums TraraTech Carphtion. & ngtty eamad o] g el
8 = = . WMEFLD $¥eiocity ™ From P ech o e
PEGASUS TRANSTECH it o st it
Documesis are delivernd in spronds with TRARSFLD §edecity ™,

[Fﬂ]gelete\

Current Page button

——

[Fage Up] -
View Previous button

Hat Cadsponieed

i Downl - B o T
View Mext button

[F&] - Delete All d @/
Pages Button

Main Viewer Thumbnail Thumbnail of
Current Document

Once pages are scanned, the Thumbnail Viewer, also known as the Image Preview pane, shows
thumbnails of the scanned pages. Pages can be,

1. added by clicking on the [F8] - Add Additional Documents button, or
2. deleted by clicking on the [F9] - Deleted Current Page button.

Scanned pages can be viewed in the Main Viewer,
1. by clicking on the corresponding thumbnail in the Image Preview panel or

2. by navigating to the page with the [Page Up] - View Previous and the [Page Down] - View
Next buttons.

n [F1] - Finish Adding Documents button

[F1] - Finished Adding
Documents

Click on the [F1] - Finish Adding Documents button when you have finished scanning the
documents. This will take you to the Broker Selection portion of the process.

[F8] - Add Additional Documents

|'[FE] - Add addtional Documents

To add more pages to the batch, insert document(s) in the scanner and click the [F8] - Add
Additional Documents button.
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[F9O] - Delete Current Page button

[Fa] - Delete Current Page

To remove a document from the Batch click on the [F9] - Delete Current Page button.

a [Page Up] - View Previous button

[Page Up] - Wiew Previous

To view the previous document in the Batch click on the [Page Up] - View Previous button.

B [Page Down] - View Next button

[Pape Dawvr] - Wiew Next

To view the next document in the Batch click on the [Page Down] - View Next button.

B [F5] - Delete All Pages Button

[F5] - Delete All Pages

To abort the Batch, click on the [F5] - Delete All Pages button.

Darker Button
=
Darker

To darken the page click the Darker button.

B Rotate Button

uﬂ
Rotate

To rotate the document 90 degrees clockwise click the Rotate button.

B Lighter Button

‘ Lighter ‘

To lighten the page click the Lighter button.

m Main Viewer

Page 11 of 21
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The Main Viewer is where the images of the documents are displayed.

m Thumbnail Viewer
e —

o
|

Thumbnails of the images in the Batch can be viewed in the Image Preview Panel. This simplifies
finding an image in the Batch.

Thumbnail

Mot Categonized

A Thumbnail is a small representation of the image in the Image Preview panel.

Thumbnail of Current Document
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Mot Categonized

The document in the Main Viewer has the corresponding thumbnail in the Image Preview panel
highlighted.
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Broker Selection - Document Indexing only

i
| G TRateRnL & Fekaciy™ - Crpyright € 3071-2900 Pegumr Trard Tech Companmtion AR righs: reeneed. -

THAMSEILG $¥alocity ' From Pogasus TransTech sliows Carrizrs
Select Broker

sroker seiction  PEGASUS TRANSTECH 1 B o et pd e
drop down

(e iirentts. are debreerer in Sevmds with TRANSFLD $vebncimy ™

“\

[F1] - Mext buttan

[F5] - Delete All
Pages Button

[

Penrlirg Trwvachans 0 Imeme Connection Ut Tannemed

In this step the Broker is selected from the Broker drop down list. The following scenarios are possible:

1. If the Broker does not require any type of indexing the first button will have the caption [F1] -
Next. Clicking on this button will close the batch and submit it.

2. If the Broker requires batch level indexing only the batch fields will display below the Broker drop
down. Entering information in the required fields and clicking the [F1] - Next button will close the
batch and submit it.

3. If the Broker requires Document Level indexing only,_the Main Window will look just as it is
shown below. Clicking on the [F1] - Next button takes you to the document indexing (document
typing) portion of the transaction.

4. If the Broker requires Document Level indexing and Batch level index, the batch fields will display
below the Broker drop down and the buttons will will be labeled as shown below. You must enter data
in the required batch fields and then clicking on the [F1] - Next button. This takes you to the
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document indexing (document typing) portion of the transaction.

n Select Broker drop down

|TH'|';.|K:HT-EI"| Peet 2 - TFLODT T|

Select a Broker from the Broker dropdown list.

[F1] - Next button

[F1] - Next

Click on the [F1] - Next button to continue to the Document Indexing step.

[F5] - Delete All Pages Button

[F5] - Delete All Pages

The [F5] - Delete All Pages button will completely remove the Batch from the TRANSFLO
$Velocity(TM) program. Use with caution.
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Broker Selection - Document and Batch Indexing required

10 TRANTFLD BVslndty™ - Cogyright 5 2000-000 Pegases TasasTech Cragomie, AN stz iesered R = |
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wimenls are delreered in seconds sith TRANSFLD $¥ebnlity '™

Ernkerg;m

Drop Daown
oz Lot 1 Pt 1 TP <]

a  ——
I

Fsldd1
Batch Level .

Index Fields

e/

[F1] - Mext buttan

[F5] - Delete All
Pages Button

Prrding Transschione § | Imtwrmet Conrmction Safur Carnacted

If the Broker requires Document Level indexing and Batch level indexing, the Batch fields will display
below the Broker drop down and the buttons will will be labeled as shown below. Required Batch fields
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have red asterisks (*) before them. You must enter data in the required Batch fields and then clicking
on the [F1] - Next button. This takes you to the document indexing (document typing) portion of the
transaction.

n Broker Selection Drop Down
Broker:

Test Customer 1 Fleet 1-TFLOOT «

Select a Broker from the Broker drop down List.

Batch Level Index Fields
Field1

Field 2

Type values in the Batch level index Fields boxes.

[F1] - Next button

[F1] - Mext

When you have finished entering values for the Batch level fields click the [F1] - Next button.

a [F5] - Delete All Pages Button

[F5] - Delete All Pages

If you would like to start over click the [F5] - Delete All Pages button. This will completely
remove the Batch from the TRANSFLO $Velocity(TM) program. Use with caution.
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Thumbnail Showing
Document Type

-0

Current Document
Thumbnail

[F9] - Delete Current Page buttan i

[F5] - Delete All Pages

This screen print, illustrates the last 2 steps in the scanning process (steps 3 and 4):

3. Reviewing the Documents. If the Broker you selected requires that you enter Document Types for
each Document , you will enter these at this time. This is known as Document Level Indexing or

Document Typing.
4. Submitting the Batch.

This is accomplished by,

a. Indexing the Documents by selecting a Document Type from the Document Type list and clicking the
[F1] - Accept Document button. Repeat this until all of the documents have a Document Type.

b. Once all of the Documents have been indexed and reviewed the first button changes to [F1] -
Submit Batch. Click on this button and your batch will be transmitted. You will receive a confirmation

email.

n Document Type List
Select Document Type:

The Document Type List list contains the Document Types available for the selected Broker. Click

on one to select it.

[F1] - Accept Document button
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[F1] - Accept Document

Click on the [F1] - Accept Document button to tie the Document Type to the document. This
takes you to the next Document in the Batch.

[Page Up] - View Previous button

[Page Up] - View Previous

The [Page Up] - View Previous button is used to view the previous Document in the Batch.

n [Page Down] - View Next button

[Page Down] - View Next

The [Page Down] - View Next button is used to view the next Document in the Batch.

B [F9O] - Delete Current Page button

[F2] - Delete Current Page

To remove the current page click the [F9] - Delete Current Page button.

B [F5] - Delete All Pages

[F5] - Delete All Pages

To start over click [F5] - Delete All Pages button. This button permanently removes the Batch
from your computer. Use with caution.

Thumbnail Showing Document Type

Thumbnail Showing Document Type

B Current Document Thumbnail
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Mot Categonized

Thumbnail of current page.
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Previously Submitted Documents

Confirmation Email

Once Batches have been submitted, a confirmation email is sent to the email address you set up in the
Registration process. The confirmation email contains a link to the TRANSFLO EXPRESS®
Confirmation Viewer. By clicking on this link you may view some of the Batch details and the images in
the Batch. (The text of the link is the Confirmation Number of the Batch.)

Previously Submitted Documents

Another way to view Batches that you have scanned is with the Previously Submitted Documents
window. To open the Previously Submitted Documents window,

1. Navigate to the Initial window. This is the first window in the scanning process. If you are in the
process of scanning and indexing a Batch, finish the scanning process and submit the Batch.

2. Open the Previously Submitted Documents window by clicking on the [F4] - Previously Submitted
Documents button.

In the Previously Submitted Documents window the Batches that you have accepted are categorized by
Broker. The information in this window includes,

. The number of Batches that have been scanned in each Broker

. The status of the Transmission

. The number of pages in each Batch

. The dates that the Batch was scanned and transmitted

. For Batches that were transmitted successfully, the confirmation number is also available. (This is
the same number that is in your confirmation email and is used to retrieve the Batch from the
TRANSFLO EXPRESS® Confirmation Viewer.)

GbrhWNPRF

The structure of the Previously Submitted Documents

Z¥ Previously Submitted Documents Window
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Previously Submitted Documents Window

Broker Salection Batch'Selection
OW'Suhniﬂed Documents / el
Seled Broker: Seled Documents:
e fom Dreg & cokammn hesder hare to oroup by $iat column
BROKERO1 i
BROKERDZ Confrmation Mumber Status Pages Trarsmit Date Gean Date
Carteeled 2 Sr2a/a01
Canceled 1 S8 a0
TWOD 10 1O 8RT Tranamitted I 5/28/2010 5/za/:10
TG 10 1a5FERC2sE Transmitbed 2 528/ 5rZa/a010
TVO0 10 1HSEYD TS Transmittad 1 5/23/2010 5/28/2010 g
VOO 10 1000NZ 2F5M Transmitted 1 5/zE/a010 5/z8/2010
Perdng 1 5/28/2010
prdes ||
?IIHI.' Docusienis |: Vigw on '.-'\'Eht | _Cns:
View Documents Delete Documents Close button
button buttan
Retry Yiew on Web button Cancel Pending
Transmission button Documents button

Batches that have been created can be viewed in the Previously Submitted Documents window shown
here. The Previously Submitted Documents window is composed of two selection areas: the Broker
Selection area and the Batch Selection area.

n Broker Selection
Select Broker:

[ Fleet Count
| BROKERO1 1

| BROKERD2 | 10§

=1

The Broker Selection area shows all of the Brokers that are in your Broker list. It also contains
the number of Batches that you have scanned for each Broker. To view the list of Batches that
you have scanned for a specific Broker, click on the Broker in the Broker Selection area. The
Batches for this Broker will be displayed in the Select Documents area.
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Batch Selection

Select Documents:

Drag a column header here to group by that column

Confirmaticn Mumber Status Pages Transmit Date Scan Date
Cancelled 2 5282010
Cancelled 1 5/28/2010

fT‘-.fDDlD‘lCSfIchBF‘.? Transmitted 1/ 5/28/2010 528 2010

Tw0010165FEPK25E Transmitted 2 5/28/2010 5/28{2010

fT‘-.fDDlDlHBEYD?? W Transmitted 1 5/28/2010 5/28/2010 3

Tw00101QDDMNZ2F5M Transmitted 1 5f28/2010 /282010

' Pending 1 5/28/2010

g 4 ﬁ .-_ }

I =TT

The Batch Selection area contains details about the Batches that have been scanned. To view all
of the columns, use the scroll bar at the bottom of the area to scroll to the right or left. The
columns and their descriptions are shown below.

Confirmation Number. The Confirmation Number is the number that identifies the Batch in the
TRANSFLO EXPRESS® system. This is only available for Batches that were successfully
transmitted.

Status. The Status column provides the status of the Batch's transmission. If the Batch was
transmitted successfully, the status is Transmitted. If the Batch is waiting for a connection for
transmission, the status is Pending. If an error occurred during transmission, the status will be
Error.

Pages. Contains the number of pages in each Batch.

Transmit Date. Contains the date and time the batch was transmitted to TRANSFLO
EXPRESS® system.

Scan Date. The Scan Date column lists the dates and times that the Batches were created.

The remaining columns contain the Batch Level fields associated with the selected Broker and
the data you entered in them.

Retry Transmission button

To retry sending Pending batches, click the Retry Transmission button.

ﬂ View Documents button

|. View Documents |

The View Documents button allows the user to view the Batch images and index data in the
TRANSFLO $Velocity(TM) Main Window. To view a Batch ,

1. Select a Broker by clicking on it in the Broker Selection area.
2. Select the Batch by clicking on it in the Batch Selection area.
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3. Click the View Documents button. (Double-clicking on the Batch row will also open the
Batch.)

4. The Previously Submitted Documents window closes and the Batch opens in the Main Window.
5. If the Batch has not been transmitted, you may make changes to it. If it has been transmitted
you may only view it.

6. When you have finished reviewing the Batch, the Previously Submitted Documents window
opens again.

B View on Web button

[ Wiew on Wieb...

To view your Batch on the TRANSFLO EXPRESS® Confirmation Viewer website, select the
Batch in the Document Selection list and click the View on Web button.

B Delete Documents button

The Delete Documents button deletes all selected Batches that have a status of Transmitted
and are older than 30 days from your computer.

To select multiple Batches,
1. Hold down the Ctrl key on your keyboard
2. Click on the Batch rows that you wish to select.

Cancel Pending Documents button

The Cancel Pending Documents button deletes all selected Batches that have a status of
Pending from your computer. The next time you connect to the internet these Batches will not
be transmitted.

To select multiple Batches,
1. Hold down the Ctrl key on your keyboard
2. Click on the Batch rows that you wish to select.

B Close button

[ Close

The Close button closes the Batch History window.
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