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[bookmark: _Toc244682811]1. Introduction
[bookmark: _Toc244682812]1.1 What this system does
IBS TMS (IBS Transport Management System) is a web-based system for running a haulage or trucking business from one place. It follows a job from the client’s first request through to the money in your account.
With it, your team can:
Record transport requests from clients, send quotes, and revise them until the client agrees
Turn an accepted request into a trip, assign a truck and a driver, and track the trip stage by stage
Keep a register of trucks and drivers, see who is free, and get warned before a driver’s licence expires
Log trip expenses such as fuel, tolls and allowances, and see each trip’s profit or loss
Send proforma invoices (priced documents clients can approve before the work), and turn them into invoices
Invoice clients for one or more trips, record payments, and follow what is still owed
Manage cash, mobile money and bank accounts, move money between them, and record bank charges
Run reports on revenue, receivables, trip profitability, expenses, payments and fleet use
Give clients their own portal to send requests, accept quotes, follow trips and download invoices
Control who can see and do what, with three staff roles and an audit log of every change
[bookmark: _Toc244682813]1.2 Who this manual is for
This manual is for the people who use the system every day: operations staff who handle requests, trips and the fleet; finance staff who handle clients, invoices, payments and accounts; and administrators who set the system up and manage users. Chapter 14 describes the client portal, so you can help clients who use it.
[bookmark: _Toc244682814]1.3 How this manual is organized
Chapters follow the order a job moves through the business. Chapters 1 and 2 get you started. Chapters 3 to 6 cover the operations side: requests, trips, the fleet, and the locations and service types they use. Chapters 7 to 11 cover the finance side: clients, invoices, payments, proforma invoices and accounts. Chapter 12 covers reports, Chapter 13 administration, and Chapter 14 the client portal. Appendix A answers common questions.
[bookmark: _Toc244682815]1.4 Conventions used in this manual
Names in quotes, e.g. “Save Quote”, refer to an exact button, field, or menu label in the system.
An arrow shows a path through the menu, e.g. Finance → Invoices.
Numbered steps are things you do, in order, on screen.
A shaded “Note” box calls out something useful to know.
A shaded “Caution” box calls out something that cannot be undone or that affects other records.
A shaded “Who can do this” box tells you which role a feature needs.
[bookmark: _Toc244682816]1.5 Roles at a glance
Every staff user has one of three roles. The role decides which menus they see and what they can do. The table shows the main areas; each chapter gives the details.
	Area
	Admin
	Operations
	Finance

	Requests and quotes
	Yes
	Yes
	—

	Trips (create, move, reassign, cancel)
	Yes
	Yes
	View a trip only

	Trip value and profit
	Yes
	—
	Yes

	Trip expenses
	Yes
	—
	Yes

	Trucks, drivers and locations
	Yes
	Yes
	—

	Service types
	Yes
	—
	—

	Clients and portal users
	Yes
	—
	Yes

	Invoices, proformas and payments
	Yes
	—
	Yes

	Accounts and transfers
	Yes
	—
	Yes

	Currencies and exchange rates
	Yes
	—
	Yes

	Reports
	Yes
	—
	Yes

	Users, settings, expense categories, audit log
	Yes
	—
	—



	Note:  Operations users never see trip values, expenses or profit. This is enforced by the system, not just hidden on screen.



[bookmark: _Toc244682817]2. Getting Started
[bookmark: _Toc244682818]2.1 Logging in
1. Open the system’s web address in your browser.
1. Enter the Username and Password your administrator gave you.
1. Click “Log in.”
The first time you log in, and after an administrator resets your password, the system asks you to choose a new password before you can do anything else. A password needs at least 8 characters, with upper and lower case letters and at least one number.
	Note:  5 incorrect password attempts lock the login for 15 minutes. The message tells you how many attempts you have left. If your account has been deactivated, you can’t log in at all: contact your administrator.



There is no “Forgot password” link. Only an administrator can reset your password, from the Users page (see section 13.1).
[bookmark: _Toc244682819]2.2 Staying signed in
After 30 minutes without activity, the system signs you out. Save your work before you step away.
Each account can be signed in in one place at a time. Signing in on another computer or browser signs you out of the first one.
Log out from the menu under your name at the top right when you finish.
[bookmark: _Toc244682820]2.3 Finding your way around
The menu down the left side is how you get around. What you see in it depends on your role.
	Menu section
	What’s inside
	Who sees it

	Dashboard
	An overview for your role (see section 2.4)
	Everyone

	Operations
	Requests, Trips, Trucks, Truck Types, Drivers, Locations, Routes, and Service Types (Admin only)
	Admin, Operations

	Finance
	Clients, Client Groups, Rates, Invoices, Proformas, Payments, Accounts, Currencies
	Admin, Finance

	Reports
	All reports
	Admin, Finance

	Administration
	Expense Categories, Users, Settings, Audit Log
	Admin



The arrows at the bottom of the menu shrink it to icons, to give pages more room. On a phone, open the menu with the three-line button at the top left.
The top bar shows the page title, the buttons for that page, a light and dark theme switch, and your name. Click your name for “Profile” and “Log out.”
Most lists have filters at the top, such as status, client or date. Choose what you want and click “Filter.”
[bookmark: _Toc244682821]2.4 The Dashboard
The Dashboard shows a different overview for each role:
	Role
	What the Dashboard shows

	Admin
	Revenue This Month, Outstanding Receivables, Active Trips, Pending Quotes, Fleet Status, Recent Payments, and Overdue Invoices

	Operations
	Trucks Available, Drivers Available, Pending Requests, Quoted Requests, Active Trips, Trips Arriving Today, and Driver License Expiry Alerts

	Finance
	Outstanding Receivables, Active Trips, Expenses This Month, Receivables Aging, Recent Payments, and Expenses by Category for this month



	Note:  Driver License Expiry Alerts list drivers whose licence has expired or expires within the next 30 days.



[bookmark: _Toc244682822]2.5 Your profile and password
Click your name at the top right, then “Profile.” You can change your full name, email and phone, then click “Save Changes.” To change your password, enter your current password and the new one twice, then click “Update Password.”
	Note:  Only an administrator can change your username or your role.



[bookmark: _Toc244682823]3. Transport Requests
A transport request is a client asking you to move something: what, from where, to where, and when. Requests come in two ways: staff record them (source “Internal”), or clients submit them in the client portal (source “Portal”). Requests are under Operations → Requests.
	Who can do this:  Admin and Operations.



[bookmark: _Toc244682824]3.1 How a request moves
	Status
	What it means
	What can happen next

	Pending
	New, with no quote yet
	Add a quote, edit, reject, or delete

	Quoted
	At least one quote has been sent
	Revise the quote, accept, or reject

	Accepted
	The client agreed to the latest quote
	Convert it to a trip

	Rejected
	Turned down, with a reason
	Reopen it (back to Pending), or delete it

	Converted
	A trip has been created from it
	Nothing; follow the trip instead



The “Timeline” on the request page records every change of status, who made it, when, and any comment.
[bookmark: _Toc244682825]3.2 Recording a request
1. Operations → Requests → “New Request.”
1. Choose the Client.
1. Optionally choose a Service Type.
1. Choose the Origin and the Destination. They must be different places.
1. Enter the Cargo Description, and optionally the Weight (tons), the Quantity in bags or units (for loads counted that way), the Truck Type Needed, the Preferred Pickup Date and any Special Instructions. Leave Truck Type Needed on “Any truck” if it doesn’t matter. Choose the Trip Type: One-way (the default), Return empty, when the truck comes back empty and you charge for the return, or Multi-drop, when one load goes to several places. For Multi-drop, add each drop before the destination, in order, under “Drops before the destination” (section 4.10).
1. To quote straight away, tick “Add a quote now” and fill in the quote (see section 3.3). Leave the Amount blank to use the rate card price. A Multi-drop quote gets its Extra drop charge, as on the quote form (section 4.10). For a Return empty request, enter the Return Empty Amount, or leave it blank to use the rate card’s return price.
1. Save. The request gets a number such as REQ-2026-0001 and starts as Pending, or Quoted if you added a quote.
	Note:  If a location or service type is missing from the list, click “+ Add” next to the field to create it without leaving the form. Only an Admin can add service types.



[bookmark: _Toc244682826]3.3 Quoting
On the request page, click “+ Add Quote” (or “+ Revise Quote” once there is one). Check the Transport Amount and Currency, set the date the quote is Valid Until (required; today or later), add any Notes, then click “Save Quote.”
The quote form shows the rate card price for the request, worked out from the rates in section 6.4: for example “30 t × GHS 120.00 per tonne = GHS 3,600.00.” The Amount and Currency are filled in from it. If you have agreed a different price, just change the Amount; the quote list then shows what the rate card said next to your price.
A green box means a rate matches the request exactly. An amber box means the rate is the nearest one (for example it is set for a different truck type), or the request is missing something the rate needs, such as the weight for a per-tonne rate; edit the request or enter the amount yourself. A grey box means no rate applies, and you enter the price by hand.
To bill extras on top of the transport price, use “+ Add a charge…” under Additional Charges and pick a charge (section 6.5). Its amount fills in from the client’s price, and the quantity from the request: the tonnes, the route’s km, or the bags or units, or 1 for a flat charge. Enter the number of days or hours for a per-day or per-hour charge. Change either if needed. If the charge is priced in another currency, the amount is converted to the quote’s currency at today’s rate; check it.
The form adds it up: transport + return + charges = quote total. The quote list, and the client in the portal, see the total with the transport amount and each charge under it. If you changed a charge’s amount, the quote list shows what the price list said.
On a Return empty request the form also shows a Return Empty Amount. It is filled in from the rate card’s Return Empty price (section 6.4), as an amount or a percentage of the transport price. Change it if you have agreed something else, or enter 0 if the return is free. The quote list shows it as its own line, “+ Return empty,” and the client sees it in the portal. If the rate card has no return price, the return is free.
The first quote moves the request from Pending to Quoted.
You can revise a quote as often as you need while the request is Pending or Quoted. Each revision gets its own number (QUO-…) and the newest is marked “Latest.” The client sees the latest one.
When an Admin creates a trip from the request, the latest quote’s amount and currency are filled in as the trip’s value (see section 4.1), and its charges are copied to the trip (section 4.8).
[bookmark: _Toc244682827]3.4 Accepting or rejecting
When the client agrees, click “Accept” on the request page. Clients can also accept or reject a quote themselves in the portal (see section 14.2); the timeline then shows “Client (portal)” as the person who made the change.
To turn a Pending or Quoted request down, click “Reject” and enter the reason. A rejected request can be brought back with “Reopen” and a comment; it returns to Pending.
[bookmark: _Toc244682828]3.5 Editing and deleting
Only a Pending request can be edited. Once it is quoted, change the price with a new quote revision; once accepted, the request is locked.
Only a Pending or Rejected request can be deleted.
[bookmark: _Toc244682829]3.6 Finding a request
The Requests list can be filtered by status, source (Internal or Portal), client and service type. Click “View” to open a request.
[bookmark: _Toc244682830]4. Trips
A trip is the actual job: a truck and a driver carrying a client’s cargo from one place to another. Trips are under Operations → Trips.
	Who can do this:  Admin and Operations create and manage trips. Finance can open a trip (for example from an invoice or a client) to see its value and expenses and to log expenses, but can’t change the trip itself.



[bookmark: _Toc244682831]4.1 Creating a trip
Most trips start from an accepted request:
1. Open the accepted request and click “Convert to Trip.” The New Trip form opens with the request’s details filled in.
1. Choose the Truck and the Driver.
1. Check the Client, Origin, Destination (they must differ), Trip Type, Cargo Description and Weight (tons), and set the Pickup Time if you know it.
1. Admins also see Trip Value, Currency and Exchange Rate. The value and currency come from the latest quote, and the rate is today’s rate from the currency list (section 11.7). Check them: for any currency other than your base currency, the rate is required. For a Return empty trip they also see the Return Empty Amount, filled in from the quote. When an Operations user creates the trip, the system takes the value and currency from the latest quote by itself.
1. Click “Create Trip.” The trip gets a number such as TRP-2026-0001 and starts as Assigned. The request becomes Converted. A request is converted only once: if someone else converts it first, for example in another tab, you’re told which trip was made and no second trip is created.
You can also create a trip without a request: Operations → Trips → “New Trip.”
	Note:  A truck or driver who is already on another active trip can’t be assigned. When a trip is created, its truck and driver change to “On Trip” automatically.



	Caution:  A trip created from a quoted request takes its value from the latest quote. A trip created without a request is saved without a value, and only an Admin can enter one: open the trip, click “Edit” and enter the Trip Value before it is invoiced. Otherwise the invoice line starts at zero and the trip shows as a loss in the reports.



[bookmark: _Toc244682832]4.2 Moving a trip through its stages
On the trip page, the button for the next stage moves the trip forward. You can add an optional comment each time, and the system records the time.
	From
	Button
	To
	Also recorded

	Assigned
	“Start Loading”
	Loading
	—

	Loading
	“Depart (En Route)”
	En Route
	Departure time

	En Route
	“Mark Delivered”
	Delivered
	Arrival time

	Delivered
	“Complete Trip”
	Completed
	Completion time

	Delivered
	“Start Return Journey”
	Returning
	Return departure time

	Returning
	“Complete Trip”
	Completed
	Return arrival and completion time



When a trip is completed, its truck and driver go back to Available. They stay On Trip while the trip is Delivered, so they can’t be put on another trip until it is completed (or given a return load). Stages can’t be skipped or undone, so check before you click.
A Delivered trip can also take a return load instead of being completed straight away (section 4.9). On a Multi-drop trip, “Mark Delivered” is replaced by marking each stop delivered (section 4.10).
[bookmark: _Toc244682833]4.3 The trip page
The trip page shows the truck, driver, route, cargo and the recorded times, the Trip Type and, for a Return empty trip, the Return Empty price, with these tabs:
Overview: the trip details. Admin and Finance also see the Financial Summary: Trip Value, Charges, Total Expenses, Profit / Loss, any pass-through charges with the cost recorded for them, the total To Invoice, and Invoice Status, with a “Create Invoice” link once the trip is delivered, if it hasn’t been invoiced yet. Until then it says “Invoice once delivered.”
Charges: the additional charges billed with the trip (Admin and Finance only). See section 4.8.
Expenses: the expenses logged against the trip (Admin and Finance only).
Timeline: every change of stage, with who made it, when, and any comment.
Assignment History: every change of truck or driver.
[bookmark: _Toc244682834]4.4 Reassigning a truck or driver
If a truck breaks down or a driver can’t continue, click “Reassign” on an active trip. Choose the new truck and/or driver, and decide for each whether the one you’re replacing should be “Set back to available.” Untick it if, say, the old truck is going for repair: an unticked truck goes to Maintenance and an unticked driver is set On Leave, so neither is offered for trips. Set them available from the Trucks or Drivers list when they’re ready. Add a note and save. The change is recorded in the Assignment History.
[bookmark: _Toc244682835]4.5 Logging trip expenses
	Who can do this:  Admin and Finance.



1. Open the trip and go to the Expenses tab.
1. Click “+ Log Expense.”
1. Choose the Account the money came from and the expense Category (e.g. Fuel, Toll, Driver Allowance).
1. Enter the Amount and choose the Currency. Choosing a currency fills in the Exchange Rate to your base currency for the expense date (section 11.7); change it if you paid at a different rate. Add a Description, the date, and attach a photo or scan of the Receipt if you have one: a JPG, PNG or PDF of up to 2 MB. If anything isn’t right, the form stays open, says what to fix and keeps what you typed.
1. Save. The amount is taken off the account’s balance straight away. Click “View” next to an expense to open its receipt. Receipts open only for Admin and Finance users, and never for clients.
To take an expense off, click “Remove.” The amount goes back into the account, and the reversal shows in the account’s ledger.
	Note:  A trip’s Profit / Loss is its value plus its charges (converted to your base currency) minus its expenses. Pass-through charges, and the costs recorded for them with “Record cost,” are left out (section 4.8). Log every expense against the right trip to keep the Trip Profitability report accurate.



[bookmark: _Toc244682836]4.6 Editing a trip and its value
Click “Edit” on the trip page to correct its details. Only an Admin sees and changes the trip value, currency and exchange rate. Once the trip has departed (En Route and later), the Audit Log records a change to any of them as a financial override. An edit that leaves them as they were is an ordinary update. Once the trip is on an invoice, nobody can change its client, value, return amount, currency or rate, Admins included: the Edit form greys them out and names the invoice. Cancel the invoice first (or take the trip off a draft). Other details can still be corrected.
The Trip Type can be changed until the truck leaves (En Route). A Return empty trip has a Return Empty Amount, copied from the quote; only an Admin can change it. If the quote kept the rate card price and the rate’s return is a percentage, the return follows the delivered figures like the trip value. Changing a trip to One-way drops its return price. Changing a trip away from Multi-drop removes its stops and its Extra drop charge.
The trip’s Distance starts as the route’s distance (section 6.2). Under Delivery, record what was actually carried once the load arrives: the Delivered Weight (for example from the weighbridge ticket) and, for loads counted in bags or units, the number delivered. Change the Distance if the truck took another road.
If the trip was priced from a rate card per tonne, km, bag or unit, and the quote kept the rate card price, the trip value follows these figures: for example 28.5 delivered tonnes at GHS 120.00 per tonne makes the value GHS 3,420.00, never less than the rate’s minimum charge. The Audit Log records each change as “repriced,” and the trip page shows how the value was worked out. The value stops following the figures if an Admin sets it by hand, if the quote used a different agreed price, or once the trip is on an invoice.
[bookmark: _Toc244682837]4.7 Cancelling or deleting a trip
To cancel a trip that hasn’t been completed, click “Cancel Trip” and enter the reason. Its truck and driver go back to Available. A trip billed on an invoice can’t be cancelled: cancel the invoice first (or, if it’s a draft, take the trip off it).
If expenses have been logged against the trip, it can’t be cancelled until an Admin ticks “Override and cancel even if expenses have been logged.” Check the Expenses tab first.
To delete a trip, click “Delete” on the trip page. It shows only when the trip has no logged expenses and has never been on an invoice; otherwise cancel it. Its truck and driver go back to Available, and a request it was made from goes back to Accepted, so it can be converted again.
	Caution:  Cancelling a trip can’t be undone.



[bookmark: _Toc244682838]4.8 Charges on a trip
Who can do this:  Admin and Finance. Operations users don’t see charges.
A trip’s charges are billed on top of its value, in the trip’s currency. When a trip is created from a quoted request, the quote’s charges are copied to the trip’s Charges tab. (If an Admin gives the trip a different currency from the quote, they aren’t copied: add them yourself.)
To add a charge, for example waiting time that came up on the road, open the trip’s Charges tab and click “+ Add Charge.” Pick the charge: the quantity and the amount each fill in from the client’s price (section 6.5). Change them if needed and click “Add Charge.” “Edit” changes a charge’s quantity or amount, and “Remove” takes it off. Every change is recorded in the Audit Log.
Charges can’t be changed once the trip is on an invoice, or after it is cancelled. Add anything else to the invoice as a line instead.
Pass-through charges, such as port fees you pay for the client, have a purple “Pass-through” tag and say “Cost not recorded yet” until you record what you paid. Click “Record cost”: the Expenses tab opens with the amount, currency and a description filled in. Pick the account it was paid from and the category, check the amount (it may differ from what you billed), and save. The expense is linked to the charge, and the charge then shows the cost recorded.
	Caution:  A pass-through charge and its linked cost are kept out of the trip’s Profit / Loss, so the trip shows only what it earned. Always use “Record cost” for them. If you log the cost with “+ Log Expense” instead, it isn’t linked: it counts as an ordinary expense, and the trip shows a loss of that amount. A charge whose cost is recorded can’t be removed until that expense is removed.
[bookmark: _Toc9009701][bookmark: _Toc244682839]4.9 Adding a return load
A return load is a second job for the truck on its way back. Once the first trip is Delivered, the truck carries another load, often for a different client. The return load is its own trip, with its own client, price and invoice.
Who can do this:  Admin and Operations.
1. Open a Delivered trip and click “Add Return Load.” The button shows only on a Delivered trip, only once for each trip, and not on a trip that is itself a return load.
1. Choose the Client. The Origin starts as the first trip’s destination and the Destination as its origin; change them if the truck is going somewhere else. Enter the Cargo and the Weight (tons).
1. Admins also see Trip Value. Leave it blank and the system looks up the rate card for that client, route and truck type (section 6.4). If no rate fits, the value stays at zero. An Admin must then open the trip, click “Edit” and enter the value before it is invoiced. Operations users can’t enter a value, so the rate card prices the return loads they create.
1. Click “Create Return Load.” The first trip is completed, and its truck and driver move to the new trip, which starts as Assigned. Each trip’s page shows a link to the other.
Invoice each trip to its own client in the usual way (section 8.2).
Caution:  Completing the first trip can’t be undone. Check the trip is really Delivered, and that the truck and driver are the ones going back, before you click.
[bookmark: _Toc9009702][bookmark: _Toc244682840]4.10 Multi-drop trips
A multi-drop trip takes one load to several places in a row. Choose Multi-drop as the Trip Type on the request or the trip. On a request, add each drop before the destination under “Drops before the destination”, in the order the truck should visit them; the Destination is the last drop. A Multi-drop request needs at least one drop, and the request page shows the whole route, for example Accra → Kumasi → Tamale. The quote form starts with an Extra drop charge for the drops (section 3.3), and a trip made from the request starts with the same stops. Stops can still be added or removed on the trip, as below.
Who can do this:  Admin and Operations.
Adding stops. Open the trip while it is Assigned or Loading. On the Overview tab, under Stops, pick a location and click “Add Stop.” The first stop you add records the trip’s current destination as stop 1, so add the others after it, in the order the truck will visit them. The last stop is the trip’s destination, and the Distance follows it. “Remove” takes a stop off; with one stop left the trip is a normal trip again. Stops are fixed once the truck leaves.
Price. The trip is priced at the rate to the last stop (section 6.4), unless the value was typed by hand or agreed on the quote at a different price. Such a value stays as it is when stops are added or removed, and the message says so: check it still covers the stops. Each stop after the first adds an “Extra drop” charge on the Charges tab (section 4.8): three stops make two extra drops. Its amount comes from the Extra drop charge type (section 6.5), including any special price for the client or group. If the charge type has no amount, the charge starts at zero: set the amount under the charge types, or edit the charge on the trip.
Delivering. Once the trip is En Route, each stop shows a “Delivered” button, with boxes for the Tons and the quantity delivered there. When the last stop is delivered the trip moves to Delivered by itself, and its delivered weight and quantity are the totals of the stops. “Mark Delivered” is not available while a stop is still pending.
Caution:  Changing the Trip Type away from Multi-drop removes all the stops and the Extra drop charge.



[bookmark: _Toc244682841]5. Fleet: Trucks and Drivers
	Who can do this:  Admin and Operations, under Operations → Trucks and Operations → Drivers.



[bookmark: _Toc244682842]5.1 Trucks
Click “New Truck” and enter the Plate Number, Truck Type (picked from the list in section 5.3), Make, Model, Year, Capacity (tons, above 0) and any Notes.
	Status
	Meaning
	How it changes

	Available
	Free for a new trip
	Automatically when a trip ends, or with “Set Available”

	On Trip
	Assigned to an active trip
	Automatically; you can’t change it by hand

	Maintenance
	Off the road for repair or service
	“Set Maintenance”

	Inactive
	No longer in use
	“Deactivate”; “Activate” brings it back as Available



A truck on a trip can’t be put into maintenance or deactivated.
An inactive truck must be activated before its maintenance status can change.
A truck can only be deleted if it has never been assigned to a trip. Otherwise deactivate it, which keeps its history.
[bookmark: _Toc244682843]5.2 Drivers
Click “New Driver” and enter the Full Name, Phone, License Number, License Expiry and any Notes.
Drivers have the same kinds of status as trucks: Available, On Trip, On Leave (“Set On Leave” and “Set Available”), and Inactive. The same rules apply: a driver on a trip can’t be put on leave or deactivated, and a driver who has ever been on a trip can’t be deleted.
[bookmark: _Toc244682844]5.3 Truck types
Truck types are the kinds of truck in your fleet, such as Tipper, Flatbed or Container Carrier. Each truck picks its type from this list, so prices can be set per truck type. A new system starts with Box Truck, Container Carrier, Flatbed, Lowbed, Tanker and Tipper; Admin and Operations users can add more under Operations → Truck Types with “New Truck Type.”
Trucks added before this list existed were given a type made from what had been typed for them. If two types mean the same thing (for example “Tipper” and “Tipper truck”), edit those trucks to use one type, then delete or deactivate the other.
A truck type that a truck uses can’t be deleted; deactivate it instead so it no longer appears in the lists.
	Note:  The Drivers list highlights a licence that has expired or expires within 30 days, and the Operations dashboard lists them too. Renew the licence and update the expiry date on the driver’s record.



[bookmark: _Toc244682845]6. Locations and Service Types
[bookmark: _Toc244682846]6.1 Locations
	Who can do this:  Admin and Operations, under Operations → Locations.



Locations are the pickup and delivery points used on requests and trips. Each has a Code, Name, City, Region and Country (Ghana unless you change it). Add them here with “New Location,” or on the fly with “+ Add” on a request or trip form.
The Code is a short, unique tag of 3 to 6 letters or numbers, such as ACC for Accra or TML for Tamale. It’s saved in capitals and shown in front of the name in location lists (for example “TMP — Tema Port, Tema”), so you can find a place quickly by its code. Locations that existed before codes were added were given a suggested code made from their name; check these and change any that don’t suit you.
For a location in Ghana, pick the Region from the list of the 16 regions. For a location in another country, such as a transit point in Burkina Faso, type the region yourself. If an older location’s region doesn’t match the list, its edit form asks you to pick one before you can save.
A location that is used on a request, trip or route can’t be deleted; deactivate it instead so it no longer appears in the lists.
[bookmark: _Toc244682847]6.2 Routes
	Who can do this:  Admin and Operations, under Operations → Routes.



A route is a trip from one location to another, such as ACC → KSI, with its road distance in kilometres. Add one with “New Route”: pick the Origin and Destination, enter the Distance (km), and add any Notes, such as the road to take. Each route can be added only once, and the origin and destination must be different places.
By default each direction is its own route, so Accra → Kumasi and Kumasi → Accra are set up separately and can have different distances and, later, different prices. If your trips are the same both ways, an Admin can switch on “Routes cover both directions” under Administration → Settings → Routes (section 13.2). Routes then show as ACC ⇄ KSI, one route covers trips either way, and the system won’t let you add the reverse of a route that already exists.
Search the list by any location’s code, name or city. A route you no longer use can be deactivated or deleted.
[bookmark: _Toc244682848]6.3 Service types
	Who can do this:  Admin only, under Operations → Service Types.



Service types describe the kinds of work you do, for example general haulage or container transport. Each has a Name and an optional Description. Prices are set on rate cards (section 6.4), which can be set per service type. Choosing a service type on a request is optional, but it lets the Revenue report break your income down by service.
A service type that is in use can’t be deleted; deactivate it instead.
[bookmark: _Toc244682849]6.4 Rates
	Who can do this:Admin and Finance can add and change rates, under Finance → Rates. Operations can view them under Operations → Rates.



A rate card is an agreed price. Each rate has: the Route it is for (or “All routes”); who it Applies to (everyone, a client group, or one client); optionally a Service Type and a Truck Type (otherwise any); how it is Charged (per trip, per tonne, per kilometre, per bag or per unit); the Rate and Currency; an optional Minimum Charge; and the dates it is Valid From and, optionally, Valid To.
When a request is quoted, the system picks the rate for the request’s preferred pickup date (or today, if there is none), in this order: the client’s own rate, then their group’s rate, then the general rate. At each level, a rate for this route comes before an all-routes rate, and a rate for the request’s exact service type and truck type comes before an “any” one. If no rate fits the service type and truck type, the nearest rate is offered with a warning.

	Caution:  Who the rate is for is checked before the route. A client’s own “All routes” rate therefore beats every general rate for a specific route: give a client an “All routes” per-km rate, and that client’s Accra → Kumasi trips use it, not the general GHS 5,000 Accra → Kumasi rate. If a client rate is only meant as a fallback, set it for the routes it should cover instead, or don’t create it. The same goes for a client group’s “All routes” rate. The rate form shows this caution when you set up either one.



	Caution:  A rate for “Any truck” always fits, so it beats a rate set for a different truck type, even one for the exact route. For example, if Tema Port → Tamale only has a Tipper rate and there is a general “All routes, any truck” per-km rate, a Flatbed job on that route is priced per km. Give every truck type you carry on a route its own rate, or check the rate card box on the quote form before sending. Service types work the same way: a route rate set for one service is not used for jobs with another service, which take an “Any service” rate instead. The rate form shows this caution when you choose a route together with a truck type or a service type.



The price is the rate times the weight in tonnes, the route’s distance in km, or the number of bags or units on the request, or the flat rate for a per-trip rate. It is never less than the minimum charge.
Two active rates for the same route, client (or group or everyone), service type and truck type can’t cover the same dates; the system says which rate is in the way. To change a price from a date, give the old rate a Valid To date and add a new rate from the next day. “Copy” starts a new rate from an existing one, dated to begin the day after it ends, which is handy for renewing contracts each year.
A rate used on a quote can’t be deleted; deactivate it or end it instead. Routes, clients, client groups, service types and truck types that a rate uses can’t be deleted either.
A rate can also carry a Return Empty price, for trips where the truck comes back empty: either an amount, or a percentage of the transport price (for example 50%). Leave it blank if the return is free. The rate list shows it under the price as “Return empty.”
[bookmark: _Toc244682850]6.5 Additional charges
Who can do this:  Admin and Finance, under Finance → Charges. Operations can view them under Operations → Charges.
A charge type is an extra billed on top of the transport rate, such as loading, waiting time, an escort, or port fees. Each has a Name and Description; how it is Charged (per job, per tonne, per kilometre, per bag, per unit, per day or per hour); a Default Amount and Currency, which is what most clients pay (leave the amount blank if it changes every time, as with port fees); and whether it is a Pass-through charge.
A pass-through charge is a cost you pay on the client’s behalf and bill back to them, such as port or border fees. It is shown as “paid on your behalf” to the client and on invoices, and it is kept out of the trip’s profit along with what you paid for it (section 4.8).
To give a client or client group a different price, click “Client & Group Prices,” then “New Price.” Pick the Charge, who it Applies to (a client group or one client), the Amount and Currency, the dates it is Valid From and To, and any Notes. A client’s own price beats their group’s, which beats the charge’s default amount. Prices are picked for the request’s preferred pickup date (or today).
Two active prices for the same charge and the same client (or group) can’t cover the same dates. To change a price from a date, end the old one and add a new one; “Copy” starts next year’s price from an existing one.
Changing a default amount or a price doesn’t change charges already on quotes or trips: each keeps the amount it was given. A charge type used on a quote, a trip or a special price can’t be deleted; deactivate it instead.
[bookmark: _Toc244682851]7. Clients
	Who can do this:  Admin and Finance, under Finance → Clients.



[bookmark: _Toc244682852]7.1 Adding a client
1. Finance → Clients → “New Client.”
1. Enter the Company Name, Contact Person, Email (each client needs its own) and Phone.
1. Optionally add the Address, City, Region, Country and Notes, pick a Client Group (section 7.5), and choose the Default Currency. New quotes for the client start in that currency, but any quote, trip or invoice can use another one if you have agreed it.
1. Save. The client gets a code such as CLT-2026-0001.
[bookmark: _Toc244682853]7.2 The client page
Open a client to see everything about them, on tabs:
Overview: company details, Lifetime Revenue (all payments received, in your base currency) and Outstanding Balance (what is still owed on issued invoices, one line per currency).
Portal Users: the client’s logins for the client portal (see section 7.3).
Requests, Trips, Invoices & Balances, Payments: the client’s most recent records of each kind.
Statement: every invoice and payment in date order, with a running balance in your base currency. Each invoice is converted at its own exchange rate, and its payments at the same rate, so a paid invoice nets to zero.
[bookmark: _Toc244682854]7.3 Portal users
Portal users are people at the client company who can sign in to the client portal (Chapter 14). A client can have several.
1. Open the client and go to the Portal Users tab.
1. Click “Add Portal User.”
1. Enter their Full Name, Email and a Password (twice), then click “Create Portal User.”
1. Give them the portal address and their password. They sign in with their email address.
“Reset Password” creates a new password and shows it once in a message at the top of the page. Copy it straight away and share it securely: it can’t be shown again. Resetting also signs the user out of the portal.
“Deactivate” stops a portal user from signing in, for example when they leave the company. “Activate” lets them back in.
[bookmark: _Toc244682855]7.4 Deactivating or deleting a client
A client with requests, proformas, trips, invoices, payments or rates can’t be deleted; the message lists what is in the way. Deactivate the client instead: they stop appearing as an active client, and their history stays.
[bookmark: _Toc244682856]7.5 Client groups
A client group brings together clients who share the same negotiated prices, for example all your cement distributors. Admin and Finance users manage groups under Finance → Client Groups: click “New Client Group” and enter a Name and an optional Description.
To put a client in a group, edit the client and pick the Client Group. A client can be in one group at most. When prices are worked out, a client’s own rate comes first, then their group’s rate, then the general rate.
Filter the client list by group, or see a client’s group on their page. A group that still has clients can’t be deleted; move the clients out first, or deactivate the group.
[bookmark: _Toc244682857]8. Invoices
	Who can do this:  Admin and Finance, under Finance → Invoices.



[bookmark: _Toc244682858]8.1 How an invoice moves
	Status
	What it means

	Draft
	Being prepared. Fully editable, and not visible to the client.

	Issued
	Sent to the client and visible in their portal. Only the due date and notes can still change.

	Partially Paid
	Some payment received (set automatically)

	Paid
	Paid in full (set automatically)

	Cancelled
	Withdrawn, with a reason



An invoice is overdue when it is Issued or Partially Paid and its due date has passed. Tick “Overdue only” on the Invoices list to see them; Admins also see them on the Dashboard.
[bookmark: _Toc244682859]8.2 Creating an invoice
1. Finance → Invoices → “New Invoice.” (Or click “Create Invoice” on a trip, which starts the invoice with that trip.)
1. Step 1: Client. Choose the client and click “Next: Select Trips.”
1. Step 2: Select Trips. Tick the client’s trips to bill. The amount shown for each includes its charges. Only delivered trips (Delivered, Returning or Completed) that aren’t already on another invoice are listed. To bill a client before delivery, use a proforma invoice (section 10). Then click “Next: Edit Line Items.”
1. Step 3: Line Items. Each trip becomes a line using its trip value, followed by a line for each of its charges (quantity × amount each). A Return empty trip also gets its own line for the return, “TRP-…: Return empty.” Pass-through charges are marked “paid on your behalf” and ticked “No tax,” so the Tax Rate leaves them out. Tick “No tax” on any other line that shouldn’t be taxed. Edit the descriptions, quantities and prices if needed (each quantity above 0, each price 0 or more, both with at most 2 decimals; a description of up to 500 characters), and use “+ Add Manual Line” for anything else, such as demurrage.
1. Check the Currency and Exchange Rate. They start as the first selected trip’s currency (or else the client’s default) and the rate for the invoice date (section 11.7). Change them if you agreed otherwise. If some trips are priced in another currency, a note reminds you to convert their prices.
1. Set the Invoice Date, the Due Date (on or after the invoice date) and the Tax Rate (%) if you charge tax. Add any Notes.
1. Decide whether to tick “Show itemized trip expenses on PDF” (see section 8.4).
1. Click “Create Invoice (Draft).” The invoice gets a number such as INV-2026-0001.
Subtotal, tax and total are worked out for you, in the invoice’s currency. A draft’s currency and rate can still be changed with “Edit.”
[bookmark: _Toc244682860]8.3 Issuing, editing and cancelling
Check a draft, then click “Issue Invoice.” The client can now see it in the portal and you can record payments against it.
Click “Edit” to change a draft completely, or to change an issued invoice’s due date and notes.
To withdraw an invoice, click “Cancel” and enter the reason. An invoice with payments recorded can’t be cancelled.
Only a draft can be deleted: click “Delete” on its page, and its trips can be invoiced again. Cancel an issued invoice instead.
	Note:  Once an invoice is cancelled, its trips are free to be billed on a new invoice.



[bookmark: _Toc244682861]8.4 Invoice PDFs
The “PDF” button on an invoice offers two versions:
Itemized PDF: lists each trip’s logged expenses under its line. Use it when a client has agreed to pay costs such as fuel or tolls at cost. Each trip’s expenses are listed once. Costs recorded for pass-through charges are left out, as the client already sees those charges as lines.
Clean PDF: just the lines, prices and totals.
Clients downloading an invoice in the portal always get the clean version, so internal costs are never shown to them. The PDF uses your organization’s details, logo and invoice footer notes from Settings (section 13.2).
[bookmark: _Toc244682862]9. Payments
	Who can do this:  Admin and Finance.



[bookmark: _Toc244682863]9.1 Recording a payment
1. Open the invoice. It must be Issued or Partially Paid.
1. Click “+ Record Payment.” The form shows what is still outstanding.
1. Choose the Account the money went into.
1. Enter the Amount and choose the Currency the client paid in. The Exchange Rate to your base currency is filled in with the rate for the payment date (section 11.7); change it to the rate you actually received.
1. Choose the Payment Method (Cash, Bank Transfer, Mobile Money, Cheque or Other), and enter the Reference (e.g. a transaction ID), the payment date and any notes.
1. Click “Save Payment.” The payment gets a number such as PAY-2026-0001.
The account’s balance goes up straight away, and the invoice changes to Partially Paid or Paid by itself.
A payment in the invoice’s own currency counts at face value, even if its exchange rate differs from the invoice’s. A payment in another currency, for example your base currency against a USD invoice, is converted using the two exchange rates; the form shows what it counts as before you save.
	Note:  If a payment is more than the outstanding balance, the form warns you and asks you to confirm before saving the overpayment.



[bookmark: _Toc244682864]9.2 The Payments list
Finance → Payments lists every payment, with filters for client, payment method and account. Click an invoice number to open the invoice.
[bookmark: _Toc244682865]9.3 Deleting a payment
On the invoice page, click “Delete” next to the payment. The amount is taken back off the account, the reversal shows in the account’s ledger, and the invoice’s status is worked out again.
	Caution:  Delete a payment only if it was recorded by mistake. To correct one, delete it and record it again with the right details.



[bookmark: _Toc244682866]10. Proforma Invoices
A proforma invoice is a priced document you send a client before the work is done, for example so they can raise a purchase order. It has its own numbering (PFI-2026-0001), so it never uses up an invoice number. Proformas are under Finance → Proformas.
	Who can do this:  Admin and Finance.



[bookmark: _Toc244682867]10.1 Turning it on
Proformas are switched on by default. An Admin can switch them off, and set the default validity and the PDF footer, under Administration → Settings → Proforma Invoices (see section 13.2). When they are off, Proformas disappears from the staff menu and from the client portal.
[bookmark: _Toc244682868]10.2 Creating a proforma
1. Finance → Proformas → “New Proforma,” or “+ Create Proforma” on a request page.
1. Choose the Client.
1. Choose “Start from a quoted request” to link it to one of the client’s requests and copy in its quote, or “Start without a request.”
1. Add the line items: Description, Qty and Unit Price for each, with “+ Add Line” for more. Tick “No tax” on a line the Tax Rate shouldn’t apply to, such as a cost passed on to the client; charges marked “paid on your behalf” on the quote come in ticked. The tick carries over when the proforma becomes an invoice.
1. Set the Issue Date, Valid Until (filled in from the default validity in Settings), Currency, Tax Rate (%) and any Notes.
1. Save. The proforma starts as a draft.
[bookmark: _Toc244682869]10.3 Issuing it
Check the draft, then click “Issue Proforma.” Its prices are locked, and the client can see and download it in the portal. Click “Download PDF” for a copy to send by email.
[bookmark: _Toc244682870]10.4 Editing, expiry and cancelling
A draft can be edited completely, or deleted.
Once issued, only the Valid Until date and the notes can change.
An issued proforma whose Valid Until date has passed shows as Expired. The client’s portal tells them to contact you for an updated one. Extend the date if the price still stands.
To withdraw a proforma, click “Cancel” and enter the reason. The client’s portal shows it as withdrawn and no longer valid.
[bookmark: _Toc244682871]10.5 Converting it to an invoice
When the client goes ahead, open the issued proforma and click “Convert to Invoice.” The system creates a draft invoice with the same lines, currency and tax, and today’s exchange rate for that currency, dated today and due in 30 days, with a note saying which proforma it came from. The proforma becomes Converted, and the invoice shows “Converted From” with a link back.
Review the draft invoice, attach the trips if you like, then issue it as usual (section 8.3).
	Note:  If that invoice is later cancelled or deleted, the proforma goes back to Issued, so it can be converted again.



[bookmark: _Toc244682872]11. Accounts and Cash Book
	Who can do this:  Admin and Finance, under Finance → Accounts.



[bookmark: _Toc244682873]11.1 Cash, mobile money and bank accounts
Accounts are where your money is: office cash, mobile money wallets and bank accounts. Every payment received, expense paid, transfer and bank charge moves an account’s balance, and each account keeps a full ledger. All balances are kept in your base currency (GHS unless your company chose another in Settings, section 11.7).
A new system starts with three accounts, Office Cash, MTN Mobile Money and Main Bank Account, all with a zero balance. Edit them to match your real accounts before you start.
The Accounts page shows each account with its balance, and the Total Balance of all active accounts. One account of each type can be the default, which is picked first on forms.
[bookmark: _Toc244682874]11.2 Adding an account
1. Finance → Accounts → “New Account.”
1. Enter the Account Name and choose the Type: Cash, Mobile Money or Bank.
1. For Mobile Money, choose the Network (MTN, Telecel or AirtelTigo) and enter the Number and Registered Name. For Bank, enter the Bank Name and Account Number, and optionally the Branch, Account Name and SWIFT Code.
1. Enter the Opening Balance (in your base currency): what the account holds today.
1. Tick “Set as default for this type” if it should be picked first on forms.
1. Click “Create Account.”
	Note:  After an account is created, you can change its name, notes, default and active status, but not its type or opening balance.



[bookmark: _Toc244682875]11.3 The account page and ledger
Open an account to see its Current Balance; This Month In, Out and Net; and the Transaction Ledger: every credit and debit, with the balance after each one.
[bookmark: _Toc244682876]11.4 Moving money between accounts
1. Finance → Accounts → “Transfer.”
1. Choose the From Account and the To Account. The form shows each one’s balance.
1. Enter the Amount (in your base currency), the Date and a Description.
1. If the transfer cost a fee, open “Transfer Charges (optional),” choose the Charge Account the fee came out of, and enter the Transfer Charge and any Other Charges (in your base currency), with descriptions.
1. Click “Execute Transfer.” It gets a reference such as TRF-2026-0001.
[bookmark: _Toc244682877]11.5 Recording a bank charge
For a charge that isn’t part of a transfer, such as a monthly bank fee, open the account and click “+ Record Bank Charge.” Enter the Description, Amount (in your base currency) and Date, then click “Save Charge.”
[bookmark: _Toc244682878]11.6 Deactivating or deleting an account
An account can only be deleted if its balance is zero and it has no transactions. Otherwise, deactivate it from its Edit page: it stops appearing on forms and its history stays.
[bookmark: _Toc244682879]11.7 Currencies and exchange rates
	Who can do this:  Admin and Finance, under Finance → Currencies.


The currency list holds the currencies staff can choose for clients, quotes, trips, expenses, invoices, proformas and payments, and their exchange rates to your base currency. It starts with GHS, USD, EUR and NGN; add others as you need them.
	Column
	What it means

	Code
	The 3-letter international code, e.g. USD

	Name
	The currency’s name, e.g. US Dollar

	Today's Rate
	How many units of your base currency one unit is worth today, e.g. “1 USD = GHS 15.2500” when GHS is the base, or “Not set”

	Since
	The date today’s rate applies from

	Status
	Active currencies appear on forms; inactive ones don’t


Rates are kept with the date they apply from, so the history stays: each rate applies from its date until the next one. To add a rate:
1. Finance → Currencies, then click “Rates & Edit” on the currency.
1. Under Exchange Rates, set Applies From (the first day the rate applies, today unless you change it) and the Rate to your base currency (units of it per 1 unit of this currency).
1. Click “Add Rate.”
How the forms use the rates:
Choosing a currency fills in the rate for the record’s date: a payment’s date, an expense’s date or an invoice’s date. New trips use today’s rate.
Change the date and the rate follows, unless you have typed your own rate. Staff can always change the rate on a record, for example to the rate a client actually paid at.
If the date is before the currency’s first rate, the field is left empty and staff type the rate.
Adding or removing rates never changes saved records: each trip, invoice, payment and expense keeps the rate it was saved with.
Managing the list:
“New Currency” adds one, with its code (e.g. XOF), name and, if you know it, its first rate and the date it applies from.
On a currency’s page, “Save Changes” updates its name. The code can’t be changed, because saved records use it.
Adding a rate for a date that already has one replaces it. “Remove” deletes a rate entered by mistake; the rates around it then apply.
“Deactivate” takes a currency off the forms. Records already in that currency keep it. The base currency, and the default currency in Settings, can’t be deactivated.
Base currency: set it under Settings (section 13.2) before you record anything. Enter the 3-letter code and the name, for example NGN and Nigerian Naira. If you change nothing it stays GHS, so existing companies are unaffected. Once any quote, trip, expense, invoice, proforma, payment or account entry exists, the code is locked and cannot be changed, because every past amount is stored in it; the name can still be corrected. Nothing already recorded is ever converted or rewritten. Exchange rates for other currencies are always units of the base currency per 1 unit of that currency.
“Delete” works only for a currency that nothing uses yet. Once a currency is used, deactivate it instead.
	Note:  The base currency (GHS unless your company chose another) is always at 1 and needs no rate. Accounts, reports and trip profit are all in it, worked out with each record’s own exchange rate. Every rate added or removed is recorded in the Audit Log.


[bookmark: _Toc244682880]12. Reports
	Who can do this:  Admin and Finance, under Reports.



[bookmark: _Toc244682881]12.1 The reports
	Report
	What it shows

	Revenue
	Invoiced revenue by client, by service type and by month, including tax, so the three add up to the same total

	Receivables Aging
	What each client owes, grouped by how long it is overdue: 0-30, 31-60, 61-90 and 90+ days, with the invoices behind each figure

	Trip Profitability
	Each trip’s value plus its charges, minus its expenses, grouped by client, by truck and by month. Pass-through charges and their costs are shown in their own column, kept out of profit, with any cost not yet recorded flagged

	Expenses
	Expenses by category, by truck and by trip

	Payments
	Payments collected by method, by client and by account

	Fleet Utilization
	Trips per truck, with active and idle days

	Client Statement
	One client’s invoices and payments with a running balance



Most reports have “From” and “To” dates. Set them and click “Filter.”
“Export CSV” downloads the figures to open in Excel. “Print” prints the page.
All amounts are in your base currency.
[bookmark: _Toc244682882]12.2 Client statements
Reports → Client Statement: choose the client, set the From and To dates, and click “Generate.” Use the PDF button to download a statement to send to the client. Amounts are in your base currency, worked out the same way as the Statement tab on the client page.
[bookmark: _Toc244682883]13. Administration
	Who can do this:  Admin only, under Administration.



[bookmark: _Toc244682884]13.1 Users
[bookmark: _Toc900000066]Creating a user
1. Administration → Users → “New User.”
1. Enter the Full Name, Username, Email and optionally the Phone.
1. Choose the Role: Admin, Finance or Operations (see section 1.5).
1. Enter a starting Password twice: at least 8 characters, with upper and lower case letters and a number.
1. Save, and give the user their username and password. They must choose a new password when they first log in.
[bookmark: _Toc900000067]Managing an existing user
“Edit” changes their details or role.
“Reset Password” creates a new password and shows it once in a message at the top of the page. Copy it and give it to the user securely. They must change it at their next login, and any session they had open is ended.
“Deactivate” stops a user logging in and signs them out. You can’t deactivate your own account, and the only active Admin can’t be deactivated or changed to another role: make someone else an Admin first. “Activate” lets them back in.
[bookmark: _Toc244682885]13.2 Settings
Administration → Settings holds the details printed on your documents and a few switches:
	Section
	Settings

	Organization Details
	Organization Name, Phone, Email, Address, Base Currency (see section 11.7), Default Currency, and Logo (a JPG, PNG or plain SVG of up to 2 MB, with “Remove current logo”; an SVG containing scripts or links is refused)

	Invoice PDF
	“Default to itemized expense breakdown on invoice PDFs,” and Footer Notes printed at the bottom of every invoice

	Routes
	“Routes cover both directions”: when on, one route covers trips both ways (section 6.2)

	Proforma Invoices
	“Enable proforma invoices,” Default Validity (days), and Proforma Footer Notes



Click “Save Settings” when you’re done.
[bookmark: _Toc244682886]13.3 Expense categories
Expense categories group trip expenses for the reports. The system comes with nine: Fuel, Toll, Meal, Repair, Loading/Offloading, Tyre, Driver Allowance, Ferry/Crossing and Other. These built-in categories can’t be deleted, but you can deactivate any you don’t use.
Add your own with “New Category.” A category you added can be deleted only if no expense uses it; otherwise deactivate it.
[bookmark: _Toc244682887]13.4 Audit log
The Audit Log records every important change: what was created, changed, deleted, issued, cancelled or reassigned, by whom, when, and from which IP address. Wrong passwords for a real account, and the lockout after five of them, are recorded too (for staff and for portal users), against that account and with the IP address. Click “Details” on an entry to see the values before and after the change.
Filter by entity (e.g. Trip or Invoice), action, staff user, or user type (Staff or Client, for changes made in the portal).
[bookmark: _Toc244682888]14. The Client Portal
The client portal is a separate area where your clients sign in to work with you directly. This chapter describes what they see, so you can help them.
[bookmark: _Toc244682889]14.1 Signing in
Clients go to the portal’s login page: your system’s address followed by /portal/login.
They sign in with their email address and the password you set or reset for them (section 7.3).
After 5 wrong passwords the login is locked for 15 minutes. After 15 minutes without activity they are signed out.
A deactivated portal user sees a message telling them to contact their account manager.
[bookmark: _Toc244682890]14.2 What clients can do
	Page
	What the client can do

	Dashboard
	See their active trips, their open invoice balance, and quotes awaiting their action

	My Requests
	Submit a new transport request, see your quotes, and accept or reject the latest one (with an optional comment). A quote shows its total, with the transport amount and any charges under it

	My Trips
	Follow each trip’s status and timeline

	My Invoices
	See issued invoices with their payments and balance, and download the PDF

	Proforma Invoices
	See issued proformas and download the PDF (only if proformas are switched on)

	Profile
	Update their details and change their password



	Note:  Clients never see draft invoices or proformas, trip expenses, or anything about other clients. Requests they submit arrive in your Requests list as Pending, with the source “Portal.”



[bookmark: _Toc244682891]Appendix A: Frequently Asked Questions
[bookmark: _Toc900000075]I forgot my password. What do I do?
Ask an Admin to reset it from Administration → Users. You’ll get a new password and must choose your own when you log in.
[bookmark: _Toc900000076]My login is locked. Why?
After 5 wrong passwords the login is locked for 15 minutes. Wait and try again, or ask an Admin to reset your password.
[bookmark: _Toc900000077]I was signed out while working.
The system signs you out after 30 minutes without activity, or when your account signs in somewhere else.
[bookmark: _Toc900000078]A menu item I expect to see is missing.
Menus depend on your role (section 1.5). Proformas also disappear when they are switched off in Settings.
[bookmark: _Toc900000079]Why can’t I see the trip value or profit?
Operations users don’t see trip values, expenses or profit. Ask an Admin or Finance user.
[bookmark: _Toc900000080]A truck or driver isn’t available when I create a trip.
They are probably on another active trip, in maintenance or on leave, or deactivated. Check their status under Operations → Trucks or Drivers.
[bookmark: _Toc900000081]I can’t put a truck into maintenance.
A truck on a trip has its status managed automatically. Complete, cancel or reassign the trip first.
[bookmark: _Toc900000082]I can’t cancel a trip.
Expenses have been logged against it. Check the Expenses tab; an Admin can override and cancel anyway.
[bookmark: _Toc900000083]I can’t delete a trip.
It has expenses or is on an invoice. Cancel it instead.
[bookmark: _Toc900000084]A trip doesn’t appear when I create an invoice.
It is already on another invoice that hasn’t been cancelled, or it belongs to a different client.
[bookmark: _Toc900000085]I can’t cancel an invoice.
It has payments recorded against it. If those payments were mistakes, delete them first (section 9.3).
[bookmark: _Toc900000086]My client can’t see their invoice in the portal.
It is still a draft. Issue it (section 8.3).
[bookmark: _Toc900000087]Proformas is missing from the Finance menu.
An Admin has switched proformas off under Administration → Settings → Proforma Invoices.
[bookmark: _Toc900000088]I can’t delete an account, client, truck or driver.
It has history the system must keep. Deactivate it instead; it stops appearing in lists and on forms.
A currency is missing from the list.
An Admin or Finance user adds it, or activates it again, under Finance → Currencies (section 11.7).
Why do I have to enter an exchange rate?
Any currency other than your base currency needs a rate so the system can work out the amount in the base currency. If it isn’t filled in for you, no rate has been entered for that currency on or before the record’s date (section 11.7).
[bookmark: _Toc244682892]Appendix B: Document Information
This manual was produced from the current state of the IBS TMS codebase and reflects the screens, fields and roles in the application as of the date below. If the application is updated after this date, some field names or workflows described here may change.
Version 1.0 — October 2026.
Version 1.1 — October 2026. Adds the currency list (section 11.7): currencies are chosen from a list, today’s exchange rate is filled in on forms, and invoices have their own currency and exchange rate fields.
Version 1.2 — October 2026. Invoice balances and status are worked out in each invoice’s own currency (section 9.1); client balances show one line per currency, and statements are in the base currency (section 7.2).
Version 1.3 — October 2026. Currencies move to the Finance menu and Finance users can manage them (section 11.7). Exchange rates are kept with the date they apply from, and forms fill in the rate for the record’s date.
Version 1.4 — November 2026. The system is renamed IBS Transport Management System (IBS TMS). Locations have a unique code, and Ghana locations pick their region from a list (section 6.1). New Routes list with distances (section 6.2), and a Settings switch for routes that cover both directions (section 13.2). Service types move to section 6.3.
Version 1.5 — November 2026. Truck types become a managed list (section 5.3). Client groups (section 7.5). Requests can record a quantity in bags or units and the truck type needed (section 3.2). New rate cards (section 6.4) price quotes automatically (section 3.3); the service type’s default rate per ton is replaced by them. Trips take their value from the quote, record the delivered weight, quantity and distance, and follow the rate card on them (sections 4.1 and 4.6).
Version 1.6 — November 2026. Additional charges: a list of charge types with client and group prices (section 6.5), charges on quotes (section 3.3) and trips (section 4.8), a line per charge on invoices (section 8.2), and pass-through charges whose cost is recorded against them and kept out of profit (sections 4.8 and 12.1).
Version 1.7 — November 2026. Invoice and proforma lines can be ticked “No tax”: the tax rate applies to the other lines only, and pass-through charges come in ticked (sections 8.2 and 10.2).
Version 1.8 — November 2026. Trip types: requests and trips are One-way or Return empty (sections 3.2 and 4.1). A Return empty job has a return price, taken from the rate card (section 6.4), shown as its own line on quotes (section 3.3), trips (sections 4.3 and 4.6) and invoices (section 8.2), and counted in trip profit.
Version 1.9 — November 2026. Return loads: a second, linked trip for the same truck and driver, with its own client and invoice (section 4.9). Multi-drop trips: stops, an Extra drop charge for each stop after the first, and delivery stop by stop (section 4.10).
Version 1.10 — November 2026. Multi-drop requests list their drops on the request form (section 3.2). The quote starts with an Extra drop charge for them, and the trip made from the request starts with the same stops (section 4.10).
Version 1.11 — November 2026. The only active Admin can’t be deactivated or changed to another role (section 13.1). The Audit Log also records wrong passwords and lockouts (section 13.4).
Version 1.12 — November 2026. The base currency is now a company setting (GHS unless changed), so a company outside Ghana can run in its own home currency. It is locked once any financial record exists (sections 11.7 and 13.2).
Version 1.13 — November 2026. Invoices take delivered trips only; bill in advance with a proforma (section 8.2). A trip on an invoice can’t be cancelled, and a trip can be deleted from its page (section 4.7). A truck and driver stay committed while their trip is Delivered (section 4.2). On Reassign, an unticked truck goes to Maintenance and an unticked driver On Leave (section 4.4). Draft invoices have a Delete button (section 8.3).
Version 1.14 — November 2026. Receipts open only for Admin and Finance, and an expense or quote that isn’t saved says why (section 4.5). A request is converted to a trip only once (section 4.1). A trip value typed by hand stays when stops change (section 4.10). Only a real change of money is logged as a financial override (section 4.6). Invoice lines need a quantity above 0 and a price of 0 or more (section 8.2). Revenue by service type is in the base currency with tax (section 12.1). SVG logos with scripts are refused (section 13.2).
Version 1.15 — November 2026. A trip on an invoice keeps its client and price (section 4.6). “Add a quote now” adds a Multi-drop request’s Extra drop charge and takes a Return Empty Amount (section 3.2). A client with requests or proformas can’t be deleted (section 7). Invoice lines take up to 500 characters, like proforma lines, and quantities and prices take at most 2 decimals (section 8.2). Rejecting or reopening a request with a blank or over-long reason says why.
