TIM 2.1 — Transurban Invoice Manager
Frequently Asked Questions (FAQs)

How do | import data?

Fromthe Main screen, select the Manage Invoices button.

The Manage Invoices screen will be shown, displaying a list of all imported invoices.

Select the Import button.

A pop-up window will then be shown enabling you to navigate to the directory on your
computer that contains the invoice data files.

Select the file to be imported. If you wish to import muitiple files from within the same
directory, hold down [CTRL] and use your mouse to click on each of the files to be imported.
Alter selecting all required files, select Open.

The application will proceed to import each of the selected files in turn. A status window will
be displayed showing the name of the file currently being imported, the instance of the file
(ie. Hle X of Y) and an estimation of the remaining time to import the current file.

Invalid files and/or invoices that have already been imported will result in an error message
being displayed.

If an error occurs or the Cancel button is clicked, you will be prompted to determine whether
to import any remaining iNvoices.

Once the selected invoices have been imported (without cancelling), a message will be
displayed indicating the number of invoices that were successfully imported. Click OK to
continue.

The invoices that were imported successfully will appear in the list on the Manage Invoices
screen.

Select Close to close the Manage Invoices screen and return to the Main screen.

What information is provided in a Summary Report?

Summary
The Summary Report will produce a report based on the selected criteria. Changes to the
Business Hours and Advanced Business Hours section will NOT affect the Summary Report.
This will provide a summary report with the following columns: Account Number, e-TAG Serial
Number, LPN (Licence plate number), State, Heet ID, Trips, Tolls, Fees, Total GST, Total.
If the selected Report Output type is “Create Excel Fle”, then the report will also include:
a bar graph of the Total Trips, Tolls, Fees and GST.

Please note that changes to the Business Hours and Advanced Business Hours section will
NOT affect the Summary Report.
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What information is provided in a \Weekday report?

Weekday

This will provide a summary weekday report with the folloming colunmns: Account Nurmber, e-
TAG serial number, LPN (Licence plate number), State, Heet ID, Year, Month, Trips and Tolls
for 7 days of the week, Total Trips, Total Fees, GST for each day of the week and total GST,
Grand Total.

If the selected Report Output type is “Create Excel Fle”, then the report will also include:

a summary table of the Total Tolls and Fees by day of the week;

a bar graph of the Total Tolls and Fees by day of the week;

a Detailed Trip Report listing all trips and fees for the report with the following columns:
Account Number, e-TAG Serial Number, LPN (Licence plate number), State, Heet ID,
Trips, Toll Road, Gantry Start, Gantry End, Start Date, Start Time, End Date, End
Time, Tolls, Fees, GST.

What information is provided in a Business Hours report?

Business Hours
This will provide a report with the following colunns: Account Number, e-Tag Serial Number,
LPN (Licence plate Number), State, Heet ID, Business Trips, Business Talls, Business Fees,
Non Business Trips, Non Business Talls, Non Business Fees, Total Trips, Total Talls, Total
Fees, GST Business Hours, GST Non-Business Hours, Total GST, Grand Total.
If the selected Report Output type is “Create Excel Fle”, then the report will also include:

a summary table of the Total Business & Non-Business Tolls, Fees & GST,

a bar graph of the Total Business & Non-Business Talls, Fees & GST;

apie chart of the Total Business & Non-Business Tolls & Fees.

A Detailed Business Trips report listing all trips in the defined business hours with the
following colunns: Account Nurmber, e-TAG Serial Number, LPN (Licence plate
number), State, Heet ID, Business Trips, Toll Road, Gantry Start, Gantry End, Start
Date, Start Time, End Date, End Time, Business Tolls, Business Fees, Business GST.
A Detailed Non-Business Trips report listing all trips outside the defined business hours
with the following columns: Account Number, e-TAG Serial Number, LPN (Licence plate
number), State, Heet 1D, Non-Business Trips, Toll Road, Gantry Start, Gantry End,
Start Date, Start Time, End Date, End Time, Non-Business Tolls, Non-Business Fees,

Changes to the Business Hours and Advanced Business Hours section will affect the Business
Hours Report
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How do | enter the Report Date Range?

In the Report Range section, select by Date.

Enter the Fromand To date range in the format of dd/mm/yyyy (as in 01/04/2006 for April 1 2006).
The screen will default to the current Fringe Benefits Tax year. You can override this text by simply

typing over it.
Please note that changes to the Report Date Range WILL affect the Summary Report.
How do | enter the Report Invoice Range?

In the Report Range section, select by Invoice #.

Enter the Fromand To invoice number range. If reporting for a single invoice, enter the invoice
number in the Fromtext box only.

Please note that changes to the Report Invoice Range WILL affect the Summary Report.

How do | set the Business Hours?
Setting business hours is only required where you have selected the Business Hours report.

Set Business Hours by entering the Day From, Time Fromand Day To, Time To information. To
save the information entered click Set DefaLllt.

An Advanced Business Hours screen is also available. Click the Set Advanced button. For
information about the Advanced Business Hours screen, click on the User Instruction button,
located on the Advanced Business Hours screen.

What are the four Selection Criteria?

Account ID

Heet ID

Licence Plate Number
e-TAG Serial Nurmber

What can | do for each Selection Criteria?

For each Selection Criteria you can:
- Select the List button, then
Select the Select All or Select None button to select and deselect ALL iters.
You can also select and deselect individual items by clicking on the tick box.
Alternatively, you can use the Free Text Box to type in individual iterms or to delete items that
were selected using the List.
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What will the Sort Criteria buttons do?

Account ID's
WIII sort the data numerically by Account ID's
Heet ID's
WIIl sort the data numerically by Heet ID's
LPN (Licence plate Number)
WIII sort the data alphabetically by Licence plate Number
e-TAG Serial Number
WIII sort the data numerically by e-TAG Serial Number

What are the Report formats available and what will they produce?

Create Hle (CSV)
WIII create a CSV file and prompt you for a directory and filename to save the report.

Create Excel File (XLS)
Wl prompt you for a directory and filename to save the report as and create an Excel file inthe
selected location.

Create Excel File and Open
As above and opens the report for viewing.

Preview Only
Wl provide you with a preview of the report formet within the application, without saving the
report to afile. The format shown here is similar to how the report will appear in CSV formet.

Why can't | import invoices?
You may not have appropriate access to the TIM application. Check that you have write access to
the application folder, or contact your system administrator to do this for you.

Why can't | save my profile?
You may not have appropriate access to the TIM application. Check that you have write access to
the application folder, or contact your system administrator to do this for you.

Why can't | save my report?
Make sure that the file you are saving is not already open. If it is, then close it and generate the
report again. Also, check if you have sufficient permission to save to your selected location.
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