NTC Data Quest Procedures

General Edition

1. Function: Data Quest is a universal data retrieval tool. You can change the requirements on
each field to narrow or expand your search. The purpose of this tool is to extract a standard set
of data to be downloaded into Excel, Access or any other data base application.

2. NTC Client Web Environment Access: In the search bar of Internet Explorer, type clients.ntc-
inc.com/clients and click on Customer Access. Once you have the NTC Client Gateway on the
screen, bookmark the page for future use. At the login screen, enter your Username and
Password where indicated and click the Login button.
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3. Data Quest: Click on Data Quest on the Menu and select your client name as Client. For Date
Type, select Batch Date (FDR) — this is the weekly payment file date. Please check with NTC if
you are unclear of your weekly report processing date. Enter the Date Range by keying the
dates in the boxes using mm/dd/yyyy format. To select one FDR date, enter the same FDR date
in the first and second box.

Selection Criteria:
Date Type: For Date Type, select either:

e Batch Date (FDR) — this is the weekly payment file date which will always be a
Wednesday for your company.

e  Ship Date — this is the shipment date of the freight bill.

Date Range — Start Date/End Date: Enter the Date Range by keying the date in the boxes using
the mm/dd/yyyy format. The report can be run for one weekly period by entering or selecting
the same date for the start and end date or it can be run for a period of time by entering the
date range. The date refers to the weekly process period date or the FDR Date.

For Example: To extract data for one Batch (FDR) Date, enter the same FDR date in both of the
date boxes. This output will match the paid total for the date of that weekly batch (FDR).
Duplicate and masterbill header records will be excluded.

For Example: To find all shipments made in a particular month, enter the beginning Ship Date
and the ending Ship Date to search for that information. This output will provide every record
processed by NTC matching that shipment (freight bill) date.

Selection Arguments:

e Unrestricted: No argument defined — no restrictions to the data

e Equal: Use to find a particular value — what you search for must match exactly with the
information in the database or you will not receive any results

e Not Equal: Use to exclude a particular value

e Less Than: Use to find a smaller value not including the value requested

e Greater Than: Use to find a larger value not including the value requested

e Less Than or Equal: Use to find a smaller value including the value requested

e Greater Than or Equal: Use to find a larger value not including the value requested

o Like (use %): Use to find data containing the value. To find all records which start with a
value, place the % at the end. To find all records which end with a value, place the % at the
beginning. To find all records containing the value, place the % at the beginning and the
end. Examples: Rancho% or %Rancho or %Rancho%Dominguez%
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e Not Like (use %): Same as Like but excludes what is in the wild card. Use to exclude values
from searches.

e IN(‘one’,’1’,’NV): To find a list of values. Each value must be in single quotes and each
must be separated by a comma and the whole argument enclosed in parenthesis.
Example: (‘AZ’,’CA’,’UT’)

o NOTIN (‘one’,’1’,’NV): Same as IN but excludes what is in the list. Use to exclude values
from searches like large carriers. Example: (‘CRAN-5489-3’, ‘KUEH-2620-8')

Mode Table - Description:

Air

Air Freight

Broker
Broker/Other
Broker/Truck
Courier

Drayage

Freight Forwarder
Intermodal

LTL

Multimodal
Ocean

Parcel Fedex
Parcel/Freight
Parcel UPS

Rail

Truck Load
Tweener

Vendor Freight
Warehouse Expense

Output Options:

e Screen (Get Data): This will open the report output to the screen for review. The legend at
the top will tell you the search criteria used and the number of records that your search has
yielded. Use the underlined numbers to move from page to page. Each screen page
displays 20 records.

o Excel (Export to Excel): This will open the report output into Excel for data manipulation.
After running the report, the system will ask if you wish to Open, Save or Cancel the File
Download. If you open the file, the report should be saved to your hard drive first before
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working on the data. If you select Save, then you can rename the file when saving it to your
hard drive.

When you export data to Excel, the system will ask what you would like to do with the data and you will
get the following message:

Windows Internet Explorer Iﬂ

What do you want to do with DataQuest.xls?

Size: 3.06 MB
Type: Microsoft Office Excel 2003
Frorm: 10.1.1.80

= Open

The file won't be saved automatically.

2 Save
=2 Save as
ke
or
Microsoft Office Excel @

! k The file you are trying to open, ‘DataQuest.xls’, is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

=) =0 =

Click Open and Yes.

IMPORTANT: Once open in Excel and before any work is done on the file, go to Save As and save the file
with a filename and as .xlIs or .xIsx to convert the file to actual Excel format.

Sample Data Quest Search

1. Find all shipments with Type Code of 61002 for selected date range: To extract specific
shipment records for a particular type code and date range, do the following:

a. Select Batch Date (FDR) or Ship Date and enter the date range desired

b. Select all records with a Type Code that equals 61002. See above for descriptions of
Selection Arguments.
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Click on |Get Data| to display the records on the screen. The system will bring up the results of

the search and you can [Export to Excel.
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| |addr: City: ATLANTA PO: -
City: Anytown State: GA Invoice: fﬂaa'umgs.
State: Ca Zip: 303682197 Report Date: 1242012 ' Dup 0
Zip: 99599 Ship Date: 111132012 BLD“" 5
Direction: © Fscs B0
Mode: LIL B
SHIPPER CONSIGNEE rDARCEL MEASUREMENTSI
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City: Mount Juliet Service Lev 31741
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Number: EDI Notes: Type_Code: 51002
Amount: EDI RecvDate:
Print Date: EDI BatchDate: .|
Modified Date:
EDI MsgID
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Entry OvrChrg:
Entry Date: Nev 302012 11:07AM
Modified Date: MNow 30 2012 11:07AM
Batch Date: Nov 302012 69PN
F020: ENTRY
|
Update
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Changes can be made to records that are outlined as boxes. Change the Type Code then click

Update to save the changes.

You may also add notes to the EDI Notes or Entry Notes fields.
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