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About  the User Guide: 

- This User Guide is designed to help SMSA employees to process the required 
and important tasks for best performance in utilizing CORE system.  

- It is subject to continuous update and adjustment, based on the company and 
system requirements. 

- Some of the functions will be displayed and concealed in the lists depending on 
the job of the access holder 

- The Internet Explorer is the browser that is used to ensure the best access to 
CORE. 

- It can be accessed through Internet, at (www.core.smsaexpress.com) 

CORE Version  V1.7.2.46 

* For any concern, please contact SMSA Training & Organizational Development
team  
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Introduction and overview 
CORE System is a multifaceted system that different departments use to carry out their 
functions whether in dealing with Operations (Tracking, Scans, & Reports), Order Management 
(Booking, CRM Tickets & Reports), and Reference Materials (Delivery Matrix). Users include 
staff of the Core Frontline Departments of Customer Service, Operations, SDC & Retail.  

Accessing CORE 

CORE Icon 

Launch CORE 
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1- From SMSA World Interface click on CORE icon. 
2- CORE system Interface will be displayed. 
3- Fill in the required (User Name & Password)  
4- Your Username on the top right side of the first screen (Track & Trace) will signal 

that you have accessed CORE. 
5- Note: If you could not access or you got access denied message, inform your 

supervisor or Information Technology Team. 
6- On the access screen, some functions of CORE system will be activated, based on 

the employee level of access. 
7- Select the Function (Administration, Operations, or Order Management) that you 

want to work on. 
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MAIN FUNCTIONS 

Administration 

Operations 

Order Management 

(1) Administration 
a. Pricing
b. PDA Operation
c. My Profile

This Function contains the administrative part of CORE that includes Domestic and International delivery 
Matrices, PDA Updates Log & a link to enable the user change his/her password (My Profile) 

a. Pricing

Given the Origin Customer Point and the Destination Customer Point, the Domestic and International 
delivery matrices provides the different services available between these two points, the cut off time 
and Delivery Time. Further options are available to export to Word, Excel, PDF as well as Print the results 
of a query.  

Options under 'search' includes 
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Pricing 
Domestic Delivery Matrix 

International Delivery Matrix 

b. Pricing

Given the Origin Customer Point and the Destination Customer Point, the Domestic and International 
delivery matrices provides the different services available between these two points, as well as the cut-
off time and Delivery Time. Further options are available to export to Word, Excel, and PDF as well as 
Print the results of a query.  
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Domestic Delivery Matrix 

Options under 'search' includes, Origin Customer Point & Destination Customer Point as being the 
mandatory fields , while 'Service', 'Origin Station' and 'Destination Station' are optional and used to 
further filter the results of the Query. 
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International Deliver Matrix 

The International Delivery Matrix sub function provides the same information (Service availability, Cut-
Off Time & Delivery Time) from any Domestic Customer Point to any International Destination (Country). 
Further Optional fields to Filter (Narrow) the Search are 'Services' and 'Origin Station'. 

PDA Operations 
PDA Updates Log 

PDA Updates Log  is used to update the trackers software versions. 

My Profile   
Employee Change Password 
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(2) Operations 
 Track & Trace

Track & Trace is the default screen that appears upon login. From any other 
screen; 

1- Select 'Operations' 
2- To track a Single Shipment ; Click on 'Single Tracking Number'. 

- Fill in the (AWB) field the airway bill number (xxxxxxxxx), and then click on search.- 
The AWB scans details will be displayed, with the latest scan on top. 

3- To track a more than one Shipment simultaneously; Click on 'Multiple Tracking 
Numbers'. 
- Fill in tracking Numbers separated by 'Enter' 
- The latest Scans for each of the Tracking Number will be displayed. 

1 

2 

3 
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Tracking AWB # 2220 3938 7579; Details 

1 

2 

3 

5 

4 

6 7 

8 
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The Track & Trace Screen will display among other details these key details upon entering a valid AWB 

tracking No.  

1. Barcode No. followed by the entered Tracking No.

2. Location Code: DHAA

3. Owner ID No. (Custody of Package)

4. Package Status:

5. Ticket No. (if there is a ticket opened on the Shipment)

6. Sender Details

7. Receiver Details

8. Package Shipment Details

Barcode, Scan Time, Scan, Location Code (Station), Scanned by (ID No.), Department, Cons

Barcode, Scan Comment, Scan Source (Device used), Created By (ID No.) Received By (Recipient) & Post 

Time (date & Time). 
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Scans 
PDA Scans 

 PDA Scans

 Purpose: To enter scans updates on the shipment tracking No. (Barcode)

 Users

 Steps

- To update a SCAN on any AWB.
1- Click on PDA Scans  
2- Scan the AWB (or Enter the AWB No. manually ) 
3- From drop list select the scan that is to be added. 
4- In Scan Comments fill in any required details e.g. (name of recipient, courier 

name or any additional comments ...etc) 
5- Click on Scan 
6- A row will be displayed showing the scanned AWB and an X mark on the right 

side for clearing any wrong scanning. 
7 - Click on Confirm in order to save the scan successfully. 

Note: you can add as many AWB as required for those AWBs that require the same 
scanning. 

1 
3 

4 5 
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Note: Neither date nor ID in adjustment, will be applied on PDA Scan. Whereas this 
feature will be applied on Advanced PDA Scan. 

 Mandatory Fields: Marked with red Asterisks

 Optional Fields: Scan Comments.

 Main & additional Features

Advanced PDA Scan 

Advanced PDA Scan 

Advanced PDA Scans include more fields, in addition to the Barcode, PDA Scan, 
and Scan Comment, the ID No. of the one applying the Scan (Login), Route, and 
Scan Date & Time.  
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Dynamic PDA Scans 

Cons 

The Cons Scan Screen is used to create Cons (Consolidated shipments) a Cons 
barcode No. (Tracking No.) is entered from the Cons Tag and the Packages are 
then scanned to be included in the Cons. 

CONS 
For multiple packages to be processed with the same scans to be shipped to the same 
destination, delivery to one address...etc 

1- Select CONS from the list 

2- Scan in the barcode ,the Cons Number. 

3- Click on Scan.   

4- The Child Barcode will be displayed; you can start scanning the AWB you will add it 
under that CONS.  

5- The Scanned AWBs will be displayed one by one (To remove AWBs, click on remove 
from list)  

6- click on Cons to complete the Cons. 
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DCONS 

DCONS 

- To remove one or more AWBs from a CONS 

1- Select DCONS from the list  

2- Scan in the Barcode the CONS Tag number that you want to remove the AWB from 

1 

2 

3 

6 
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3- Click on Scan. 

4- The Child Barcode will be displayed; you can start scanning the AWB you want to 
remove under that CONS.  

5- The Scanned AWBs will be displayed one by one (To remove AWBs, click on remove 
from list) 

6- Click on DCONS to close the Cons. 

Mass POD Scan 

Mass POD Scans 

- To apply POD scan to multiple AWBs: 

1- Click on Mass POD Scans  

2- Fill in the LOGIN Scan Date; & Route 

3- Fill in AWB No., 'Received by' , Scan Time,  & Scan Comment (e.g Courier Name etc) 

4- Click Save  
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AWB Data Capture 

AWB Data Capture Screen displays AWB Details upon entering of a Barcode/AWB No. in the 

first mandatory field. 

Two options are provided; Search (to display) & Print (To print an automated version of the 

AWB.  

Details of the AWB generated include the Extras (HAL , Friday Delivery & & Dry Ice Options), 

Origin /Sender Details, Destination/Consignee Details, Package (No. of Units & Weight), 

Shipment (Service & Package Type & Package Status), Customs & Other Values (Customs, 

Carriage, Values) 

Payers (Sender/ Recipient, Customs & Transport charges), Payment (Amount /Discounts) and 

last if the Notes (for any remarks) 
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CONS Tracking 

CONS Tracking, Tracks CONS Barcode and displays the updated scans from the 
time it is created up to when the DCons is applied for all the packages or the 
CONS is wholly delivered. 
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- To track a CONS bag 

1- Select Cons Tracking 

2- Scan the Cons Tag in the CONS barcode (Options available for Single and 
Multiple CONS Tracking) 

3- click on Search 

4- The scan details will be displayed 

Note:  The Option of Viewing the CONS is available within the CONS Tracking Screen. 

View CONS 
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View CONS 
- To view a consolidated bag with the Packages included follow the following steps: 

1 - Select View Cons 

2- Scan/Enter in the barcode ,the Cons Number. 

3 - Click on Search to see the details of the CONS. 

4- Click on View to see extended details of the consolidated packages; (CONS date, 
Package Tracking numbers) 

5- Options are available to export to Excel, Word, PDF, and Print. 

Reports 
1. AWB Duty Capture Report

2. Booking Vs Scans Report

3. Daily Transaction Report

4. Delivery Record Report

5. Inbound Duty Invoice Report

6. Indemnity Agreement Report

7. HAL Per Retail Location Report

8. Line Haul Manifest Report

9. Ops to Retail Manifest Report

10. UTL Manifest Report

11. Retail to Ops Pick up Manifest

12. OSPR Report (Overage Shortage Performance Report)

13. Versus Report

14. RSC Cash Collection Report

15. Shipments Details
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AWB Duty Capture Report 

1- Enter the Custom Reference and Click Submit; this report returns the details of shipment 
under the specific reference, which have Customs Duty to be collected upon delivery of 
the shipments. 
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Booking Vs Scans Report 

Booking Vs Scans Report: 

This report is generated upon entering the Date & times Range and the specific Station and 
clicking 'Submit' the generated report details Report Booking Count, producing a report that 
tabulates the Booking #, Booking Date, Close time & Package Status. 

Daily Transaction Report 
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Daily Transaction Report 

This report is generated after entering the date range Employee ID, Location and the particular 
Scan as filters, Clicking 'Submit' would produce a search of the scans/transactions for that given 
Scan, under the given Employee ID of the given Location. 

Delivery Record Report 

Delivery report record 

- To display/print a delivery record 

1- Select Delivery Record Report 

2- Select the Date Range (From)/ Date Range (To) 

3- Fill in the Employee ID  

4- Select the Scan 

5- Click on Submit 

1 

2 

3 

5 

4 
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Inbound Duty Invoice Report 

Based on the Barcode/AWB No. given an Inbound Duty Invoice is generated to facilitate the 
collection of Custom Duty Fees. 
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Indemnity Agreement Report 

An Indemnity Agreement Report/Form is generated to be used for Shipments that would not be 
insured and have a declared value of more that SAR 375.00. 



   CORE SYSTEM 

27 
SMSA Express Transportation Co. Ltd. 

HAL Per Retail Location Report 

HAL Per Retail Location Report 

This report displays the shipments available for HAL at a specific RSC. 
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Line Haul Manifest Report 

Line Haul Manifest Report 

This Manifest Report is generated after a CONS No. is entered, detailing the contents of the 
CONS as per the below report. 
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Ops to Retail Manifest Report 

Ops to Retail Manifest Report 

This report details the shipments, which have been added to CONS that is consigned to a 
Specific Retail Center.  

Fill in the CONS No. & the Retail Short Name to display the list of the shipments. 

UTL Manifest Report 
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Retail to Ops Pick up Manifest 

- To display/print Retail to Ops pick up Manifest 

1- Select Retail to Ops pick up Manifest 

2- Fill in the Cons No.  

3- Click on Submit 

1 

2 

3 
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OSPR Report (Overage Shortage Performance Report) 

- To display/print OSPR Report 

1- Select OSPR Report 
2- Fill in the Origin CONS Barcode #.  
3- Fill in the Destination CONS Barcode #. 
4- Click on Submit 

1 

2 
3 

4 
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Versus Report 

Versus Report 

This report compares consequent Scans to determine any missing scans and ensure that a package has 
gone through all logical scans. For examples SIP, followed VAN and POD/DEX, the report in this case will 
produce the packages that were received in the station Vs those that went out for Delivery and the 
ultimate outcome of either a POD or DEX. 

- To display/print Versus Report 

1- Select Versus Report 
2- Select Cons, or Location, or User ID 
3- Select the Scan (Required*).  
4- Select the Vs Scan (Required*).  
5- Select the Scans Station. 
6- Select Date Range (From: To) 
7- Click on Submit 

1 

2 

3 

5 4 

6 6 

7 
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RSC Cash Collection Report 

Shipments Details 

Shipment details displays the details of a shipment as below. 

1 

2a 2b 
2c 



   CORE SYSTEM 

34 
SMSA Express Transportation Co. Ltd. 

1- Fill in the AWB No. (Barcode *) 
2- Select the Option 

a. Export to Excel
b. Print AWBs Only
c. Print CI only

Print AWBs Only 

Print CI only 
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(3) Order Management 

Booking 
 Quick Booking

 Manage Orders

 Dispatch Queue

 Regular Pick up

Quick Booking 
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Quick Booking: 

Quick Booking: 

- To arrange a quick booking for a customer follow the following steps. 

1- Select Order Management  
2- click on Quick Booking 
3- In the Account field fill the customer account number in. The customer default 
information will be automatically displayed on the booking screen. 

Note: Booking can be created even though there is no customer account number 
saved earlier. 
Note: If customer full details are not complete it is recommended to fill and save. 

Note: If customer account is not displaying because he has many addresses, click 
on (Sender Address field to find out exact address required). 
4- Fill in the CONTACT NAME (The person to communicate with) 
5- Fill in any additional NOTES for courier and dispatcher. E.g. (Number of piece in 
the shipment, total weight and actual weight of each piece). 

6- Fill in Pickup Close Time the last time to pick up the package from customer. 

1 
2 

3 

4 

5 

6 

7 
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Note:  The Fields marked by RED Asterisks * are mandatory fields. The system will 
not accept the booking if pick up ready time and closing time is less than hour. 

7- Click on Save button to get the new booking number.  

  Note: IS Heavy Shipment Box should be ticked when: 

a) One piece more than 32Kg consider as SFS (SMSA Freight Service) with a
maximum of 130Kg.

b) Parcels having 130 kg or more will be considered SFS (SMSA Freight Service).
c) Some packages weighing less than 32kg but of a large volume must be mention

in the pick     screen.

Note: Once the booking number is displayed on top of the screen make sure to 
provide it to the customer so that he can use it as his reference. 

Manage Orders 

Under the Manage Order Function, a search can be executed based on the following 
criteria Booking number, Dates, Station, Pickup type, Sender Name and Contact 
Number. 
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Once the criteria are entered, a list of the orders (bookings) is given below with 
details such as pickup date, Customer, Booking No. Sender Station, Station Code, 
'Created by' & Booking status.   

From the list, an order can be selected, opened to be viewed or edited. 

Dispatch Queue 

Dispatch Queue also gives Dispatchers the option of searching through the orders 
and checking on its status; as to whether it has been initiated, assigned, or 
Completed (picked up).  
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This screen also gives the option of viewing or editing the order (booking). 

Regular Pick up 

Regular pickup function provides for searches as well as lists the entered regular pickups 
showing the Account No. Customer Points, Date created, Recurrence (Daily, weekly)etc.  
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On viewing the regular pickup, the pickup days are displayed in Orange, there is also the edit 
and delete options available. 

CRM Customer Admin 
 Customer

This screen provide for search, selection, viewing editing and deleting of
customer details , such as Customer name, Contact person, customer type and
status (active/inactive)
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CRM Ticket Admin 

Ticket KB 
 Ticket KB

 Ticket Knowledge Base groups and gives an analysis of the tickets based on their
root cause.
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CRM Ticket 
Under the Function of CRM Ticket, the Tickets concerned with request raised to complete/complement 
our service to our Customers in order to manage proper relations. Any request raised from one party to 
another within SMSA across different departments and functions, to complete a service, correct an 
error, give new directions and or expediting a particular service is done through this Ticketing system 
housed under the CRM Ticket Function. 

 Manage Ticket - View Edit or Delete Ticket (Authorized personnel only)

 Manage My Tickets - Assigned Tickets can be managed from one area without
the need to search for them for particular user.

 Add Ticket - Ticket initiation by the authorized individuals.

 Ticket Tracking - An opened Ticket can be searched, opened and its status
viewed using this function.
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CRM Ticket 
 Manage Ticket

 Manage My Tickets
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 Add Ticket
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 Ticket Tracking

Typical Ticket 
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Tickets No. is entered to Track the status of the Ticket. Important components on the Ticket Tracking 
screen include: 

1- Ticket No. 
2- AWB # 
3- Support Group 
4- Call Type (Domestic , International) 
5- Assign Group - responsible for resolving a ticket 
6- Customer Name & Contact 
7- Assigned to ( Emp. ID No.) 
8- Ticket Status ( New, Assigned, In Progress, Resolved, ReOpen, Pending) 
9- Ticket Severity (High, Normal, Low) 
10- Created On & Resolve Date & Time (System assigned) 
11-  Contact Address. 

CRM Reports 
 Ticket Detailed Reports

CRM Reports provides for generation of Tickets depending on the selected
criteria: from Dates (From / To) Assigned group, Initiator Group, Ticket Severity&
Status, Call type, & Employee ID, Category, Sub Category and Ticket Item

Ticket Detailed Reports
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Ticket Detailed Reports 

 Ticket Summary Report

 Ticket Summary Report is generated also depending on a few selected criteria : from
Dates (From / To) Created & Updated Dates, Ticket Severity & Category. The summary
report only provides the number of tickets for each user group as per the status of the
ticket: Assigned, Cancelled, Closed, In Progress, New, Pending, Reopen, Resolved, To
Call Back, & the Total for the user group.
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 Ticket Summary Report
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