Yearly Rate Increases SOP
1) Receive customer increase list from Mike. 
a. Note, the majority of the spellings of the names may not match exactly the spelling in A1. 
b. The list will be long and not every customer on it will be an active customer or a customer with rates in A1 that need to be increased.
c. I would ask Scott Hofer to pull the previous years shipping history and run a vlookup off of the increase list compared to the A1 export to see who had shipments in the last year so you only increase customers who are active. 
d. Again, not all spellings will match, it may require you running through the list and visually noting customers. 
e. [bookmark: _GoBack]Run the Business Group against the Rate Increase list as it will help you determine what customers are PNM and what are not, most of the PNM customers are on the same rates in A1 making the increase simple. 
2) Always try to expire the old rates for a Saturday and activate the new rates for a Sunday. This ensures there are no API rating problems etc. 
3) Allen Edmonds – their rates are not in A1, they are in an Access Database ran by Victor Bester, as soon as you can send Victor an email asking him to increase their rates.  'vbester@shaw.ca' 
Steps to Increase rates in A1. 
4) Administration – Rates – Customer -  search for the customer you want to increase:
[image: ]

a. Expire the current rates for the day prior to the day you are increasing your rates
i. Rates – Mass Administration – Mass Modify[image: ]
ii. Be sure to unselect any surcharge rates as we do not want to change them.  Examples:
1. Overlength
2. FSC
3. Delievery Appointment
4. Any Pick and Pack surcharges etc. 
5. Be sure to leave all parcel per lb surcharge rates though
iii. [image: ]
iv. Click NEXT
v. Under FROM and TO change your effective dates.
1. From will be the original FROM date
2. To will be the Saturday you wish to expire the rates on.
3. Click NEXT
4. [image: ]
5. Click Next on the Change the rates screen
6. Click Next on the Item to Change screen
7. Let the processes run, click Next
8. Click Finish 
vi. Your rates are now set to expire
b. Copy and Increase the Rates
i. Rates – Mass Administration – Copy Rates
1. [image: ]
ii. Be sure to unselect any surcharge rates as we do not want to change them.  Examples:
1. Overlength
2. FSC
3. Delievery Appointment
4. Any Pick and Pack surcharges etc. 
5. Be sure to leave all parcel per lb surcharge rates though
6. [image: ]
7. Click Next
iii. Change your effective dates
1. FROM: change to the Sunday you want to activate the rates
2. TO: Change to a future date that you know will not expire on you, I always do a couple years into the future
3. Click Next
a. [image: ]
iv. Increase your rates
1. Under each section select INCREASE, BY PERCENT and enter in that years increase percentage.   
2. This year’s increase was 2.8%
3. Click NEXT
a. [image: ]
4. Click Next on Item to Change Screen
5. Let the processes run, click Next
6. Click Finish
c. Your rates are no expired and re-activated. 
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