How to Dispatch a Delivery

Preconditions:

® Email setup from System Manager > Company Configuration
® Dispatch file format setup from System Manager > Company Configuration > TM > Dispatch File Format setting

Here are the ways on how to dispatch delivery:

® Viathe Consumption Sites screen:
1. Open the Consumption Sites record wherein the delivery needs to be dispatched. This means, that the site record has an active Call
Entry.

2. Click the Orders > Dispatch toolbar button.

Orders = Contract Create Evg

Print Order

Dispatch

Remowve Order

® Viathe Generate Orders screen:
a. On the Menu panel, click the Generate Orders menu. This will open the Generate Orders screen.
b. Filter the records in the Detail tab using the fields in the Selection Criteria panel.

Details
Orders Detail

Requested Date 11/09/2018

Selection Criteria

Fill Method v
Product ~
Location ~
Route w
Driver -
Clock Location ~
Est % Full

Mext Degree Day

Next Julian Date =
Pending Crders Include hd
On Hold Exclude e
Past Due Exclude e
Ower Credit Limit Include bl
Budget Customers | Include d

c. Click the Generate toolbar button.

Generate Orders

Save Generate Recap Totals Finalize Orders Dispatch 5ite Routing  Export »  Close
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an open call order.

Generate Orders

Save Generate Recap Totals Finalize Orders

Dispatch Site Routing Export = Close

Details

Orders Detail X Remove Export~ 53 Viewr | Filter (F3)
Requested Date | 11/09/2018 v Customer No. Name

Site No. | Site Descripiion | Delivery Address Location Route | Driver Product

~| Q000000020  Meredith Grey 0001 TestSite 1611 Plummer Stre...  0001-Fort..  QO1-NW 058 Fropanel
Selection Criteria

Fill Method Keep Full %

Here's what happens after the a delivery has been successfully dispatched.

The Dispatch toolbar button will toggle to Cancel Dispatch button.
The Order tab will be marked as 'Dispatched'

The date when the call in has been dispatched will display in Dispatched Date field.

o0o0o0O

. Select the consumption site record in the grid, and then click the Dispatch toolbar button. Make sure that the selected site has

A file will be automatically exported based on Company Configuration > TM > Dispatch File Format setting. See Exported File Via Digital

Dispatcher for file mapping.
An email will be sent to the driver.

Consumption Sites - 0000000020

o

New Save Search Unde AttachDevice ~  Site Action » | Orders ntract Create Event Summary List Work Order = Close

Customer U ESS Current Email
Terms [ Total Past Due 0.000| Credit Note
Remove Order
Regular C 0.000 | Budget Amt Due 0.000
Phone (800) 100-200 Credit Limit 0.000 Prepaid Balance 0.000
Showing 1 Consumption S... Site | Detail Devices Associated Sites QOrder  Appliances Deliveries Events Work Orders{1) Artachment  Audit Log
Q Export~ |Filer (F3) el
‘ Percent Left o| Original % Left 0| Cale Quy 200 Driver Jeft the Driver v
Address Description™
Product Propanel Sub: Q,  Desired Qty 0| Lock Price Printed | No
1611 Plummer Street Test Site
Reguested Date  11/09/2018 Priority v~ RegPrice 2.366000| Leak Check
Comments Autematic Order Toral 1,087.44| Terms Net 30 M
Entered By | irelyadmin
Ordler Status Dispatched Received | | Callin Dt 11/00/2018 Dispatched Date — Ticket Assigned | TMO-150

® Viathe Consumption Sites screen:

1. Open the Consumption Sites record wherein the delivery needs to be dispatched. This means, that the site record has an active Call

Entry.
2. Click the Orders > Dispatch toolbar button.

Orders ~ Contract Create Eve

Print Order

Dispatch

Remove Order

® Viathe Generate Orders screen:
a. On the Menu panel, click the Generate Orders menu. This will open the Generate Orders screen.
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b. Filter the records in the Detail tab using the fields in the Selection Criteria panel.

Details
Orders Detail

Requested Date 11/09/2018

Selection Criteria

Fill Method v
Product ~
Location w
Route -
Driver ~
Clock Location w
Est % Full
“

Mext Degree Day

Next Julian Date =
Pending Crders Include hd
On Hold Exclude e
Past Due Exclude e
Ower Credit Limit Include A
Budget Customers | Include hd

. Click the Generate toolbar button.

Generate Orders

Save Generate RecapTotals Finalize Orders Dispatch 5Site Routing Export - Close

d. Select the consumption site record in the grid, and then click the Dispatch toolbar button. Make sure that the selected site has

an open call order.

Generate Orders

Save Generate RecapTotls Finalize Orders Dispatch Site Routng Expor~ Close

Deils

Orders Detail X Remove Export~ B View~  Filter (F3)
Requested Date 11/09/2018 || | v CustomerNo.| Name Site No. | Site Description | Delivery Address, Location Route | Driver Product

~| 0000000020  Meredith Grey 0001 TestSite 1611 Plummer Swre...  0001-Fori..  QO1-NW 058 Propanel
Selection Criteria

Fill Method Keep Full x ~

Here's what happens after the a delivery has been successfully dispatched.

The Dispatch toolbar button will toggle to Cancel Dispatch button.

The Call Entry tab will be marked as 'Dispatched’

The date when the call in has been dispatched will display in Dispatched Date field.
An email will be sent to the driver.

o0o0O0O

Consumption Si 0000000020

New Save Search Undo Attach Device Site Action Order Work Order Close
Customer | \ered Customer JLULISES Current Email
Address [ 1611 Plu Street Cancel Disparch Total Past Due 0.000| Credit Note
Los A oEis Remove Order
Regular Ci 0.000] Budget Amt Due 0.000
Phone [(200) 100-200 Credit Limit 0,000 Prepaid Balance 0.000
Showing 1 Consumption S... Site | Detall | Devices | Associsted Sites | Order | Applisnces | Deliveries | Events | Work Orders(l) | Amtachment —AuditLog
@, Export~ |Filter (F3) 2
. s Percent Left 0| Criginal % Lefc 0 Cole Qy 200 Driver Jefi the Driver -
Address Description’
Product Propancl Substi Q. Desired Quy 0| LockPrice Printed | No
1611 Plummer Swreet  TestSite
Requested Date | 11/09/2018 E@| Priority v RegPrice 2366000 Leak Check
Comments Aurematic Order Total 198744 Terms Net 30 ~
Entered By | irelyadmin
Order Status Dispatched Received [ | Callin Date | 11/09/2018 Dispatched Date | 11/ 18 Ticket Assigned | TMO-150

® Viathe Consumption Sites screen:

1. Open the Consumption Sites record wherein the delivery needs to be dispatched. This means, that the site record has an active Call

Entry.
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2. Click the Dispatch toolbar button.

Consumption Sites - 0001005078

New Save Search Undo AmachDevice SiteAction PrintCall Enry Remove CallEntry Dispatch Contract Customer Create Event Summarylist WorkOrder Print Efficiency Close

Customer: | Customer A Customer No: | 0001005078 Current 0,00 Email: CustomerAQ@irely.com
Address: Terms Due on Receipt Total Past Due: Credit Note:

Regular Credic 000 Budget Amt Due:
Phone: Credit Limic 0.00 Prepaid Balance:

® Viathe Generate Orders screen:
1. On the Menu panel, click the Generate Orders menu. This will open the Generate Orders screen.
2. Filter the records in the Detail tab using the fields in the Selection Criteria panel.

Details
Orders Detail

Requested Date: 6/29/2016 E

Selection Criteria

Fill Method: w
Product: w
Location: v
Route: w
Driver: w
Clock Location: ~
Est % Full:

MNext Degree Day:

MNext Julian Date: B
Pending Orders: IIncIudE -
On Hold: IEchude -
Past Due: IEchude ¥
Ower Credit Limit: Ilnclude hd
Budget Customers: IIncIude hd

3. Click the Generate toolbar button.

Generate Orders

S5awve Generate Recap Totals Fnalize Orders Dispatch  Site Routing  Close

4. Select the consumption site record in the grid, and then click the Dispatch toolbar button. Make sure that the selected site has an open

Generate Orders P =1
Save Generate RecapTotals Finalize Orders Dispatch Site Routing Close

Detais

Orders Detail X Remove 3 Layour Q

Requested Date: | 6/29/2016 . CustomerNo.| Neme | SiteNo. | Site Descripion | Delivery A Location | Route | Driver| Produl £st%Full | Calc Qry | Tank Capd Total A% 84 Total Post | Budget Am{ Creaic Limid

~ 0001005079 Custom.. 0001  TankB €54Do.. 0001-Fort.. 001-NW 000 Pro. 000 400 50000 000 000 000 000
Selection Criteria

Fill Method:

call entry. |/t
Here's what happens after the a delivery has been successfully dispatched.
© The Dispatch toolbar button will toggle to Cancel Dispatch button.
© The Call Entry tab will be marked as 'Dispatched’
© The date when the call in has been dispatched will display in Dispatched Date field.



©  An email will be sent to the driver.

Consumption Sites - 0001005078

New Save Search Undo

Attach Device ~  Site Action ~  Print Call Entry

-CallEntry  Cancel Dispatch  Contract  Customer  Create Event  SummaryList Work Order - Print Efficiency  Close
Customer: | Customer A Customer No: | 0001005078 Current:
Address: Terms: Due on Receipt Total Past Due:
Regular Credit: 0.00/ Budget Amt Dus:
Phane: 1000000000 Credit Limit: 0.00| Prepaid Balance:
Showing 2 Consumption Site Site | Detail | Devices = Associated Sites | Appliances | CallEntry | Delivery History | EventHistory | Work Orders | Audit Log (54)
+ a s (F3) x
o == Percent Left: 20.00| Calculated Quy 0| Desired Quy: 0.00| Driver: Customer C v
1234 MainSE S Product: Propane Substitute: | Spel Price: 1.3000| Lock Price: Printed: | No
1234 Main St Tank A Requested Date: | 04/25/2016 Priority: v | Total: 0.00| Terms: Due on Receipt v
Comments: Entered By: |irelyad
Order Status: Dispatched Callin Date: |04/25/2016 Dispatched Date: icket Assigned: | TMO-45
Actual Delivered Information
Date: Time: Quy: Price Total:

® Viathe Consumption Sites screen:

1. Open the Consumption Sites record wherein the delivery needs to be dispatched. This means, that the site record has an active Call
Entry.
2. Click the Dispatch toolbar button.

Consumption Sites - 0001005078

New Save Search Undo AftachDevice » Site Action ~ PrintCallEntry -CallEntry Dispatch Contract Customer CreateEvent Summarylist Work Order -  Print Efficency Close
Customer: | Customer A

Customer No: | 000 Current: 0.00| Credit Note:
Address: Terms: Due on Receipt Total Past Due:

Regular Credit: Budget Amt Due:
Phone:

Credit Limit: 0.00 | Prepaid Balance:

® Viathe Delivery Dispatching screen:

1. On the Menu panel, click the Dispatch Deliveries menu. This will open the Delivery Dispatching screen.
2. Filter the records in the grid using the fields in the Selection Criteria panel.

Selection Criteria

Condition From

To Condition From To
Bulk Plant Location: ~ v ~ RouteD: ~
Next Degree Day: ~ Requested Date: ~
Dispatched Driver ID: ~ v v lem: ~ ~ ~
Include: Will Calls Dispatched Calls

3. Click the Search toolbar button.

Delivery Dispatching

S5earch Consumption S5ite Dispatch  Cancel Dispatch

4. Select the consumption site record in the grid, and then click the Dis

Delivery Dispatching

Change Driver Close

patch toolbar button.

Search Consumption Site  Dispatch  Cancel Dispatch  Change Driver  Close

e |
Selection Criteria
Condition ~ From To Condition  From To
Bulk Plant Location: | Equals | v || 0001 - Fort Wayne v ~ | RoutelD: Equals |~ 001-NW
Next Degree Day: v Requested Date:  Between ~  04/01/2016 04/30/2016 =]
Dispatched Driver ID: |Equals | v | 0001005080 v | hem: Equals |~ ||LPG v v
Here's what happens after the a delivery has been successfully dispatched.

© The Dispatch toolbar button will toggle to Cancel Dispatch button.
© The Call Entry tab will be marked as 'Dispatched’

© The date when the call in has been dispatched will display in Dispatched Date field.
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©  An email will be sent to the driver.
Consumption Sites - 0001005078

New Save Search Undo AmachDevice ~ Site Action = Print -CallEntry  Cancel Dispatch

Contract  Customer  Create Event  SummaryList Work Order - Print Efficiency ~ Close
Customer: | C Customer No; Current Credit Note:
Address: Terms: Due on Receipt Total Past Due:
Regular Credit 0| Budget Amt Dus:
Phone: Credit Limit: Prepaid Balance:
Showing 2 Consumption Site Site | Detail | Devices = Associated Sites | Appliances | CallEntry | Delivery History | EventHistory | Work Orders | Audit Log (54)
+ Q Record x
o == Percent Left: 20.00| Calculated Quy 0| Desired Quy: 0.00| Driver: Customer C v
1234 Main 5t S Product: Substitute: | Spel Price: 1.3000| Lock Price: Printed
1234 Main St Tank A Requested Date: | 04/25/2016 Priority: | Total 0.00| Terms: Due on Receipt v
Comments: Entered By: |ire!
Order Status: Callin Date: | 04/2 Dispatched Date: Ticket Assigned
Actual Delivered Information
Date: Time: Q. Price Total

® Viathe Consumption Sites screen:

1. Open the Consumption Sites record wherein the delivery needs to be dispatched. This means, that the site record has an active Call
Entry.
2. Click the Dispatch toolbar button.

h‘j ‘Consumption Sites - 0000000021

sw A BB =2 el @ B . =

New  save Search Undo AttachDevice  SiteAction  Print Call Entry Call Entry | Dispatch

Contract Create Event SummaryList WorkOrder  Print Efficiency  Close

Customer: | SHELL PROPANE Customer No: Current: 0.000000 | Credit Note:

Address: | GREEN ROAD

Terms:
CHISAGO CITY, MN 55013

Total Past Due:
Regular Credit: 0.01

00| Budget Amt Due:
Phone: 1

Credit Limit: 1.000000 | Prepaid Balance:

® Viathe Delivery Dispatching screen:

1. On the Menu panel, double click the Dispatch Deliveries menu. This will open the Delivery Dispatching screen.
2. Filter the records in the grid using the fields in the Selection Criteria panel.

Selection Criteria

Condition From To Condition From To
Bulk Plant Location: ¥ i ¥ | Route ID: ¥
Next Degree Day: ¥ 0 0 Requested Date: ¥ (]
Dispatched Driver ID: i i ¥ | Ttem: i i i
Include: [C] will Calls ] Dispatched Calls

3. Click the Search toolbar button.
la)l Delivery Dispatching

T

¥ = [/
—y =ay -t —
Search | Consumption Site  Dispatch  Cancel Dispatch  Change Driver  Close

4. Select the consumption site record in the grid, and then click the Dispatch toolbar button.

\uJ Delivery Dispatching

—r

QA e || &

Search  Consumption Site | Dispatch | Cancel Dispatch Change Driver

Here's what happens after the a delivery has been successfully dispatched.
© The Dispatch toolbar button will toggle to Cancel Dispatch button.
The Call Entry tab will be marked as 'Dispatched’
The date when the call in has been dispatched will display in Dispatched Date field.

An email will be sent to the driver.
h] ‘Consumption Sites - 0000000021

Bl =1b
0 = = = = — = =" %
5 = BR. B = EBles|%2 Q@ E . =2 G
New Save Search Unde Attach Device Site Action Print Call Entry  Call Entry |Cancel Dispatch | Contract Create Event Summary List Work Order

o
o
o

Print Efficiency  Close
Customer: | SHELL PROPANE Customer No: Current: 0. )0 | Credit Note:

Address: | GREEN ROAD . Terms: Total Past Due: 0. 10
CHISAGO CITY, MN 55013
Regular Credit: 0.000000 | Budget Amt Due: 0.000000

Phone: 1000000000 Credit Limit: 1.000000 | Prepaid Balance: 0.000000

showing 1 Consumption Site «]| | site | Detail | Devices | Associated Sites | Appliances | Call Entry | DeliveryHistory | EventHistory | WorkOrders

© Q T | Filter Records (F2 Dispatched

Address Description Percent Left: 0.000000% | Calculated Qty: 0.001 ) Desired Qty: Driver: Company v

GREEN ROAD Site 1 Product: PROPANE Substitute: ~ | Reg Price: 1.8490 | Printed: No
Requested Date: | 06/24/2015 3| Priority: | Total: 0.000000
Comments: this is @ sample dispatched call entry. Entered By: | AGADMIN
Order Status: Dispatched Call in Date: | 06/24/2015

icket Assigned: | TMO-4
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® Viathe Consumption Sites screen:

1. Open the Consumption Sites record wherein the delivery needs to be dispatched. This means, that the site record has an active Call
Entry.

2. Click the Dispatch toolbar button.
| Consumption Sites - 0000000021 E3|=1ES

@S2 Q0 B S & 3

Print Call Entry  Call Entry | Dispatch | Contract  Create Event  Summary List Werk Order

éH' "-\'\"\/ﬂ L®I~ Lé. @

New Save Search Unde Attach Device Site Action

Print Efficiency  Close
Customer: | SHELL PROPANE

L PROPANI Customer No: 21 Current: Credit Note:
Address: Terms: 20 - COD Total Past Due:

Regular Credit: Budget Amt Due:
Phone: 1 Credit Limit:

Prepaid Balance:

® Viathe Delivery Dispatching screen:

1. On the Menu panel, double click the Dispatch Deliveries menu. This will open the Delivery Dispatching screen.

2. Filter the records in the grid using the fields in the Selection Criteria panel. By default, From and To fields are disabled and will be
enabled once a condition has been selected/set.

Selection Criteria
Condition From To Condition From To
Bulk Plant Location: w Route ID: w
Naxt Degree Day: Y Requestad Date: Y
Dispatched Driver ID: hd Ttem: hd
Include: [C] will Calls [T Dispatched Calls

3. Click the Search toolbar button.
li| Delivery Dispatching

03
N i

Search | Consumption Site

4. Select the consumption site record in the grid, and then click the Dispatch toolbar button.

layl Delivery Dispatching

‘N =y g ‘jﬂ

Search  Consumption Site | Dispatch | Cancel Dispatch

Here's what happens after the a delivery has been successfully dispatched.
© The Dispatch toolbar button will toggle to Cancel Dispatch button.
O The Call Entry tab will be marked as 'Dispatched’

© An email will be sent to the driver.
|l Consumption Sites - 0000000021

ow a¥) B . B, =

New Save Search Undo Attach Device Site Action

- |20 B & = 3

Print Call Entry  Call Entry |Cancel Dispatch | Contract  Create Event  SummaryList Work Order  Print Efficiency  Close

Customer:

Customer No: 21 Current: Credit Note:
Address: Terms: 20 - COD Total Past Due:
Regular Credit: Budget Amt Due:
Phone: 1 Credit Limit: Prepaid Balance:
Showing 1 Consumption Site “ Site Detail Devices | Asscciated Sites | Appliances | Call Entry | Delivery History | Event History Work Orders
|1 & Filter: || | pispatched
Address Description | | Percent 2 0.00% | Calculated Qty: Desired Qty: Driver: Company >
GREEN ROAD Site 1 Product: PROPANE TAXABI| Substitute: > Price: 1.8490  Terms: 20 - COD he
Requested Date:  |03/13/2015 (3| Priority: v | Total: 0.00 | Printed:
Comments: Call in Date:

Entered By:
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