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‘ Logging in to Detrack Systems

First Way

DETR ACI( Features + Pricing Industries ~ Resources Talk to a Specialist Login TRY DETRACK TODAY Q

1. Visit
S

2. Click Login on top right

Log in to Detrack

Welcome back. Here's what's new with us

Second Way

1. Visit

ooooooooooooooooooooo

2. Key in email and password to login T
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‘ View Jobs >> Daily

1. Click Jobs

2. Click Deliveries to view present day jobs

@ Dashboard ({005

(& Vehicles

i Map < Thu, 23 Nov 2023 > ﬁ Back to Calendar

Deliveries

Collections

Deliveries © 05:57:35 am () Thu 23-Nov

}

W DELIVERIES B COLLECTIONS (R VEHICLES K¥ cop

Vehicles
All 1 Info Received 0 In Progress 1

COD

Calendar

Failed 0 On Hold 0 Return 0 Assigned 0O
Search Jobs

Import Jobs

Bulk Update Search Q Mm - & Actions + & Export v [ L. Import Deliveries J + Add Delivery

Bulk Search

COD Search Map Delivery Order (D.O.) No. Delivery Date = Company Name Address Tracking No. Tracking Status First Name F

08 Report
ol Reports Emmersons _ .
Q DO00004 2023-11-23 2068 River Way, London SE10 OBE, UK Richard

Bl Contacts Logistics
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View Jobs >> Calendar

1. Click Jobs
2. Click Calendar to view present day jobs

3. Click date to view jobs for a specific day

@ Dashboard ({005 >
8 Vehicles Calendar © 06:11:21 am ) Thu 23-Nov

n Map © Select a day to view, add or import jobs.
= Jobs

Deliveries November 2023

Collections

Vehicles Sun Mon Tue Wed Thu Fri Sat

@] All: 82
Calendar At Warehouse: 1

Search Jobs
In Progress: 76
Import Jobs
Bulk Update
Bulk Search

COD Search
Reports
Contacts

Q Users
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‘ View Jobs >> Deliveries

Click on status tab to view jobs in chosen category

Deliveries
W DELIVERIES
All
Fai
Map
"
0
@

B COLLECTIONS

i3 VEHICLES

2 8 Info Rece

1 On Held

Q

Delivery Order (D.0.) No.

DO0001

DO0002

DO0003

Detrack Quick Guides - Manager Role (Admin)

¥ coD

ved

Delivery Date

2023-10-11

2023-10-11

2023-10-11

L4 Thu, 23 Nov 2023 >
O In Progress 25
0 Rt 0
m -
Company Name  Address

Snappy To Go

MaxiFurn

Deliver2You

Holland Park Avenue, London, UK

226 Charlton Park Road, Woolwich, London UK

327 Blackwall Lane, London SE10 ONG, UK

2 Actions

© 06:37:19am [ Thu 23-Nov

. Back to Calendar

Assigned

* Export « | o Import Deliveries ‘ + Add Dﬂii“r‘y

Tracking No. Tracking Status First Name

25489012 ompleted John
26732098 Completed | Cindy
Z1076590 Mandy



Import / Create Jobs >> By Day

1. Click Import Deliveries
2. Click Browse
3. Click Import to view jobs for a specific day

Import Deliveries

Group (Optional)
& Actions & Expol & Import Deliveries
. J Enter some characters to start searching -
Je Payment A Exce Delivery Sequence RunNo. A
Csy Upload CSV or Excel file
PDF No file chosen Browse
PDF (Zif Select and upload the CSV or Excel file containing deliveries. Need help? Download sample import file here: CSV / Exce

CSV without items Delete All And Import Clo! m
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‘ Import / Create Jobs >> By Day

IMPORT Import UNSUCCESSFUL if required info is missing

*Refer to reason > Update Excel/CSV and import again

Import Results
Import Results

Deliveries 81 Imported 0O Invalid Jobs 1
Deliveries 8 ’] Importac 8 1

Export Imperted File Invalid Jobs Table

Shipping Labels Notify
| DN  Date Address Instructions  Recipient Email url Group Weight Routel Errors

2023- Change terence@detrack.com * DN -

07-19 pass at cannot
security be
counter blank
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Import / Create Jobs >> Over Multiple Days

1. Click Jobs > Import Jobs

. *Date format needs to match with settings.
2. Select File > Click Import *To change date format contact Owner

@ Dashboard ({005 Import Jobs ® 03:37:34 pm (4 Tue 14-Nov

(5 Vehicles

M Map Import Jobs Across Dates Or Import Deliveries And Collections In A Single File

The date format in your import files must be the same as the system's format. The current system date format is YYYY-MM-DD

Deliveries You may change the import date format in Settings > Job > Options.

Collections

Vehicles Group (Optional) Upload CSV or Excel file
COD Enter some characters to start searching v No file chosen Browse
LIl Select and upload the CSV or Excel file containing your jobs. Need help? Dojvn|Sec=senmsie

Search Jobs import file here: CSV / Excel

Import Jobs
Bulk Update m
Bulk Search

COD Search
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‘ Assign Jobs >> Dashboard

1. Select jobs to assign/unassign 4. Select vehicles > Save
2. Click Actions
3. Click on Assign/Unassign Vehicles

Assign Driver

< Thu, 23 Nov 2023 > Assign To
| { t
B DELIVERIES B COLLECTIONS (= VEHICLES R coD {TGTENCE
lerence
All 1 Info Receivec O In Progress T
TerenceNote10
Fai 0 n Hol 0 | 0

l Terenceiphone13

Q . & Actions ~ X Expo
Map Delivery Order (D.O.) No. Delivery Date Company Name Address Delete Assign Driver
Emmersons . Assign Vehicles
o DO0004 2023-10-11 L 2048 River Way, London SH B!
Logistics .
Unassign Vehicles Assign To
o DO000S 2023-10-11 Waldos 1028 Woolwich Rd, London SE10 0l Assign Group (Terence“ - I
Change Date
9 DO0D00S 2023-10-11 Meal Taxi 1028 Woolwich Rd, London SE10 01 ¢ m
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‘ Assign Jobs >> Excel

1. Include driver’s name under driver column in Excel file

2. Save Excel and import M N O
'~/ Assign To |~|Route ~v|Job Sequence |+|SK
om Terence 1 58SV
om Terence 1 6 UX
om Terence 1 4 SV
om Terence 1 1AV
Assigning job sequence for driver to follow: bm Terence 1 2 Ux
om Terence 1 3 Vis
* Assign route / run / trip to one driver om Siriwan 2 1 SV
om Siriwan 2 2 AV
* |nput sequence number to arrange the om Siriwan 9 3 UX
m Siriwan 2 4 SV

Job in your driver phone
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Transfer Jobs >> Between Drivers

1. Click Jobs
2. Click Vehicles
3. Click Transfer Jobs

@ Dashboard ({005

- 1 ey :
(= Vehicles VEh}ICI‘eS ® 07:43:18 am [ Thu 23-Nov

< Thu, 23 Nov 2023 > @ Back to Calendar

Deliveries W DELIVERIES B COLLECTIONS (3 VEHICLES ¥ coD
Collections
COD
Vehicle Name Info Received InProgress Completed Partially Completed Failed Last POD At Connected At Arrange View Download Route
Calendar
2021-04-16,
Search Jobs Gabby 0 0 0 0 0 B Q 4
17:48
Import Jobs
Bulk Update | 2023-05-24, 2023-06-28,
GFOLD 0 0 0 0 0 = Q L
Bulk Search 16:32 13:12
COD Search 2020-11-06
Igbal Driver Pick U 0 0 0 0 0 ’
Reports qbal rver Fick Up 10:31 - o *
Sl J . 0 0 . o 2019-11-06, 2019-11-16, o .
ane
Users 10:59 08:28 - —

Detrack Quick Guides - Manager Role (Admin) How can drivers transfer jobs to another driver using their phones




5 Transfer Jobs >> Between Drivers

4. Select Vehicles to transfer between jobs

Transfer Jobs Transfer Jobs

| Vehicle A GFOLD v Vehicle B
Vehicle A Vehicle B

Showing all 3
GFOLD empty List GFOLD
Search ‘
Gabby Gabby
DZ079 (460 LORONG 6 TOA PAYOHHDB HUB
Igbal Driver Pick Up 310460) Delivery Igbal Driver Pick Up
J— DZ069 (3 TEMASEK BLVD #02-001 038983) Jane
Delivery
J
Jason DZ005 (Blk 686C Jurong West Central 1 993686) ks
Delivery

Jenny iPhone Contractor2 Jenny iPhone Contractor2

Deselect All Select All Deselect All Select All Deselect All Select All Deselect All Select All
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5 Transfer Jobs >> Between Drivers

4. Select jobs

5. Click (>, >>, <, <<) to transfer

Transfer Jobs Transfer Jobs
VehicleA  groLD v Vehicle B - Vehicle A GFroLD v Vehicle B Jane v
Showing all 3 Empty List Showing all 3
GFOLD Pty .
Gabby
DZ079 (460 LORONG 6 TOA PAYOHHDB HUB N DZ079 (460 LORONG 6 TOA PAYOHHDB HUB
310460) Delivery Igbal Driver Pick Up 310460) Delivery
»
DZ069 (3 TEMASEK BLVD #02-001 038983) o ‘ DZ069 (3 TEMASEK BLVD #02-001 038983)
Delivery < Delivery
DZ005 (Blk 686C Jurong West Central 1 993686) « Suaoh DZ005 (Blk 686C Jurong West Central 1 993686)
Delivery Delivery

Jenny iPhone Contractor2

Deselect All Select All Deselect All m Deselect All Select All Deselect All Select All

> Transfers selected jobs in ﬁdirection < Transfers selected jobs in h direction

>> Transfers all jobs in mmp direction << Transfers all jobs in 4mm direction
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Reports >> Driver's Dashboard

1. Click Jobs
2. Click Vehicles

3. View overall performance by vehicle/drivers

@ Dashboard ({005

(R Vehicles Vehicles ® 07:43:18 am (3 Thu 23-Nov
Deliveries W DELIVERIES B COLLECTIONS (3 VEHICLES ¥ coD
Collections
D - oo -

CcoD ‘

Vehicle Name Info Received InProgress Completed Partially Completed Failed Last POD At Connected At Arrange View Download Route
Calendar

2021-04-16,
Search Jobs Gabby 0 0 0 0 0 B Q 4
17:48

Import Jobs
Bulk Update | 2023-05-24, 2023-06-28,

GFOLD 0 0 0 0 0 O Q L
Bulk Search 16:32 13:12
COD Search 2020-11-06

Igbal Driver Pick U 0 0 0 0 0 ’
Reports qpal river ek ¥p 10:31 - o *
Sl J . 0 0 . o 2019-11-06, 2019-11-16, o .

ane

Users 10:59 08:28 " =
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1. Click Reports

2. View overall performance by vehicle/driver

@ Dashboard ({005

(& Vehicles
M0 Map
5 Jobs

2] Contacts
Q Users
Settings

€ Integrations
[E] Logs

Q Account

Detrack Quick Guides - Manager Role (Admin)

Reports

DAILY SUMMARY REPORTS DISTANCE TRAVELED REPORTS

Daily Total Jobs from 18 Jul 2023

Info Received

In Progress
Completed

Partially Completed
Failed

On Hold

Return

At Warehouse

COD REPORTS

4 Thu, 23 Nov 2023 >

LATE REPORTS

® 07:59:10 am

Pie Chart for Total Jobs on 18 Jul 2023

: \

® Info Received

3 Thu 23-Nov



‘ Reports >> Excel / CSV & POD

1. Click Export
2. Excel / CSV - To download report for selected date

¢ Thu, 20 Jul 2023 > fii Back to Calendar
B CELIVERIES B COLLECTIONS = VEHICLES KRCoD PDF

One file with all PODs in
multiple pages

All 80 nfo Received 0 In Progress 80 - ()

PDF (ZIP)

Folder contains multiple files.
o — )| pe—— Each file represents one POD

L Map Webhook Status  Attempt Age DN Customer Name  Address Job Status Excel zhicle Tracking Status
Q N 1 1 D2079 Jacqueline 460 LORONG 6 TOA PAYOHHDB HUB 310440 @ In 55 arence Out for delivery
POF
PDF (Zip)
q o Y 1 1 DZ06% Camelia 3 TEMASEK BLVD #02-001 038983 &) In Proaress ence
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‘ Reports >> Customizing Excel / CSV

1. Click Jobs > Search Jobs 2. Input Date from and To > Search 3. Export > Excel or CSV

July 2023
. =4

Q DaShboard - ) Search Jobs . - - :

E Ve h iC I es 0 Solect the fields and date duration that you wish 1o ssarch or sxport. Mo e 2¥ M 1
2 3 4 5 ] F 8
m] Ma P etk ok Trpe P 10 11 12 13 14 15
% 17 18 19 20 @ 22 m - & Actions v & Export v
23 24 25 24 27 M
E J O bS N\ o1
_ 3 M 1 2 3 4 5 Trackir Excel
Deliveries ) o csv
- o

Collections Shipping Labels

Vehicles

COD

8 Reset Export Q Search

Calendar

Search Jobs

Import Jobs m ~ & Actions v & Export ~

Tracking No.  Trackinr
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7 Settings and Customization >> Admin Guide

Customizing Logo
https://www.detrack.com/tutorial/how-to-brand-your-dashboard-with-your-company-logo/

Fieldmapping

https://www.detrack.com/integrate/

Customizing Shipping labels

https://www.detrack.com/tutorial/how-to-customize-your-shipping-labels-for-deliveries-and-collections/

Customizing Proof of Delivery (POD)

https://www.detrack.com/tutorial/how-to-customize-proof-of-deliveries-pod/

Setting up Notifications

https://www.detrack.com/tutorial/how-to-set-up-email-and-text-sms-notifications/

Need more advanced assistance?
Q Book a call with our onboarding specialist M Drop us an email @ support@detrack.com
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‘ Main Features >> Driver Guide

Capture Photo

Capture Signature

Complete Job

Fail Job

Need more advanced assistance?
Q Book a call with our onboarding specialist M Drop us an email @ support@detrack.com
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‘ Other Features >> Driver Guide

Scan barcode/QR code to complete many orders at once

Indicate item rejected by customer

Calling customer

Using Google Maps

Writing comment

Need more advanced assistance?
Q Book a call with our onboarding specialist M Drop us an email @ support@detrack.com

Detrack Quick Guides - Manager Role (Driver)
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