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Setting Up Delivery and Orders Tab
e Loginto ODT Viewer with an Admin user

e Navigate to the wrench icon u

Ly

e Choose ViewDeliveryOrders_Order from the Show Available Form Type drop down

Show Axailable From Type
Wiew DeliveryOrders_ Order
Order

Schedule Equipment

Schedule Order
Wiewrders_Order

m
[H]

2w _DeliveryOrders_Order

- Wiew_DeliveryOrders_Trip
Wieww_TripReconcile

Wigw_CurrentTipStatus
oD

COD Received

e Choose the Gear Icon from the toolbar (Set Form Property)

i

5 hnlfxmbk&:m Type

Wiew_DelivenyOrders r
Order

Schedule Equiprnent
Schedule Order
YiewOrders_Order

2

]

I

- View_DeliveryOrders_Order

. Wieve DelveryOrders_Top
Yievs_TripReconcile

Wiew_CurrentT ripStatus
Lap

COD Received
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e Choose the following options from the ViewDeliveryOrders_Order For user Admin
o Tab Visible

Show Drill Down on Dbl Click

Show Delivery Edit on Dbl Click

Allow Edit of Delivery Detail

Show Combine Window

Show Bench Mark Window

Show Messages Tab — if applicable

Enter 2 in the visible position box

Refresh Time — recommended between 120-180 seconds

Then Choose Ok

& User Settings x|

O O O O O O O O O

Wiew View_DeliveryOrders_Order For user &dmin

V] iT
Show Drill Down On Dbl Click

Visible Position 2

Show Delivery Detail On Dbl Click

Allow Edit of Delivery Detail ‘\

Show Combine Window

Show Bench Mark Window J

Show Messages Tab Refresh Time 120
[ ] Show Map on Mes=age Tab

Ok Cancel

e To copy setups for different user types choose the Paper icon (Copy User Settings) from the
toolbar

E\-’iew_D eliveryDrders_Drd‘E\\ v'|

Arvailable Fieldz \
Aocount Hold -
Address 2

Azzigned
Back Order

— [
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e Choose Admin from the Select User to Copy From drop down

L] 4
Select User To Copy From
i) [ coy |
UserType
Select User To Copy To Admin
Admin Test
Select UserType Dispatch
LRI cvoryone
] Admin Test  Manager
[] Dispatch Sales
L] Everyone  Test
[] Manager

e Select User Type(s) to copy to
***Recommend selecting Dispatch and Manager

e Choose Copy, select OK and then choose Close

[ =
Select User To Copy From
Admin - | Copy |
Select User To Copy To '\\
Select UserType
] - Admin
] Counter
Dispatch
] : Everyone
Manager
] Sales
[] Test
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e To choose the columns to view in the orders grid select ViewOrders_Order from the
Show Available From Type in the drop down box

wi

Show Avallable From Type

SN Q@ o m A,

Wi DelivenyOrders_Order

Order
Schedule Equipment
Schedule Order
WiewOrders_Order
- Wiew_DeliveryOrders_Order
Yieww_DeliveryOrders_Trip
Yiew_TripReconcile
Wieva CurrentTipStatuz

3

m
[+ ]

(] 0]
COD Recerved

e To select columns to show on the Delivery and Order grid highlight the available field

and choose the Add button.

e To remove a column to show on the Delivery and Order Grid highlight the available

field and choose Remove button

Lorailable Fields
Account Hold
Address2
Amount
Assigned Sales
Backorder

Change Date
Closed
COD

COD Received
Core

Cost

Customer Name
Customer Req. Date

T

4

Add -

- Remaove

Show Field
Status
Order #
ShipTo
Address
City
State
Zip
Exp. Deliv
Adjust ETS
TransferE”
ETA
Arrival Tim
Departure
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e To customize a column name double click on one of the columns assigned in the Show
Fields — Odtview. Delete the existing name and enter the customized name
o For example, change zip to Zip Code and choose OK

Edit Field Name E

Field Mame - zip

Fip Code|

QK Cancel

e To move a column choose Move Up or Move Down. How the fields show on the Show
Fields — OdtView DelOrder Order is the order they will appear on the Delivery and
Orders grid. Choose OK when all changes have been completed.

Arrival Time
Heparture Time

Stop &

Fictures

Signed

Load Time

Load Type

\neight

Wwiritten By

Move Up Maove Down
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e To expand all orders on a trip on the Delivery and Orders grid click the arrow to
expand the trip on the Delivery and Orders tab.

Friday , July 152016 v|Gp B = i

Orders

e Once expanded the Delivery and Orders tab will show red and all trips will be
expanded

Ga| Friday . uy 152006vH D el o® 0 Q=

' Orders | Delivery fAnd Orders - | Scheduler | Boute Map | Trip Reconcile © 1

IDrag a column header here to group by that column. _

Trip_ID Status Diriver Equipment Mumber Tim

TS Order Mumber | Ship To Address
. Combined 395613-000  FUYAO RESTA. 400 FUYAQ AVE
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e To search by Ship To enter the Ship To name. Typing the first few letters will bring up
Ship To names and the Grid will display orders for that Ship To

Scheduler | Route Map " Geo History | Trip Status . Trip Reconcile

Status Diriveer Equipment Mumber Time Out Time In Est Mileage
o Order#

= To search by Order # enter the number into the Order # field the first
few numbers will bring up any order or invoice with those numbers.
To search for one Order # enter the entire number in the search field.

Ship Via Filter

Drag a column header here to group by that column.

Status  Driver Equipment Number | Time Out | Timein  EstMileage Mile:
& New Order Ben Flint Ben 26 0
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o Customer

= To filter by just one customer, choose the first letter of the customer
name and to filter out just one customer enter the first few letters of
the customer name and only that customer will show on the grid.

= Once you have selected the customer highlight the customer name
and use the right arrow to move the customer to the customer name
section. Then choose Apply and Ok

Filter By B

N &R EEE DN LN OO RO EE

Fller boi \ | i

Customer Customerhame
Bp Y Boise Test Account

— — [

= Then choose Apply and OK and any and all ship to’s for that customer
will fill the Orders grid

= Hovering over or selecting the double arrow will show all ship to’s for
that customer filter

DQ Technologies, Inc., phone: 512.248.8324 - fax: 757.886.0831 - www.dqtech.com


http://www.dqtech.com/

=  To clear the filter, choose the Clear button located under the
Customer filter option

o Status
= To filter by just one Status, choose the status. To choose more than
one status hold down the CTRL key and choose the status and then
choose the right arrow and choose apply and ok.

Filtered Status

Transfer
Mew Return

Trans Enroute T—

= To filter by all statuses, choose the copy all arrow and then choose
apply and ok

Status Filtered Status

Mew Return Mew Return
Transfer Transfer
Acknowledged II' Acknowledged
Trans Enroute Trans

Trans Arrived —_ Trans Arrived
Combined Combined
Building Load 'k Building Load
Lozd Built - Load Built
Fhmalinm | aad Thanlinn | a=d
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= Selecting the Clear button will clear the Status filter

Order

o Ship Via

= To filter by just one Ship Via, choose the Ship Via. To choose more
than one status hold down the CTRL key and choose the status and
then choose the right arrow and choose apply and ok.

Y
Ship Via Walue
FedEx
oT
temp
UPS T~

=  To filter by all Ship Via’s, choose the copy all arrow and then choose
apply and ok

Ship Via Value

ot a7

UPs UPS
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= Selecting the Clear button will clear the Ship Via filter

\ o
i i

\ Ship Via Filter

o Written By
= To filter by just person to see which orders were written by them,
choose the person you want to filter. To choose more than one
Written by hold down the CTRL key and choose the written by and
then choose the right arrow and choose apply and ok.

i Filtered Witten By
Aaron Snooks
Atul Jain Aaron Snooks

Jodi Alattia

= To filter by all Written By, choose the copy all arrow and then choose
apply and ok

\uitten by Filtered Written By

Atul Jain Atul Jain
) Ben Flint Ben Flint
Jodi Alattia lII Jodi Alattia

= Selecting the Clear button will clear the Written By filter
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= The Clear All button clears all filters.

e To order each column (ascending or descending) double click on the column header.
The Arrow displays what order the column is in ascending is low to high and
descending high to low.

Diriver % Eguipment Mumber
Jill Kinman locati...
AN

N

e You can drag and drop a column header to group by that item

- Hew Order

. Mew Order
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o Once you drag and drop the column name the grid with sort by that grouping.
The grouping in the grid will tell you how many trips are grouped in each
grouped section. To ungroup drag and drop the column name back to the

delivery and order grid

Clear Clear

Driver

Diriver : (35 items)
Diniver : Aaron Snooks (1 item)
Diriver : Ben Flint (5 items)

e To order each column (ascending or descending) double click on the column header.
The Arrow displays what order the column is in ascending is low to high and
descending high to low.

Diriveer Equipment Mumber
Jill Kinman locati... i

e You can drag and drop a column header to group by that item

’i;!

Crders | Delvery And Orders + . Scheduler © Route Map ° Geol

Ship To - Cirder -

Customer Status Filter
Clear Clear
|
Drag a column head Lrier v that column.
b Stats Diriver Equipment Mumber Tir

i Mew Crder
. Mew Cirdar

o Once you drag and drop the column name the grid with sort by that grouping.
The grouping in the grid will tell you how many trips are grouped in each
grouped section. To ungroup drag and drop the column name back to the
delivery and order grid
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Diriver : (35 items)
Dniver : Aaron Snooks (1 item)
Diriver : Ben Flint (5 items)
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