
 01  Introduction

An Account represents one of your customers — which can either be a business or an individual 
person.



 02  Click Create Account

The quickest way to create an Account is to click the Create Account button in the top right of the 
page.



 03  Create New Account panel opens

This will open the Create New Account panel on the right hand side



 04  Input Account Name

On the Create New Account screen, you can enter the Account Name, and optionally the name 
of the main contact person. The Account Type will default to whatever you selected in your 
Personalization settings.



 05  Input Customer Contact Details

You can look up the customer's address in the address field.



 06  Input Phone and Email

In addition you can input their contact phone and email



 07  Input Service Preferences & Notes

The Service Preferences section lets you capture any customer-specific requests. These prefer-
ences will automatically copy onto any Orders you create for them and will also be visible to drivers 
during their routes. 



 08  Input Order Quantities & Price

At the bottom, you’ll see quantity and price fields. These are useful if a customer typically has the 
same delivery or pickup amounts each time. Any values you set here will default onto every Order 
you create, but you can override them when needed: Required Delivery Quantity – the typical 
number of units you deliver. Required Pickup Quantity – the typical number of units you collect. 
Price per Unit – the amount charged per order unit.



 09  Click Save

Once you’ve entered the details, click Save at the bottom of the screen.



 10  Create New Order

Now that you’ve created your first Account, you can create an Order. Click the Create New Order 
button.



 11  View the Order Type

The Order Type will default to your company’s personalization setting, but you can change it if 
needed. The options are: Delivery – dropping off items. Pickup – collecting items. Delivery and 
Pickup – handling both at the same stop. Task – a visit without delivery or pickup.



 12  Select Order Due Date

Next, choose the Due Date for the order and click Apply.



 13  If needed, select Recurring

If you want to create a recurring series of orders, check the Recurring box, then set the frequency 
and days of the week.



 14  Quantity information and Service Preferences

Quantity information and Service Preferences will get copied from the Account level, you can edit 
these for each order if needed.



 15  Click Create Order

Click Create Order to create the Order



 16  Click here

The new Order will appear in the Orders tab of the Account you have created



 17  View Order on Map

The Order will now appear on your Map View as a pin. The map shows all orders due within the 
selected date range. The number displayed on each pin corresponds to how many orders exist at 
that address within the filtered period.



 18  Create a Contact

You can also create additional contacts for the Account by clicking the Contacts tab and then 'Add 
New Contact'



 19  Input Contact Details

Input the Contact details and click Save



 20  View Accounts

To find other Accounts in the system, you can click on the person icon on the left and then use the 
search to find the account you are looking for. You can also add a New Account from this list view 
by clicking the 'Add New' button


