. STAFF APP GUIDE
TimeTap

Deliveries

Your route for the day, the customer's code, signing for the goods — and booking
deliveries if you run the office.

Your route

Open More - Deliveries. My route shows today's stops in the order to drive them, each with
its planned arrival time.

Tap Open the route in Maps to drive the whole day with Google Maps, or Map to see your
stops on a map.

Tap Today to look at tomorrow. Finished stops move to Done at the bottom.

Deliveries

My route

Today

€ My route and Collect (customers collecting at your branch).

Fastest order by real roads - 20 km - about 1h30 with stops

Karin Botha e Your Stops on a map.

ooked
14 Rigel Avenue, Waterkloof Ridge
~12:57

e The whole day in Google Maps.

Hatfield Coffee Co.
1122 Burnett Street, Hatfield
=13:26

° A stop: planned arrival (=), time window, items and slip
Thandi Mahlangu s num be r.

45 Queen Street, Pretoria Central
~14:00

© Finished stops.
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At a stop

Tap a stop to open it. Call or WhatsApp the customer, or Navigate to the address. The
office's notes are in yellow.

Leaving for the stop? Tap On my way and pick how long you'll be — the customer gets the
time and their 4-digit code.

Can't deliver (no one home, wrong address...)? Tap Couldn't deliver and pick the reason —
the customer gets a link to choose a new day. Tomorrow moves it to tomorrow.

< Mamelodi Hardware < Mamelodi Hardware

When will you get there?
[ o) you g

call WhatsApp The customer gets the time and their code

(1]

10 min 20 min 30 min

Use the loading bay at the back 45 min 1h 15h

212 Lynnwood Road, Brooklyn, Pretoria ’

ITEMS Not sure

o
J

Steel shelving unit

G How long until you get there.

9 Not sure? Tap this.

@ ©
= (4]
& Deliver

| Couldn't deliver £3 Tomorrow

|
©
J

0 Call, WhatsApp or navigate to the customer.
9 Address and the office's notes.
e On my way — the customer gets the time.
° Deliver — start handing over.

a Couldn't deliver, or move to tomorrow.
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Handing over

Tap Deliver. Ask the customer for their 4-digit code and tap Check code. No code? Send a
new code, or tap No code and say how you checked who received it — it shows on the proof
and the office is told.

Everything is ticked OK. If something is damaged, short, missing or refused, tap that item and
choose — then Next.

Type who received it, let them sign with a finger, take a photo of the goods and tap Confirm
delivered. The proof of delivery (PDF) is made at once.

< Mamelodi Hardware < Mamelodi Hardware

L

Ask for the customer’s code

What was delivered?

Everything is ticked OK — tap an item if something is

(1]

wrong

@ 2x steel shelving unit

0 Damaged  Short  Missing

Refused

They received 4 digits by WhatsApp or SMS.

(1)

4721 I

Check code

0

O send a new code | No code

9 The 4 digits the customer received.

© Checkit.

e Send a new code.

O No code — give the reason.
9 Tap an item if something is wrong.

e Next step.
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< Mamelodi Hardware 22 < Mamelodi Hardware Belvered

Sign for it
¥ % o v
i call WhatsApp Navigate

212 Lynnwood Road, Brooklyn, Pretoria

Use the loading bay at the back

ITEMS

Steel shelving unit

[@ Delivered — received by Mamelodi Hardware |

]

PROOF

Photo of the ioods e
(@]

(-

-

@ Proof of delivery (PDF)

\
+ Confirm delivered

X Cancel Back to the list

O Who received it. O Delivered and who received it.
e The customer signs here. e Signature and photos.
@ Photo of the goods. © The proof of delivery PDF.

O Done.

Tip: No signal? Carry on — everything is saved on the phone and sent with the real time when the
signal is back.

Collections at the branch

Collect lists customers who still have to collect at your branch. Search by name, phone or slip
number.

Open one, check the customer's code, tick what was handed over and let them sign — the
same as a delivery.

Deliveries

My route Collect (1)

0 Find the customer.

@ Lindiwe Sithole Ready to collect
Central Store - 1item - #INV-40233

a Tap to hand over.
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Office: everyone and booking

Owners and managers (and anyone with Delivery Manager access) see Everyone — every
delivery of the day per driver, as a list or on the map.

Tap New delivery or New collection to book one from the phone: customer, cellphone, the
address picked from the list (or Where | am), items or the slip number, the day, time window
and driver. Tell the customer sends them the booking with their tracking link.

Deliveries
< New delivery

=
@ New delivery & New collection (1)

9 > Delivery & Collection
My route Everyone Collect (1)

ou
= e
[2. SIPHO DLAMINI - 1/4 DONE e Brooklyn Bakery

Mamelodi Hardware e Iceliphone E-mail (optional)
212 Lynnwood Road, Brooklyn

r driver takes it to the customer.

082 555 0142

Karin Botha Deliver to & Where | an-e
ooke a

14 Rigel Avenue, Waterkloof Ridge

=12:57 Fehrsen Street Brooklyn

Hatfield Coffee Co. i Fehrsen Street, Brooklyn, Pretoria, South Africa

1122 Burnett Street, Hatfield

~13:26 Pick the address from the list so it lands on the map (else it is
Iooked up when saving)

Thandi Mahlangu . ooke: Deliveries at the side gate
45 Queen Street, Pretoria Central

=14:00

Slip / invoice number (optional)

Book delivery

0 Book a delivery or a collection. Delivery or collection.

e Every driver's day. Customer and cellphone.

Pick the address from the list so it is on the
map.

@ Per driver: how many are done.

° All drivers on the map.
Or use where you are now.

Book it.

0 000

Still stuck? Ask your team leader or HR — they can see what TimeTap shows for you.



