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Standard Operating Procedure
Owner/ Department: ZAF – Operations                                 


· Swipe screen to view menu
· Click on the menu button marked by green arrow
· Click on LMS Delivery
· You will see the LMS truck logo
· Click on New Load. 
· Enter your ID number on the screen and press the green arrow 
· Scan the load number on your manifest
· The screen will refresh and show you your waybills. Check your manifest to ensure that this your waybills
· Select the waybill you want to deliver by touching on the screen
· Scan your parcels it will show you how many parcels there are
· Once scan is complete it will show that all items have been scanned
· Once complete click on the back button
· Then press continue
· If there are no damages and all parcels are delivered in good condition press continue
· You will see the screen showing all in order press continue
· Click Continue
· Enter the client’s name
· Let the client sign on the PDA and click next
· Tap on the red POD
· Proceed to take the photo ensure that the photo is properly in the centre and that you can see the waybill number and signatures
· Any backing documents must also be added to the photo 
· Tap on the red Delivery notes
· Proceed to take the photo ensure that the photo is properly in the centre and that you can see the waybill number and signatures
· All Epiroc photos must be taken on this screen
· If the parcel is Damaged click on the grey block and hold it in.
· The window will open, and show Endorse click on the endorse
· Click on Endorsement Type 
· Select the endorsement type
· Type in the remark of why this parcel needs to be endorsed
· Click on the back button
· Click on the camera
· Take the photo of the damage or the reason for the endorsement.
· You can take more than one photo
· Once complete click on Done
· The screen will now show the endorsement in red
· Continue with the normal process o the delivery
· All collections will be communicated to you in 3 ways. SMS, On your PDA and a call from the office
· Tap on the collection
· Accept the collection
· You are not allowed to decline a collection unless you have spoken to your supervisor, and he has given you permission
· Once accepted scan the waybill that the customer has competed and press finish
· Confirm the number of parcels collected and click on Finish
· The collection is now complete
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