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The Hitrak Driver app enables drivers and warehouse team members to collect, deliver
and manage consignments, communicate with consignees, and start and complete the
delivery runs created by Dispatch teams.

This document details the functions of the app and can be used for training and as an
ongoing reference for users.

Driver, vehicle and run creation is completed in the Admin app. For instructions on these
functions, please refer to the Dispatch User Guide.

To get users underway with the basics, see the Driver Quick Start Guide section.

For full details on all functions of the app, refer to the Detailed User Guide.
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Quick Start Guide
Starting and Viewing a Run
Each user will receive an email with login credentials and a link to the driver application.
Dispatchers assign runs for the day and may add more tasks while the run is in progress.
Drivers can view and start their runs from the Home page.

e Logintothe app to view all assigned runs.

e Tap Preview to view details of the run’s vehicle, start and end locations and tasks.

e When ready to begin, tap Start Run.

L 4 HTKDR10215 CHCH COLLECTIONS

Hi Elaine Victory, ACEQ02 CW-MITSI-2
Your assigned delivery runs 289 Main South Road, Hornby, Christchurch, 8042
282 Main South Road, Hornby, Christchurch, 8042
HTKDR10215
Chch Collections m ey | BLOT0568176114 B2C 2Pieces 0.95m® 50kg
N-MITSI-2 From To
Bells Canterbury DC Lily-Mai Bolton
Hornby via: Ace Logistics Hub
Other runs in the team Notes:  Please deliver only Tuesday to Sunday
North Island - ! Garton Box
1 ltem ENGINEER CONSOLE
Run name or reference 0\ CHLM12613 B2C 9ltem 2.63m? 276kg
N From To
one Chelmer Warehouse Abdullah Bennett
Islington via: Ace Logistics Hub [T}
Notes:  will appreciate if the driver can bring it upstairs
1 ltem 2 sofas - 1270mmxB20mmx720mm EA
1 ltem gazebo
5 ltem Bookcase
2 ltem DAILY ARMCHAIRS
CHLM12612 B2C 4 Pieces 1.23m* 159Kg
From To
Chelmer Warehouse Gurleen Russell
Islington via: Ace Logistics Hub [T
o Notes:  Long drive - room to turn. NOT for BIG TRUCKS
START RUN
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Once a run has started, tasks can be viewed using the 3 tabs at the bottom of the page:

Tasks are listed in the order they should be completed.

To:

Ph:

1.

Next: The next 4 tasks, and the 2 most recently completed tasks.

2. All: A compact view of all tasks on the run.

3. Map: A map view with the option to view all tasks or only the remaining tasks.

© cccizraz

From:

@ cHLMmi27as

From

@ cHLMmiz2ras

From:

HTKDR10222

Next tasks

B2C 2Carton 0.03m? 4kg

CCC Head Office

8 Monument Road
Clevedon Auckland

COLLECT

To: Matt O'Sullivan

Takapuna
© haBci2746 B2C 6ltem 016m® 6kg
From ABC Furniture AKL

34 Church F_and

Mangere Bridge Auck... COLLECT
To Dominic Hall

Forrest Hill

B2C 1ltem 016m* 15kg

COLLECT

B2C 1ltem 0.16m* 15kg

Chelmer Auckland Warehouse
192 Great South Road
Takanini Auckland

Shirley Dunne
Greenhithe

Chelmer Auckland Warehouse

Shirley Dunne

14 Heaphy Place
Greenhithe Auckland

2 more tasks remaining

Next

= Q@

] Map

=

Completed

To do

ccci2r42

ABC12746

CHLM12745

CHLM12745

CcCc12742

ABC12746

HTKDR10222

CCC Head Office
8 Monument Road
Clevedon

ABC Furniture AKL
34 Church Road
Mangere Bridge

Chelmer Auckland W...

192 Great South Road
Takanini

Shirley Dunne
14 Heaphy Place
Greenhithe

Matt O'Sullivan
18 Burns Avenue
Takapuna

Dominic Hall

25 William Souter Str...

Forrest Hill

ol

=
@
>

Map

£ HTKDR10222

Remaining Tasks All Tasks
. Orewa
Ul Silverdale
Whangaparaoa
i
\
Dairy Flat \
\
yl
' @
ead \
© ;
ngitoto Waiheke
Island Island  Waiheke
Island
O e
— =
Auckland {
-
e Beachlands
5. CHLM12745 3
3.ABC12746
Whitford 1

hukau Takanini
leads
: 4 criuwnzres RERTRRG
Awhitu R
Karaka Drury
Kingseat 22
ollok Clarks Beach
Paerata
Bombay ...
Pukekohe KA gt
N (1] § Mangatay
Pokeno
Waiuku Tuakau
Geagles Keyboard shortuts _ Map data
= = 9
Next All Map

;; ;;z !ess
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Collections
Collection tasks are used for consignments as they are being picked up:

a) From the sender
b) From a hub, for the delivery run to the consignee.

Collections are represented by a blue icon @ and blue action buttons.

e To begin, tap the consignment Collect button.

4 HTKDR10222 H < COLLECTING CCC12742

Next tasks

Customer: & CCC Ltd

@ cccizraz B2C | 2 Carton 0.08m® 4kg From: & CCC Head Office

@ 8 Monument Road
Clevedon Auckland 2582

From:  CCC Head Office

8 Menument Road
Clevedon Auckland COLLECT —

To Matt O'Sullivan To: & Matt O'Sullivan
Takapuna Q 18 Burns Avenue

Takapuna Auckland 0622
© nBc12746 B2C Bltem 0.16m® 6kg Ref:

From:  ABC Furniture AKL

34 Church Road

Mangere Bridge Auck... COLLECT Notes N
To: Dominic Hall Movement on run HTKDR10222 was changed. Pre..

Forrest Hill
© cHLMi27a5 B2C 1ltem 0.18m* 15kg Freight 2 Carton 0.025m* 4kg >

From:  Chelmer Auckland Warehouse

192 Great South Road
Photo 0 Selected >
Takanini Auckland COLLECT
To: Shirley Dunne

Gi hith .
reennithe Date Time

Collection Time 31A0/2023 1651
© cHLmiz2ras B2C 1ltem 0.6m° 16kg B

From:  Chelmer Auckland Warehouse
To: Shirley Dunne

14 Heaphy Place
Greenhithe Auckland

Ph:

2 more tasks remaining

M®ap o CONFIRM COLLECTION

I
Z ii

Next
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by adding the file from the device camera app.
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Tap the Photo line to add photos of the freight. This can be done directly in the app or

e When the freight has been checked and loaded on to the truck, tap Confirm

Collection.

< corEeTE et < corEeTE et

Customer: & CCC Ltd
From 2 CCC Head Office
Q@ 8 Monument Road
Clevedon Auckland 2582
To: 2 Matt O'Sullivan
Q@ 18 Burns Avenue
Takapuna Auckland 0622
Ref:
Notes

Movement on run HTKDR10222 was changed. Pre..

Freight 2 Carton 0.026m? dkg >

Upload Files
~ File Type

Freight Photo -

File note

TAKE PHOTO ADD FILES

Photo 0 Selected »

Date Time

Collection Time 3110/2023  16:51

CONFIRM COLLECTION
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Attached Files

Customer: & CCC Ltd
From 2 CCC Head Office
Q@ 8 Monument Road
Clevedon Auckland 2582
To: 2 Matt O'Sullivan
Q@ 18 Burns Avenue
Takapuna Auckland 0622
Ref:
Notes

Movement on run HTKDR10222 was changed. Pre..

Freight 2 Carton 0.026m? dkg >

Photo 0 Selected »

Date Time

Collection Time 3110/2023  16:51

CONFIRM COLLECTION
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Check-Ins

Consignments going to a freight hub before being delivered to the consignee will require
a Check-In task to be completed.

Check-Ins are represented by a green icon D and green action buttons, plus alfi icon.

e To begin, tap the consignment Check In button.

< HTKDR10225 H CHECKING IN MEC12748

Just Completed P ;
P Customer: & MEC Engineering Supplies
MEC12748  Collected  Pinehill 8:36am To: & Matt O'Sullivan
@ Hitrak Auckland Depot [EXE
Next tasks
Notes
>
© MEci27a8 B2B 1Half Pallet 0.5m3 10kg

Fro MEC Workshop
To Matt O'Sullivan m > Freight 1Half Pallst 0.5m® 10kg >

Hitrak Auckland Depot [

No more tasks Photo 0 Selected »
o Date Time
Check:In Time 0141/2023  08:36

£
1]
<

5 CONFIRM CHECK-IN

> 3
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e Tap the Photo line to add photos of the freight. This can be done directly in the app or
by adding the file from the device camera app.

e Tap Confirm Check-In to complete the task.

< PHOTO CHECKING IN MEC12748

Upload Files . . .
P ! Customer: & MEC Engineering Supplies
File Type Y
[Fre'\ghl Photo - To: 2 Matt O'Sullivan
Q Hitrak Auckland Depot
File note Notes
>
I TAKE PHOTO ADD FILES ‘ Freight 1Half Pallet 0.5m® 10kg >
Photo 0 Selected »
Attached Files
o Date Time
EhsckeniTime 01/11/2023  08:36

S——
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Deliveries
Delivery tasks are used for consignments being delivered to a consignee.

Deliveries are represented by a greenicon @ and green action buttons.

e To begin, tap the consignment Deliver button.

< HTKDR10226 H DELIVERING MEC

Just Completed i : .
P Customer: & MEC Engineering Supplies
MEC12748  Collected Onehunga 9.07am To: & Matt O'Sullivan
Q@ 18 Burns Avenue
Takapuna Auckland 0622
Next tasks Y, 0211234567
° MEC12748 B2B 1Half Pallet 0.5m? 10kg
Notes
From:  MEC Workshop >
To Matt O'Sullivan
18 Burns Avenue DELIVER —ly
Takapuna Auckland .
3
Phs 0211234567 Freight 1Half Pallet 0.5m® 10kg >
No more tasks Extras 0To Be Completed >
Proof of Delivery 0 Selected »
i . Date Time
Delivery Time 01/11/2023 15:69
Signature
Name
= = o
= — Q CONFIRM DELIVERY
Next All Map
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e Tap the Proof of Delivery line to add POD photos. This can be done directly in the
app or by adding the file from the device camera app.

e Record the consignee’s name and signature. These fields are required for the
delivery to be marked complete.

e When the consignee has accepted the freight and POD has been captured, tap
Confirm Delivery.

L4 PROOF OF DELIVERY < DELIVERING MEC12748

Notes
Upload Files >
 File Type
Proof of Delivery -
Freight 1Half Pallet 0.5m?* 10kg >
File note Extras 0 To Be Completed >
Proof of Delivery 1Selected >
TAKE PHOTO ADD FILES }
. . Date Time
Delivery Time 0111/2023  16:01
Attached Files
Signature Added
 Narme
Matthew O

¥

OK

Page 10




*.e* Hitrak

Completing a Run

e When all tasks have been actioned, there will be a prompt to mark the run as
complete.

e Tap Complete Run.

HTKDR10222

Just Completed
CCC12742 Delivered Takapuna 8:17am
ABCI2746 Delivered Forrest Hill 8:1A7am

v

You completed all tasks

‘ COMPLETE RUN
= = Q °
Next

I Map

>

e If for some reason the prompt screen was exited before marking the run as complete,
the Complete Run command can also be accessed later via the kebab menu n in the
top right corner of the screen.
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Detailed User Guide

Home Page
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The administration team is responsible for creating driver user accounts within Hitrak.
Each user will receive an email with login credentials and a link to the driver application.

Dispatchers create runs for the day, assign these to drivers and offsiders, and may add
more tasks to a run while it is in progress.

When a user logs in, they will see all the runs available to them on the Home page.

Runs already completed that
day can be viewed, but not
changed.

= HOME

Hi Elaine Victory,
Your assigned delivery runs

HTKDR10226

Completed runs

If the user has access to
view other drivers’ assigned
runs, these will also be
available here.

HTKDR10225

Other runs in the team

Page 12

North Island

Run name or reference

HTKDR10227

Today

PREVIEW

Completed

The date is set to the
current day by default.
Users can tap Today to
access a calendar and
navigate to another
date.




*.e* Hitrak

Understanding Tasks

Each run task will be one of the following:

@) Collection
€3 Checkln
ﬂ' Delivery

e A consignment must be collected before it can be delivered or checked in. If it hasn't
been collected yet, the Deliver or Check In button will be disabled.

e Single consignments at a location will have a consignment reference in the run tasks
page. Multiple consignments or tasks at the same location will be grouped, indicated
by a number next to the task type instead of a consignment reference.

e Completed tasks are listed at the top of the page, with the consignment reference or
task type, suburb and completed time.

e Uncompleted tasks are listed under To do, with the consignment reference (or task
type symbol + number), the location and completed time.

< HTKDR102156 CHCH COLLECTIONS i < HTKDR102156 CHCH COLLECTIONS H

Completed

BLOT0568176114Collected

To do

o Collection: 0/6
o Collection: 0/4
o Collection: 0/11

CHLM12614

CHLM12607

HTKi2622

HTK12626

0
ii

Next

Hornby 11:37am

Chelmer Warehouse
42 Hickory Place
Islington

Ace Logistics Hub
Ace Logistics Hub

DC and Store
113 Blenheim Road
Riccarton

Chelsy Simons
129 Riccarton Road, S..
Riccarton

Rochelle Hahn
5 Orkney Street
Strowan

Rochelle Hahn
5 Orkney Street
Strowan

Hailie Tanner
65 SANTA MARIA AV..
MT PLEASANT

. @

Map

Completed

BLA70566817614Collected

Hornby 1:37am

To do

o Collection: 0/6

Chelmer Warehouse
42 Hickory Place
Islington

Page 13

o Collection: 0/4
o Collection: 0/t

CHLM12614
CHLM12607
HTKi2622

HTK12626

0
E il

Next

Ace Logistics Hub
Ace Logistics Hub [T}

DC and Store
113 Blenheim Road
Riccarton

Chelsy Simons
129 Riccarton Road, S...
Riccarton

Rochelle Hahn
b Orkney Street
Strowan

Rochelle Hahn
5 Orkney Street
Strowan

Hailie Tanner
65 SANTA MARIA AV..
MT PLEASANT

0 °

Map
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Tap any task to view several tabs containing its full details, including:

e Full address details for the sender and consignee.

o Full freight details for each line item, i.e., the number of items and their descriptions.
e Any Notes added by the sender or consignee.

e Any Endorsements or Notes added by a dispatcher or Driver App user.

e Communication with the consignee about their consignment to date.

e Files attached to the task, e.g., freight photos.

e A timeline of the freight’s journey to date.

4 MEC12748  B2B : < MEC12748  B2B H MEC12748  B2B

Movement from To: Movement from To: Movement from: To:

Hitrak Auckland D... Takapuna Hitrak Auckland D... Takapuna Hitrak Auckland D Takapuna
Details Messages Additional ® Atta Details Messages Additional @ Atta Messages Additional ® Attachments
fe— — —
Receiver: Matt O'Sullivan 0211234567 .
Customer History

® Staged 01 Nov, 8:33 am
® Picked Up 01Nov, 8:36 am

. . . .
= MEC Engineering Supplies Elalne Victory

FROM HITRAK DEMO
Sender Hi Matt O'Sullivan. ® In Transit 01Nov, 9:07 am
® Delivering 01Nov, 2:07 am
2 MEC Workshop To leave us a message, use this link @ Daliverec
© 152 Rosedale Road https://test.hitrak link/03Ztbo
Pinehill Today 7:47 pm
Auckland 0632 Endorsements

% 021488 944

i No Endorsements
Receiver

A Matt O'Sullivan
Q 18 Burns Avenue

Takapuna
Auckland 0622

R, 0211234567
Freight

M JESCRIP

1Half Pallet Stuff

TOTAL: 1Half Pallet o.so Type a message... } °
DELIVER @ DELIVER
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Completing Tasks

There are several pathways available for completing tasks.

Next Tasks tab

*.e* Hitrak

¢ Inthe Next tab, tap the relevant action button (Collect/Deliver/Check In) to navigate
directly to the Confirm page.

¢ Important actions required or details to check will be highlighted in red, e.g., the

quantity of pieces of freight, or photos to be attached.

e Tap the relevant highlighted line to view the details or complete the action required,
e.g., uploading a freight photo.

£ HTKDR10217 CHCH H 'Y COLLECTING BLS70568176114 < PHOTO

Next tasks

o BL970568176114 B2C 2Pieces 0.95m® 50kg

From: Bells Canterbury DC
71 Seymour Street

Hornby Christchurch
To: Lily-Mai Bolton
Rangiora
1Carton BOX
1ltem ENGINEER CONSOLE

o Collection: 0/4 28 Pieces 123m?® 230ka

From Ace Logistics Hub

Ace Logistics Hub >

° BL970568176114 B2C 2Pieces 0.95m° 50kg

From: Bells Canterbury DC

To: Lily-Mai Bolton

667 Lineside Road
Rangiora Rangiora

Ph 021488944
1Carton BOX
1item ENGINEER CONSOLE
@ ACE12634 B2B 5ltem 80m® 100kg

From: Ace Logistics Hub

To: Flash Furniture
442 Blenheim Road

Upper Riccarton Chri...
i °
= : Q
Next

Map

»

Customer: 2 Bells Trading Limited

From: 2 Bells Canterbury DC
Q 71 Seymour Street
Hornby Christchurch 8042
Ref BAIKUNE6WRN

To: 2 Lily-Mai Bolton
Q 657 Lineside Road
Rangicra Rangiora 7400
Ref: BAIKUNE6WRN

Notes

Upload Files
File Type

Freight Photo

File note

TAKE PHOTO

ADD FILES

Page 15

Please deliver only Tuesday to Sunday ’

Freight 2 Pieces 0.943m? 50kg >

Photo 0 Selected »
Date Time

Collection Date

23M0/2023 19

CONFIRM COLLECTION

Attached Files
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e When the file is attached, tap OK to navigate back to the Confirm page.

e Tap Confirm Collection/Check In/Delivery to complete the task. When a task is
completed, the completed date and time will be recorded against the task
automatically.

£ COLLECTING BLO70568176114

Customer: 2 Bells Trading Limited

From: 2 Bells Canterbury DC
Q 71 Seymour Street
Hornby Christchurch 8042
Fe BAIKUNSWRN

To: 2 Lily-Mai Bolton
Q 657 Lineside Road
Rangicra Rangiora 7400
Ref: BAIKUNSWRN

Notes

Please deliver only Tuesday to Sunday i’
Freight 2 Pieces 0.943m? 50kg >
Photo 0 Selected »
Date Time
Collection Date 23/0/2023 1911

CONFIRM COLLECTION
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Task details page

e Tap atask to open the details page.

e Tap the + button to add photos, Endorsements, Notes, or Exceptions. As above,
photos can also be added via the Confirm page.

( BLO70568176114 B2C

Movement from: To:
Bells Canterbury DC Rangiora

Details Messages Additional Attad

e
Customer

= Bells Trading Limited

Sender
2 Bells Canterbury DC Ref: BAIKUNGBW
o Seymour Street RN

Hornby

Christchurch 8042
R, 021488944

+

Receiver |QI Photo

2 Lily-Mai Bolton Ref: BAIKUNGW

Q 657 Lineside Road RN
Rangiora u Endorsement
Rangiora 7400

L, 021488944

(D Note

Freight

TEM DESCRIPTION -
Exception
1Carton BOX

1ltem ENGINEER CONSOLE Q
TOTAL: 2Pieces 0.943Jm* g
CONSOLE
COLLECT

e Tap Collect/Deliver/Check In.

e When the task is complete, tap the Confirm button.
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Scanning or Manual entry

A consignment can also be collected, checked in or delivered by scanning the label, or
entering its reference number manually.

This can be used to add a consignment to a run or find one that is already on a run, e.g.,
to save scrolling through a long list of consignments.

e Tap the + button on the run page and select either Manual Entry or Scan. If a
consignment includes multiple items, only one of the items needs to be scanned or
entered to add or find the task. In these cases, it's important to carefully check that

the correct number of freight items is being actioned.

T Manual entry

roAa
Scan
[

e Scan the square data matrix code on the freight label.

SCANNING LABEL

«e Hitrak
Tof2
%e* FIra
BL970568176114 (B2C)
To:
Lily-Mai Botton
657 Lineside Road
Rangiora
Rangiora. 7400
Phone:
021488944
Receiver reference:
SATKUNEWRN
Sender reference:
SATKUNEWRN

(Carton) BOX

BRSO

DSAT2NN391SWDV
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e Alternatively, manually enter the consignment reference, and Tap Go.

e Scanning a consignment will direct straight to the Confirm page, but the full
consignment details can be accessed from here if needed.

( COLLECTING ACE12634

Customer: 2 Ace Logistics Ltd

From: 2 Ace Logistics Hub
@ Ace Logistics Hub [T

To: 2 Flash Furniture
@ 442 Blenheim Road
Upper Riccarton Christchurch 8041
Ref:

VIEW CONSIGNMENT

Notes
>
Freight 6 ltem 80m? 100kg »
Photo 0 Selected »
. Date Time
Collection Date 24/10/2023  08:24

CONFIRM COLLECTION

e When the task is complete, tap the Confirm button.
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Bulk Actions

Grouped consignments can be checked in, collected, and delivered in bulk. Notes,
Exceptions and photos can be attached to grouped tasks individually or in bulk.

e Tap arun task on the Next or All tab to view the grouped consignments.
e Select the consignments to be actioned.

e Tap the + button to add a note, photo, or Exception to all the selected tasks
without navigating from the bulk edit page.

e When the task is complete, tap the action button, then Confirm on the next page. If
a photo hasn't been added yet, it can be done via this page.

£ COLLECTION: 0/4 : £ COLLECTING: 4

@ Collection: 0/4 28 Pieces 123m? | 230kg Freight Summary
From:  Ace L"gfs"cs Hub ACE12637 Ace Logistics Hub 2 ltem
Ace Logistics Hub
ACE12636 Ace Logistics Hub 1Pallet
Select all ACE12635 Ace Logistics Hub 20 Item
ACE12634 Ace Logistics Hub 5 ltem
ACE12637 B2B 2ltem 3m? 20kg
From:  Ace Logistics Hub
To: Flash Furniture Photo 18elected >
Upper Riccarton
Date Time

ACE12636 B2B 1Pallet 10m® 100kg Collection Date 24/10/2023  09:49

From:  Ace Logistics Hub

To: Flash Furniture
Upper Riccarton
ACE12635 B2B 20 ltem 30m?* 10kg

From: Ace Logistics Hub

To: Flash Furniture
Upper Riccar
+
@ Photo
ACE12634 B2B 75 ltem "80m? " 100ka

Not
From: Ace Logistics Hi. O e

To: Flash Furniture
Upper Riccartor 0 Exception

COLLECT: 4 CONFIRM COLLECTION
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Completing a Run

When all tasks in the run have been actioned and/or Exceptions have been recorded, the
run can be completed.

e Tap the kebab menu on the Next or All tab, then Complete Run.

e |If there are incomplete tasks in the run, a warning message will appear before the
action can be confirmed.

14 HTKDR10217 CHCH H

Optimise Run
Just Completed P
Reorder
BL970568176114Collected Hornby
Complete Run
Collection: 4/4 Collected Hornby 057
Next tasks
© BLoTosE8TEIA B2C 2 Pisces 095m® 50kg COMPLETE RUN
From:  Bells Canterbury DC This delivery run includes 8 consignments
To: Lily-Mai Boltan that are either not Delivered or not
657 Lineside Road m Checked-In.
Rangiora Rangiora
Ph: 021488944 Consignments cannot be changed after
| Carton 0% completing the run.
1ltem ENGINEER CONSOLE
CONFIRM
© ACEi2634 B2B 5ltem 80m® 100kg
From:  Ace Logistics Hub [ CANCEL }
To: Flash Furniture
442 Blenheim Road
Upper Riccarton Chri...
Ph:
o ACE12635 B2B 20ltem 30m® 10kg
From:  Ace Logistics Hub
To: Flash Furniture
442 Blenheim Road
Upper Riccarton Chri...
Ph:
=] = %
Next Al Map

e When the run is ready to complete, tap Confirm.
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Additional Task Functions
Exceptions, Notes & Endorsements
Exceptions

Exceptions are used to record any reason a task could not be completed, e.g., if freight
was unavailable when a Collection was attempted, or a consignee was unable to receive
a delivery.

Each Exception requires a type to be selected from a dropdown list, and a description to
be added. To create an Exception:

e Tap the consignment to open the details page.
Tap the + button, then Exception.
Select an Exception type and add further detail. Tap Save.

MEC1Z

Movement from: To:
Hitrak Auckland D... Takapuna

Details Messages Additional Attac]

Delivery Exceptions

Customer

[ Type
2 MEC Engineering Supplies ot et )
ustomer unable to receive

Sender
 Exception Detail

& MEC Workshop No one at address
@ 152 Rosedale Road
Pinehill
Auckland 0632
t. 021488 944

Receiver

& Matt O'Sullivan Further action required
0 18 Burns Avenue
Takapuna
Auckland 0622
Y. 0211234567

Phota

&

Endorsement

Note

e 9

Freight

e o Exception

1 Half Pallet Stuff

TOTAL: 1Half Pallet 0.5‘°
DELIVER

e Until the Exception is resolved, the task will appear with an orange warning icon.

O ACE12634 B2B 5ltem 80m® 100kg

From: Ace Logistics Hub

To: Flash Furniture
442 Blenheim Road DELIVER
Upper Riccarton Chri...
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Notes

Notes are intended to record information regarding a task which requires attention or
further action but hasn’t prevented the task from being completed.

Each Note requires a type to be selected from a dropdown list, and a description to be
added. To create a Note:

e Tap the consignment to open the details page.
e Tap the + button, then Note.
e Select a Note type and add further detail. Tap Save.

MEC1Z

Movement from: To:
Hitrak Auckland D... Takapuna

Details Messages Additional Attac]

Customer Delivery Notes

(~ Type
2 MEC Engineering Supplies

Damaged packaging at picku

Sender

— Delivery Note
& MEC Workshop Tear in outer packaging.
Q 152 Rosedale Road
Pinehill
Auckland 0632

¥, 021488 944
Receiver
& Matt O'Sullivan Further action required
Q 18 Burns Avenue 1@ Shoto
Takapuna
Auckland 0622
X, 0211234567 EA cencorsement
@  new
Freight
o Exception
1 Half Pallet Stuff

OTAL: 1 Half Pallet 0.5‘°
DELIVER

¢ Until the Note is resolved, the task will appear with a blue information icon.
° BL970568176114 B2C 2 Pieces 0.95m® 50kg

From: Bells Canterbury DC

To: Lily-Mai Bolton
657 Lineside Road DELIVER
Rangiora Rangiora

Endorsements

This function can be used to manually add notes for internal use only. This is not
commonly needed in the Driver app, however, it can be used to record anything of note
about a consignment which is either not relevant or not appropriate for a customer or
consignee to see, e.g., if a driver caused damage to a piece of freight.

This is a free text field, so no ‘type’ needs to be selected. Unlike Exceptions and Notes,
customers will have no visibility of Endorsements in Freightmaster.
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Contacting a Consignee

If a driver needs to get in touch with a consignee while the run is in progress, they can do
so by tapping the phone number on the task. This field is available in the Next Tasks tab
or the task details page.

e Tap the Call button to dial the consignee’s phone number.

4 DELIVERING BLO70568176114

Customer: 2 Bells Trading Limited

To: 3 Lily-Mai Bolton
@ 657 Lineside Road Contact Lily-Mai Bolton

Rangiora Rangiora 7400
. 021488944
Rel BAIKUNEWRN “ E

Cannot deliver

Notes Message
>
Please deliver only Tuesday to Sunday
Send a quick message
Freight 2 Pieces 0.943m? 60kg >
[ An hour away
Extras 0 To Be Completed >
[ Morning delivery
Proof of Delivery 0 Selected >
Afternoon delivery
Date Time [ General communication
Delivery Date 24M0/2023 1116

| CANCEL

CONFIRM DELIVERY
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If a valid mobile number is available for the consignee, they can also be contacted via
text message.

e Select the Message option from the screen above OR tap the Messages tab in
the task details page. This tab will also display any previous communication with
the consignee.

e Tap + to create a new message. This can be manually typed into the box or using
the Quick replies menu to access pre-set message templates.
Note: Quick replies are recommended, as these will include a link to the
consignment in the Hitrak Consumer App. This enables the consignee to track
their order and reply to messages.

¢ When the message is ready, tap Send.

£ BLO70568176114  B2C H < BLO70568176114  B2C

Movement from: To: Movement from: To:

Bells Canterbury DC Rangiora Bells Canterbury DC Rangiora

Details Messages Additional Attac Details Messages Additional Attag|
Receiver: Lily-Mai Bolton 021488944 Receiver: Lily-Mai Bolton 021488944

T U UOTUITA S UE VT Y TOU G T oK
the progress using this link

Hitrak Demo https://test.hitrak.link/bghg30E
FROM HITRAK DEMO : -
Hi Lily-Mai Bolton. Hitrak Demo has 16 Oct, 11:37 am
collected your order from Bells
Trading Limited, we will be in contact Hitrak Demo
i coeirat defery Youcan rck FROM HITRAK DEMO
preg g Hi Lily-Mai Bolton. Hitrak Demo has

https://testhitrak.link/bghq30E collected your order from Bells

Trading Limited, we will be in contact
to coordinate delivery. You can track
Type a message. the progress using this link
https://test hitrak.link/bghg30E

Hitrak Demo

FROM HITRAK DEMO
Hi Lily-Mai Bolton. Hitrak Demo has
collected your order from Bells
Trading Limited, we will be in contact
to coordinate delivery. You can track

the progress using this link
https://test.hitrak.link/bghg30E

An hour away

Morning delivery

Today 8:10 am

Afternoon delivery
Hi Lily-Mai Bolton, your order from Bells

Trading Limited is planned for delivery this
General communication morning. To leave us a message, use this
link https://test.hitrak.link/bghg30E

Cannot deliver + SEND
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Completing Extras

Depending on the services available, the customer and the freight type, a task may have
Extras associated with it, e.g., a B2C delivery where furniture assembly or the removal of
rubbish is offered, or where additional time is needed to deliver the item.

e Tap the task details OR the Extras line on the Confirm page to view the
associated Extras.

e Extras already purchased by the consignee are listed under To be Completed.
Extras which can be added on the fly are listed under On Request.

e Select the quantity or check the relevant box to mark an Extra as completed, then
tap OK.

To Be Completed

Basic assembly
Basic assembly of furniture, mattress and bed 0 v
count as one

Upstairs Delivery

When delivery takes place up stairs. Charged [:I
per consignment

On Request

Extra onsite time (15 mins)

For every additional 15 mins outside of the (VI ¢
standard services

Disposal

Additional per Item (mattress and base counts 0~
as 1item)
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Removing and Redirecting Consignments

If a consignment cannot be collected for some reason, e.g., the freight was not ready at
the collection point, it can be removed from a run. Note: it is strongly recommended to
confirm with a dispatcher before removing a consignment from a run.

e From the task details page, tap the kebab menu n then Remove from Run.

® Select an Exception reason and more detail on the Exception. Note: These fields
are required for all consignment removals.

B2C

Remove From Run

Details Messages Additional Attac]

HTK12517

Movement from:
DC and Store

Customer Remove From Run

[~ Select Exception

& Medical Supplies Ltd

Freight unavailable

Sender

— Exception detail
2 DC and Store Ref YL564BM4 Not ready
Q 113 Blenheim Road NS2IWAYA
Riccarton
Christchurch 8041
¥, 021488 944

Q

Receiver

& Aurelia Savage Ref YL564BM4 Further action required

Q 2/30 SEYMOUR STREET NS21WAYA
HORNBY

CHRISTCHURCH 8042 CONFIRM
. 021488944

‘ CANCEL ’

EN

Freight

1Pallet LIFTOUT CHAIR

TOTAL: 1Pallet D,95|'°
COLLECT

® Tap Confirm to complete the action.
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If a consignment has been collected but cannot be delivered to the recipient, it can be
redirected back to a hub.

e From the task details page, tap the kebab menu ﬂ , then Redirect to Hub.

® Select the hub for the redirect, an Exception reason, and more detail on the
Exception. Note: These fields are required for all redirects.

MEC12748

Movemantirom; To: | Redirect To Hub
Hitrak Auckland D... Taka

Details Messages Additional Attad] Redirect To Hub
—
 Select Hub
Customer

Hitrak Auckland Depot

2 MEC Engineering Supplies

[~ Select Exception

Sender Customer unable to receive
a MEC Workshop
@ 152 Rosedale Road [ Exception Detail

Pinehill Customer not home

Auckland 0632
%, 021488 944

Receiver

& Matt O'Sullivan
0 18 Burns Avenue

Takapuna Further action required
Auckland 0622
Y. 0211234567
CONFIRM
Freight
. . ‘ CANCEL ]
1 Half Pallet Stuff

TOTAL: 1Half Pallet o.s‘o
DELIVER

® Tap Confirm to complete the action.
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Additional Run Functions

If a route wasn't planned by a dispatcher, or if run tasks have been completed out of
sequence for some reason, it can be reordered. There are two options for changiﬁg arun

route, both of which can be accessed via the kebab menu in the top right corner

Optimising a Run

e Tore-order the outstanding tasks automatically in the most efficient sequence, tap
Optimise Run.

Note: this function is generally not recommended to use once a run is already in
progress.

HTKDR10217 CHCH

Optimise Run

Reorder

BLOT0568176114Collected Hornby 1
Complete Run

Just Completed

Collection: 4/4 Collected Hornby — wwssesioi67am

Next tasks

o BL9T0568176114 B2C 2 Pieces 0.95m? 50kg

From:  Bells Canterbury DC OPTlMISE ROUTE

To: Lily-Mai Bolton
657 Lineside Road Optimise route for the remaining deliveries.

Rangiora Rangiora

Ph: 021488944 This process may take a few seconds.
1 Carton BOX
1 ltem ENGINEER CONSOLE CONFIRM
© AcE1z634 B2B 5ltem 80m® 100kg [ CANCEL ]

From:  Ace Logistics Hub

To: Flash Furniture
442 Blenheim Road
Upper Riccarton Chri...

Ph:

o ACE12635 B2B 20ltem 30m?® 10kg

From:  Ace Logistics Hub

To: Flash Furniture
442 Blenheim Road
Upper Riccarton Chri...

Ph:

1]
iii
@

Next

=

Map
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Reordering Tasks

To manually reorder individual tasks, e.g., if a delivery needs to be pushed to later in the
day, or if an optimised run isn't the best route for some reason, use the Reorder function.

e Tap the kebab menu, then Reorder.

e Select the task to be reordered and use the arrow buttons at the bottom of the
page to move the task up or down in the sequence.

e Tap Save.

< HTKDR10217 CHCH H < REORDER TASKS

Optimise Run e
Just CDmpIBtEd P O Collection: ... Ace Logistics Hub
Ace Logistics ...
BLOT0568176114Collected Hornby Lily-Mai Bol
ly-Mai ton
Complete Run ® 0 BLS7066817... 657 Lineside Road
Collection: 4/4 Collected Hornby 10:57am Rangiora
Flash Furniture
Next tasks O ACE12634 442 Blenheim Road
Upper Riccarton
° BL9T0568176114 B2C 2 Pieces 0.95m? 50kg Flash Furniture
ACE12635 442 Blenheim Road
From: Bells Canterbury DC O Upper Riccarton
To: Lily-Mai Bolton
657 Lineside Road Fash Furniture
Rangiora Rangiora O ACE12636 442 Blenheim Road
Ph: 021488944 Upper Riccarton
1 Carte BOX
aren Flash Furniture
fltem ENGINEER CONSOLE @) ACE12637 442 Blenheim Road
Upper Riccarton
© AcE1z634 B2B 5ltem 80m? 100kg

From: Ace Logistics Hub
To: Flash Furniture
442 Blenheim Road
Upper Riccarton Chri...
Ph:

° ACE12635 B2B 20ltem 30m?® 10kg

From: Ace Logistics Hub

To: Flash Furniture

442 Blenheim Road
UDDe’ e
Ph:
SAVE

=

g o
= i
@

Page 30




*.e* Hitrak

Offline Mode

This allows the user to view consignments and partially access certain functions if there
is no internet connection, e.g., in an area with low or no cell phone coverage. Offline
mode must be enabled by each user. We recommend this is done on first logging in to
the app.

Enabling Offline mode
e Onthe Home page, tap the hamburger menu to access Settings.

e Tap the Enable offline mode toggle to turn it on.

Hi Elaine Victory = SETTINGS

Home € Elaine Victory

Settings elainevictory+driver@hitrak.com

Sign out

. Enable offline mode (beta) A

oe* Hitrak

e Once offline mode is turned on, there will be a prompt on returning to the Driver
App home page to “Add to Home screen”.

e Adding the app to the device’s phone home screen will give a full-screen, more
app-like experience.
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Offline Functions
While offline, a user can:
e View consignments and tasks previously viewed while online.

e Access the Confirm page, and add any photos or signatures required for tasks
previously viewed while online.

Note: Photos can also be captured using a device’'s Camera app and uploaded to
the task when back online.

They cannot:

e View consignments and tasks not previously viewed while online.

e Receive changes made to a run, such as tasks added or removed by a dispatcher.

e Complete a task.

o When next online, the user must navigate back to the Confirm page to

complete the task. The app will cache any photos or other attachments
that were added while offline.
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Further Information
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For any further information, please contact Hitrak Customer Success, at

elaine.victory@hitrak.com.

Change Log
Version Release Date Changes Description
1.1 01/11/23
1.2 03/11/23 Collections Task description to include ‘collection from hub for

delivery run’
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