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1. Start	
Open application enter login and password. 

 

 
Press ‘Next’ on the keyboard or ‘login’ button. Main screen opens. 
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Main screen for example Driver A and Driver B.  Driver B has sweep coordinator privileges. 
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Main screen for example mobile app dispatcher and sweep coordinator. 

Press menu button (right corner) to log out 

2. Order	lists	
2.1 Ready	for	pick	up	

Available for sweep coordinators and mobile dispatchers. 

This bucket contains non-VIP orders that are ready for pick up at the BSO. 
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You can sort and filter orders by BDO Number, customer last name and airline. 

2.1.1 Sorting	

Press the sorting button and select sorting type. Default sorting – by BDO number. 
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2.1.2 Filtering	

Press the search button and select filtering type. Then enter value in the filter/search line – two characters 
to start filtering 
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2.2 VIP	orders	
Available for sweep coordinators. 

This bucket contains VIP orders that are nearing pickup time at the airport. 
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All VIP-orders at any status are marked in color according to the delivery time: 

• Yellow – delivery time will be expired in 30 minutes; 

• Red – delivery time is already expired; 

• Blue – normal delivery time (or not defined delivery time)  

At the BDO details screen, order number is marked in blue. 
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2.3 Picked	up	
Available for sweep coordinators and mobile dispatchers. 

This bucket contains orders that have been picked up from the BSO. 
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You can sort and filter orders by BDO number and customer last name. 

2.3.1 Sorting	

Press the sorting button and select sorting type. Default sorting – by BDO number. 
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2.3.2 Filtering	

Press the search button and select filtering type. Then enter value in the filter/search line – two characters 
to start filtering 
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2.4 Unassigned	deliveries	
Available for drivers with mobile app dispatching privileges. 

This bucket contains orders that are at the distribution center or have been unassigned from a driver. 
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You can sort and filter orders by BDO number, city, zip (postal code), region, delivery time and service level. 

2.4.1 Sorting	

Press the sorting button and select sorting type. Default sorting – by BDO number. 
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2.4.2 Filtering	

Press the search button and select filtering type. Then enter value in the filter/search line – two characters 
to start filtering 
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For filtering by delivery date press the corresponding button, then select data using data picker. 
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2.5 Assigned	Deliveries	
Available for all active drivers. 

This bucket contains orders that have been assigned to a driver. 
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You can sort orders by BDO number, delivery time and service level. 

2.5.1 Sorting	

Press the sorting button and select sorting type. Default sorting – by BDO number. 
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2.6 Current	deliveries	
Available for all active drivers. 

This bucket contains orders that are currently out for delivery. 
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You can sort orders by BDO number, customer last name, delivery time and service level. 

2.6.1 Sorting	

Press the sorting button and select sorting type. Default sorting – by BDO number. 
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Page 22 of 63 

 

3. Order	details	

  

3.1 Add	bag	tags	
Available for all active drivers. 

If order has empty barcode cell, you can add it. 
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Press the ‘scan’ button, press ‘add bag tag’ and scan barcode.  

If scanned barcode doesn’t exist in the system, application simply adds it on the cell. 

If scanned barcode is associated with another order in the system, application displays list of available 
orders 
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If you select another order, you should confirm your choice to continue working with the order. 
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If you select current order, application adds barcode to the cell. You can also delete and rescan barcode at 
this step. 
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If you add barcode to the order in status ‘Picked up’, ‘Assigned’ or ‘Current’, application marks this barcode 
as checked. 

Press the ‘save’ button to save changes or press ‘move’ button (barcode will be saved) and select new 
status. If you change order and go back without saving, system displays warning message. 

3.2 Check	bag	tags	
Available for all active drivers. 

You should check existing scanned items at the states ‘Picked up’, ‘Assigned’, ‘Current’ to move this order 
forward. Otherwise, you can move this order back. 

 

Press the ‘scan’ button, press ‘Check bag tag’ and point device to barcode. App checks it. 

If scanned barcode isn’t associated to any item in the order, app displays error message. 

 

3.3 Add	photo	
Available for all active drivers. 

Gallery contains all photos (order + scanned items). Item cell contains photo associated with barcode. 
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To add a photo to status entry, press the ‘Photo’ button at the Images cell. To add photo to item, press the 
‘Photo’ button at the barcode line. 

 
You can add one photo to the order at every status entry and to the barcode (if it’s scanned). If you want 
to add a new photo, the application will replace the old photo after pressing the save button.  
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You can delete just added photo before saving. 

If order/items has some info, tap the ‘info’ button to display it 
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If order has no photo information, panel is displayed over placeholder. 

3.4 Edit	address	
Available for ‘unassigned’, ‘assigned’ and ‘current’ orders. 

Press ‘edit’, tap on address line1. 
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Edit address and press ok, then press save. 

3.5 View	address	on	the	map	
Available for ‘unassigned’, ‘assigned’ and ‘current’ orders. 

Press the ‘map’ button. If address is geocoded, app opens the map. 
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If address isn’t geocoded, application displays error message 

3.6 Call	the	customer	
Available for ‘unassigned’, ‘assigned’ and ‘current’ orders. 

Press the ‘call’ button. If customer has only one phone number, app opens the dialer application. If 
customer has more than one phone number, app displays list of phone numbers. Select one of them to call. 

If customer doesn’t have a phone number, app displays error message. 

4. Search	
Available for all active drivers. 

Press the ‘scan’ button and point device to the barcode. Application opens list of corresponding orders or 
order details screen. 
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You can work with this order as usual. 

If scanned order has no associated item, application displays error message. 

5. Workflow	
5.1 Ready	for	pick	up	->	another	status	
5.1.1 Order	details	

Available for sweeper coordinators or mobile app dispatchers. 

Open the ‘ready for pick up’ list and select your order. 

Scan bag tag if needed (see more at 3.1.) 
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Press the ‘move’ button. Then press ‘Mark as picked up’ to move order to the ‘Picked up’ bucket. Or press 
the ‘Assign ’button to assign order to a driver. 

Application displays list of associated drivers with equal vendor-airport-airline. First line – current user 
(mobile dispatcher), next lines – active drivers. 
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Select driver and application will assign order to that driver. 

5.1.2 Batch	updates	

Available only for drivers with batch update privileges. 

Open ‘ready for pick up’ list and select order(s) using checkboxes and select/deselect all buttons.  
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Press the ‘move’ button. Then press ‘Mark as picked up’ to move order(s) to the ‘Picked up’ bucket. Or press 
‘Assign ’button to assign order(s) to a driver. 

Application displays list of associated drivers with equal vendor-airport-airline. First line – current user 
(mobile dispatcher), next lines – active drivers. 
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Select driver, confirm.  Orders(s) move to the selected driver’s ‘Assigned’ bucket. 
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Press ‘Proceed’ to continue without scanning.  Or press ‘Cancel’ to scan missing items manually. Highlighted 
or selected items will be saved. 

5.2 Picked	up	->	another	status	
5.2.1 Order	details	

Available for sweep coordinators or mobile app dispatchers. 

Open ‘picked up’ list and select your order. 

Scan barcode to proceed or system displays warning. 
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If order has empty barcode cell, you can add it – see more at 3.1. 
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Press the ‘move’ button. 

Then press ‘Mark as at distribution center’ to move order at the ‘Unassigned Deliveries’ bucket. Or press 
the ‘Assign ’button to assign order a driver. 

Application displays list of associated drivers with equal vendor-airport-airline. First line – current user 
(mobile dispatcher), next lines – active drivers. 
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Select driver and application will assign order to that driver. 

5.2.2 Batch	updates	

Available for driver with batch update privileges. 

Open ‘picked up’ list, select order(s), press the ‘move’ button.  
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Then press ‘Mark as at distribution center’ to move order(s) to the ‘Unassigned Deliveries’ bucket. Or press 
the ‘Assign ’button to assign order(s) to a driver. 

Application displays list of associated drivers with equal vendor-airport-airline. First line – current user 
(mobile dispatcher), next lines – active drivers. 
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Select driver and confirm. 

5.3 Unassigned	->	Assigned	
5.3.1 Order	details	

Available for mobile app dispatchers. 

Open ‘unassigned’ list and select your order. 

If order has empty barcode cell, you can add it – see more at Order details.  
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Press the ‘Assign ’button to assign order to a driver. 

Application displays list of associated drivers with equal vendor-airport-airline. First line – current user 
(mobile dispatcher), next lines – active drivers. 
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Select driver and confirm. 

5.3.2 Batch	updates	

Available for drivers with batch update privileges. 

Open ‘unassigned’ list, select order(s).  Press the ‘move’ button.  

Press the ‘Assign ’button to assign order(s) to a driver. 
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Application displays list of associated drivers with equal vendor-airport-airline. First line – current user 
(mobile dispatcher), next lines – active drivers. 
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Select driver and confirm. 

5.4 Assigned	->	another	status	
5.4.1 Order	details	

Available for all active drivers. 

Open ‘assigned’ list and select an order. 
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Scan barcode and press the ‘Move’ button. 

Press ‘Mark as out for delivery’ to move order to the ‘Current Deliveries’ bucket. Or press ‘Unassign’ to 
unassign the order. 

5.4.2 Batch	updates	

Available for drivers with batch update privileges. 

Open ‘assigned’ list, select order(s) and press the ‘move’ button.  
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Press ‘Mark as out for delivery’ to move order to the ‘Current Deliveries’ bucket. Or press ‘Unassign’ to 
unassign order(s). 

5.5 Current	->	another	status	
5.5.1 Order	details	

Available for all active drivers. 

Open ‘current’ list and select order. 

Scan barcode and press the ‘Move’ button. 
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Press ‘mark as unable to deliver’ or ‘mark as unable to reach’ to move order to the ‘Assigned Deliveries’ 
bucket or press the ‘Unassign’ button unassign order. 

To complete the delivery process, press ‘Mark as attempted delivery’ or ‘Mark as delivered’. If signature is 
required, customer will write their signature.  If delivery duration is after the delivery by time, driver will be 
prompted to select a duration cause code. 
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Customer can clear screen and rewrite their signature. 
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Select duration code or skip this step (just press next without selecting duration cause). 
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You can add any additional notes if desired, or press finish to complete the delivery process for the order. 

5.5.2 Batch	updates	

Available for drivers with batch update privileges. 

Open ‘current list’, select order(s) and press the ‘move’ button. 
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Press ‘mark as unable to deliver’ or ‘mark as unable to reach’ to move order at the ‘Assigned Deliveries’ 
bucket or press ‘Unassign’ button unassign order. 

To complete the delivery process, press ‘mark as attempted delivery’ or ‘Mark as delivered’. 

6. Map	
6.1 Viewing	

Available for all active drivers. 

Press ‘map’ and the application displays current orders with route (routed automatically). 
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Tap on the geo-mark to view address.  

Press address balloon to open order details. 

6.2 Manual	routing	
Available for all active drivers. 

Press the ‘edit’ button and application opens routing pane. 
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Use long tap to shuffle the routing list.  
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Then press the ‘save’ button. Application will update routing. 

6.3 Not	properly	geocoded	addresses	
Available for all active drivers. 

When some addresses have not been properly geocoded, system displays the following alert. 
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Tap the alert and select address. You will be redirected to the edit address form. Then change address (see 
5.3) 
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7. Messages	
Available for all active drivers. 

7.1 View		
Press the ‘Message’ button at the main screen. List of available messages is displayed 
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Press on message to open it. 
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If you receive a push notification, press on it, and application will open messages. 

7.2 Read/unread	
Select messages using long tap 
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Press the read/unread button. 

8. Push	notifications	
Driver can receive four notifications: 

• Customer sends message to driver 

• Delivery time for order in ‘Current’ bucket is on or expired 

Press on notification, and app opens corresponding order or message. 

9. Offline	mode	
Available for all active drivers. 

When device loses connectivity, a system message is displayed on every screen. 
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You can create orders (only manual input of address is allowed) open all lists and open some order details 
(those you opened online). For opened order details, you can edit address and change statuses. After an 
internet, connection is established the data stored will be sent to the server. 

10. Errors	
Available for all active drivers. 

If DART cannot synchronize orders, application displays them in the 'Errors' bucket. User is able to view 
those incorrect orders and errors. Some errors user can fix in the application (e.g. incorrect address, if it’s 
allowed for user). If fixing is not available, please contact your system administrator. 
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