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Orders

This is the “Orders” menu. 
In the menu there are 
several actions including :

1. Customer Lookup
2. Order Details Form
3. Find Bin Price
4. Convert to Order
5. Choose payment, Save As 

Quote and Save as Draft
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1 Customer Lookup

Use the "Customer Lookup" function to search for existing 
customers. This action allows you to quickly access information 
related to a particular customer, enhancing the customer service 
experience.



2 Fill in Order Details Form

1. Bin Size & Waste Type
○ Select the bin size.
○ Select the waste type.
○ Enter the address.

 Note: The system uses Google Address 
Lookup. Once you type at least 5 characters, a 
list of suggested addresses will appear.

2. Delivery & Collection Dates
○ Choose the delivery date.
○ Choose the collection date.

 Tip: If the collection date is not fixed, turn on 
the Adhoc button. This means the customer 
will call when they want the pickup.



3 Find Bin Price

After you fill in the order details then you need to click on "Find Bin Price''. This action will 
assist in locating the pricing information for a specific bin and waste type. It streamlines the 
process of providing accurate pricing details.



4 Convert to order

after you fill in all the customers details form then you can click the “Convert to Order” button 
to going to the payment process.
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5 Choose Payment

On this process you will see the summary of the 
order that you made for the customers. To do the 
continue to the payment process click on “Choose 
Payment” button then you can select the payment 
method.
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