shappysshopper

L ocal store to door

In-Store Tablet & Driver App
Guide

Version 8.6.0



Contents:

Section 1 -

Section 2 -

Section 3 -

How to Login to the Tablet
Receiving & Accepting an Order
2.1 - Accepting an Order

2.2 - Assigning a Driver

2.3 - Refunding an Accepted Order

Declining an Order

Section 4 — Driver App

Section 5 -

Section 6 -

Section 7 -

4.1 - How to login to the driver app

4.2 - Receiving and delivering an Order

4.3 - If the Driver is unable to deliver

4.4 - Age check prompts — Age Restricted Orders

4.5 - Age check prompts — Mix of Age Restricted and non-
Age restricted products on Orders

Order Functions on Tablet

5.1 - How to mark a product as unavailable
5.2 - How to refund a specific product

5.2 - How to substitute a product

5.3 - How to return a product

End of Shift/Returning Cash

The Dispatcher Screen



Section 1 — How to Login to the Tablet

When the tablet is powered on you should be presented with the login box
(See Fig 1.1.2). See Fig 1.1.1 if the login box does not appear.
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Fig1.1.1

Click on the “Order Manager” App on the
Tablet home screen. If the Icon is not visible,
swipe left or right on the home screen as it
may be on another page of the home screen.
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Fig1.1.2

Enter the login details into the “username”
field and then the password into the
“Password” field and then select “Login”.
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Orders Q

$
Current Orders Future Orders

Show PENDING orders only

18 May 2023

[ Order #7696554 (18/05/23 15:04) £98.(

)6
LL28 4PB, Callum Saunderson

0 [ Order #7696542 (18/05/23 15:03) £18.69

LL28 4PB, Callum Saunderson
Order #7696527 (18/05/23 15:02)

‘ LL28 4PB, Callum m £19.27
Saunderson

Fig 1.1.3

You should then be presented with a screen
like this once Orders have been received.

e This orange symbol means the order is
pending.

e This red symbol means the order has
been declined.

e This green symbol means the order has
been accepted.




Section 2 — Receiving & Accepting an Order

The section below will outline how to accept a Pending Order.

2.1 - Accepting an Order

15:03 MH[E 1

Fig 2.1.1

A “New Orders Alert” message will show when
there is a new order detailing how many orders

New Orders Alert are new and pending.

You have 2 new orders, for a total of

e e Press “OK” to this message.

15:07 M) 1

Orders o),

Current Orders Future Orders

Show PENDING orders only Fig 2.1.2

B The “Current Orders” menu shows:

[N Order #7696554 (18/05/23 15:04)

£28.06
LL28 4PB, Callum Saunderson
e Order Reference Number.
° “ Order #7696542 (18/05/23 15:03) £18.69
LL28 4PB, Callum Saunderson : ) Order Status.
Order #7696527 (18/05/23 15:02)
® 1128 4PB, Callum £19.27 e Current Date.

First Order
Saunderson

e Order Value.
e A “First Order” label to identify first time
customers.

Press on the order to get more details.
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<  Order #7696527

Order #7696527

Order Time 18 May, 2023 15:02
Cash Payment (NOT PAID) £19.27
Order Channel 108

Delivery order, 18 May 2023 16:05 - 16:20 ASAP
requested for

Order pending
Delivery Status

Driver Assigned

First Order

Callum Saunderson (registered)
+447928756197

Driver Not Assigned

callum.saunderson@snappyshopper.co.uk

Billing address: Delivery address:

23 Church drive 23 CHURCH DRIVE

Rhos On Sea COLWYN BAY

< O

15:02 M) 1

Requested Delivery: ASAP
(O 15:40 (25 minutes earlier)
(O 15:50 (15 minutes earlier)
(® 16:05

O 1610

O 16115

O 16:20
(O 16:25
O 16:30
(O 16:35

N ac.en

Fig 2.1.3
Click on the Pending Order.

You will have the option to “Decline” or “Accept”
the Pending Order.

This screen will also give you details of the
customer delivery address, contact details and
whether it is a cash or card payment.

Press “Accept” at this point.

Fig 2.1.4 - Timeslots

Once you click on “Accept”, you will be presented
with the Delivery timeslots. The customers
requested time slot will be pre-selected.

NOTES:
e Please try and manage the customer
expectations as much as possible.
e Once a timeslot has been selected, the
customer will receive an email and phone
notification.
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< Order #7696601

Order #7696601 (ACCEPTED)

UPDATE
ESTIMATED TIME

Order Time 18 May, 2023 15:10
Cash Payment (NOT PAID) £17.77
Order Channel 108

Delivery order, 18 May 2023 16:10 - 16:25 ASAP
requested for

Order acknowledged at 18 May, 2023 15:10
Accepted for 18 May, 2023 16:10
Delivery Status

Driver Assigned Driver Test

Callum Saunderson (registered)
+447928756197

callum.saunderson@snappyshopper.co.uk

Billing address: Delivery address:
23 Church drive 23 CHURCH DRIVE
Rhos On Sea COLWYN BAY

15112 Rt

<  Order #7696601

Order #7696601 (ACCEPTED)

upnATE
ESTIMATED TIME I S SICRIRINER

Order Time 18 May, 2023 15:10
Cash Payment (NOT PAID) £17.77
Order Channel 108

Delivery order, 18 May 2023 16:10 - 16:25 ASAP
requested for

Order acknowledged at 18 May, 2023 15:10
Accepted for 18 May, 2023 16:10
Delivery Status

Driver Assigned Driver Test

Callum Saunderson (registered)
+447928756197

callum.saunderson@snappyshopper.co.uk

Billing address: Delivery address:

23 Church drive 23 CHURCH DRIVE

Rhos On Sea COLWYN BAY

Fig 2.1.5 - Receipt

Once the time slot has been selected, the device
will print out a picking receipt which will detail the
items to be picked.

The picking receipt will also show the customers
delivery address details, contact details and
method of payment.

Fig 2.1.6 — Update Estimated Time

If you need to adjust the estimated time inputted,
click on the “Update Estimated Time” button at
the top of the Order Detail page.

Once updated, this will update the customer via
email which will manage their delivery
expectations.

NOTE:

e The delivery target on our platform is
delivery within 30-60 minutes so please
refrain from delaying delivery unless
absolutely necessary.




2.2 Assigning a Driver
Once the order has been accepted and printed, it is time to assign your
driver.

15:07 M) 2

Fig 2.2.1

Click on the “Assign Driver” button at the top of
the Order.

Select the name of the Driver you wish to assign.

M Assign Driver

Once selected, the driver will receive a notification
on their Driver App account.

Driver Test (£0.00) Active

REMOVE CANCEL

NOTES:
e |If there are multiple Drivers set up for your
store, all names will appear.
e A Driver will only appear as ‘active’ if they

are logged in on their Driver App account.




2.3 Refunding an Accepted Order

15:53 (] 1

< Order #7744932

Fig 2.3.1

Order #7744932 (ACCEPTED)

SSIGN DRIVER m Swipe left at the top of the screen to reveal the

“Refund” button.

Order Time 23 May, 2023 15:51
Realex Payment (PAID) £1.00
Order Channel ANDROID

Click “Refund”.

Delivery order, 23 May 2023 16:55-17:10 ASAP
requested for

Order acknowledged at 23 May, 2023 15:53

Accepted for 23 May, 2023 16:55
Delivery Status

Driver Assigned Driver Not Assigned

TEST NAME

07352412627
TEST EMAIL ADDRESS

Billing address: Delivery address:
TEST ADDRESS
BIEL OF DUNCANSBY

O —
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Fig 2.3.2

You now have the option to fully refund the order,
refund a specific item (see Section 5.4 for more
details on refunding specific items) or adjust the
delivery charge.

Refund Options

Fully refund this order

Refund only specific items

Adjust Delivery Charge (unavailable) In this example, the customer did not pay a
delivery charge so this option to adjust is not
CANCEL
available.

Click on “Fully refund this order”.
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Fig 2.3.3

If you are happy to proceed, click “Confirm”.

Full Order Refund . .
n The card refund will automatically process once

Please confirm that you want to confirmed
fully refund this order

CANCEL CONFIRM




Section 3 - Declining an Order

The section below will outline how to decline a Pending Order. Every effort
should be made to fulfil orders and orders should only be declined/cancelled in

emergency situations.

15:03 MH[E T

New Orders Alert

You have 2 new orders, for a total of
2 pending orders

15:07 M=) 1

Orders Q

Show PENDING orders only

18 May 2023

[ Order #7696554 (18/05/23 15:04)

LL28 4PB, Callum Saunderson £28.06

7 4 15:
o [ Order #7696542 (18/05/23 15:03) £18.69

LL28 4PB, Callum Saunderson

Order #7696527 (18/05/23 15:02)
@B LL28 4PB, Callum e £19.27
Saunderson

Fig 3.0

A “New Orders Alert” message will show when
there is a new order detailing how many orders
are new and pending.

Press “OK” to this message.

Fig 3.1
The “Current Orders” menu shows:

e Order Reference Number.

e Order Status.

e Current Date.

e Order Value.

e A “First Order” label to identify first time
customers.

Press on the order to get more details.

o
g
-
16
-
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< Order #7696527

Order #7696527

Order Time 18 May, 2023 15:02
Cash Payment (NOT PAID) £19.27
Order Channel 108

Delivery order, 18 May 2023 16:05 - 16:20 ASAP
requested for

Order pending
Delivery Status

Driver Assigned Driver Not Assigned

Callum Saunderson (registered)
+447928756197

callum.saunderson@snappyshopper.co.uk

Billing address: Delivery address:
23 Church drive 23 CHURCH DRIVE

Rhos On Sea COLWYN BAY

< @)

15:05 M[E 1

Provide a rejection reason
(® TOOBUSY

(O ITEMS UNAVAILABLE

(O UNABLE TO DELIVER

CANCEL

Fig 3.2
Click on the Pending Order.

You will have the option to “Decline” or “Accept”
the Pending Order.

This screen will also give you details of the
customer delivery address, contact details and
whether it is a cash or card payment.

Press “Decline” at this point.

Fig 3.3

You will be presented with a list of rejection
reasons.

Select the required reason and then press “Ok”.
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Warning

Please reconsider declining orders.
Normally contacting the customer
to discus alternatives is a better for
everyone. If you cannot deliver non
collection orders you should use
the pause facility.

» It will infuriate the customer, who
will not order again

+ Paid orders will need a refund that
will take days

* You should inform Snappy if you
are having problems

+ We may compensate the
customer at their next order

CANCEL DECLINE ORDER

15:05 M) 1

< Order #7696542

Order #7696542 (DECLINED)

Order Time 18 May, 2023 15:03
Cash Payment (NOT PAID) £18.69
Order Channel 10S

Delivery order, 18 May 2023 16:05 - 16:20 ASAP
requested for

Order acknowledged at 18 May, 2023 15:05
Delivery Status

Driver Assigned Driver Not Assigned

Callum Saunderson (registered)
+447928756197

callum.saunderson@snappyshopper.co.uk

Billing address: Delivery address:
23 Church drive 23 CHURCH DRIVE
Rhos On Sea COLWYN BAY
LL28 4PB LL28 4PB

Items Edit ltems

Fig 3.4

You will be presented with a warning. Please read
carefully before declining.

Press “Decline Order” if you wish to proceed.

Fig 3.5

The order information will update to show that
the order has been declined.

A notification will be sent to the customer that
the order has been declined and will detail the
reason why from your selection in Fig 3.3 above.




Section 4 - Driver App

In this section we will cover the Driver App; how they login to the app as a
Driver, how a Driver receives an order and what is done when the order is

delivered to the customer.

4.1 - Logging in as a Driver

Existing Customer

Please login if you have an existing account

Password for your account

Forgot Password? Register

-OR-

& Sign in with Apple
i Log In with Facebook

Let us send you notifications of deals,
offers and more

Fig 4.1.0

When you launch the app on the phone you
should be presented with a screen like this.

Select the “Login” option in the top right corner
to login as a Driver.

Fig4.1.1

Enter your Driver Login Email into the “Email
Address” field.

Enter your Driver Login Password into the
“Password” field.

Select “Login”.




¥ Driver

Driver Member
Do you want to start your shift?

No Start Shift

3
|

Fig 4.1.2

After logging in, you will now be presented with
the option to “Start Shift”.

Please select “Start Shift” if you are ready to
deliver store orders.

Load Unassigned Orders?
Would you like to fetch any orders that
have not been assigned to a driver?

Load Unassigned Orders

Close

Finish Shift

Please do not use this app while driving.
1t's illegal to hold a phone or sat nav while driving or riding a motorcycle.

Fig 4.1.3

You will now be presented with a screen asking if
you want to load any unassigned orders.

Please select “Load Unassigned Orders” to

access any store orders that may be available for
delivery.




4.2 - Receiving and Delivering an Order
Once the order has been assigned to the driver, the driver will get a
notification that there is a new order.

13:28 7 wlsm

o
@ Snappy Test 975 :&:

Pending - Snappy Shopper Test

23 CHURCH DRIVE
LL28 4PB

Accept or Decline order?

Accept

Decline

Cancel

Finish Shift

Fig 4.2.0

The driver will get a notification on their device
that a new order is in the system.

This order will show as pending and be
highlighted in orange.

Please do not use this app while driving.
1t's illegal to hold a phone or sat nav while driving or riding a motorcycle.

15:06 7

@ Driver Test

Pending - Snappy Shopper Test

23 CHURCH DRIVE 16:05
LL28 4PB 58 mins

Accept or Decline order?

Accept

Decline

Cancel

Finish Shift

Please do not use this app while driving.
It's illegal to hold a phone or sat nav while driving or riding a motorcycle.

Fig 4.2.1

Once the driver has hit “OK”, the driver will get
the option to “Accept”, “Decline” or “Cancel”

Press “Accept”.

Once accepted, the order will show under the
Drivers workload and will show the delivery time
for the order.

NOTE:
e |f the Driver declines an order, the order
will need to be assigned to another driver
via the Tablet device.
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Accepted - Snappy Shopper Test

23 CHURCH DRIVE 16:05
LL28 4PB 55 mins

Tips Today Cash - .
£0.00 £0.00 Finish Shift
Please do not use this app while driving.
It's illegal to hold a phone or sat nav while driving or riding a motoreyele
14:48 74 ol T
< Order List #7539133

® Driver Test
| ASAP

Callum Saunderson

23 CHURCH DRIVE,
COLWYN BAY, LL28 4PB

2 x Chocolate Box Shiraz 75¢!
1 x Vinho Verde Amarelo 75¢l
1 x Pigue & Mixe Alliance 75c!

1 x 6 Large Free Range Eggs from Fife

£62.32 | #“ - CASH -

" 1 Copy
[ o Directions ] [posmode

)

. Customer | . Store I

Please do not use this app while driving
I's illegal to hold a phone or sat nav while driving or riding a motorcycle.

Fig 4.2.2

The order has changed from orange to green and
is now showing as accepted.

To see order details (goods ordered, delivery
address, value to be collected if it’s a cash order),
the Driver should click on the order - see fig 4.2.3

Fig 4.2.3

When viewing the Order, the Driver has the
option to phone the customer or store and get
directions to the customer’s address.

Once the Driver is ready to deliver to the
customer, they should press “En Route”. This will
send a notification to the customer to say the
Driver is on their way. The customer will be able
to track the Driver on the Snappy Shopper App
through gps location tracking.
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¢ Order List #7341072

@ Callum Saunders...

Callum Saundersan

BWLCH ¥ SARMAL FARM,

RHAYADER, LDE 5ME

2 x ENf Bar 600 Disposable Blue Razz Lemonade 20mg

2 x ENf Bar 600 Disposable Kiwi Passion Fruit Guava 20mg
2 x ENf Bar Strawberry & Kiwi

2 x ENf Bar 600 Disposable Apple Peach 20mg

£62.32 - CASH -

. c
[ fod Directions ” 2 l

Postcode

[ A\, Customer ” A\ % Store l

Pleaze do not use this app while driving
i's illegal 1o hold & phone or sal nav while driving or ridin

matorcycle.

Fig 4.2.4

When the Driver arrives at the customers
address, they should press the “Arrived” button
and this will also notify the customer that they
have arrived.

If the order is a cash order, the Driver will be
prompted with a screen detailing what amount
they need to collect from the customer. See Fig
4.2.5 for more details on this.

If the order is a card order, after pressing
“Arrived”, continue to Fig 4.2.8.

131189 ol o 388

N\

Cash collected from

the customer?
£62.32
Back ] [ Cash Collected

Fig 4.2.5

This screen now shows the value of cash to be
collected from the customer.

If the customer gives you a higher value, then
owed (e.g. £70 or £80), input this in the box
“Cash Tendered” and it will calculate the change
to be given back to the customer. (Fig 4.2.6)

If the customer provides the Driver with the
correct cash, they should press “Cash Collected”
once they have collected the money from the
customer and they will be prompted with a
screen for the customer to sign. (Fig 4.2.8)




15:53 7

< Cancel

Cash collected from
the customer?

£80.00|
£62.32

Change Due: £17.68

Done

Fig 4.2.6

In this example the customer has handed over
£80.

The Driver should enter “80.00” in the “Cash
Tendered” box and press “done”.

NOTE:

e The driver must remember to key in the
decimal point in the value field.

1 2 3
4 5 6
7 8 9
0 &
15:53 4 - 24
< Cancel
Cash collected from
the customer?
£80.00|
£62.32
Change Due: £17.68
Done
1 2 3
4 5 6
7 8 9
0 <&J

Fig 4.2.7

The system will now display what the Driver has
entered as the cash tendered and show how
much change the customer is owed.

After the Driver has given the customer their
change, they should press “done” and select
“Cash Collected”.
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£ Cancel

ol T 274

| confirm delivery of the goods:

Customer Signature

|

Fig 4.2.8

Customer should sign this box and return the
device to the Driver.

When signed press “Submit”.

=)




4.3 - Driver App - Unable to deliver

If the Driver attends an address but for some reason, they are unable to
deliver the customer goods, this needs to be recorded correctly on the

App.

14:48 94 o T

< Order List #7539133

Callum Saunderson

23 CHURCH DRIVE,
COLWYN BAY, LL28 4PB

2 x Chocolate Box Shiraz 75¢c
1 x Vinho Verde Amarelo 75¢l
1 x Pique & Mixe Alliance 75cl

1 x 8 Large Free Range Eggs from Fife

£62.32 - CASH -

q ] Copy
A Directions | | Postcode

. Customer ” L Store l

Please do not use this app while driving.
I's illegal to hold a phone or sat nav while driving of riding a motorcycle.

15116 & il 284

< Cancel #7696601

@ Driver Test

Unable to reach location

REQUIRED: Specify why, e.g. bike broke
down, road closed so no access.

Please do not use this app while driving.
It's illegal to hold a phane or sat nav while driving or riding a motorcycle,

Fig 4.3.0

On the relevant Order screen, the Driver should
press “Unable to Deliver”.

Fig 4.3.1

The Driver will now be presented with the option
to select a reason and leave a comment.




15118 & wil = 288

< Cancel #7696601
[}
® Driver Test --7-- C‘-Q))
Unable to reach location v

REQUIRED: Specify why, e.g. bike broke
down, road closed so No access.

Cancel Undelivered Reason Select

Unable to reach location

Fig 4.3.2

The Driver should select the reason that fits best as
to why they were unable to deliver and click
“Select”.

15116 ¢ o T 284

£ Cancel #7696601

® Driver Test

Unable to reach location

REQUIRED: Specify why, e.qg. bike broke
down, road closed so no access.

Fig 4.3.3

The Driver will now be presented with the screen
showing what reason they have selected.

The Driver should now select “Unable to Deliver”
once they are happy that they have inputted the
correct information.

Please do not use this app while driving
It's illegal to hold a phone or sat nav while driving or riding a motarcycle.




15:19 94 o 284

< Cancel #7696601

@ Driver Test é)

A further prompt will appear to ask the Driver to
R > confirm that they are happy to record this order
as undelivered.

Fig 4.3.4

Their is no No 23 on Church Drive

To confirm, the Driver should select the
“Undelivered” option in red.

Undelivered Confirmation

Please confirm that this order has not N OTE :
been delivered and the reasons
. il . e Marking an Order as “Unable to Deliver”
Cancel | Undelivered does not action a refund, a refund needs

to be actioned on the tablet device. See
section 2.3.

e |f you mark an order as “Unable to
Deliver” by accident, please contact our
Support Team.

Please do not use this app while driving.
It's illegal to hold a phone or sat nav while driving or riding a motorcycle.

1245 (5 1 M[2)

e

Order #7741579

Order #7741579 (ACCEPTED)

UPDATE
ESTIMATED TimE [l #SSIGN DRIVER o ) -
This information shows under the “Delivery

Order Time 23 May, 2023 10:08 Status” once you have gone into the undelivered

Cash Payment (NOT PAID) £30.91
order page.
Order Channel 10S

Delivery order, 23 May 2023 11:10-11:25 ASAP
requested for

Fig 4.3.5 — On Tablet Device

Order acknowledged at 23 May, 2023 10:09 NOTE.

Accepted for 23 May, 2023 11:10 . .

ety Statcs oo e Marking an order as “Unable to Deliver”

Driver Assigned Driver Test will not action a refund for card orders. A
, refund must be actioned separately when

Callum Saunderson (registered) . . . .

447028756197 viewing the order by scrolling sideways

callum.saunderson@snappyshopper.co.uk along the top options and pressing

Billing address: Delivery address: llREfund"- See Fig 2-3-1

23 Church drive 23 CHURCH DRIVE

Rhos On Sea COLWYN BAY




4.4 - Driver App - Age Check Prompts — Age Restricted

Products Only

When the Driver is delivering items to customers that require age
verification checks, the next few screens will show what steps the Driver
needs to complete for these types of deliveries.

15:11¢ o 82f
€ Order List #7341072
@ Callum Saunders...

Callum Saunderson

BWLCH Y SARNAU FARM,

RHAYADER, LD6 SNE

2 x Eif Bar 600 Disposable Blue Razz Lemonade 20mg

2 x EIf Bar 600 Disposable Kiwi Passion Fruit Guava 20mg
2 x Elf Bar Strawberry & Kiwi

2 x Elf Bar 600 Disposable Apple Peach 20mg

£46.43 - CASH -
9

R Copy
Directions I ngs[codel

| =
| . Customer ” . Store l

Fig 4.4.0

In the order example on the left, all items
ordered are age restricted lines so they will
require age check verification.

Select the “Arrived” button and you will be
prompted with the Age Verification box. See fig
4.4.1

Please do not use this app while driving.
It's illegal to hold a phone or sat nav while driving or riding a motorcycle

14:58 7 ol = 308

£ Cance

Does the customer look over the
age of 257

Yes No

Fig 4.4.1

If the customer is over the age of 25, the Driver
should select the “Yes” button and continue to
handle the delivery as normal.

If the customer looks to be below the age of 25,
the Driver should select “No”.

The Driver will now be taken to the next screen
where they will be given a selection of ID types to
ask the customer to produce so they can prove
they are above the legal age for these items.




14:59 4 ol 304

£ Cancel

Type(s) of proof of age
identification shown by the
customer:

Passport

Driver Licence

ID bearing the PASS hologram
MOD Identity card

EU National Identitv card

Fig 4.4.2

The Driver will now be presented with the list of
ID types that Snappy Shopper allow for age check
items.

The Driver should tick the ID type that the
customer has presented. The Driver should
ensure the Date of Birth (DOB) is correct and the
photo matches to the customer.

Once the Driver presses the “Next” button, they
will be presented with a screen which will allow
them to record the DOB from the ID and the
system will check to ensure that the DOB is valid.
See fig 4.4.3

10:26 7 wil & A7

< Cancel

Date of birth shown on the proof
of age identification:

23  May 2005

o [ e

Fig 4.4.3

The system will automatically default to the first
available valid DOB that the customer needs to
have to be over 18 years of age.

The Driver should change the DOB to the one
that is on the ID that the customer presented to
them.

Select “Next” and this will allow you to finish the
delivery by getting the customer to sign for it.

Note:
e Ifthe ID or DOB is not valid then you
should follow the steps from fig 4.5.2
onwards.




4.5 - Driver App - Age Check Prompts - Mixed Orders (Age
Restricted & Non-Age Restricted Items)

14:489 ol = 7

st #7539133

£ Order
® Driver Test

Callum Saunderson

23 CHURCH DRIVE,
COLWYN BAY, LL28 4FB

2 x Chocolate Box Shiraz 75cl
1 % Vinho Verde Amarelo 75¢l
1 % Pique & Mixe Alliance 75cl

1 % & Large Free Range Eggs from Fife

£62.32 - CASH -

0 Directions l l P l

. Customer

[ . Store l

Fig 4.5.0

In the order example on the left, the order has a
combination of age restricted items and non-age
restricted items.

Select the “Arrived” button and you will be
prompted with the Age Verification box.

14:58 7 o B0%

< Cancel

Does the customer look over the
age of 257

Fig4.5.1

If the customer is over the age of 25, the Driver
should select the “Yes” button and continue to
handle the delivery as normal.

If the customer looks to be below the age of 25,
the Driver should select “No”

In this scenario, we will look at what to do when
the customer looks to be below the age of 25 and
has no valid ID.




14:49 9 ol AT

< Cancel

Type(s) of proof of age
identification shown by the
customer:

Driver Licence

ID bearing the PASS hologram
MOD Identity card

EU National Identity card

Valid ID Unavailable

Fig 4.5.2

Once the Driver has selected “No” (see fig 4.5.1),
they will be presented with the list of ID types
that Snappy Shopper allow for age check items.

The Driver should scroll down and select the
“Valid ID Unavailable” option.

The Driver should continue by pressing the
“Next” button.

15:23 7 ol T 284
< Back #7696554
® Driver Test
Order ltems Order Note

Apothic Red 75cl
Qty: 2 £18.00

Dentastix Medium 7 Sticks
Qty: 2 £3.90

Panasonic AAA 1.5V Zinc Carbon Batteries
4 Pack

Qty: 1 £1.49

Fig 4.5.3

The Driver will now be taken to a page which
shows all the items on the order.

The customer has not produced any valid ID so
the age restricted products must be returned
to the store.

The Driver should press the “Select Age
Restricted” button to select all the age
restricted items.

Select Age Restricted

Please do not use this app while driving.
1t's illegal to hold a phone or sat nav while driving or riding a motarcycle




15:23 4 Wl T 29%

¢ Back #7696554
® Driver Test
Order Items Order Note
Apothic Red 75c¢l
Qty: 2 £18.00

PENDING REFUND: No Suitable Proof of Age x2

Dentastix Medium 7 Sticks
Qty: 2 £3.90

Panasonic AAA 1.5V Zinc Carbon Batteries
4 Pack

Qty: 1 £1.49

Fig 4.5.4

All age restricted items will be selected
automatically.

The Driver should now press “Update Order”
to begin the refund process for the age
restricted items.

Please do not use this app while driving,
It's illegal to hold a phone or sat nav while driving o riding a motorcycle.

15:23 7 wl = 204
< Back #7696554
o
@ Driver Test 7= :Q);
Order Items Order Note

Dentastix Medium 7 Sticks
Qty: 2 £3.90
za:a‘ Refund Confirmation fes

This update will refund the selected
Qty: ©  order lines. Would you like to continue? £1.49

Continue Refund

Cancel

Fig 4.5.5

The Driver can now confirm the refund for
the age restricted items.

The other non-age restricted items can be
delivered as normal.

Once the Driver has selected “Continue
Refund”, they will be taken to a cash
collection page if the order is a cash order
or the signature page if it has been paid by
card.

Cash collection — see fig 4.2.7
Signature Page — see fig 4.2.8

Please do not use this app while driving.
It's illegal to hold a phone or sat nav while driving or riding a motorcycle.




Section 5 - Order Functions on Tablet

In this section we will cover the process of handling unavailable products,
processing substitutions and returns.

5.1 - Unavailable Product

15:07 R &

Orders

Current Orders Future Orders

Show PENDING orders only

Fig 5.1.0 — Unavailable product

18 May 2023

[ Order #7696554 (18/05/23 15:04)

LL28 4PB, Callum Saunderson

£28.06 Select the customer order from the “Current

0 = Order #7606542 (18/05/2315:03) . o o OrderS" Menu

LL28 4PB, Callum Saunderson

Order #7696527 (18/05/23 15:02)

W 128 4PB, Callum £19.27
Saunderson @

1513 BH[E T

< Order #7696554

Billing address: Delivery address:

23 Church drive 23 CHURCH DRIVE .
Fig 5.1.1

Rhos On Sea COLWYN BAY
LL28 4PB LL28 4PB

Scroll down the order screen until you see the
Hems Edit ems “Edit Items” button.

2 x Apothic Red 75¢cl £18.00

: - ” : :
) Dentactc i 7 Scke 200 Click on “Edit Items” and this should bring up a
1 x Panasonic AAA 1.5V Zinc Carbon £1.49 screen allowing you to modify the order.

Batteries 4 Pack

Other

Delivery cost

Service Charge

Gov bag charge

Total

Total Cost




11:58 B 1 % = 09:56 1M 1

< Editing items <  Editing items Flg 5.1.2
2 x Rowlands Dairy 2L Milk Semi P 2 x Rowlands Dairy 2L Milk Semi /
Skimmed (£3.00) Skimmed (£3.00) This next screen will give you
@ picked (O Edit (O unav () Returned (@) picked () Edit () Unav () Retumed

4 options to choose from for
1 x Elmlea Double 270ml (£1.60) /, 1xElmlea Double 270ml (£1.60) s each product.

@ Picked O Edit O Unav O Returned Picked lit Unav Returned

For this example, click on
1 x Cathedral City Extra Mature

Vs 1 x Cathedral City Extra Mature 3
Cheddar 200g (£2.49) Cheddar 200g (£2.49) ’ “Unav’.

@®) picked () Edit (O unav () Returned @®) pPicked (O Edit () unav () Retumned

You will see there is now a

1 x Dairylea Dunkers Breadsticks /s 1 x Dairylea Dunkers Breadsticks y . ..
Cheese Snack 43g (£0.69) Cheese Snack 43g (£0.69) pending refund waiting to be

@picked Qedit O tnav O Retuned © picked Ot O Unav O Retumed confirmed. If this was a card
1 x Mixed Size Eggs (£1.30) / 1 x Mixed Size Eggs (£1.30) / Order, then the refund will be

@®) picked (O Edit (O unav () Retured @®) picked (O Edit (O unav () Retumed done automatically to the

7
Pending refund: £0.00 Pending refund: £1.60 customer’s card once

< @] = < @] =

09:56 M{ T

< Order #7696601

1 x Elmlea Double 270mi £1.60
(REFUNDED)
1 x Cathedral City Extra Mature Cheddar £2.49
200g .
Fig 5.1.3
1 x Dairylea Dunkers Breadsticks Cheese £0.69 . .
— Once the changes have been confirmed you will
1 x Mixed Size E £1.30
Yece e see the product has now been crossed out and
1 x Best One Tomatoes 6 Pack £1.29
1 x Brookerpaks Corn On The Cob Twin Pack £1.95 refu n d ed :
4009
1 x Farm Fresh Garlic 3 Pack £1.25 . .
The receipt can be re-printed for the customer to
Other
reflect the changes.
Delivery cost £3.00
Service Charge £1.00
Gov bag charge £0.20
Total
Total Cost £1F7F7
Total Refunded £1.60

< O



5.2 - Substituting a Product

09:51 M 1

<  Editing items

2 x Delamere Dairy Whole P
Sterilised Milk 500ml (£2.00)

(®) Picked O Edit O Unav O Returned

1 x Cathedral City Extra Mai p
Cheddar 200g (£2.49)

@ Picked O Edit O Unav O Return

1 x Free Range Eggs, 6 Pack
(£1.50)

@ Picked O Edit O Unav O Returned

-

7/

1 x Country Life Salted Butter
200g (£1.75)

(®) Picked O Edit O Unav O Returned

,‘

1x 7UP 2L (£1.49) /
@®) picked (O edit (O unav () Returned
Pending refund: £0.00

Confirm changes

< @) =

09:51 M 1

€  Editing items

Delamere Dairy Whole Sterilised Milk
500ml

Price: £1.00 e 2

Original quantity: x2

—_—
(S,

SCAN BARCODE

Substitutions Item

New total: £2.00

Fig 5.2.0

Access the customer orders as per fig 5.1.0 and
then select the pen option as per fig 5.1.1.

On the editing items screen select the “Edit”
option against the product.

Once you have ticked this it will bring up a screen
allowing you to search for an item to substitute it
with.

Fig 5.2.1

Use the buttons to reduce the quantity of the
product to reflect how many you have
available to deliver. If you have none of the
product available, reduce to O.

Underneath you can either search by
name/barcode or use the “Scan Barcode”
feature to select the product that you want to
substitute with.




09:52 M9 1

<  Editing items

Delamere Dairy Whole Sterilised Milk
500ml
Price: £1.00
1
Original quantity: x2 Q 0
{ miIkI 1
Co-op Semi Skimmed Milk £0.60
. more
2 Pints .
expensive
Co-op Scottish Whole Milk A
5 more
4 Pints f
expensive
Co-op Scottish Fresh Whole ?D?S
Milk 2 Pints ]
expensive
Co-op British Fresh Semi- £0.05
Skimmed Milk 1 Pint 568ml  cheaper
Co-op Organic Semi- i?of:
Skimmed Milk 2 Pints .
expensive
Co-op Scottish Skimmed }r:r?ofr)g
Milk 2 Pint ;
expensive

<

09:53 M3 1

< Editing items

Delamere Dairy Whole Sterilised Milk
500ml

Price: £1.00 e 1

Original quantity: x2

Co-op British Fresh Semi-Skimmed
Milk 1 Pint 568ml

SCAN BARCODE

Substitutions Item

Co-op British Fre...
1
Price: £0.95 e 0

New total: £1.95

Fig 5.2.2

The system will display the possible substitute
options and highlight if there is a price
difference.

Note:

e |f you substitute with a more expensive
product, the customer will not be charged for
the price difference.

e Card refunds will be processed automatically

if confirmed.

Fig 5.2.3

Once you have selected the product that
you wish to substitute for, you can also
edit the quantity of this substitute.

< @) =




09:53 M4 1

Unsaved Changes

Would you like to confirm the
changes?

CANCEL  CONFIRM

09:54 M 1

< Order #7696527

Items Edit Items
500ml
Item substituted with:

1 x Delamere Dairy Whole Sterilised Milk
500ml

Item substituted with:

1 x Co-op British Fresh Semi-Skimmed
Milk 1 Pint 568ml

1 x Cathedral City Extra Mature Cheddar
200g

1 x Free Range Eggs, 6 Pack

1 x Country Life Salted Butter 200g

1x7UP 2L

1 x Ahh Bisto Classic Macaroni Cheese 375g
1 x Yankee Cheese 2 Burgers

1 x Petits Filous Strawberry and Raspberry
Fromage Frais 6 x 47g

Other

£1.00

£0.95

£2.49

£1.50

£1.75

£1.49

£1.80

£2.49

£1.49

Fig 5.2.4

Once you are happy to proceed, select
“Confirm”.

Fig 5.2.4

If the changes have been made successfully, the
order screen should detail the substitutions like
in the example.

The receipt can be re-printed for the customer to
reflect the changes.




5.3 - Returning a Product

Returning a product would occur when the driver returns from the
delivery and they inform the store that the customer refused certain
products because of damage, quality etc.

11:10 M9 1

< Editing items

1 x Baker Street Classic Hot Dog - 4
Rolls Pre-Cut 4 Pack (£1.85)
Picked Edit Unav Returned

1 x Warburtons Family Bakers p
5 Sesame Soft & Sliced Bagels
(£2.15)

® picked (O Edit (O unav () Returned
1 x Calypso Ocean Blue Lemonade /
(£2.39)

@®) picked () Edit (O unav () Retumed

1 x Appletiser 250ml (£0.90) 7/
@) picked () Edit (O unav () Returned

2 x Bernard Matthews Chicken /s
Chunks 90g (£2.18)

(@\ Dinbad Y Edie N tlaau ) Datiienad
Pending refund: £1.85

Confirm changes

< O =

11:10 M9 1
< Order #7741579
Callum Saunderson (registered)

+447928756197

callum.saunderson@snappyshopper.co.uk

Billing address: Delivery address:;

23 Church drive 23 CHURCH DRIVE
Rhos On Sea COLWYN BAY

LL28 4PB LL28 4PB

Items Edit ltems

1x-Baker-StreetClassie HotDeg-Rolts-Pre-  £1-85
Cut 4 Pack

(RETURNED)

1 x Warburtons Family Bakers 5 Sesame £215
Soft & Sliced Bagels

1 x Calypso Ocean Blue Lemonade £2.39
1 x Appletiser 250ml £0.90

2 x Bernard Matthews Chicken Chunks 90g £2.18

1 x Goodfella's Stonebaked Thin Crust £4.45
Chicken Pizza 365g

< O

Fig 5.3.0 — Returned Product

Access the customer orders as per fig 5.1.0 and
then select the pen option as per fig 5.1.1.

On the editing items screen select the
“Returned” option against the product.

Once you are happy this is the correct product for
returning then select “Confirm Changes”

Fig 5.3.1

You can now go back into the customer’s order
and the changes will be visible.

The receipt can be re-printed for the customer to
reflect the changes.




5.4 - Refunding a Product

13:44 M 1

& Order #7811062

Driver Assigned Driver Not Assigned

Eleanor Test (registered)
07476000000

test@gmail.com

Billing address: Delivery address:

62B CASTLE STREET BIEL OF DUNCANSBY
Blackness Road

DUNDEE WICK

DDS 2EJ KW1 4YS /
Items Edit Items

1 x Volvic 1L £1.00
Other

Delivery cost FREE
Total

Total Cost £1.00

13:45 M T
<  Editing items

1 x Volvic 1L (£1.00) /

@ Picked O Edit O Unav O Returned

Pending refund: £0.00

Confirm changes

< O =

Fig 5.4.1

When viewing the order on the tablet device,
scroll down and click on “Edit Items”.

Fig 5.4.2

Click “Edit” on the specific product that you wish
to refund.




13:45 M4 1

<  Editing items

Volvic 1L

Price: £1.00 a 1

Original quantity: x1

Substitution item name

—

SCAN BARCODE

Substitutions Item

—_——

w
o
o
o
<
o
1)
—

New total: £1.00

13:45 M9 1

<  Editing items

Volvic 1L

Price: £1.00 0 0

Original quantity: x1

—

Substitution item name

Search by barcode

SCAN BARCODE

Substitutions Item

—
-

New total: £0.00

Fig 5.4.3

Reduce the quantity to 0 if you wish to refund
the entire product line.

For Example: If the customer ordered Volvic 1L
x2 and you only wanted to refund them for Volvic
1L x1, you would just reduce quantity to 1.

Fig5.4.4

Once you have reduced the quantity, click
“Confirm”.




Fig 5.4.6

You will now be asked if you would like to
confirm the refund.

Refund ltem Click “Confirm”.

Would you like to refund the item?

CANCEL  CONFIRM NOTE: Card refunds will generate automatically
but depending on the customers bank, it can take
anything from 1-10 working days to reach their
available balance.




Section 6 - End Shift

This section will cover how the Driver ends their shift and how the store
collects the cash from the Driver deliveries.

6.1 - End Shift / Driver Cash Collection

15194 ol T 288

@ Driver Test .

— Fig 6.1.0

The Driver has an option on the app to “Finish Shift”.
If the driver tries to “Finish Shift” before they return
tionare S the cash collected from customers to the store, the

system will not allow this to happen. See fig 6.1.1

Notes:
e The cash owed figure displayed does not include
any float they were given.
e Orders in grey are orders marked delivered by
driver.

e Ordersinred are orders declined by the driver.

Tips Today Cash L .

Please do not is app 9.
It's illegal to hold a phane or sat nav while driving or riding a metorcycle.

15:54 94 w =

24
@ Driver Test 2( :‘2):

Processed Fig 6 1 1
o
23 CHURCH DRIVE 11110

LL28 4PB Ay s If the “Finish Shift” option is selected when there
is cash owed on the app then it won’t let the

23 CHURCH DRIVE 16:50 . . . .
LL28 4PB - 56 mins Driver finish the shift.

The only way the Driver will be able to finish the

Cannot Finish Shift

The st cannot beended with shift is to go back to the store to return the cash

collected cash owed.

owed.

OK

NOTE:
e The store will need to process the cash
owed via the Tablet before the Driver can
finish their shift.

Finish Shift

Please do not use this app while driving.
1t's illegal to hold a phone or sat nav while driving or riding a motorcycle.




15:24 ME[F) T

Dispatcher

Orders Drivers

Show ALL drivers

Driver Test (E47.10) Active

1524 MH[E) 1

< Driver Detail

Driver Details

Name: DriverTest Change: £47.10 ¥»

Phone: 0792875619

[ e ]

There is no orders assigned to Driver Test

Driver Test

Fig 6.1.2

On the Store tablet, navigate to the “Dispatcher”
menu by clicking on the symbol highlighted.

Once on this screen, click on the “Drivers” tab at
the top of the screen.

Select the relevant Driver from your Driver list.

Fig 6.1.3

The next screen will display the Driver details and
how much cash is owed.

Select the “Return cash” button and you will be
presented with a screen to enter the value that
the Driver is physically handing over.




1524 MEH[E) 1

Cash returned (£):

15225 M) 1

) Success!

Successfully returned £47.10

Fig 6.1.4

Count the cash that the Driver gives to you and
make sure it matches what the system indicates
they owe.

Enter the figure into the device. In this example
the value to enter is £47.10. Press “Ok” once
value has been entered.

Fig 6.1.5

The system will now display a message
confirming the return of the money owed by the
Driver.

As you can see in the background, the value now
registered against that Driver has changed to
£0.00




15:514

® Driver Test

Pending - Snappy Shopper Test

23 CHURCH DRIVE 16:50 )
LL28 4PB 58 mins Fig 6.1.6

rocessed
Frocessee The Driver app will now update to show the cash

T - owed is now £0.00 and this will allow the Driver

LL28 4PB - 41 mins to select the “Finish Shift” button.

Tips Today Cash ek Ghi

Please do not use this app while driving,
It's illegal to hold a phene or sat nav while driving or riding a motercycle,




Section 7 — Introduction to the Dispatcher Screen

This section will cover the Dispatcher screen view on the tablet device. This
area can be used to see an overview of your orders and drivers.

7.1 - Dispatcher Screen

09:55 1 1

Orders

Fig 7.1.1

Show PENDING orders only

23 May 2023 Click on the “truck” symbol to view the

O S{S?’_,’t?jﬁ?iff”/“m% e “Dispatcher” screen showing Orders and Drivers.
Donnellan

4 May 2023

1 4 11:14
o Y Order #7557108 (04/05/23 ) £0.00

KW1 4YS, Jemma Connell (EEEEE

4 Apr 2022

o [ Order #3852532 (04/04/22 15:18) £8.92

KW?1 4YS, Evan Madge
Order #3852513 (04/04/22 15:16)

W kw1 4YS, George £8.99
Mackenzie m

Order #3849979 (04/04/22 11:38)
“ KW1 4YS, Paula Wilson

£7.00

8 Jul 2021

den MANAANEA IANINT NS AN A\

S :
mle ¥ W q
| -~

<

1348 (9 1

Dispatcher

Fig 7.1.2

Show UNALLOCATED orders only

In this view, you can see the delivery status of all
your orders.

26 May 2023

Order #7769801

Not Ass ed
Delivery at 14:50 - 15:05 ot Assignec

Order #7769786

Delivery at 14:45 - 15:00

Order #7769780
Delivery at 14:45 - 15:00

=

=

f=

8:?5:::7?16?3% 14:15 EnRoute fa)
=

=]

=

Order #7768906

En Route
Delivery at 13:35-13:50

Order #7768896

En Route
Delivery at 13:35-13:50

Order #7768884

Declined
Delivery at 13:35 - 13:50

22 Mawv 2N22

& B 9 ¥ v Q

< O =



14555 A4 1

Dispatcher

Show ALL drivers

Ellie Test Driver (£0.00) Not Active

135391 M

< Driver Detail

Driver Details

Fig 7.1.3

If you click on the “Drivers” button highlighted,
you can view the active status of all your Drivers.

A Driver must login to their Driver App account to
appear as Active on the Tablet Device.

Name: DriverTest Change: £85.03 ¥

Phone: 07928756197

Driver Orders

Order #7769786

Order #7769780

Order #7769227 En Route
Order #7768906 En Route

PENRHYN
BA
Driver Test
R‘\"sgd

& X! @

Fig 7.1.4

If you click on the Drivers name as seen in Fig
7.1.3, you can view additional details about the
Driver; Orders assigned, phone number and how
much cash they owe the store when finishing
their shift.




