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RT01 - Move Inventory to Sales Floor Room 

Learn how to move an eligible inventory item from an Inventory Room to 
the Sales Floor Room for dispensing. 

 
Move to Sales Floor Room 
1. Click Inventory Item 
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2. Select the Move to Room action 

 
3. Click Move to Sales Floor Room 
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4. Click OK to confirm moving the inventory item to the sales floor room 
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RT02 - Moving Sales Floor Inventory Items Back to Main 
Inventory Rooms 

Learn how to move inventory items from a sales floor room back to a 
main inventory room. This guide covers selecting items and completing 
the transfer. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Move Sales Floor Item to Main Inventory 
2. Click Item ID to open Item Details 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Select Destination Room from the dropdown 

 

4. Click Move Back to Inventory 
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5. Click OK to confirm moving item back to main inventory 
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RT03 - Look Up a Medical Patient 

Learn how to look up a medical patient by their Medical Cannabis Card ID. 
This guide covers searching for and retrieving patient records. 

 
Open Sales Floor Room 

1. Navigate to Sales Floor Room 
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Look Up Medical Patient 
2. Click Look Up Medical Patient 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Enter the Medical Cannabis Card ID number 
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4. Click Look Up Patient 

 
 

 
5. View Patient Information 
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RT04 - Dispense Products for Sale 

Learn how to dispense cannabis products for sale on the sales floor. This 
guide covers adding items to a ticket and completing checkout. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Dispensing Process 
2. Click Dispense to begin a new sale 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Select the Customer Type from the dropdown 
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4. Select the Dispense Type from the dropdown 
 

 
5. Click into the Search Item field to search sales floor inventory 
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6. Select the Product you want to add to the ticket 
 

 
7. Click Add to Ticket 
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8. Enter the Quantity for the item 
 

 
9. Enter the Dollar Amount for the item 
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10. Enter the Tax Amount for the item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. Click Check Out 
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12. Click OK to confirm the checkout 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. Click OK to close new ID window 
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RT05 - Dispense Products for Medical Patients 

Learn how to dispense cannabis products for medical patients on the 
sales floor. This guide covers selecting products, entering patient card 
information, and completing checkout. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Dispensing Process for Medical Patients 
2. Click Dispense 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Select the Medical option from the Customer Type dropdown 
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4. Select the Dispense Type from the dropdown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Click into the Search Item field to search sales floor inventory 
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6. Select the Product you want to add to the ticket 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Click Add to Ticket 



24 | P a g e  
 

8. Enter the Quantity for the item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Enter the Dollar Amount for the item 
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10. Enter the Medical Cannabis Card ID for the patient 
 

 

11. Click Enter to populate Medical Information fields 
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12. Click Check Out 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. Click OK to confirm the checkout 
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14. Click OK to close the new ID window 
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RT06 - View Sales History 

Learn how to view sales history records. This guide covers locating a 
transaction and printing the details. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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View Sales History 
2. Click the Sales History tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click Sale ID
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4. View or Print sale details 
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RT07 - Add a New Courier Driver 

Learn how to add a new courier driver. This guide covers entering the 
driver's details and license information. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add Courier Driver 

2. Click Courier Drivers tab 
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3. Click Add New Driver 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Enter the First Name 
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5. Enter the Last Name 
 

 
6. Select the License State from the dropdown 
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7. Enter the Driver's License (Last 4 Digits) 
 

 
8. Click Save 
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9. Click OK to confirm adding driver 
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RT08 - Add a New Courier Vehicle 

Learn how to add a new courier vehicle. This guide covers entering vehicle 
details 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add Courier Vehicle 

2. Click Courier Vehicles tab 
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3. Click Add New Vehicle 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Enter the Vehicle Nickname 
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5. Enter the Make 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. Enter the Model 

 



39 | P a g e  
 

7. Enter the Year 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
8. Enter the Color 

 



40 | P a g e  
 

9. Enter the License Plate 
 

 
10. Enter the VIN 
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11. Enter the Vehicle Description 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
12. Click Save 
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13. Click OK to confirm adding vehicle 
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RT09 - Dispense a Delivery Order 

Learn how to process a retail delivery order. This guide covers selecting a 
driver and vehicle, entering delivery details, adding items to a ticket, and 
completing checkout. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Delivery Dispensing Process 
2. Click Dispense to begin a new sale 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Select the Customer Type from the dropdown 
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4. Select the Delivery option from the Dispense Type dropdown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Select the Retail Delivery option from the Delivery Fulfillment dropdown 
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6. Select the Driver from the dropdown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Select the Vehicle from the dropdown 
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8. Enter the Delivery Address 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Enter the Travel Route 
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10. Click into the Search Item field to search sales floor inventory 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. Select the Product you want to add to the ticket 
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12. Click Add to Ticket 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. Enter the Quantity for the item 
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14. Enter the Dollar Amount for the item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
15. Enter the Tax Amount for the item 
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16. Click Check Out 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
17. Click OK to confirm the checkout 



52 | P a g e  
 

18. Click OK to close the new ID window 
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RT10 - Request a Delivery Agreement 

Learn how to request a delivery agreement for your inventory location. 
This guide covers selecting a courier and submitting the request. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Request Delivery Agreement 
2. Click Delivery Agreements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click Request Delivery Agreement 
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4. Search and select Courier to request delivery agreement 
 

 
5. Click the acknowledgement checkbox 
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6. Click Submit 
 

 
7. Click OK to confirm Delivery Agreement Request 
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8. Agreement Status displays Pending until request is accepted by courier 
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RT11 - Certify A Delivery Agreement 

Learn how to certify a delivery agreement. This guide covers reviewing a 
pending request and confirming certification. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Certify Delivery Agreements 
2. Click Delivery Agreements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click Review & Certify (Agreement Status must show "Pending Your Certification") 
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4. Click the acknowledgement checkbox 
 

 
5. Click Certify Agreement 
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6. Click OK to confirm certification 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Agreement Status displays as Active 
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RT12 - Dissolve a Delivery Agreement on RLD Platform 

Learn how to dissolve a delivery agreement. This guide covers locating 
the agreement and finalizing the cancellation. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Dissolve Delivery Agreements 
2. Click Delivery Agreements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click View Agreement (Agreement Status must show "Active") 
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4. Click Dissolve Agreement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Enter the Reason for Dissolving Agreement 
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6. Click Confirm Dissolve Agreement 
 

 
7. Click OK to confirm dissolving agreement 



66 | P a g e  
 

8. Agreement Status displays as Dissolved
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RT13 - Dispense a Courier Delivery Order 

Learn how to dispense products for a courier delivery dispatch. This 
guide covers configuring transit details, defining a travel route, adding 
items to a ticket, and completing checkout. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Dispensing Process for Courier 
2. Click Dispense to begin a new sale 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Select the Customer Type from the dropdown 
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4. Select the Delivery option from the Dispense Type dropdown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Select the Courier Delivery option from the Delivery Fulfillment dropdown 
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6. Select the Courier from the dropdown (must have an active delivery agreement with 
a courier) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Select the Driver from the dropdown 
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8. Select the Vehicle from the dropdown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Enter the Delivery Address 
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10. Enter the Travel Route 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. Click into the Search Item field to search sales floor inventory 
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12. Select the Product you want to add to the ticket 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. Click Add to Ticket 
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14. Enter the Quantity for the item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
15. Enter the Dollar Amount for the item 
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16. Enter the Tax Amount for the item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
17. Click Check Out 
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18. Click OK to confirm the checkout 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
19. Click OK to close the new ID window 
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RT14 - View or Print Delivery Manifest 

Learn how to view or print a delivery manifest. This guide covers locating 
a delivery transaction and printing the manifest for your records. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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View or Print Delivery Manifest 
2. Click the Sales History tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click the Sale ID barcode for a Delivery order 
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4. Click Print 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. View or Print Delivery Manifest 
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RT15 - Void a Dispense 

Learn how to void a dispense record. This guide covers locating the 
transaction and finalizing the void so inventory quantities are corrected. 

 
Open Sales Floor Room 

1. Navigate to a Sales Floor Room 
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Void a Dispense 
2. Click the Sales History tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click the Sale ID barcode 
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4. Click Void Dispense 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Enter a Reason 
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6. Click Void Dispense 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Sale Details will now display a voided dispense notice 
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