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CR01 - Certify Delivery Agreements 

Learn how to review and certify a pending Delivery Agreement. 

 
Delivery Agreements 

1. Click the Delivery Agreements tab 
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Certify an Agreement 
2. Click Review & Certify on a pending delivery agreement request 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click the acknowledgment checkbox 
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4. Click Certify Agreement 
 

 
5. Click OK to confirm certification 
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CR02 - Request Courier Delivery Agreement 

Learn how to submit a Delivery Agreement request to a Retail/Consumption 
business and place the agreement into Pending status for review. 

 
Delivery Agreement 

1. Navigate to Delivery Agreements tab 
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Request Delivery Agreement 
2. Click Request Delivery Agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Search and select the Retail/Consumption Business 
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4. Click the acknowledgment checkbox 
 

 
5. Click Submit 
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6. Click OK to confirm agreement request 
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CR03 - View Deliveries / Print Manifest 

Learn how to view assigned deliveries and print the associated delivery 
manifest. 

 
Deliveries 

1. Click the Deliveries tab 
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View Existing Delivery 
2. Click the Sale ID 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click Print 
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View or Print Manifest 
4. View or Print the manifest 
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CR04 - Add a New Courier Driver 

Learn how to add a courier driver and save the required driver information. 

 
Courier Drivers 

1. Click the Courier Drivers tab 
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Add a New Courier Driver 
2. Click Add New Driver 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Fill out Add New Driver information 
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4. Click Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Click OK to confirm adding the driver 
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CR05 - Add a New Courier Vehicle 

Learn how to add a courier vehicle and save the required vehicle 
information. 

 
Courier Vehicles 

1. Click the Courier Vehicles tab 
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Add New Courier Vehicle 
2. Click Add New Vehicle 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Fill out Add New Vehicle information 
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4. Click Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Click OK to confirm adding the vehicle 
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