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Chapter

1

Getting Started

In this section, you will learn how to obtain a username XE "username"  and password XE "password" 

Username and Password XE "Username and Password" 
Y

ou can obtain your username XE "username"  and password XE "password"  simply by calling Sunshine State Messenger Service at 800-327-8520.  Once you call you are on your way to placing your very first order online.

icon key

· Tips

To setup your username XE "username"  and password XE "password"  call 800-327-8520.  You can even add additional users to your business account.  Each user can setup their own user preferences.

Logging In for the First Time

Open your Internet browser and enter www.sunshinedelivers.com.  Click on Order and Track your package now, in red font.  A pop-up window will open.  Read this reference and then click the x in the upper right hand corner.

Entering Your Username and Password XE "Entering Your Username and Password" 
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All usernames and passwords are case sensitive.  Lower case letters are used as a rule.  If you have any problems, please contact Sunshine State Messenger Service at 800-327-8520.

Setting up User Preferences XE "Preferences" 
T

he Users Preferences XE "Preferences"  page enables the user to specify the defaults, which are loaded into the order entry page.  To specify the user preferences select the order type, this determines where the address is loaded.  If ‘pickup’ is selected the pickup address will be loaded.  If ‘delivery’ is selected then the delivery address will be loaded..  Specify which amount and service type to use.

To set the default address XE "default address" :

Select an address from the ‘Address’ list box or type in an address. Set the ‘Default Address’ field to ‘Set Default’ and click the ‘Update’ button.  When the user goes to the Order Entry page the new defaults will be loaded.

To clear the default address XE "default address" :

Set the ‘Default Address’ field to ‘Clear Default’ and click the ‘Update’ button.

To add, modify, and delete an address XE "add, modify, and delete an address"  to my Address Book XE "Address Book" :

The user can add an address XE "add an address"  to the address book in two ways.

1. By selecting ‘Add to Address Book’ XE "Address Book"  on the order entry page

While entering an order, the user can save both the pickup and delivery address by selecting the ‘Add to Address Book’ XE "Address Book"  option which is just below each address.  This function is useful when the user is manually entering an order and an address.

2. By selecting the ‘Address Book’ XE "Address Book"  menu item
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This will load the address book and allow the user to add, modify, and delete addresses from the Address Book XE "Address Book" .

To add an address XE "add an address" , the user should select ‘Setup’ ‘Addresses’ ‘Add’.  Enter all required fields and then click ‘Add’.  Required fields are indicated in red.
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To modify an address XE "modify an address" , the user should select ‘Setup’ ‘Addresses’ ‘Modify’.  Select an address and click ‘Modify’.  This loads the address on the screen.  Make the necessary changes and click ‘Modify’.
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To delete an address XE "delete an address" , the user should select ‘Setup’ ‘Addresses’ ‘Delete’.  Select an address and click ‘Delete’.  This permanently deletes an address from the online database. 

To add, modify, and delete an reference to my Reference XE "Reference"  List:

The user can add a reference XE "add a reference"  to the reference list in two ways.
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By selecting ‘Save Ref’ on the order entry page

While entering an order, the user can save the reference by entering a reference number XE "reference number"  and selecting the ‘Save’ checkbox, which is just above the reference field.  This function is useful when the user is entering in an order and manually entering a new Reference XE "Reference" .

2. By selecting the ‘Reference XE "Reference" ’ menu item

This will load the reference list and allow the user to add, modify, and delete references from the Reference XE "Reference"  List.
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To add a reference XE "add a reference" , the user should select ‘Setup’ ‘References’ ‘Add’.  Enter the new value and click ‘Add’. 
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To modify a reference XE "modify a reference" , the user should select ‘Setup’ ‘References’ ‘Modify’.  Select an reference and click ‘Modify’.  This loads the reference on the screen.  Make the necessary changes and click ‘Modify’.
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To delete a reference, XE "delete a reference"  the user should select ‘Setup’ ‘References’ ‘Delete’.  Select a reference and click ‘Delete’.  This permanently deletes a reference from the online database.
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Placing an Order XE "Placing an Order" 
In this section, you will learn how to place an order online.

Entering the Order XE "Entering the Order" 
T

o enter a new order XE "enter a new order" , the user should fill out all of the required fields on the Order Entry Page.  These fields are indicated in red.  The user will need to select the account, vehicle type, service type, and return service type (if applicable).  If the user has an internal reference number XE "reference number" , that number should be put in the Reference XE "Reference"  field.  If no reference is required, leave the default #.

Entering an address manually XE "Entering an address manually" , 
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Simply fill out the required fields indicated in red for both the pickup and delivery locations.  Then select the checkbox labeled ‘Add To Address Book’ XE "Address Book" 
Using an address from the Address Book XE "Address Book" , 
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Select the address from the address list box in the center of the page.  Select ‘Fill PU Addr’ button to fill out the pick up address fields.  Select ‘Fill DEL Addr’ button to fill out the delivery address.  There is also a ‘Swap Addrs’ button that swaps the pick up and delivery fields. 

Special Instructions XE "Special Instructions" 
The user can also specify special instructions for both the pick up and delivery locations by simply typing those instructions into the appropriate text area.

Setting the date and time XE "Setting the date and time" 
The date and time are defaulted to the current date and time.  The user should not change these unless the order is to be executed in the future.

Sending the order through XE "Sending the order through"  
To send the order to Sunshine State Messenger Service, click the ‘Send Order Now’ button.

Waiting for confirmation XE "Waiting for confirmation" 
‘Wait for Confirmation’ means that the user will get a confirmation page and an email, which will show the control number of the order once the order has been processed.  The advantage of not waiting for a confirmation is that transaction is processed faster than usual.
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If the user elects to not wait for confirmation, then use the ‘Track Orders’ menu item to see the details and control number of the order sixty seconds after.  You will not receive e-mail if you don’t ‘Wait for Confirmation’. 
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Tracking Orders XE "Tracking Orders" 
In this section, you will learn how to track all of your orders.  Whether they were called in on the phone or placed on the internet.  Relief is just a click away.

Today’s Orders XE "Today’s Orders" 
T

o view the current status of the orders entered today, the user simple clicks on ‘Today’s Orders XE "Today’s Orders" ’ under the menu item ‘ Track Orders’.  This loads a page, which shoes a brief status of the orders entered today (by default).

[image: image12.png]Reference [1111 5] | Modify



The Today’s Order page also enables the user to see the status of orders entered over a date range.  Modifying the date range at the top of the page and click ‘Go’ will accomplish this. 

Advanced Search XE "Advanced Search" 
T

his allows you to search orders based on certain criteria.  Select ‘Advanced Search XE "Advanced Search" ’ under the menu item ‘Track Orders’.  This loads the Order Tracking page, which enables a user to specify search criteria, such as, the control number, BOL number, date entered, date delivered, service type, etc…

 Dates can be single dates or date ranges.  Dates should be entered in one of the following formations.

dd-mmm-yyyy and dd/mmm/yyyy.
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Entering a value between 1 and 31 automatically creates a valid date for the current month and year.  For example, if the current date is July 4, 2000 then putting the number 3 in the ‘Date Entered’ field will automatically fill in the field with the value of ‘03-Jul-2000.
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Detailed Reporting XE "Reporting" 
This section allows you to save time and money by reducing your back office expenses with its detailed reporting capabilities.

Cost Summary XE "Cost Summary" 
T

he cost summary shows the pick up date, reference, control number, delivery date, who signed, the total cost of each order, and who requested the order.  Select ‘Cost Summary XE "Cost Summary" ’ under the menu item ‘Reports’.  This loads a page that allows you to enter search criteria for your report.  Once you specify your details click ‘Get Report’.  This report gives you the total cost of each order, the total cost each day, and the total cost of all orders displayed

Delivery Summary XE "Delivery Summary" 
T

he delivery summary shows the pick up date, reference, control number, delivery date, who signed, and who requested the order.  Select ‘Delivery Summary XE "Delivery Summary" ’ under the menu item ‘Reports’.  This loads a page that allows you to enter search criteria for your report.  Once you specify your details click ‘Get Report’.  This report gives the same details of a Cost Summary XE "Cost Summary"  report minus the total cost of each order.
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