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Navigating Dispatcher
Logging In

At the beginning of training, you’ll receive your login credentials (username and password)
from either the Dispatcher team or your administrator. Your username will be the email
address associated with your profile. Therefore, each user must have a unique email address.

If you ever need to reset your password, visit
https://app.dispatcher.com/initialize-password-reset.

View a list of all active and deactivated users within your company by navigating to the
Company Team section. Add, deactivate, or reactivate past profiles at any time. If you
deactivate a user that you do not plan on filling the position for, contact Client Support
so your subscription is adjusted accordingly.

Accessing the Web App

Dispatcher is a cloud-based web application, meaning you can access it from anywhere with
an internet connection. Simply open your preferred web browser on your computer, phone, or
tablet and navigate to app.dispatcher.com in the address bar.

For quick access on your computer, you can save Dispatcher to your favorites or bookmarks.
You can also save an icon on your mobile home screen:

1. Go to app.dispatcher.com on your phone’s browser
2. Click the share button on iOS or menu icon on Android
3. Select Add to Home Screen

Accessing the Mobile App

The Dispatcher.com Mobile App is available for both Android and iOS devices. Simply search
for "Dispatcher.com” in the appropriate app store:

e Play Store (Android)
e App Store (i0S)

Once downloaded, use your login credentials to access the app.

« Dispatcher Tip: While the Dispatcher mobile app offers some administrative capabilities, it is
primarily designed for drivers. We encourage administrators to download the Dispatcher.com
Mobile App on their own devices, create a test account, and test tickets to gain a driver’s
perspective. This will help determine how to best utilize each field and feature to suit your
team’s needs.


https://app.dispatcher.com/initialize-password-reset
http://app.dispatcher.com
http://app.dispatcher.com/

Dispatcher Homepage

When you first login, you will see the homepage. You can always navigate back to this
page by clicking the Dispatcher logo or the home icon in the main menu.

DISPATCHER Dispatch  Invoices  Tickets  Jobs  Accounts  Assets  Reporis | ‘. ® &

Today’s Tickets

Two charts provide a snapshot of the status of your tickets for today. View by Driver,
Ticket Type, or Asset Type and click on a piece of the charts to view additional details.

Recent Activity

Today‘s Tickets (-I 6) Today's Tickets by DRIVER  TIKETTYPE  ASSETTVPE
N Open EnRoute [N Completed I Cancelled
. Open-7 Alyse Brodhead
EnRoute - 3

B Completed -5
m— Cancelled - 1

Carl Hauler

Company Activities & Comments

At the bottom of the page is a running log of activities and comments to track what
actions are being taken, when, and by who.

1. Click Home
DISPATCHER

2. Click Show Activities

Your Company Actlivities & Comments

SHOW ACTIVITIES i

‘Your Company Activities & Comments
Ticket D55C2E has been marked complete v
By Alyse Brodhead Friday, February 23rd 2024, 9:22:09 am
Asset 20-18 has been added to Job #320 (-]
By Alyse Brodhead Friday, February 23rd 2024, 9:20:28 am
Asset 20-18 has been removed from Site HQ (-]
By Alyse Brodhead Friday, February 23rd 2024, 9:20:28 am
Ticket 2775C6 has been flagged ]
B8y Demo Dispaicher Friday, February 23rd 2024,9:19:21am
Ticket C3F8E8 has updated value for weight ticket number from blank to 245877 AN
B8y Demo Dispatcher Friday, February 23rd 2024, 9:19:09 am
Ticket C3F8E8 has updated value for weight from 0.0 to 1524.0 A
By Alyse Brodhead Friday, February 23rd 2024, 9:19:00 am
Ticket 304D31 has been reassigned from unassigned to Alyse Brodhead AN




Customer and Tech Support
If you have a question, need support, or have any feedback, click the message icon in
the bottom right corner to chat with a member of our client support team.

1. Click the Message Icon
2. Click Send us a message to write in a new comment
3. Click Messages to view previous conversations

Dispatcher

Todayls T|Cke‘ts by DRIVER  TICKETT] ‘:%“.

. Oven EnRoute [ Completed Wa typically reply in a faw hou

Michael McGeady -
e _

[ Powered by intercom

Hello! Can | create more than one ticket at
st 7

iTes & a time if | have a recurring service:

Account Settings
Access account settings by clicking the gear icon in the top right to edit:

o Company Settings: name, address, phone number
o Required Actions: actions drivers need to do to complete a ticket
o Driver Assignment: which users should appear in the Driver List Options
o Billing and Invoice Settings: multiple settings and message templates
o Company Team: creating or deactivating user profiles
o Ticket Types: categories of actions taken on your assets, such as deliveries,
swaps, and pickups
o Asset Types: names used to categorize your assets, such as 10 Yard, 20 Yard, etc.
o Site Types: category names used to group all of your sites, such as landfills and
storage yards
o Sites: specific locations drivers visit everyday
o Fee Types & Descriptions: line items you typically invoice, including the dollar
amount and associated notes to provide clarity

Discover more about these features in the Account Setup section of this manual.
Users assigned an Admin role can access and edit account settings.



Account Setup
Company Team

Manage user profiles from the Company Team page, where you can create, deactivate, and
reactivate profiles. There are two roles a user can be within Dispatcher:

e Administrator

e Driver
Role Access features from Access features from Access and Edit Create, edit, View and edit
Permissions the Dispatcher.com the Dispatcher.com Account assign and all Tickets assigned
Mobile App web browser App Settings Drivers’ Tickets to self
Admin
Driver O O O

How to Create a New User

If the profile for a prior team member already exists, refer to the instructions on reactivating
a user before creating a new profile. You cannot use the same email address for multiple
users, as the email address serves as their unique username and is used to reset passwords.

1. Click Settings
2. Click Company Team

Company Settings

Company Team

3. Click Add Team Member

Aoo T ENEER ©

4. Fill out the appropriate details
&  Create a New Team Member

First Name
Alyse

Last Name

Support

Email
support@dispatcher.com

Primary Phone Number

855-757-6400

Role
Driver -

Show User Icon on Dispatch Map?
@®ves Ono

Password

Confirm Password




5. Click Save New Team Member

Send the password you created to the new user. Their email is their username.

Direct drivers to download the Dispatcher.com Mobile App on their device. Driver Training
Resources: Dispatcher Video - New Driver Overview and Quick Start Guide for Drivers.

¢ Dispatcher Tip: Download the Dispatcher.com Mobile App on your own device, create a test
account, and test tickets to gain a driver’s perspective. This will help determine how to best
utilize each field and feature to suit your team’s needs.

How to Deactivate a User

Deactivating a user will remove their access from Dispatcher. All active tickets assigned to the
profile must be closed or reassigned prior to deactivation.

1. Click Settings

2. Click Company Team

3. Click the appropriate user’s profile
4. Click Deactivate User

DEACTIVATE USER @

How to Reactivate a User

Use this feature to restore all information associated with a former teammate. Since an email
address serves as a unique username and is used to reset passwords, you cannot use the same
email address for multiple users. Therefore, it’s important to reactivate profiles rather than
create new ones.

1. Click Settings
2. Click Company Team
3. Click Show Disabled

@® Show Disabled

4. Click the appropriate user’s profile
5. Click Activate User


https://dumpsters.wistia.com/medias/5pg33v6e8b
https://dispatcher.com/documents/quick-start-guide-for-drivers.pdf

Create Ticket Types

Ticket Types are the categories of action taken on your assets. For example: Delivery,
Empty & Return, or Final Removal. Add and edit Ticket Types as needed to understand
the type of services.

1. Click Settings
2. Click Ticket Types

Company Settings

Ticket Types

3. Click New Ticket Type

4. Fill out the appropriate details
o Name: type of action or service taken on your asset
o Short Code: displayed on the map and other areas where full name is too long
o Default Billing Status (optional): only set to automatically default a billing
status per ticket type if the type will always be Invoiced, Paid, or Not
Billable. For example, if there is a service that does not accrue a charge,
select Not Billable

& Create a New Ticket Type

Name and Short Code

Ticket Type Name Ticket Type Short Code

Delivery DE

Settings

Default Billing Status

5. Click Save New Ticket Type

« Dispatcher Tip: You can create as many Ticket Types as needed for your company so use them
as needed to communicate effectively with your drivers and admins. Feel free to be creative and
add emojis or use Ticket Types as helpful reminders. For example, a "Schedule Pickup &," Ticket
Type can serve as a reminder for you or your team on applicable days.



Create Asset Types

Asset Types are the names used to categorize assets, or types of bins available. For
example: 10 Yard Dumpster, 20 Yard Dumpster, or 30 Yard Dumpster.

1. Click Settings
2. Click Asset Types

Company Settings

Asset Types

3. Click New Asset Type

4. Fill out the appropriate details
o Name: typically the size or type of container being transported
o Short Code: displayed on the map and other areas where full name is too long
o Default Billing Status (optional): only set to automatically default a billing
status per asset type if the type will always be Invoiced, Paid, or Not Billable.
For example, if there is a container that does not accrue a charge, select Not
Billable

& Create a New Asset Type

Name and Short Code
Asset Type Name Asset Type Short Code

10 Yard 10

Settings

Default Billing Status

5. Click Save New Asset Type




Create Site Types

Site Types are the category names used to group all of your sites, or locations visited by
your drivers. For example: Landfills, Container Yards, or Repair Shops. Adding Site Types
is a critical first step to adding Sites, which allow you to direct Drivers to the right
stops, report on weight totals at each location, and accurately report on where Assets
are located.

1. Click Settings
2. Click Site Types

Company Settings

Site Types

3. Click New Site Type

4. Fill out the appropriate details
o Name: the category name of the type of locations drivers visit everyday
o Short Code: displayed on the map and other areas where full name is too long

& Create a New Site Type

Site Type Name

Landfill

Site Type Short Code (2 Characters)

Lf

5. Click Save New Site Type

10



Create Sites

Sites are specific addresses drivers visit everyday that are not a job address like your
local transfer stations or landfills.

1. Click Settings
2. Click Sites

Company Settings

Sites

3. Click New Site +

4. Fill out the appropriate details

o Site Type: the category name of the type of locations drivers visit everyday
Name: displayed on the map and other areas where full name is too long
Disposal Cost (per ton): amount of money per ton it costs to unload at a site,
only visible to admin users
Location: Click the Google populated address to pinpoint location on the map
Notes (optional): Share Site details such as operating hours or debris material
criteria, visible to both admin and driver users
& Create a Site

O
O

Site Type

Landfill

Unique Site Name
Cuyahcga Materials

Site Disposal Cost (per ton)

475

usues %
, Mater Avenlla (¢ ; o Commercial
s Map Satellite Cuyahoga Materials Co, Rockefeller Avenue, Cleveland, OH E Ullman Lubrit T2
Creveranu 1ermmman E L
Q i ¥
) %,
Jefferson Ave /’60,/ -
=} Cuyahoga Materials American Bronze/ %, o
= Family Bronze chusy W
Iniversal Oil \nco B Chuck,.. .t
2 g Dumpster Rel
L ® m
% 2 Rockport Rwd,vM'xQ Buckeye \ntermndalo 8 +
2 @ g3t st
Go g\e\ - {50}

faa)
X Keyboerd shortcuts - Map dste 2024 Terms Report a map emor
Site Notes

Open M-S 6:30a-6p

Collects waste and concrete

5. Click Save New Site

Disposal Costs: Add your costs and view them throughout Dispatcher to help you and your
administrators make the most informed decisions.

11



Set Required Actions

Determine the actions drivers need to complete before completing Tickets to more
accurately manage inventory and ensure the right information is added to each Ticket.

Requirement Options

Requiring drivers to complete one Ticket before starting the next ensures all tasks and
requirements are met before moving to another Ticket.

Requirement Options

Require driver to complete a ticket before starting the next one

1. Click Settings
2. Click Company Settings

Company Settings

3. Click Set Required Actions
SET REQUIRED ACTIONS
4. Check the actions you’d like to require per each Ticket Type

Required Actions to Complete a Ticket

Please note: To help avoid issues when completing tickets, if you have selected to require Removing an Asset, please ensure that you have Adding an Asset checked off for at least one Ticket Type.

Ticket Type Add an Asset @ Remove an Asset @ Enter a Weight @ Add an Image @
Delivery (DE) 0 O
Empty & Return (ER)

Final Removal (FR) O

Complete with Exception: If a driver is unable to fulfill a required action, they have the option
to Complete Ticket With Exception, where they must provide a reason for not completing the
required details. Administrators can then track and review exception notes.

DISPATCHER Dispatch  Invoices  Tickets ~ Jobs  Accounts  Assels  Reports . 3 ‘- 0 Q
i OVERDUE TICKETS
Search Tickets
Start Date End Date Ticket ID Job ID
Account Name Asset Type Ticket Type Driver Name
Status Flagged Billing Status Exception
Street Address city Postal Code Completed With Exception
No Exception

12



Select Default Weight Unit

Utilize our unit of measurement settings to ensure your team accurately tracks weights,
reports data, and charges fees accordingly.

By selecting a default unit of measurement, all Tickets will automatically display in this
weight unit. Admin users can update the unit and view conversions on individual Tickets.
Drivers can select the weight unit they are recording when entering weight in the
Dispatcher.com Mobile App.

Set your default unit of measurement under Company Settings.

1. Click Settings
2. Click Company Settings

Company Settings

3. Select Default Weight Unit
4. Click Update Default

Select Default Weight Unit

The selected default weight unit will appear as the default unit for the drivers on the app

Tons M UPDATE DEFAULT

Users can choose to view weight in Pounds, Tons, or Cubic Yards. Canadian users can also select
Kilograms or Metric Tons.

Note: If Cubic Yards is entered, other values will not be displayed as there is no conversion. Tons
will be displayed as Imperial Tons (T) and metric tons (t).

View and Update Weight for Individual Tickets.

1. Click Tickets
DISPATCHER

2. View Weight as entered by the Driver for the appropriate Ticket
DISPATCHER

Dispatch  Invoices  Tickets Jobs  Accounts  Assets  Reports S ‘. 0 *

Weight
Billing Ticket Asset  Account Ticket
O w» Flagged ~Status Status Date  Type Type Name JobID  Address Weight | | Number Driver Action
O wsies =3 ® Invoiced  Jan30,  Final 10Yard  Yellowcreek 140  GreatBrewing | 4454554 | N/A  None
2025 Removal  (10) Const Company Tons
(FR) Cleveland, OH
44113(GLBC,
Brick)
O seas ® Invoiced  Mar16,  Switch 40Yard  ABC 52 762 Mentor 44444 | N/A - Steve
02 (W) (40) Roofing Avenue Pounds Driver
Painesville, OH
44077
O e ® Invoiced  Decs,  Final 40Yard  Cleveland 50 3584 Oxford 15000 | N/A Michael
2024 Removal  (40) Construction Circle Westlake,|  Pounds McGeady O
(FR) &Demo OH 44145

13


https://downloads.intercomcdn.com/i/o/s9rucsdw/1368716888/e4abcbcefc6736bf2a402f0d3921/image.png?expires=1739374200&signature=948ddbab7df8344a847f307ee90dfc0d637680c142ef8e30452d63aa53eed3d3&req=dSMhHs5%2Fm4lXUfMW1HO4zccRLazf3Ip%2F8MhnRJWxpVbIfNpwzufeUm%2Blb4lc%0ACxvn%0A

3. Search for the appropriate Ticket
4. Click the Ticket ID

a o Flagged Status Billing Status  Date | TicketType  AssetType  AccountName JobID  Address Weight EEE?; Driver Action
a =1 Pending 25;17 Switch (SW) 10 Yard (10) C‘(eH:)wcreek 323 :Szrescgt;i:fgﬁ NA A None
5. Click Edit Ticket to update Weight Unit

Ticket Details Edit Ticket

@ Requested Time Range Not Specified

2% Asset Type 14 Yard (14)

B Ticket Type Delivery (DE)

%« Weight 5445 Pounds / 2.723 Tons

Drivers can select the Weight Unit type in the Dispatcher.com Mobile App to match the
unit provided by the disposal facility when adding weight to a Ticket.

< Back Weight Done
Weight
2000
Weight Unit
un
Tons
1 2 3
ABC DEF
4 5 6
GHI JKL MNO
7 8 9
PQRS TUuvV WXYZ
0 &

14



Enable Customer SMS

In today’s world, exceptional communication is expected. This feature ensures you not
only meet but exceed those expectations, streamlining operations and boosting
customer satisfaction. Customers will be automatically notified when a service is
scheduled, started, and completed—keeping them in the loop every step of the way.

1. 1. Click Settings
2. Click Company Settings

Company Settings

3. Click SMS Settings
SMS SETTINGS
4. Click Enable SMS

5. Check the appropriate message types: On Creation, Enroute, and On Complete to be
sent per each Ticket Type

&  Customer SMS
Global setup for SMS Communication to Customners.
Note: Enabling or disabling SMS will affect all Accounts and Jobs. However, customer opt-outs will still be respected.
Ticket Type Name On Creat Enrout On Complete
Beacon 86
Delivery (DE)
Delivery - Con (DC)

Once enabled, messages will be sent to the primary and secondary contacts of the Job.
Customize which Accounts and Jobs receive updates by disabling notifications if needed.

Disable SMS Communication Per Account or Job

1. Click Accounts or Jobs

2. Search for the appropriate Account or Job
3. Click Account ID or Job ID

4. Click Disable SMS

DISABLE SMS

15



Bulk Import Accounts

Accounts can be added one by one, through Dispatcher’s Bulk Import feature, or
QuickBooks Online Customer Import. The Bulk Import Feature is a great way to add all of
your Customers in Dispatcher in one swoop.

1. Click Accounts

DISPATCHER Dispatch  Invoices  Tickets Jobs | Accounts Assets Reports L3 a = o Q

2. Click Import Accounts

IMPORT ACCOUNTS 4

3. Click Download Import Template and copy your customer information in the
appropriate columns to ensure all the data gets properly entered into Dispatcher

Import Accounts

® :

Download Template

In order to ensure that your customer information is accurately populated in Dispatcher, please download the
following template and copy your data into the appropriate columns. When your document is ready, please

save it as a CSV file.

A B C D E F G H | 1 K L M
1 |Account Name Contact First Name Contact Last Name Contact Email Contact Phone Contact Phone Extension  Billing Street Address Billing Street Address Two  Billing City  Billing State Billing Postal Code Billing Details Account Notes
2 |Account Example 123 Jane Doe d Il m 8885551234 123 Main Street Los Angeles CA 90210 Terms of Net 30

4. Save the file as a CSV (In Excel, click File > Save As > select CSV)

File name: | accounts-import-template (11)

Save as type: ICSU (Comma delimited) v I

5. Return to Dispatcher and click Continue to Upload

CONTINUE TO UPLOAD

6. Drag and drop or browse your file
7. Click Next

8. Review and confirm that all the Accounts are ready to be imported
9. Click Confirm and Create Accounts

Attention QuickBook Online Users: Import your QuickBook Online customers using our QBO
import feature. Refer to Import Customer from QuickBooks Online for how-to steps.




Structure of Accounts, Jobs, and Tickets in Dispatcher

To navigate Dispatcher effectively, it’s important to understand the hierarchy of
Accounts, Jobs, and Tickets. Accounts represent your customers and house all related
Jobs. Jobs are the locations you service for these customers. Finally, Tickets are the
specific services provided at each location. See definitions and diagram below:

Unleash
Construction
Job 45 Nantucket Row 2345 Bassett Rd
Rocky River, OH Westlake, OH

Account

. New Delivery Switch Final Removal New Delivery Final Removal
Ticket 40 Yard 40 Yard 40 Yard 20 Yard 20 yard

o Account: a unique company or customer that you do business with
o Job: a unique address or locations where the services will take place
o Ticket: the action that takes place on a job

While there are different ways to navigate to the same action in Dispatcher,

understanding this structure will help you navigate to the right tabs more efficiently. For
example:

e Go to the Accounts tab if you are looking to create a new Job
e Go to the Jobs tab if you are looking to create a new Ticket
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Create a Ticket for a New Account

Step 1: Create New Account

Dispatcher is designed to guide you through each step of Account, Job, and Ticket
creation when adding a new Account. This is helpful when a new customer calls in for a
service. If the account already exists, refer to Create a Job for an Existing Account or

Create Ticket for an Existing Job.
1. Click Accounts

DISPATCHER

2. Click New Account

3. Fill out the appropriate details

O

@)
@)
@)
o

Name: company, contractor, or individual name

Notes: internal use for account information, seen by administrator users only
Contact information: account lead’s name, email, and phone number
Billing: company, contractor, or individual address for billing purposes

Billing Details: internal billing notes, seen by administrator users only

Account Name

Account Notes

Contact

First Name

Billing Details

New Account

Dispatcher Construction

Contractor, see site managers per Jobs

Alyse Dispatcher

Contact Email Fhone Ext.
support@dispatcher.com 855-757-6400 1
Billing

Address Apt, Suite, etc.

3455 West 140th Street

City State Postal Code
Cleveland Ohio (OH) - 44111

Post-delivery invoicing, credit card on file

Last Name

4. Click Save Account and Enter Job +

5. Continue to Step 2: Create New Job
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Create a Ticket for a New Account
Step 2: Create New Job

The final step of creating a new Account prompts you to create a new Job. If the

account already exists, refer to Create a Job for an Existing Account.

6. Fill out the appropriate details
o Add Secondary Contact: if needed, edit or add additional contact
information specific to the Job, separate from the Account’s contact
information

= ADD SECONDARY CONTACT

Secondary Contact First Name

Owen

Secondary Contact Last Name

Dispatcher

Secondary Centact Primary Phone
855-788-6400

Secondary Contact Email

billing@dispatcher.com

— REMOVE SECONDARY CONTACT

o Job Notes (optional): can be used for information to the driver pertinent to
the entire job. displayed on every ticket created a job. Drivers will see these

o Admin Notes (optional): can be used for private information, such as billing
details, and are only visible to Admin users across all Tickets under a Job.

o Address: our map is powered by Google Maps. Select a Google recognized
address to pinpoint the Job

Job Notes

Call customer upon delivery.

Admin Notes

Agreed 1o rate of 525 for 20 yd dumpster

(@) Address (C) Custom Location (Enter Lat/Long or drag and drop pin)

Address

3247 Bel]

I 3247 Berea Road Cleveland, OH, USA

3247 Berkshire Road Cleveland Heights, OH, USA

3247 Berkeley Road Cleveland Heights, OH, USA

(®) Aadress (O Custom LOCation (Enter Lat/Long o drag and drop pin)

Adaress

3247 Berea Road, Cleveland, OH, USA

e
Map Satellite "

Triskett(D

Fw
Northwest FWY anmmm»;

Triskett Road Storage o

Triskett py

Keybosrd shorrcurs  Map data &2




o Custom Location: utilize this option when the address is not populating or
the job site is different from the geographic location. Enter Latitude and
Longitude or drag and drop the red pin to the exact location
o Display Address: allows you to update the Job’s address name...displayed as
the job address throughout Dispatcher and to the drivers. Helpful if jobs sites
are referred to as lot numbers instead of addresses or if the address is not yet
recognized by Google Maps
« Dispatcher Tip: Click Satellite view to direct drivers to the exact spot to drop the asset.
Confirm that the Display Address shows the correct address, or update it to the appropriate

number and street name if necessary.
o Address Details: displayed next to the job address or display address for

additional information, seen both by administrators and drivers. Such as
apartment number, nhame on building, etc.
() ada

#) Custom Locat g 1 dn dr

der
Latitude Longitude
-81.7828237 .

41.4640724

Enter lat/long coordinates above or click on the map to drop an initial pin
racennvre Ave

o
& St e -
Map  Satellite = i & v @ N
z d TriskettM
i * Northwest EXY Qna MEXPRESS
Arlis A 3247 Berea Road Cleveland, OH 44111 |
) 414640724, 81 7828237 Road Storege
Cleveland Mol
Birchwood Ave . ——=7 g & 5 Tiker gy Hermetic & Supply
" ) ket B — / [ g £ & Plain
Woody's Bar & Grille s f k., 3z & £ = Triskett g Auto
= qrisnet® Mohicah Park Q 2 o
5 Circle K " | 2w 5 [
j \ / ) o |‘Jlllw
. Mohican
Y Playground
E\\qa | .SJI_
¥ or ast Factory Direc )
Northeast Facto .-Ju,lQ A [ ; 4+
_ ,A
Magic Touch ™~ B £ <) b
g ™ % ) ) —
) Freslander b \EI:\-.'-r%I\C‘.“w' n:h.'.‘o o “;q (:;
Google ! Lk Keyboard shortcuts  Map data ©2024 Terms: Reporta mapermor.

Display Address

Lot 27 - 3247 Berea Rd Cleveland OH, 44111

Address Details (suite number, etc )

Gate code: 24443

7. Click Create Job and Enter Ticket

8. Continue to Step 3: Create New Ticket
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Create a Ticket for a New Account
Step 3: Create New Ticket

The final step of creating a new Job prompts you to create a new Ticket. If the account

and job already exists, refer to Create Ticket for an Existing Job.
9. Fill out the appropriate details

o

o
(@]
O
O

Ticket Type: type of action to take

Asset Type: type of container or dumpster to take to Job Site

Billing Status (optional): select Invoiced, Paid, or Not Billable if applicable
Ticket Date: date the service will take place

Comment (optional): use for placement details or messages for drivers. Enter
any instructions that are important for the driver to note, e.g., "Please call
en route” or "Place in front of the left garage door”

Billing Notes (optional): used to track quoted prices or any other billing
information. Drivers do not see billing notes on the mobile app, these notes
are only available to admin users

Create a New Ticket

Ticket Type

Delivery (De)

Asset Type

20vrd Roll Off (20)

Billing Status

Pending

Ticket Date
03/26/2024

Comment (Optienal)

Billing Notes (Optional)

Customer Requested Start Time Customer Requested End Time

730 AM 9:30 AM

10.Click Create Ticket & Add Fees

11.Add appropriate fees and Save Fees

Dispatcher Billing and Invoicing: Refer to our Billing and Invoicing section to create Fee Types
and start utilizing these features.
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Create a Job for an Existing Account

Creating a Job for an existing Account starts at the Account level, although we
recommend heading to the Jobs page first to ensure the Job does not already exist.

1. Click Accounts

DISPATCHER

2. Search for the appropriate Account
3. Click Account name

AK rolloffs : cLEaR X exporT ¥
D | AccountNotes Name Contact Name Phone Open Jobs Closed Jobs Actions
275 i=] | AK Rolloffs | Alyse Krevh 855-757-6400 1 None

4. Review current Open Jobs to ensure the location does not already exist
5. Click Create New Job +

« Dispatcher Tip: From the Accounts page, click the Details dropdown arrow to quickly Create
New Job + without the extra clicks of going into an Account’s details page.

Actions

Loers |- B

Create New Job 4+

6. Fill out the appropriate details
o Add Secondary Contact: if needed, edit or add additional contact
information specific to the Job, separate from the Account’s contact
information

-+ ADD SECONDARY CONTACT

Secondary Contact First Name

Owen

Secondary Contact Last Name

Dispatcher
Secondary Contact Primary Phone

855-788-6400

Secondary Contact Email

billing@dispatcher.com

— REMOVE SECONDARY CONTACT

o Job Notes (optional): can be used for information to the driver pertinent to
the entire job. displayed on every ticket created a job. Drivers will see these

o Admin Notes (optional): can be used for private information, such as billing
details, and are only visible to Admin users across all Tickets under a Job.

o Address: our map is powered by Google Maps. Select a Google recognized
address to pinpoint the Job

22



Job Notes

Call customer upon delivery.

Admin Notes

Agreed to rate of 525 for 20 yd dumpster

(@) Address () Custom Location (enter Lat/Long or drag and drop pin)

er the address below. Use the Custom Location aption to drag the pin to a nearby point ar enfer a specific latitude and longitude.
Address

3247 Bei|

I 3247 Berea Road Clsveland, OH. USA

3247 Berkshire Road Cieveland Heights, OH, USA

3247 Berkeley R0ad Clevelznd Heights. GH. USA

Map Satellite ;

" Tisken@
B Northwiest FWY Q romexpress

Triskett Road Sto Ntv

Keyboard shoricuts Map deta 62024 Terms, Reporta map e

o Custom Location: utilize this option when the address is not populating or
the job site is different from the geographic location. Enter Latitude and
Longitude or drag and drop the red pin to the exact location

o Display Address: allows you to update the Job’s address name...displayed as
the job address throughout Dispatcher and to the drivers. Helpful if jobs sites
are referred to as lot numbers instead of addresses or if the address is not yet
recognized by Google Maps

o Address Details: displayed next to the job address or display address for
additional information, seen both by administrators and drivers. Such as
apartment number, name on building, etc.

9

pin)

Longitude

atitude
41.4640724 -81.7828237 .
Enter lat/long coordinates above or click on the map to ciop an intial pin
o g
Map  Satellite MY
{ L]

Fw
Jond, o8 44111 Northwest FY0) Q romexeress
27) Road Stor "‘“9

Display Address

Lot 27 - 3247 Berea Rd Cleveland OH, 44111

Address Detals (suite number, etc )

Gate code: 24443

7. Click Create Job and Enter Ticket

Create Job: If you’re not adding Tickets at this time, click Create Job.
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Create Ticket for an Existing Job

Creating a Ticket for an existing Job starts at the Job level.
1. Click Jobs

DISPATCHER

2. Search for the Job
3. Click Job ID or Address or Details

Search Jobs

Job ID Street Address City Postal Code
35804 Detroit

Account Name Job Status

: e X
D | Status Job Notes Address (Address Details) Account it Open Tickets Closed Tickets Job Details
@ A [ 35804 Detroit Road Avon, 0H 44011 | Cleveland Roofing & Demo 7 4

4. Click Create New Ticket

« Dispatcher Tip: From the Jobs page, click the Details dropdown arrow to quickly Create New
Ticket + without the extra clicks of going into an Job’s details page.

Job Details
. .
Edit Job /
New Ticket <+

5. Fill out the appropriate details

o Ticket Type: type of action to take

o Asset Type: type of bin or dumpster to take to Job Site

o Billing Status (optional): select Invoiced, Paid, or Not Billable if applicable

o Ticket Date: date of service

o Comment (optional): use for placement details or messages for drivers/enter
any instructions that are important for the driver to note ie. please call en
route or place in front of the left garage door

o Billing Notes (optional): used to track quoted prices or any other billing
information. Drivers do not see billing notes on the mobile app
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Create a New Ticket

Ticket Type

Delivery (De)

Asset Type

20vrd Roll Off (20)

Billing Status

pending

Ticket Date
03/26/2024

Comment (Optional)

Billing Notes (Optional)

Customer Requested Start Time Customer Requested End Time

7:30 AM 9:30 AM

6. Click Create Ticket & Add Fees

Bulk Create Tickets: Do you need to create identical services either for the same day or on a
recurring basis? Utilize our Bulk Create Tickets feature.
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Bulk Create Tickets from an Existing Job
The Bulk Create Tickets feature allows you to create identical services either for the
same day or on a recurring basis. Utilize this feature to avoid creating the same Ticket
multiple times. Note that bulk-created Tickets' criteria cannot be altered after creation.
Please contact support if you have any questions throughout the process.

1. Click Jobs

DISPATCHER

2. Search for the Job
3. Click Job ID or Address or Details

Job ID Street Address City Postal Code
35804 Detroit
Account Name Job Status
: oA X
D | Status Job Notes Address (Address Details) Account Open Tickets Closed Tickets Job Details
D B [ 35804 Detroit Road Aven, 0H 42017 | Cleveland Roofing & Demo 7 4

4. Click Bulk Create Tickets +

« Dispatcher Tip: From the Jobs page, click the Details dropdown arrow and select Many
Tickets + to get to Bulk Create Tickets without the extra clicks of going into a Job's details page.

Job Details
Edit Job /2
New Ticket -
Many Tickets +

5. Enter Bulk Create Ticket details
Every and Frequency determine when the Tickets should be created and Quantity
determines the number of Tickets to create.
o Every: a numerical value describing the amount of time between frequency
o Frequency: unit of time, such as Days, Weeks, Months, or Years
o Quantity: a numerical value describing the number of Tickets to be created
per the recurring basis
o Starting/Ending On: the start and end dates for when the Tickets should be
created
o Billing Status: select if all services will be Invoiced, Paid, or Not Billable
o Assigned Driver: automatically assign one driver to all bulk Tickets created
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Example displayed below: “l would like 2 Switch Tickets every Monday and Thursday for
the month of September.”
6. Click Create Tickets

& Bulk Create Tickets

Every Frequency Quantity (max. 50)
1 - Weeks v 2
Starting On Ending On

09/01/2024 09/30/2024

D Sun Maon D Tue D Wed Thur D Fri D Sat

Ticket Type

Switch (SW) -

Asset Type

20 Yard (20) -

Billing Status

Pending -
Using general aefault

Assigned Driver

Alyse Brodhead -

Please note: It may take time to create multiple Tickets. You will receive a notification when all
the tickets have been created or if an error occurs.

Dispatcher Tip: Add an Assigned Driver to automatically assign all bulk created tickets to
them.

5 @
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Ticket Management

Assign a Driver

After Tickets are created, assign them to drivers so they appear on their applications.
There are three ways to assign drivers:

e From the Dispatch page
e Within a Ticket’s details page

e On the Dispatcher.com Mobile App
Assign a Driver from the Dispatch Page

All Tickets will appear under Unassigned Tickets. Once Assigned, they will appear under
the designated profiles.

1. Click Dispatch

DISPATCHER

2. Click the assign driver icon on the Ticket you want to assign to a driver

11 Unassigned Tickets

Sort By: Requested Time ~ Flagged &  Cancelled &

79C128 Delivery - 20 Yard (DE-20) ® 2

AK Rolloffs
R R iew ~
3. Select the Driver
Reassign Ticket to a Different Driver

Select Team Member

Unassigned -
Alyse Brodhead
Carl Hauler
Demo Dispatcher

4. Click Save
Reassign Ticket to a Different Driver

Select Team Member

Alyse Brodhead

Drivers will be notified of this assignment change.

Close -

Dispatcher.com Mobile App: Assigning a Ticket to a driver will add the Ticket to the driver’s
ticket list in the mobile app. To reorder the tickets for a driver, click the two bars on the left of

assigned Tickets to drag the Tickets in the appropriate order.
The order will update accordingly and instantly on the driver’s app.

Assign a Driver from the Ticket’s Details Page
Assign a driver as soon as the Ticket is created on the individual Ticket's page.

6. Click Tickets
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DISPATCHER Dispatch  Invoices | Tickets | Jobs  Accounis  Assets  Reports iy ‘. ®© &

7. Search for the appropriate Ticket
8. Click the Ticket ID

Weight
Ticket

|:| D Flagged Status Billing Status Date | Ticket Type Asset Type Account Name Job ID Address Weight Number Driver Action
(] D1B000 =1 Pending Apr17, Switch (SW)  10Vard(10)  Yellowcreek 323 48PrescottDrive  N/A  N/A  None
2024 Const Hudson, OH 44236

9. Click Assign
& Ticket #D1B000 Detail

Apr 17,2024 8. Unassigned F: Not Flagged
Reschedule s Flag

10.Select the Driver

& Assign a Company Ticket

Assigned Driver

Unassigned -
Alyse Brodhead
Carl Hauler
Demo Dispatcher

11.Click Save Changes

Assigned Driver

Alyse Brodhead -

Assign a Driver from the Dispatcher.com Mobile App

Quickly assign drivers on the go through the mobile app. There are limited admin features
available through the app. You can also access Dispatcher anytime by going to your mobile

browser and visiting app.dispatcher.com.
1. Log into Dispatcher.com Mobile App

2. Switch your view to All Tickets
3. Click Unassigned

All Tickets 2 A

4 Today (11) >
Unassigned (11) >
Demo Dispatcher (0 ' o >
Carl Hauler [ ) o >
Alyse Brodhead | ¢ ) o >



http://app.dispatcher.com

4. Click the assign driver icon on the Ticket you want to assign to a driver

¢ Back Unassigned Tickets A

< Today (4) > " Reorder

#79C128 | Delivery: 20 Yard
AK Ralloffs nﬁ
OPEN 15471 Royalton Road Strongsville, OH =

44136

#3E22BE | Delivery: 20 Yard
AK Rolloffs .«ﬁl
} 15471 Royalton Road Strongsville, OH b
44136

5. Select a Driver

Done

Alyse Brodhead

6. Click Done
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Direct Drivers to Associated Sites

To reorder a driver’s Tickets on the Dispatch page, click the two bars to the left of the
assigned Tickets and drag them into the desired order. Additionally, attach an Associated
Site to each Ticket so drivers know which landfill or storage yard to take the bin to.

Associated Sites are locations you can add to a ticket to inform the driver of their next
stop. This feature also helps with tracking weight and materials. For example, you might
add a landfill to indicate where the driver should unload a load.

Add Associated Sites from the Dispatch page.

1. Click Dispatch
DISPATCHER

2. Click the Drop pin icon on the Ticket you want to add an Associated Site to

3 Unassigned Tickets

Sort By: Requested Time - Flagged ¥ Cancelled @
538136 Delivery - 10 Yard (DE-10) [ open |
Alyse Test
5755 Smith Road :
Brook Park, OH 44142 (View) |9

3. Select an Associated Site

Associated Sites

Select Site

A & B Metal - $102.22

CIDSE -

4. Click Add

When a drop pin is green, it indicates the Ticket already has an Associated Site.

3 Unassigned Tickets

Sort By: Requested Time = Flagged ¥ Cancelled &
538136 Delivery - 10 Yard (DE-10) [ oPEN |
Alyse Test
5755 Smith Road :
Erook Park, OH 44142 (View) A @

Add Associated Sites from the Ticket Details page.

1. Click Tickets
DISPATCHER

2. Search for the appropriate Ticket
3. Click the Ticket ID
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Weight
Ticket
D D Flagged Status Billing Status Date | Ticket Type Asset Type Account Name Job ID Address Weight Number Driver Action
(] D1B000 =1 Pending Apr17, Switch (SW)  10Vard(10)  Yellowcreek 323 48PrescottDrive  N/A  N/A  None
2024 Const Hudson, OH 44236

4. Scroll down to Associated Sites box

Associated Sites

Select a Site

5. Click to Select a Site

Associated Sites

Select a Site

I A & B Metal - $102.22

AFS 2 Brooklyn - $100.00
Akron Yard - $75.00

6. Click Add

Associated Sites

Select a Site

A & B Metal D

This will add the Associated Site to the driver’s ticket view.

Remove Associated Site: If you need to remove an Associated Site, click the X button next to
the appropriate Site.

Associated Sites

Select a Site

A & B Metal - Scrap Yard $102.22 | X

32



Flag a Ticket

You may choose to flag a ticket if you need to prioritize it in your schedule, if there was
an issue, or to indicate something that affects billing like an unaccepted item in a
dumpster. There are 3 ways to flag or unflag a ticket:

e From the Dispatch page
e Within a Ticket’s details page

e On the Dispatcher.com Mobile App
Flag a Ticket from the Dispatch Page

5. Click Dispatch
DISPATCHER

6. Click the flag icon on the Ticket you want to flag

2 Unassigned Tickets

Sort By: Requested Time ~ Flagged ¥  Cancelled @

3FD9CT Demo - 10 Yard (DM-10) (OGN oPen |
Sunbelt Rental
13800 Brookpark Road :
Cleveland, OH 44135 (view) A=

Flag a Ticket from the Ticket’s Details Page
1. Click Tickets

DISPATCHER

2. Search for the appropriate Ticket
3. Click the Ticket ID

Weight
Ticket
O o Flagged ~Status BillingStatus  Date | TicketType  AssetType  AccountName JobID  Address Weight Number Driver Action
O D1B000 =3 Pending Apr 17, Switch (SW) 10 Yard (10) Yellowcreek 323 48PrescottDrive  N/A  N/A None
2024 Const Hudson, OH 44236
4. Click Flag
m Apr 17,2024 .52 Alyse Brodhead p Not Flagged
Reschedule 5 Reassign

Flag a Ticket from the Dispatcher.com Mobile App

1. Log into Dispatcher.com Mobile App
2. Click the flag icon on the appropriate Ticket

< My Tickets 5D005E

vall s Alyse Brodhead @

stcoWholesale & =

gsville sz} MillStream

, Run.
thPark Mall @) oo

t Sty
(@ “rmuna

Google Start Ticket

] b}
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Customize Your Dispatch View

Use the filter at the top of the Dispatch map and in the left sidebar to customize the
data displayed.

e Date: only Tickets scheduled for the selected date will appear on the
Dispatch panel and map

e Status: according to Ticket progress. View only Open, En Route, Completed,

or Canceled Tickets

Address: according to specific location

Ticket Type: according to the type of action being performed

Asset Type: according to the size and type of bin

Driver: according to Tickets assigned to a specific user profile

Dispatch Date: Use the date selector and ticket type filter to look for pickups scheduled in order
to know when you may have dumpsters available.

DISPATCHER

05/01/2024 Status - Ticket Type - Asset Type - Driver - CLEAR X

Use the Sort By features to manage the order of Unassigned Tickets
o Request time: view all Tickets with Requested Time Ranges at the top of the
list
Ticket Type: categorize all Unassigned Tickets by their type of service
Asset Type: categorize all Unassigned Tickets by their type of container
Postal Code: categorize all Unassigned Tickets by postal codes
Flagged: (optional): view all Flagged Tickets at the top of the list
Canceled: view all Canceled Tickets at the top of the list

o O O O O

¢ Unassigned Tickets

Sort By: Requested Time = Flagged &  Cancelled @&

Requested Time

Ticket Type
932C9E L, 5 E-40) ® EE)
JPostal Code orks
Skid Steer :
Akron, OH 44316 (View) ol

Use the Driver List Options to show/hide drivers and set the order in which they are
listed on the left

1. Click Dispatch

DISPATCHER

2. Click Options

Driver List OFTIONS
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3. Click the eye icon to hide a driver profile

Driver List Options
SORTA-Z

= Demo Dispatcher
= 7 Taylor Norten

= 7 Tommy Driver

B View Hidden
Hide From Dispatch

Lod
Lo4

CLOSE

Driver List Options

SORTA-Z

= T Taylor Norten
= 7 Tommy Driver

= 7 Demo Dispatcher

@ View Hidden

Hide From Dispatch
®

@

&

CLOSE

Driver List Options
SORTA-Z

@ T Taylor Norten
— |7 Tommy Driver

— 7 Demo Dispatcher

B View Hidden
Hide From Dispatch

@
©

©

4. Click Unhide to view and unhide a driver profile

5. Click the two bars on the left and drag the drivers in the appropriate order
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Track Assets and Sites

Track Assets and Sites to direct decisions regarding Ticket assignment and where to
direct drivers to dump dumpsters.

2. Click Dispatch

DISPATCHER Di h | Invoices  Tickets  Jobs  Accounts  Assets  Reports  ffy ‘. Qo %

3. Check Assets and/or Sites to view them on the map

DAssets [ |
D Sites @@

4. Click on an Asset or Site to see more details

[ELET Invoices  Tickets  Jobs  Accounts  Assets Reports F . ‘ = 0 n

Ticket Type - Asset Type - Driver - CLEAR X
o East Cleveland
Map  Satellite 1 SJsERIOR 1
1 .
G Cleve Masses il
Heic
RocldaRall xinrianp park The Cleveland COVENTRY Sites @
el Halllof Fame Museum of Art ¥ VILLAGE
Dark BY Comroin 4\ 7 B
Nature
@ R\Seorcégrk DE-10 Q Clevelﬂd Center At 4 Asset Inventory
P o - Shaker Lakes Rat ot
Q CLIFTON P A Edgewater. AL S SEnTRAL
— (D] Park OHIo &7 i
ay Village o fﬁ) Lakewood EDGEWATER o ” a\gmkm
¢ED) (0] N R 87
__ B ClaguePark ey SISy erpromn @ Hotise] Site: Rumpke/Harvard - TS ALDIQ Shaker Heights
0 % 5 SupsL T Site Notes: Mon-Fri 6am-4pm po
Norineast Factory/Direct 50 CLARK - Fi MTIEEES SANT {423} Beachwoo
e, - Disposal Cost: 55500
20 :
Westlake -{20) WESTPARK BOULEVARD
KAMM:S Cléveland b Ne,—urgh
=2 CORNERS Metroparks Zoo W B2\ ( ts Mill Creek Falls Highland Hills
A . 76,
Fairview Park ([~ @ Memphis Kiddie pa”‘@ P JACK Thistledown ()
I W OLD BROOKLYN Racino

A Warrensvillg

X CanalWay Center. Garfield:Park CAM Ihternat\onale frey

ﬂJ EuR i Brookiy SOUTH HILLS Reservation @ Market Helohi=

7 ba:Sweetie — d\v‘;
— ndy Compan ur
== e —OPNIgE ES 4 pony Brooklyn Garfield O] g
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Asset Tracking

Dispatcher inventory management allows you to track the location of your containers, no matter

where they are. Asset Locations will naturally update as drivers start Adding and Removing them

within the Dispatcher.com Mobile App so don’t worry about getting everything perfect in order to
get started.

Bulk Import Assets

Before you add your Assets, an individual rentable item that your company owns, create your
Asset Types. Once Asset Types are added, use the Asset Import Template to bulk import
your rentable item numbers.

1. Click Assets

DISPATCHER

2. Click Import Assets

IMPORT ASSETS ¥

3. Click Download Import Template and enter your Asset IDs and corresponding
Asset Types

Import Assets

. 2 zl
Download Template

In order to ensure that your customer information is accurately populated in Dispatcher, please download the
following template and copy your data into the appropriate columns. When your document is ready, please

save it as a CSV file.

A B €
1 |Asset ID Placement Note (Optional)  Asset Type
2 |Example Asset 10-001 Placed in back of site 10 Yd Dumpster

4. Save the file as a CSV (In excel, click File > Save As > select CSV)

File name: | assets-import-template (1) e

Save as type:| C5V (Comma delimited) ~
5. Upload the file
CONTINUE TO UPLOAD

6. Drag and drop or browse your file
7. Click Next

8. Review and confirm that all the Assets are ready to be imported
9. Click Confirm and Create Assets
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Create an Asset

Before you add an Asset, an individual rentable item that your company owns, create your
Asset Types. Bulk import your Assets or add one at a time.

1. Click Assets

DISPATCHER

2. Click New Asset +

3. Add Asset ID
4. Select Asset Type

Asset ID (a unique ID you use specifically for this asset)
10-16
Asset Type
10 Yard -
Placement Note
I Y A .
Map Satellite - i
T 1‘ i : | Filand
o ; oy Iceland Sweden
Y Norwsly J_.,:':.
7 i ] ; Unied s
/ R H ngdom a
L ) A L | ] Polar )
=l cemamysy Wl 1o
| France = ue{ | g
i Spain el
. Jopan I North i United States’ [ b North g = ¥y
Ea saciic : e Atlantic o+
| Ocean e k
Algeria ||y
Mexica |
Mall  Miger
G | b Chaa
SRS | Venezuela Keyboard shortcuts | Map Watd ©2024 | Terms

5. Click Save New Asset

Asset Numbers: If your physical assets are numbered, it's recommended you use that as the
Asset ID. Each asset must be of a specific asset type. For example, "Container - 20 Yard" may be
an asset type, and "726" may be the asset ID of a specific 20-yard container

Placement Note: If you have specific notes regarding this asset, use this field to share them
amongst your team. For example, share “Do not use - Damaged Door.”

Asset’s Current Location: Encourage your drivers to be responsible for asset locations, as they
will naturally start to update as assets are added and removed from jobs. However, if you’d like
to manually set your assets’ locations, refer to Set Asset Location in the Web App.
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Set Asset Location in the Dispatcher.com Mobile App
We highly recommend setting Required Actions and encouraging your drivers to update
asset locations as they are active in the field and interacting with the bins. There are
three ways to set the location of an asset:

e Attach it to a Job
e Attach it to a Site
e Manually set the location

Attach an Asset to a Job

1. Tap appropriate Ticket
2. Tap Assets

3. Tap Add Asset To Site
4. Tap appropriate Asset
5. Tap Add

¢ Dispatcher Tip: If Required Actions are enabled, direct your drivers to tap Complete instead
of Assets to assign an asset to the job. A “to-do” list will appear quickly prompting them to add
or remove the asset accordingly.

< Back Complete Ticket

Enter the required details below.

°+ Add an Asset o

Qx Remove an Asset

30-05 Placed Jul 19,2024 9:50 AM X

Drivers are prompted to confirm the location they are removing the asset from before adding it
to the new location. This helps avoid removing it from an incorrect site or job.

Attach an Asset to a Site

Tap Site

Tap appropriate Site
Tap Assets

Tap Add Asset To Site
Tap appropriate Asset
Tap Add

SUuAwWN=

Manually Set an Asset’s Location

Tap More

Tap Assets

Search and tap appropriate Asset
Tap Change Location

Set at current location

Tap Set

SUAwWN =

Assets Can Only have One Location: Once an asset is added to a new job, site, or custom
location, it is automatically removed from its previous location. You can view asset activities by

clicking on Assets, searching for and selecting the appropriate asset ID, and then scrolling down
to Asset Activities.
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Set Asset Location in the Web App

We highly recommend setting Required Actions and encouraging your drivers to update
asset locations as they are active in the field and interacting with the bins. However, we

understand that some situations require admins to update an asset location. There are
three ways to set the location of an asset:

e Attach it to a Job
e Attach it to a Site
e Manually set the location

Attach an Asset to a Job
1. Click Jobs

DISPATCHER

2. Search for the Job
3. Click Job ID or Address or Details

Job ID Street Address City Postal Code
35804 Detroit
A 't Nam Job Status
: e X
D | Status Job Notes Address (Address Details) Account Open Tickets Closed Tickets Job Details
D B [ 35804 Detroit Road Avon, OH 22011 | Cleveland Roofing & Demo 7 4

4. Click Asset Unique ID
5. Search for and select appropriate Asset ID

Current Assets on Job Site (view All)

I ADDTO JOB @

10-01

10-02
10-03

6. Click Add to Job

Current Assets on Job Site (view All)

Attach an Asset to a Site

1. Click Settings
2. Click Sites

Company Settings

Sites
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3. Click appropriate Site Name or Details

Sites

Name Site Notes Site Cost Site Type Current Location

Action

A& B Metal =] $102.22 Serap Yard (SY) 3049 East 55th Street Cleveland, OH 44127

4. Click Asset Unique ID
5. Search for and select appropriate Asset ID

Current Assets on Site (view All)

ADD TO SITE @

10-01

10-02

6. Click Add to Site

Current Assets on Site (view All)

Manually Set an Asset’s Location

1. Click Assets

DISPATCHER Dispatch  Invoices  Tickets  Jobs  Accounts | Assets | Reports i ‘. o o

2. Search and click the appropriate Asset ID or Details

Asset ID Search by Related Type Search Related
10-01

Idle At Least (Days) Idle At Most (Days) Search Assets By Type Street address

exporT & CLEAR X

Asset

D Notes  Asset Type Related Related Account Current Location Set At Current Location | Action

=] 10 Yard Job-343 Jameson McNulty 16918 Detroit Avenue Lakewood, OH adayago

Assets CHARTS IMPORT ASSETS §¥ _

3. Click Edit Asset

EDIT ASSET#

4. Enter Address *be sure to select the Google populated address

= - -
Map  Sateliite 22150 Center Ridge Road, Rocky River, OH RackylRiver Brewing ra
g | 22150 Center Ridge Road Rocky River, Ohio, USA } Hill
1ES Savers@
powered by Geogle
\ A
i

W McDenald's @

‘ iy

The Honey Baked{{7) i

LDt =~ W Westwood
4rami® Ham Comipany ¥ ;
8 I | Shopping Plaza =
atthew Horwich o ut
%; Tayeh Law Offices AMC Westwood % +
2 Town Center 6 7]
"
& B —
Aréqnmelrns 9 & \\\0‘

o g e L m”c\@ g\‘i{\ Keyboard shortcuts _Map data ©2024 Google Terms Report a map error
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5. Click Save Changes
SAVE CHANGES

Assets Can Only have One Location: Once an asset is added to a new job, site, or custom
location, it is automatically removed from its previous location. You can view asset activities by

clicking on Assets, searching for and selecting the appropriate asset ID, and then scrolling down
to Asset Activities.

Drivers are prompted to confirm the location they are removing the asset from before adding it
to the new location. This helps avoid removing it from an incorrect site or job.

{ Back Ticket Assets - 7D82 Add

Confirm Adding 10Yrd Roll Off - 10Y-5

Job #322
321 Easton Avenue New
Brunswick, NJ 08901

Current
Location

\Z

Job #292
1518 Old Highway 3 Hampton,
GA 30228

New
Location

» Dispatcher Tip: From the Assets page, click the Details dropdown arrow to quickly Edit Asset
without the extra clicks of going into an Asset’s details page.

Action

Edit Asset  °
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Asset Inventory
Use the Asset Inventory widget to view the Asset count at each Site. Enable Required

Actions to ensure drivers are appropriately assigning Assets to the correct Sites and
Jobs.

1. Click Dispatch

DISPATCHER Dispatch | Invoices  Tickets  Jobs  Accounts  Assets  Reports  fy ‘. 0 Q

2. Click Asset Inventory

{ Asset Inventory

3. Click appropriate Site Types

Site Types Asset Types

Site Types Asset Types
R34 P

Select Site Type(s)

D Boneyard (BY) - [1]

Container Storage Yard (CY) - [2]
Landfill (L) - [4]

office (HQ) - [1]

[ scrap Yard (SY) - [2]

4. Click appropriate Asset Types

Site Types Asset Types
b -
Site Types Asset Types
CYxX HOx Lx o = <n omeenan
Select Asset(s)

Sites 10

Akron Yard 014

Berea Staged 20

Boyas 30

Cuyahoga Mater 40

The number of Assets Types showing at each Site are the Assets currently placed at
these locations.

Site Types Asset Types
CYx HOx o 10x 20x 30x 40x o
Sites 10 20 30 40
Berea Staged 1 1
Akron Yard 2
HQ 4 - 6 7
Total 4 5 7 9
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Asset Management
Using the Assets Filter
The Assets report provides greater insight to where your Assets are and next steps to

take with customers or drivers based on locations and how long they have been sitting at
the location.

1. Click Assets

DISPATCHER

2. Use the filter to search for appropriate Assets by various ways:

o Asset ID: unique label used for identifying your individual assets
Search by Related Type: view all Assets on Jobs, Sites, or Drivers’ trucks
Idle At Least (Days): number of days an idle has been sitting and more
Idle At Most (Days): number of days an idle has been sitting and less
Search Assets By Type: view all Assets according to their type
Street Address: search by Assets’ current location

AssetID Search by Related Type Search Related

o O O O O

Idle At Least (Days) Idle At Most (Days) Search Assets By Type Street address

exporT ¥ CLEAR X

Use this report to identify assets that have been sitting for a particular period of time, prompting
you to schedule pickups with customers. Additionally, identify assets associated with a driver,
which will prompt you to speak with the driver about the asset’s location. Regularly monitoring
these filters ensures accurate asset locations and provides valuable insight into your inventory.

Export the data to be sent an Excel report.

Track Assets Sitting Longer than Rental Period

1. Click Assets
2. Use the Idle At Least and Idle At Most fields to search for assets by adding the
appropriate number of days

Assets CHARTS IMPORT ASSETS ¥ -

Asset ID Search by Related Type Search Related
Idle At Least (Days) Idle At Most (Days) Search Assets By Type Street address
7 30 -
ExpoRT ¥ CLEAR X
Asset
D Notes Asset Type Related Related Account Current Location Set At Current Location | Action
4024 40 Yard Job - 335 Vinces Roofing Co 5450 Towbridge Drive Hudson, OH 44236 | 8 days ago
May 1, 2024, 342 pm
10-04 10 Yard Job - 292 AK Rolloffs 15471 Royalton Road Strongsville, OH 13 days ago DETAILS -
44136 Apr 26, 2024, 5:19 pm
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Asset ID

Search by Related Type

Idle At Least (Days)
7

Idle At Most (Days)

30

exrorT ¥

Asset
D Notes

40-24

10-04

Asset Type

40 Yard

10 Yard

Related

Job - 335

Job - 292

Related Account

Vinces Roofing Co

AK Rolloffs

Search Related

Search Assets By Type

Current Location

5450 Towbridge Drive Hudson, OH 44236

15471 Royalton Road Strongsville, OH

44136

Street address

Set At Current Location

8 days ago
May 1, 2024, 3:42 pm

13 days ago
Apr 26, 2024, 5:19 pm

CLEAR X

| Action

DETAILS ~

For example, assets sitting longer than 7 days may require a follow-up call. Enter 7

under ldle At Least (Days).

Track Assets On Drivers’ Trucks

If an Asset is associated with a Driver, it means that they have removed the Asset from a
Job, but have not yet updated the Assets next location. Use this report to follow up with

your drivers and ensure all Assets are set at the right location.

1. Click Assets
2. Use the Search by Related Type field by selecting Drivers

Assets

Asset ID

Idle At Least (Days)

BporT ¥

Search by Related Type

Driver

Idle At Most (Days)

Search Related

Search Assets By Type

CHARTS

IMPORT ASSETS

Street address

AT

CLEAR X
Asset
D Notes Asset Type Related Related Account Current Location Set At Current Location | Action
10-03 10 Yard Driver - Alyse Currently on Truck 13 days ago DETAILS -
Brodhead Apr 26, 2024, 4:53 pm
Asset ID Search by Related Type Search Related
Driver I
Idle At Least (Days) Idle At Most (Days) Search Assets By Type Street address
ExPorT & CLEAR X
Asset
D Notes Asset Type Related Related Account Current Location Set At Current Location | Action
10-03 10 Yard Driver - Alyse Currently on Truck 13 days ago
Brodhead Apr 26, 2024, 4:53 pm

Ensure Drivers are Adding and Removing Assets accordingly through Required Actions.

Using the Charts Feature
Assets Charts provide a different view of your Assets’ locations and allow you to quickly
filter Assets accordingly.
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1. Click Assets

2. Click Charts

3. Use the Assets Location chart to view a breakdown of the number of assets you
have out on jobs, sitting at a site, or have no location set

Asset Locations (Total 104)

BN On Sites- 30 [N On Jobs - 68 OnTrucks -3 NS Manual Location - 0 Location Not Set - 3

4. Use the Days Since Location Change graph to see how long assets have been
sitting on a job or site. Click on each bar to filter the list of these assets and
identify the customers you need to follow up with

Days Since Location Change

I Assets
30

3 days 7 days 14 days 21 days 30 days 30+ days No Set Location
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Billing and Invoicing
Dispatcher offers all-in-one invoicing and payment processing features. Additionally, it

integrates with QuickBooks Online for invoicing and accounting. This section walks you
through these options and how to get started with the option that best suits your needs.

Dispatcher Invoicing Settings
Choose the system you want to use to send open Invoices to customers from:

e Dispatcher Invoicing: Send open invoices from Dispatcher with customizable

Terms and Conditions language
e QuickBooks Online: Export open invoices to QuickBooks Online and choose

when to tell QuickBooks to send your invoices
e None/Other: Choose this option if you do not want to send open invoices to

customers

Dispatcher and QuickBook Online Invoicing: QuickBooks Online users can select Dispatcher as
their invoicing option to gain additional invoicing features while still utilizing all QBO features.

Dispatcher Invoicing

In addition to sending your invoices from Dispatcher with customizable Terms and
Conditions language, Dispatcher Invoicing allows you to Set Default Payment Terms,
record Cash/Check/Other payments, and include a Pay Now link if you’re integrated
with our payment processing features so customers can pay their Invoices online.

1. Click Settings
2. Click Company Settings

Company Settings

3. Click Invoice Settings

Invoice and Billing Settings

Invoice Settings INVOICE SETTINGS

This feature allows you to create and send invoices to your customer. Couple it with WastePay for a full billing suite.

4. Click Dispatcher

® Dispatcher

Send open invoices from Dispatcher with customizable Terms and Conditions language

5. Set Default Payment Terms
Invoice Terms

Default Payment Terms

Choose the default payment terms you want to use for new tickets created. You can update the payment terms for each ticket as needed

Net 30 hd

Due Upon Receipt

per invoice
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6. Customize Default Terms and Conditions

Default Terms and Conditions

This is an explanation of terms and conditions and how they can be edited per invoice

Customer agrees to rent a dumpster from Company according to the prices and fees set forth at the time of rental. The rental period begins the day the dumpster is dropped off, unless

otherwise granted by Company. (c) Weight Limit. Customer agrees to restrict tonnage to 2 tons for a 12yd and 4 tons for a 20 yd.

7. Customize Invoice Email Receipt Options

o Logo: add your company’s logo by uploading an image no larger than 200 x
200 px.
o Company Billing Info: update you company name, phone, address displayed
on invoices
o Include Pay Now button: give your customers the ability to pay their invoices
online if you are connected with WastePay
o Email Subject Line: edit the first line customers see when they receive your
Invoice. The Invoice number will automatically be included
o Email Message (optional): add a message to your email body
Logo
CHEMGE 4 REMOVE

Cnmpany Bi”il’lg Info {2s displ ayed on receipt)

Send As Name

American Dumpster Services

Company Mame Company Phone

Dispatcher.com 855-757-6400

Company Address

11699 Brookpark Road Parma, OH 44130 US

Email Receipt Options

Invoice Payment Refund

Include Pay Now button

Email Subject Line

Invoice From [Dispatcher.com]

Email Message (Optional)

Flease pay online or call us to pay over the phone.

- #[Dxxxax]

8. Click Save Changes
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Send an Invoice from Dispatcher

Once an Invoice is created and you’re ready to send the invoice to the customer, head to
the invoice review page.

1. Click Invoices
DISPATCHER

2. Search and click appropriate Open Invoice you would like to send

Invoice Number Status Account Name Created Date
D411
CLEAR X
Invoice No. QBO No. Account Created At | DueDate Status Amount QBO Sync Action
D411 = John Doe May 23,2024 Jun 22,2024 $960.00 Not Synced DETALS -~

3. Click Collect Payment

4. Click Send Your Invoice

Send Your Invoice v

Confirm your Terms are correct

Confirm the Email to send the invoice to is correct
Change the default Message if applicable

Check or uncheck Include Terms & Conditions
Check or uncheck Include Pay Now Link

WP N

Terms Invoice Date Due Date

Net 15 ~ 06/06/2024 06/21/2024

Bill To Email (comma separated)

support@dispatcher.com

Message (optional)

Please pay online or call us to pay over the phone.

Include Terms & Conditions Edit

Include Pay Now Link

10.Click Save & Send to Customer
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How to Void an Invoice

Keep reporting clean and accurate by voiding any invoice that was accidentally created
or no longer needed.

1. Click Invoices
DISPATCHER Dispatch | Invoices | Tickets  Jobs  Accounts  Assets  Reports  fif ‘- e &

2. Search and click appropriate Open Invoice you would like to void

Invoice Number Status Account Name Created Date
D411 -
CLEAR X
Invoice No. QBO No. Account Created At | DueDate Status Amount QBO Sync Action
D411 = John Doe May 23,2024 Jun 22,2024 $960.00 Not Synced DETALS -~

3. Click Void Invoice

VOID INVOICE EDIT INVOICE _

Line Items
Ticket ID Date Ticket Type Address Charges
12B75E Feb 21,2025 Empty & Return (ER) 2109 Oxford Street (test) Fee Type Qty Amount
30 Yard
1 $535.00
Service
Ticket Total $535.00

Discount (0.00)
Subtotal ~ 535.00
Tax 0.00
Total $535.00

If you do not remove any Ticket(s) associated with the Invoice beforehand, they will
automatically be removed, and their Billing Status will update to “Pending” or their Default
Billing Status. Once an Invoice is voided, it can no longer be edited. You will receive an error
when attempting to void an Invoice that has a partial payment.



QuickBooks Online Invoicing
QuickBooks Online users can integrate their account with Dispatcher to streamline
processes and eliminate duplicate entries. Track service and billing details in Dispatcher,
then export Invoices to QuickBooks Online. Our QBO integration works perfectly with our
payment processing features. Sync Invoices and payments to QBO with just one click.

1. Click Settings
2. Click Company Settings

Company Settings

3. Click Invoice Settings

Invoice and Billing Settings

Invoice Settings

i Vol . . INVOICE SETTINGS
This feature allows you to create and send invoices to your customer. Couple it with WastePay for a full billing suite.

4. Click Quickbooks
® Qquickbooks

Export open invoices to QuickBooks Online and choose when to tell QuickBooks to send your invoices

Although you selected QuickBooks as your invoicing option, there are still required steps
to get connected.

1. Click Settings

2. Click QuickBooks

Company Settings

QuickBooks

3. Click Connect to QuickBooks

Step 1 0of 2
Get started by clicking below to connect your QuickBooks Online account.

@ Connect to QuickBooks

4. Enter your QuickBooks Online credentials

First Time Login: A QuickBooks Online Administrator user will have to log in for the first time to
make the initial connections.

Importing Customers from QuickBooks Online

New Dispatcher users can utilize this feature to import their QuickBooks customers. This

will ensure that any existing customers are already synced, allowing repeat business to
be managed efficiently.

Names must match exactly: If you are importing your customers for the first time and have no
Accounts in Dispatcher, you should be good to go. If you already have Accounts created in
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Dispatcher, export both lists to confirm the names match exactly. Duplicates will be created if
the names do not match. Reach out to support at 855-755-6400 if you have any questions.

Choose an option that best suits your needs. If there are duplicate account names

already present in Dispatcher, we will link the one created first with the same name in
QuickBooks.

1. Select Skip Import

@® Skip Import

2. Select Import All to import all your customers

@ Import All Import all QuickBooks customers (including inactive and sub-customers)

3. Select Customize Import (If you choose customize, select the parameters you’d
like to use to narrow down the list of customers)

@ Customize |mport Import QuickBooks customers based on select options

B Include customers with invoices created within a specific date range
B Include customers by customer type

B Exclude Sub-customers

B Exclude Inactive Customers

When your import is complete you will receive an email. Click the link in the email to
review your import.

Creating New Accounts in Dispatcher

Add new customers in Dispatcher as you will be prompted to export new customers over
to QuickBooks when first sending an invoice for that Account.

Export A #6793 - ABC D
Export to QBO

loper to QuickBooks Online to invoice their tickets.

QuickBooks Invoice Settings

We recommend using QuickBooks-generated invoice numbers to avoid duplicates and
maintain flexibility for manual Invoice creation in QBO. Enabling this setting is a
two-step process.

Step 1: Enable in Dispatcher

1. Click Settings
2. Click QuickBooks

Company Settings

QuickBooks
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3. Click Use QuickBooks generated Invoice Number

Invoice Settings

Select the default settings you would like to use when exporting invoices to QuickBooks:

Invoice Numbers

O Send Dispatcher Invoice Number to QuickBooks

@ Use QuickBooks generated Invoice Number

Step 2: Enable in QuickBooks

Login to QuickBooks Online

Go to Settings

Select Account and settings

Select Sales

In Sales form content, select Edit &
Deselect Custom transaction numbers
Select Save, then select Done

NouAwN =

QuickBooks Integration Settings

WastePay users can choose the information they would like to keep updated in real
time. We recommend automatically export invoices to QuickBooks after submitting
payments. Please note that this will only occur when the Invoice is paid in full and
applies to all payment methods, not just credit card payments. Unchecking this option
will prompt you to manually export the invoice after submitting payment.

1. Click Settings
2. Click QuickBooks

Company Settings

QuickBooks

3. Check Paid Invoices (Recommended)

Paid Invoices (Recommended)
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None/Other
Choose this option if you prefer not to send open invoices via Dispatcher or QuickBooks
Online because you are using a different system.

1. Click Settings
2. Click Company Settings

Company Settings

3. Click Invoice Settings

Invoice and Billing Settings

INVOICE SETTINGS

Invoice Settings
This feature allows you to create and send invoices to your customer. Couple it with WastePay for a full billing suite.

4. Click None/Other

@ None/Other

Choose this option if you do not want to send open invoices to customers
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Create Fee Types

To invoice customers, start by entering your Fee Types. Fee Types are standard line
items you invoice customers for, each with a default dollar amount. These are added on
a per-Ticket basis. You can add as many Fee Types as needed in the settings and adjust
their amounts and quantities for each Ticket. Additionally, you can include Fee Type
Descriptions to clarify the charges for your team and customers.

1. Click Settings
2. Click Fee Types

Company Settings

Fee Types

3. Click New Fee Type +

4. Fill out the appropriate details
o Name: typical line item displayed to describe the charge
o Default Amount: default dollar amount, adjustable per Ticket
o Description (optional): details of the charge for transparency with the team
and customer
5. Click Save New Fee Type

¢ Dispatcher Tip: Clients appreciate understanding why they are being charged. You can provide
a skeleton for a descriptive Description and update it on a ticket-by-ticket basis. For example,
you can set your Fee Type Description in settings to "15 Yard Delivery, $350, X-day rental period,
X tons allotted, X charge for every X pounds,” and then edit the Description within the ticket to
specify details like "7-day rental period, 2 tons allotted, $50 charge for every 100 pounds.”

QuickBooks Users: Fee Types are mapped to QBO’s Product/Services. Once prompted to map
which Product/Service you’d like to link to, you will be asked if you want to proceed with QBO’s
Description for Dispatcher's Description.

55



Create and Edit Invoices
Once Fees Types are added to your account, begin creating Invoices.There are two ways
to create an invoice:

e C(Create a single Invoice from a Ticket
e C(reate a multi-Ticket Invoice from the Invoice page

Create an Invoice from a Ticket

1. Click Tickets
2. Click appropriate Ticket

DISPATCHER

3. Add Ticket Fee Types associated with the service

Ticket Fees and Invoicing

Select a Fee Type

| v |
10 Yard l

20 Yard

30 Yard

4. Click Save & Create Invoice

5. Review the invoice summary and select the next step based on your invoicing
settings

Save Fees: If you are not ready to create a single Ticket invoice or plan to add this service to a
multi-Ticket invoice, click Save Fees.

SAVE FEES

Edit Single Ticket Invoice

If you need to add or edit a fee on the invoice, you should be prompted to do so within
the review page. You can click Edit Invoice or go to the Ticket itself to make changes.

1. Click Tickets

DISPATCHER

2. Search for the appropriate Ticket
3. Click the Ticket ID

Weight
Ticket
D D Flagged Status Billing Status Date | Ticket Type Asset Type Account Name Job ID Address Weight Number Driver Action

(] D1B000 =1 Pending Apr17, Switch (SW)  10Vard(10)  Yellowcreek 323 48PrescottDrive  N/A  N/A  None
2024 Const Hudson, OH 44236
. k .
4. Click Edit Fees
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Invoice #D406
$532.00

Status: Open
Create Date: May 22, 2024

| EDIT FEES |

5. Adjust the Ticket Fees
Ticket Fees and Invoicing

Invoice #D406
Status: Open Create Date: May 22, 2024

Select a Fee Type

Quantity Price
% 30 Yard 1 650.00 $650.00
Description Edit
Quantity Price
% Additional Day 2 15.00 430.00
Had dumpster for 2 additional days. Edit

6. Click Save & Return to Invoice

Create an Invoice from the Invoice List
Creating an Invoice from the Invoice list allows you to select several Tickets from one
customer and charge them all in one Invoice. This is helpful if you collect payment after
the Job is completed or on a weekly or monthly basis. View all invoiceable tickets (any
Tickets with a “Pending” Billing Status) and check mark the ones you’d like to include.

1. Click Invoices

D | S PAT C HER Dispatch | Invoices | Tickets Jobs  Accounts  Assets  Reports E L 3 ‘ - o Q

2. Click New Invoice +

3. Click Create Invoice next to appropriate Account
CREATE INVOICE

4. Select the Ticket(s) you want included on the invoice

Invoice D Status Date | Billing Notes Ticket Type Asset Type Job 1D Address Weight (tons) Ticket Fees Count Action

O BASFBB = May 29, 2024 Switch (SW) 10 Yard (10) 320 McDenalds (White house, black N/A None
shutters)

FOF59A May 27,2024 Switch (SW) 10 Yard (10) 320 MeDenalds (White house, black 128 1
shutters)

DC7656 May 24,2024 B Switch (SW) 10 Yard (10) 320 McDanalds (White house, black 081 2
shutters)

DBA4D4 Mar 27, 2024 Fick-up (PU) 20 Yard (20) 320 McDonalds (White house, black 089 1 VIEW -
shutters)

5. Click Create Invoice
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6. Review the Invoice summary and click Save & Continue

7. Review the invoice summary and select the next step based on your invoicing
settings

Edit Multi-Ticket Invoices
If you need to add or edit a fee on the invoice, you should be prompted to do so within
the review page. You can click Edit Invoice or go to the Invoices page to make changes.

1. Click Invoices

DISPATCHER

2. Search and click appropriate Open Invoice you would like to edit

Invoice Number Status Account Name Created Date
D411
clEar X
Invoice No. QBO No. Account it Created At | Due Date Status Amount QBO Sync Action
D411 - John Doe May 23,2024 Jun 22, 2024 $960.00 Not Synced

3. Click Edit Invoice
o Click Edit Fees

EDIT FEES

o Click Add Ticket to select Ticket(s) to include on invoice

©ADD TICKET

o Click Remove to exclude any Ticket(s) currently included on the invoices

REMOVE

4. Click Save & Continue
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Manage Billing Statuses
Billing statuses will automatically update based on your invoicing settings. Additionally,
you can manually update statuses as needed. These statuses enable you to quickly view
Pending, Invoiced, Paid, and Not Billable Tickets, streamlining your invoicing process and
facilitating next steps.

Billing Status Definitions:
o Pending: All new tickets will have this status. Tickets with a Pending billing
status will be shown in your list of Invoiceable Tickets

o ®lnvoiced: Any Ticket associated with an Invoice. Tickets exported to QBO
will automatically update to Invoiced

o O Paid: Once payment is collected, a Ticket’s Billing Status will
automatically update to Paid

o XNot Billable: Tickets that do not require invoices can be updated to "Not
Billable" to remove them from your list of Invoiceable Tickets

Manually Update Billing Status

1. Click Tickets
DISPATCHER

2. Click appropriate Ticket
3. Click the gray dropdown box to select the appropriate Billing Status

Ticket Fees and Invoicing  Pending
Pending

Invoiced

Paid
Select a Fee Type Not Billable

Use Billing Statuses to Filter to Invoiceable Tickets

Tickets Filter
View a list of all Completed Tickets with a Pending Billing Status.
1. Click Tickets

DISPATCHER

2. Under the Status field, select Open or Completed (depending on pre-delivery or
post-delivery billing)

Searc h Tic ke-ts OVERDUE TICKETS
Start Date End Date Ticket ID Job ID
Account it Name Asset Type Ticket Type Driver Name
Status Flagged Billing Status Exception
L All Active - City Postal Code Weight Ticket Number
|Open ]
En Route
- All Closed -
Cancelled
ﬁiompleled | CLEAR X

59



3. Under the Billing Status field, select Pending

SearCh Ticke-ts OVERDUE TICKETS
Start Date End Date Ticket ID Job ID
Account Name Asset Type Ticket Type Driver Name
Status Flagged Billing Status Exception
Street Address City F Weight Ticket Number
Invoiced
Paid
Not Billable
4. Click Search

Invoices Filter
Customize the New Invoice list to Completed or Open Tickets (depending on if you bill
pre-delivery or post-delivery).

1. Click Invoices

D | S PAT C HER Dispatch | Invoices | Tickets Jobs  Accounits  Assets  Reports E . 3 ‘- o Q

2. Click New Invoice +

3. Under Filter by Ticket Status, select Open or Completed (depending on
pre-delivery or post-delivery billing)
New Invoice: Select an Account

Filter by Ticket Status
CLEAR X

En Route

Completed

ID | AccountNotes Name Contact Name Phone Cancelled e Tickets Actions

4. Click Search

Invoices Export
Filter the Invoices report to see open invoices, total revenue for a specific period, and
outstanding balances.

1. Click Invoices

D | S PAT c HER Dispatch | Invoices | Tickets Jobs  Accounts  Assets  Reports ~ ‘- o Q

2. Use the filter to narrow your Search
3. Click Export

’ ExPORT ¥
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Payment Processing

Power your business with simple payment processing seamlessly integrated with
Dispatcher. To speak with a member of our team regarding these features and next
steps, complete our Learn More Form.

Connect to WastePay

Set up your account with payment processing features by completing an Application
Form. Once completed, a member of our team will reach out with the next steps. Once
your WastePay account is created, you’re ready to connect to Dispatcher and begin

collecting payments in-app or sending Pay Now links to your customers for online invoice
payments.

1. Click Settings
2. Click Company Settings

Company Settings

3. Click Invoice Settings

Invoice and Billing Settings

Invoice Settings

INVOICE SETTINGS
This feature allows you to create and send invoices to your customer. Couple it with WastePay for a full billing suite.
4. Click Connect to WastePay

CONNECT TO WASTEPAY

Edit Payment Processing Settings
Once a payment is processed, a receipt is created to send to your customer. Customize
the receipts to match your company needs

1. Click Settings
2. Click Company Settings

Company Settings

3. Click Invoice Settings

Invoice and Billing Settings

e e stony
This feature allows you to create and send invoices to your customer. Couple it with WastePay for a full billing suite.
4. Upload C ’s |
. Upload your Company'’s logo

Logo

Image should be no larger than 200 x 200 px. SVG or Transparent PNG recommended, JPG also supported.

urLoADLOGO &
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https://form.jotform.com/231716053274149

5. Edit your Company Billing Info

Send As Name
American Dumpster Services
Company Name Company Phone

Dispatcher.com 855-757-6400

Company Address

11699 Brookpark Road Parma, OH 44130 US

6. Customize Email Receipt Options:
o Invoice: enable or disable Include Pay Now button

Email Receipt Options

Invoice Payment Refund

Include Pay Now button

o Payment: enable or disable the automatic sending of payment receipts to
customers based on whether you prefer to send them automatically or
manually, and choose if you want fees to be displayed on the invoice

Email Receipt Options

Invoice Payment Refund

Automatically send payment receipt to customer

Show line item fees to customer

o Refund: Enable or disable Automatically send payment receipt to customer

Email Receipt Options

Invoice Payment Refund

Automatically send refund receipt to customer

7. Customize Email Messages: each invoice template includes an optional email
message to include on all receipts

Email Subject Line

Invoice From [Dispatcher.com] - #DXXXXX]

Email Message (Optional)

Thank you for your business!

8. Click Preview Changes to make sure your invoice looks how you want it

PREVIEW CHANGES

9. Click Save Changes when all updates have been completed

62



Add and Nickname Account Credit Cards

Simplify your workflow by adding and nicknaming credit cards as soon as you collect
account and service details.

1. Click Accounts

DISPATCHER Dispatch  Invoices  Tickets  Jobs | Accounts | Assets  Reports i ‘. (7] te 3

2. Search for the appropriate Account
3. Click Account name

D | Account Notes Name Contact Name Phone Open Jobs Closed Jobs Actions

s B | AK Rollnﬂsl Alyse Krevh 855-757-6400 1 None
4. Click Add/Edit Cards

Payment Methods Add/Edit Cards

5. Click Add Card and add card details

6. Continue to add, edit, and nickname cards as needed

>
&  Concrete Creatures DLEEELT o
Account Information Billing Information
@ Account ID 187 Billing Address
A Contact Name King Kong Billing Details
None
Contact Email support@dispatcher.com
QuickBooks Customer Export to QBO
%, Contact Phone 855-757-6400
Not Synced
B Account Notes WastePay Customer Unlink
Cash customer 188
Payment Methods Add/Edit Cards
Bigfoot - 0002 | Exp 09/2026
Cookie Monster - 0002 | Exp 05/2025




Charge a Credit Card from a Ticket
Once Fee Types are added to a Ticket and your invoice is created, you can charge a card
to collect payment.

1. Click Tickets

DISPATCHER Dispaich  Invoices | Tickets | Jobs  Accounis  Assets  Reports i Mg @ O

2. Search for the appropriate Ticket
3. Click the Ticket ID

Weight
Ticket

O o Flagged Status Billing Status  Date | TicketType  AssetType  AccountName JobID  Address Weight Number Driver Action
O =1 Pending Apri7, Switch (SW) 10 Yard (10) Yellowcreek 323 48PrescottDrive  N/A  N/A None
2004 Const Hudson, OH 44236
4. Add appropriate Fee Types
Ticket Fees and Invoicing
Select a Fee Type
\ v |
10 Yard l
20 Yard
30 Yard

5. Click Save & Create Invoice

6. Click + Add New Card or select Card from already saved cards list

Add a Payment ~
Credit Card Cash/Check
Card Details vt @ == == Manae Cards

® MASTERCARD*4854

+ Add New Card

Email (comma separated)

RESET CHARGE $600.00

@ Secure Payments Powered by

WastePayas

7. Enter Payment Details. Notice you can save credit card information for future
payments

Add New Card

Save card to account

8. Click Charge amount



Charge a Credit Card from Invoice List

Once Fee Types are added to a Ticket and your invoice is created, you can charge a card

to collect payment.

1. Click Invoices
DISPATCHER

Dispatch Invoices Tickets

2. Click New Invoice +

Accounts

Assets  Reports

3. Click Create Invoice next to appropriate Account

CREATE INVOICE

4. Select the Ticket(s) you want included on the invoice

f g

o =

Invoice ] Status Date

O 8AFBE ] May 29, 2024
FOF59A May 27, 2024
DC7656 May 24,2024
DBA4DA Mar 27, 2024

| Billing Notes Ticket Type Asset Type
Switch (SW) 10 Yard (10)

Switch (SW) 10 Yard (10)

[:=] Switch (SW) 10 Yard (10)
Pick-up (PU) 20 Yard (20)

Job ID

Address

MeDenalds (White house, black
shutters)

MeDenalds (White house, black
shutters)

McDenalds (White house, black
shutters)

McDenalds (White house, black
shutters)

Weight (tons)

Ticket Fees Count

None

2

Action

i

H H H =

5. Click Create Invoice

6. Review the Invoice summary and click Save & Continue

7. Click + Add New Card or select Card from already saved cards list

Add a Payment

Credit Card

® MASTERCARD*4854

+ Add New Card

Email (comma separated)

RESET

Card Details [vsa @ == =

A

Cash/Check

Manage Cards

CHARGE $600.00

@ Secure Payments Pawered by

WastePayas

8. Enter Payment Details. Notice you can save credit card information for future

payments.

9. Click Charge Amount



Refund a Payment from Invoice List
If you ever need to refund a customer a full or partial amount, you can do so right
within Dispatcher
1. Click Invoices
D | S P ATC HER Dispatch | Invoices | Tickets Jobs  Accounts  Assets  Reports E L 3 ‘- o Q

2. Search and click appropriate Paid Invoice you would like to refund

Invoices newvoce + |

Invoice Number Status Account Name Created Date
Paid
cLEAR X
Invoice No. QBO No. Account Created At | DueDate Status Amount QBO Sync Action
2654C Yellowcreek Const May 22,2024 Jun 21,2024 D $275.00 Synced
3. Click Refund

Invoice Transactions

Transaction ID Type Method QuickBooks Sync Status Date Amount Actions

12 Sale Other: ACH Success| Viewin QBO May 21,2024 $275.00
4. Select Full Refund or Partial Refund

Issue Refund for Invoice #D407

Refund Amount
Original Transaction ID
112

Original Payment
$275.00

Amount Remaining
$275.00

Total Refund Amount
(®) Full Refund $275.00

o Partial Refund

Email for Receipt (comma seperated)

suppori@dispatcher.com

5. Click Submit Refund Amount




Create a Recurring Charge
If you ever need to set up a recurring payment, jump into the WastePay portal to do so.

1. Login to the Virtual Terminal at app.wastepay.com

<« c 23 app.wastepay.com/auth/login

WastePaya

Payment Solutions That
Drive the Waste Industry

Sign in to Power Your
Payment Processing

‘ &  support@dispatcher.com |

| B 2208730 |

3. Click +New Recurring Charge

2. Click the Recurring Charge icon in the main menu on the left

= WastePaya

Dispatcher / Recurring Charges

Q

(s) Recurring Charges

Status Paused, Active, Errored Clear Al

Dispatcher My Account v

+ New Recurring Charge

< Filter

4. Enter Payment and Customer Details
5. Select Payment Frequency

Dispatcher / Create New Recurring Charge

Payment Details

Transaction Amount Invoice Number

| $ 10000 | | 2458 |

Notes

Customer Details

Customer

‘ i =+ New Customer

Waste Pay (WastePay Test Company)

Payment Frequency @

Frequency
| Monthly |
Start Date End Date

‘ 11/16/2023 D‘ ‘ mm/dd/yyyy D‘

() Stop On Error @

Payment Configuration Method

Payment Method

‘ i + New Card

‘ Select Credit Card

$100.00 silling eycle

Starting | Ongoing

WastePay Test Company
Waste Pay
mmcgeady@wastepay.com

Reset

@ Secure Payments Powered by

WastePaya

6. Click Save and Start
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Reporting
Utilize Reports

Reports are important - gain the benefit of collecting the information and having it
organized for you. Don’t overlook them! and reach out if you need anything. Please
note, reports will include activity through the prior day. We have four reports on the
report page:

o Ticket Overview: See ticket trends by year, ticket type, asset type and more

o Ticket Details: Break down your tickets by date, ticket type, asset type, and
status

o Ticket Heatmap: View where your tickets are concentrated by zip code

o Driver Comparison: Compare your drivers using ticket performance metrics

1. Click Reports

DISPATCHER

2. Click View Report on the one you want to view. This page will update as we
continue to add new reports.

DISPATCHER

Ticket Overview R Ticket Details Ticket Heatmap o
S TNA

See ticket trends by year, o - Break down your tickets View where your tickets &

ticket type, asset type by date, ticket type, are concentrated by zip ]

and more. asset type, and status. code.

Driver Comparison

Compare your drivers
using ticket performance
metrics.

3. Use the filter options along the top of each report to customize the data that you
want to look at

4. Click the Switch Reports arrow to select a new report to look at without having
to return to the reports page
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Report Total Weight per Sites
In order to report weight totals, ensure drivers are adding weight to tickets through
Required Actions and administrators are adding Associated Sites to Tickets.
1. Click Tickets

DISPATCHER Dispatch  Invoices | Tickets | Jobs  Accounts  Assets  Reports iy ‘. @ O

2. Use the Ticket Filter to select a Start Date and End Date, along with any other
desired fields

Search TiCketS OVERDUE TICKETS
Start Date End Date Ticket ID Job ID
05/01/2024 05/31/2024
Account Name Asset Type Ticket Type Driver Name
Status Flagged Billing Status Exception
Street Address City Postal Code Weight Ticket Number
3. Click Search

4. Click Export

EXPORT ¥

Check your email for a link to download the report
5. Add a Filter to row 1

675f086ebf556ab0b6bed03b59365a08 - Excel Alyse Krevh [cal

Pagelayout  Formulas View  Developer  Help @ Tell mewhat you want to do

sy ¥ Cut

b ool= = s BEx > Autosum ~ A,
Calibri LR S B 2 Wrap Text General - = ] .} (T ; ad p
Pasts EEey © 2 C d I Fi ")t c.\’\ IEElrt EE:et Format Wl a- szrtscF d &
=53 B I U~ - - -== e=a= Merge 8 Center ~ -9 s 42 o Conditional Formatas Cel nsert Delete Forma o in
- ¥ Format Painter A B Merge e Conter ~ | § R N Clear Filter~ Select -
Clipboard & Font. & Alignment = Number = Styles Cells Editing -~
Al < £ || Driver v
A B C D E F G H 1 J K L M N o P a R s -
1 |Driver - |ID |~ |Status |~ |Billing{ ~|Date |~ |Requed v |Requed | Ticket1~|Asset T~ |Job ID | ~ | Addres ~ | Addres ~ | Accoun| - | Flagged » | Weight ~ | Weight ~ | Create ~ | Billing | = | Ticket | ~ | Ticket,
2 [None  FB92FD open  lInvoiced 7/28/2023 Final Rem 40 Yard 157 5434 Towbridge Driv Susan Jon No 0 547 s S0
3 |Michael WD972F5 open  Invoiced 8/15/2023 7:30 8:00 Final Rem 10 Yard 195 134 West Streetsbor McDonald No 0 Not Enter: #sstsss 30Vardx1  $0)
4 Michael MBF22A1 open  Invoiced 7/28/2023 7:30 8:00 Delivery 20 Yard 197 Avon Brev yellow ho 83 Brewin No 0 Not Enter: #sstsss Deliveryx  $0,
5 |Michael WDB1853 open Invoiced 7/31/2023 Final Rem 10 Yard 198 5415 Port Yellow tra Victoria Jc No 0 Not Enter: #stsss Delivery x 30,
. . .
6. Select an Associated Site in column X
U v W X Y =
I | Ticket 1~ | Ticket i ~ | Assets | ~ | Assacid = H Sites
2l SortateZ d
Il SortTZtoA Scrap
Harvard
Sort by Color 3
’ Scrap
5fton
darvard
d
Text Filters 3
- d
Search APl
-[H] (Select All} Scrap
= Akron Yard 5/ton
: [ Boyas - $35/ton Scrap
:~[] Broadway Scrap Scrap
i-[] Bros. Equipment ment
[ Rumpke Postal- 36, Akron Yard P
:-[] Rumpke/Harvard Scrap
-] {Blanks) Harvard
‘ostal- 96, Akron Yard
pment
Concel | Serep
darvard
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7. Highlight the weight column to calculate the total weight

P Q R 5 T u v -
1 |Weight ~ |Create¢ = |Billing | ~ | Ticket | = | Ticket [ v | Ticket 1~ | Ticket f = | A
2 SAT | HitHHHHH $0.00 50.00 50.00
8 200| HHHHHHH Over Wei  $0.00 50.00 50.01
2 1616| HHHHHH 10y Zone !  $0.00 50.00  5325.00 4
10 A58 | HHAHARH 10 Yard - v $0.00 50.00 S$500.00 4
27 315|| HHHHHHHHE $0.00 $0.00 S0.00
28 1000 | £aEEEEH 50.00 50.00 50.00 -
675f086ebf556ab0bE *® 4 »
Average: 1450,1875  Count: 17 Sum: 23203 E.Display Settings
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Glossary

Account - A unique company or customer that you
do business with that houses all jobs, tickets, and
invoices associated with it.

Asset - An individual rentable item that your
company owns. If you don’t already, we
recommend using a system to label your physical
assets and use that as the Asset ID.

Asset ID - The unique label used for identifying
your individual assets.

Asset Type - The name you use to categorize your
assets.

Associated Site - One of your sites that you add
to a ticket. For example, you may add a landfill to
indicate to a driver where to dump a load.

Billing Status Fee Type - The typical line items
you invoice customers for which includes a default
dollar amount.- The description describing if an
Invoice is Pending, Invoiced, Paid, or Not Billable.
Card Manager - A tool under each account to save
and nickname credit cards, available with
WastePay

Customer SMS - Enhance customer
communication by enabling automatic SMS
notifications to be sent when a ticket is created,
started, or completed.

Dispatch - This is where you will see the map of
where your dumpsters are located, if you have
jobs that need assigned, you can assign them to
your drivers.

Driver Assignment: Determine which users should
appear in the Driver List Options

Fee Type - The typical line items you invoice
customers for which includes a default dollar
amount.

Invoices - This is where you can create invoices
for customers. If you use QuickBooks Online, you
can connect Dispatcher to export information
from Dispatcher to QuickBooks.

Job - A unique address or location where the
tickets will take place.

New Asset - The term used for adding new assets
to your inventory within Dispatcher.

Pay Now Link: Invoice setting allowing your
customers to pay securely online.

Required Actions - Configure specific steps that
must be completed before a specific ticket type
can be completed. Drivers will be prompted in the
app to complete any outstanding actions upon
trying to complete a ticket.

Requirement Options - Require driver to
complete a ticket before starting the next one.
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Site - A specific location drivers visit everyday
that is not a job address, like a transfer station or
landfill.

Site Disposal Cost - The amount of money per ton
it costs to unload at a site.

Site Type - The category name you use to group
all your sites. For example, landfills, container
yards, or repair shops.

Status - The description describing if a Ticket is
OPen, En Route, Completed, or Canceled.

Ticket - The action that takes place on a job.
Ticket Fee - The line item associated with a
specific ticket that will carry over to a customer’s
invoice.

Ticket Fee Description - Additional notes
associated with Fee Types that will carry over to a
customer’s invoice.

Ticket Type - The categories of actions taken on
an asset. For example, with dumpsters you may
want ticket types like “Drop Off,” “Swap Out,” or
“Final Pickup.”

WastePay - payment processing solution to
collect credit card charges in Dispatcher.



