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For easy access for future orders, either bookmark the login page for our portal or simply visit
www.storetodoorcanada.com and click login.

If you have any further questions please reach out to our Customer Success team through the “Help” function
in the Client Portal, call support at 1-866-991-0184, email support@storetodoorcanada.com, or you can refer

to our help videos for further details.
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Sign In

How to sign in for the first time

1 Once the S2D team has added you as a user to your company you will receive an email with your
Company ID, email address, and temporary password.
a. Ifthis email is not in your inbox, check your spam/junk folder or reach out to

clientonboarding@storetodoorcanada.com.

Welcome, Rebecca!

You've been invited to join test on StoreToDoor! Below is everything you'll
need to get started.

Company ID: §
Email: rebecca@storetodoorcanada.com

Temporary Password: GAKt:jOK

2 From the email you will click the sign in button which will take you to the client portal.
a. Enterthe temporary password from the initial activation email.
3 Click the sign in button.
4 You will be prompted to change your password (Password must include at least one special character, at
least one capital letter, and at least one number).
5 Click the sign in button again.

6 Read and agree to the terms and conditions.
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Create Orders

How to create an order

1 Click on the create orders tab (left hand side)
2 Pickup location
a. If you have multiple locations make sure you are clicking on the right one.
3 Pickup date
a. This can either be today’s date or future date.
b. Formatis year, month, day or click on the calendar icon on the right hand side to click the date
from a calendar.
4 Pickup time
a.  This is the window that a driver will be there to pick up the order(s).

b. Orders must be entered at least 60 minutes before the pickup window begins.

Create Orders
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5 Click add a delivery

a. Enterthe recipient’s cell phone number. This will send a tracking link to the customer to view
when their order is on its way and delivered.

b.  Enter the first and last name of the recipient.

C.  Enter the destination of the recipient. Enter the address in the search address field to allow
Google Maps to auto-fill the address fields. Once the fields have been auto-filled, please ensure
the information is correct and any apartment/unit number is entered if necessary.

d. Enter the number of packages being delivered to the recipient.

e. Enter any delivery notes (if applicable). These are visible to both our dispatchers and the driver.

f. Click the add button on the bottom right hand side.
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Add Delivery

Recipient

Phone Humber
Treciing BrE R e B S fmss
1(306) 555-5555 CLEAR

Do mot gond tracking link

Full Hsma

Rebecca Test

Destination

Search Addross

2375 College Ave, Regina, 5K, Canada

Murmbor Street
2375 College Avenue
Apt [ Unit City
Apt | Unit Regina
Province [ State Country
Saskatchewan - Canada -

Postal | ZIP Code

S4P AW7

Humber of Packages

2

Delevgry Matas

Please leave the package on the front step if ne one is homa. | ]

Cancel add

6 If you have more deliveries you would like to add, you can do so by clicking add a delivery again to enter

the delivery recipient’s information.
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7 Once you have added all of your deliveries, click the submit button.
a. Submit and print labels - Recommended as you can print the labels to stick them on the
appropriate package(s).

b. Submit order - You can later print labels if you forget.

-
Submit & Print Labels

Submit Order

8 Submit and print labels - The labels will automatically open in a new tab for you to print and stick on the

orders.

SHE TO Rebecen Teat 5P T0 Rebecen Test
2375 College Avenus 2375 College Avenuss
Regina, 5K Regina, 5K
54P 4WT S4P 4WT
1 (206) 555-5555 1 (306) 555-5555
DROER 53cThedd (1 ol 3) CEDER 53eThedd (26l 3)
May 19, 2022 My 19, 2022
SHE FROM OriFleet Sub-Org SHPTROM  (OnFleet Sub-Org
1801 Hamilton Street 180N Hamilion Street
Regina, SK Regina, K
SAM DAT SAM DA
1 (306) 5351111 1 (306) 5361111
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Manage Orders

How to view order details

1 Go to the manage orders tab (left-hand side).

2 Click on any order. This will show:
a. Order ID.

b. Status of the delivery:

i. Pending - Order has been placed.

i. Assigned - Order has been assigned to a driver.
iii. Active - driver is out to pick up the order.
iv. Delivered - order has dropped off the order.

c. Delivery type (Regular, Oversize, Rush).

d. The number of packages.

e. Dispatch notes - Dispatchers will write updates or notes related to the order here.

f.  Recipient information.
g. Pick up information.

Order notes.

& Order Details

96f73bed
Order ID

Delivery Type
Regular

Dispatch Notes

Moy 10 2 RON s

Second notes

May 0 a2 ROT am
The driver said they handed it to the customer.

Recipient Info

Adimin Testing

Pickup Info

1801 Hamilten Street, Regina, SK, CA, 54M 0A1

Fllary
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@& Print Lakals
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| Delivered
P

Number of Packages
3




Delivery Photos

Delivery Signature

Driver
Rebecca P.

Cropped off to Rebecca

How to delete an order

1 Go to the manage orders tab (left-hand side).
2 Click on an order you want to delete (the status must still be in the pending or assigned a stage to
delete).
a. If the order status has changed to active it can no longer be deleted. You will need to contact our

dispatch team through the HELP button if the order needs to be returned to your store.

= Order Details & Print Label
40b?4?0& Panding
Crecler 1D

3 Scroll to the bottom of the page and click delete order.
a. A pop-up will appear where you will confirm you would like to delete it by clicking the delete

button.

Delete Order

i yoma wure 'wou want 0 delete This oroer? This acton cannet be undons.

Cancel Delete
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Roles

How to create a role
1 Go to the roles tab (left-hand side).

Click the create a role button on the top right-hand side.

Enter a role name (i.e. Customer Support, Billing, etc).

AW ON

Click the permissions (boxes) you want employees in this role to have access to
a. The permissions that you click - whether that is all or just some - will be the tabs on the left that
show for employees in this role.
i. View all locations - This will override the assigned locations for the employee and allow
them to view all locations within your organization.
ii. View locations tab - If you click this option you have the ability to assign an employee
just a specific location under their employee profile.

b. The permissions that you do not click are tabs on the left that will be hidden.

Role Details
Arey unars with this sssigned el will reed 1o login again in ondes for
thee changes 10 b+ appled

]

Customear Sunport

@ esne

Wiy Billeryy Tak
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bty el et B8 V0 Uhe EFnplirpiid 1l 1 S el L Orvliy
.
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5 Click the save button on the bottom right-hand side.
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Employees

How to add an employee

a. Roles allow clients to limit permissions for employees. To add roles please see the Roles section.

If you assigned the employee a role where the “view locations tab” was selected as permission you will

1 Go to the Employees tab (left-hand side).
2 Click invite employee.
3 Enter their first name, last name, and email address.
4 Click the role you would like them to be assigned to.
|
Invite User
First Nam Last Mame
Rebecca Test
Ernail
rebecca@storetodoorcanadacom
Rale
[Cuatcmar Support - ]
Cancel m
=
5 Click invite.
a. The employee will get an email with their temporary password to sign in.
6
need to go into their profile (once invited)
b. Click the locations menu.
“ Employee Details
Lacationy

Employee Locations

Pickup Location Teat
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b. Click the location(s) you would like to assign them too.

Edit Locations

Search Locaticns

Search by nama, address, or city

= Cherck Al

Pickup Location Teat
1800 Marrilton Street, Regina, SK, CA, S4M 001

Prairie Donair Hamitton 5t. Regina
1M Hamiton Streot. Regina, 55, CA, 549 NG

MeDanalds Seuth Albert
J000 Albert Street, Regina, S5 CA, 545 OB

c.  Click Save.
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Invoices
How to view invoice details

1 Go to the billing tab (left-hand side).

2 All of the invoices are weekly periods from Sunday through Saturday.
a. Available to view every Sunday.

3 If you want to export all of your invoices.

b. Click the export as CSV button on the top right hand side.

B Export as CSV

4 Once you have clicked on an invoice.
a. Atthe top it will show you the date range for the invoice.

b.  Summary will show the number of deliveries, delivery fees, extra charges (can click to view extra

charge details), total including taxes.

Billing

i Inwolce Detsdls [May 01, 20T - May OT, 2023

Surrrvary
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5 Click on view PDF invoice.

a. It will open your invoice in a new tab where it will show you a summary of the line items (delivery

count, delivery rate, extra charges, refunds, taxes).

Store www.storetodoorcanada.com

To Door helio@storetodoorcanada.com | tel: 1-831-318-5082




Stﬂre +1.306.501.3734

storetodoorcanada.com
To Door 4906 Anthony Way
Regina, SK
S4X 0H4
-
Invoice
Bill Te: OnFleet Sub-Org
Invoice & 0002-00045
GST# 798514063 RTOO01
Invoice Date: Monday, May 9, 2022
Pay By: Wednesday, May 11, 2022
Description Oty Rate Amouwnt
Pickup Location Test - Kale Baiton -1 -99 6 52500 5150.00
Fuel surcharge of $0.50 per delivery for & deliveries at location Pickup Location £3.00
Test
Subtotal £153.00
Canada GST 5.00% 57.65
Total £160,65

Mobe: Payment for changes on scoount will be withdrawn from the bank account on file each Wednesday Tollowing the biling period.
Alternatively, paymant can be acoepted via e-transter 1o glenn@storetodoorcanada.com

6 Invoices must be paid within 30 days by auto withdrawal or credit card. Contact

accounting@storetodoorcanada.com for more information.
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Client Alerts

What do client alerts mean?

Client alerts are created by the S2D team to advise clients of any delays or disruptions in delivery service

1 When creating an order, once you've clicked on your pickup location, pickup date, and pickup time, you

may see a banner appear at the top of your screen.

a. Ifthe banner is yellow, you are still able to create the order.

Create Orders

Pickup

PFichap Location

Pichugp Lacation Test ]

i s P Orcdar

Fichap Date e T

W02 -06-1 o [_I-WH-SWH - J

Drelergrign Upload G5V Adgl s Delivery

= -

b. If the banner is red, you are unable to create the order.

Create Orders

' [ o S Soarend wather Conditions in l'll;ru fodey, we may wee delen N pick wpa and deliveries

brrcaugaut tha whioda day.

Pickup
Fichup Lozslion

Pgingg Los atan Tost (=11}

Lt i it Cvdad

Pichap Duts Pchup Tors

POED -0 =1 [m] [405#“-5% - ]

Croliverien Uplosd CFV Ak & Dalivary
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Thank You
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