
Manage Your Delivery Team Efficiently with

the Delivery Person Module

1. Executive Summary

This report explains how to use the "Delivery Person" module to effectively

manage your delivery team. You'll learn how to add, edit, track, and manage

both active and inactive delivery personnel. This helps you streamline

operations, ensure timely deliveries, and maintain accurate records of your

delivery staff. By using this module, you can improve efficiency, reduce errors,

and keep your customers happy.

2. Title & Purpose

Title: Optimize Delivery Management with the Delivery Person Module

Purpose: This guide shows you how to use the Delivery Person module to

manage your delivery staff, track their information, and ensure efficient

operations.

Why This Matters: Efficient delivery management directly impacts customer

satisfaction and operational costs. This module helps you maintain organized

records, streamline workflows, and make informed decisions.

3. Introduction

Are you struggling to keep track of your delivery team? Do you need a better

way to manage their information and ensure efficient deliveries? The Delivery

Person module solves these pain points by providing a centralized location to

manage all aspects of your delivery personnel.

This guide walks you through each feature of the Delivery Person module,

explaining how it benefits you and providing step-by-step instructions. We'll

use simple language and avoid technical jargon so you can quickly start using

the module to improve your delivery operations.
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Definition:

Delivery Person: An individual responsible for delivering goods or

services to customers.

4. Main Content (User-Focused Sections):

What This Means for You

Centralized Management: Keep all delivery person information in one

place, making it easy to find and update details.

Improved Efficiency: Streamline delivery operations by having quick

access to vehicle details, contact information, and status (active/inactive).

Better Tracking: Easily monitor the performance and availability of your

delivery team.

Reduced Errors: Minimize data entry errors and ensure accurate records.

How It Works

The Delivery Person module lets you add, view, edit, and manage your

delivery personnel. It's divided into Active and Inactive tabs to help you

quickly find the information you need. You can export data to PDF or Excel for
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reporting purposes.
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Flow Chart Relevance: The flowchart illustrates the main functions within

the Delivery Person module. You can see how to manage active and inactive

delivery personnel, add new entries, export data, and perform other key tasks.

It provides a visual overview of the module's capabilities.

Getting Started

1. Navigate to the Users Module: Find the "Users" section in the main

menu.

2. Select Delivery Person: Click on the "Delivery Person" sub-module.

3. View Active Delivery Persons: The "Active" tab displays all current

delivery personnel.

4. View Inactive Delivery Persons: The "Inactive" tab shows previously

resigned or blocked delivery personnel.

Key Features You'll Use

Adding a New Delivery Person:

1. In either the "Active" or "Inactive" tab, click the "Add New" button.

2. Fill in the required details: name, mobile number, email address,

vehicle details, etc.

3. Click Save to add the new delivery person to the system.

Editing an Existing Delivery Person:

1. Find the delivery person in the "Active" or "Inactive" tab.

2. Click the three dots next to their name.

3. Select "Edit."

4. Update the necessary information.

5. Click Save to apply the changes.

Changing a Password:

1. Find the delivery person in the "Active" or "Inactive" tab.

2. Click the three dots next to their name.
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3. Select "Change Password."

4. Enter the new password and confirm it.

5. Click Save to update the password.

Blocking a Delivery Person:

1. Find the delivery person in the "Active" tab.

2. Click the three dots next to their name.

3. Select "Block."

4. Confirm the action when prompted.

Un-Resigning a Delivery Person:

1. Navigate to the "Inactive" tab.

2. Click the three dots next to the resigned delivery person's name.

3. Select "In-Active" to reactivate their status.

Exporting Data:

1. In either the "Active" or "Inactive" tab, click the "Export" button.

2. Select "PDF" or "Excel" to download the data in your preferred

format.
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Common Scenarios

Scenario 1: Adding a New Delivery Driver

You've hired a new delivery driver and need to add them to the

system.

Use the "Add New" button, fill in their details, and save. Now they are

part of your active delivery team.

Scenario 2: Updating a Driver's Vehicle Information

A driver has changed their vehicle, and you need to update their

information.

Find the driver, click "Edit," update the vehicle details, and save.

Scenario 3: Reactivating a Resigned Driver

A former driver has returned and needs to be reactivated.

Go to the "Inactive" tab, find the driver, and select "In-Active" to

change their status back to active.

Scenario 4: Generating a Report of Active Drivers

You need a list of all active drivers for reporting purposes.

Go to the "Active" tab, click "Export," and select "Excel" to download a

spreadsheet with the driver details.

What to Expect

Easy Navigation: Clear tabs and buttons make it simple to find the

information you need.

User-Friendly Interface: The module is designed to be intuitive and

easy to use, even if you're not tech-savvy.

Accurate Records: By keeping all information up-to-date, you'll have

accurate records of your delivery team.

Improved Efficiency: Streamlined processes save time and reduce

errors, leading to more efficient delivery operations.
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5. Summary & Benefits

By using the Delivery Person module, you can significantly improve the

management of your delivery team. Key benefits include:

Streamlined Operations: Centralized information and easy-to-use

features save time and effort.

Improved Accuracy: Reduce data entry errors and ensure accurate

records.

Better Tracking: Monitor the performance and availability of your

delivery team.

Enhanced Efficiency: Save time and reduce errors, leading to more

efficient delivery operations.

Informed Decisions: Make better decisions based on accurate and up-to-

date information.
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