
User Guide: Runsheet List

 Key Terminology  
- Order: A job or task assigned to a driver.
- Runsheet: A list of tasks or jobs to be completed by the driver for a specific day or period.
- Task: An individual activity related to an order, such as delivering or picking up a bin.
- Task Priority: The importance or urgency level assigned to a task. Higher priority tasks should be completed first.

Explanation: This page displays the list of runsheets, with details about tasks and their statuses.



 How to View Runsheet Details:

1. Click on the runsheet name to view its tasks.
2. You’ll see a detailed list of tasks, including customer name, order location, bin type, and task status.
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How to Complete a Task:

1. Click on a task to view its details, including the map.
2. Click the In Progress button to begin.

1

2



3. Once the task is completed, click Complete.
4. Enter the Docket ID and Weight. Optionally, add comments and upload photos.
5. Click Submit to finalise the task.
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6. To view the map, click Show Map. To close it, click the X button.
7. If a service cannot be completed, click No Service.
8. When all tasks on the runsheet are completed, click End of Day to finish.
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 How to Add a New Runsheet:

1. Click the (+) button at the bottom right 
corner.
2. Fill in the form with:
   - Runsheet Name
   - Date
   - Bin Category
   - Notes
3. Click Submit to finalize.1
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