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The Delivery Process

In a delivery store using the Aura point of sale system, delivery orders are designed to operate logically in accordance
to the store’s delivery procedures. As a result, they follow this basic flow:

Capturing delivery orders

Capturing customer details

Assigning the order to a driver for delivery
Closing the delivery and/or Cashing up the driver

Pob=

This document details these steps so that you can ensure that deliveries are being captured correctly according to
Aura’s design. Additionally, there is further detail on the following:

e Delivery Reports
e Maintaining your Street List

For more detailed information and to get the most from the software, we recommend you read through the product
manuals included with the software, or available on the Aura website (www.cosoft.co.za).

If you need more information on any section in Backoffice or Invoicing, you can press F1 on your
J keyboard to bring up the page of the manual referring to the screen you're looking at.

For assistance with any errors or problems, contact the Aura Helpdesk through the Cosoft Website’s online chat
support or on the telephone at 0860 994 155.
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Capturing Delivery Orders
To capture a new delivery, open the AURA Invoicing program on your till. Click New [Space] or press the spacebar

on your keyboard to start a new transaction, then follow these steps.

New [Space]

1. Click the Delivery button to change the order type from Counter to Delivery (in some cases, Delivery may be

set to be the Default transaction type).

2. A customer Search window will appear. Type the Phone Number, Name or any of the other given criteria, and the

search window will give the results.

E |
Search For [0333432139 Search

Search For I\ Search |
First N Last N Teleph Cell Email o
Customers can be searched by giving Telephone, Cell, Email Address, ﬂ‘CI ﬁame |Ta : oa;ne |o§3§§3;r;: ‘ - ‘ mal H
0s0 est Order

First Name, Last Name and CRM entry.
Partial matches are returned.

KIN|

If there’s no existing customer by that name or number, add a new one by clicking Add [Ins].

[ ]
If it's a new customer, the Customer Information screen will appear to capture the customer’s details:
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Capturing Customer Details

& Customer Information 5'
—Statisti
Phone 0333432135 F/Name [John a0 Da;“ﬁankingn Lapsed| 38 +
r Ins
Cell| LiName[Smith Last Discount] R0.00  Orders| 13
s v
Ernalll
Post
Addr. |1 Melrose Street —Spend History
Previous 30 Days 1 Year Total x
[Blue Valley] sl
| R21973] R21973| Re8e663| R1,11223 Cance
Street | 1 IMeIruse Str j

Suburb [Blue Valley Cntr Map [B15 Femt
Code Del. Chg. R 0.00

Dup
Residential |Eus‘la| | Other Qetailsl Marketingl Accountl
e —— : Str
Private Notes Invoice Notes | complaints
Viewing Customer G
Close

Capture the customer’'s name in the F/Name and L/Name fields. NB:The F/Name field is required as a
minimum.

Capture the customer’s phone number in the Phone field. NB: Any number captured here will be displayed
on the invoice details bar on the Invoicing main screen.

Capture the street address by typing in the street number in the Street field, then selecting the correct street
from the dropdown menu. Once a Street is selected the Suburb, Delivery area (Map) and Delivery Charge
(Del. Chg.) will be automatically filled in. NB: This is required for delivery invoices. To alter, rename or fix
streets, see the section below on Maintaining Streets.

Capture additional address information in the Addr. field. (i.e. Apartment number, Office building etc.)

Save the info by clicking Post.

4. Ring up the order using the menu buttons.
5. Save the order using Send (this prints a slip to the kitchen printer only).

Saved Delivery orders are listed under the Outstanding tab on the main screen. They are ready to be assigned to a

driver.

End New [Space] View [Enter] | Modify [Ctrl+Enter] | Pay [F6] Assign [F2] Collect [F4]

Outstanding| On Delivery Tables Paid|

Inv# |(Order#|Total Placed|Due (Cashier Type |Customer
»
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Assigning Deliveries to Drivers

Clocking in Drivers

In order to assign an order for delivery, a Driver needs to be clocked in. To do this, any employee that has been set
as a driver in the AURA Backoffice program (and/or has the Does Deliveries option enabled in their employee
profile) will need to click on the Clock In / Out button in Invoicing.

Clock In / Out

This will open a prompt that will allow you to capture the driver's Odometer reading (if necessary) and any money
issued as Float. Any float issued will need to be Paid from Till and the shift it's paid from must be selected from the
drop-down menu.

Odometer Reading I E

—Float
Current Float | R 0.00
Amount I 0
Paid from Till [Not paid from till |

Assigning through Invoicing
Once the driver is clocked in, orders can be assigned to them by selecting the order and clicking the Assign [F2]
button. The order will move to the On Delivery tab.

Assign [F2]

Collect orders can also be converted to Delivery orders by selecting the order and clicking Assign [F2]. This will
apply any delivery charges to the order.
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Assigning through Driverstation
Some store environments use the AURA DriverStation program, set up on it's own Driver Station machine, to allow
drivers to assign deliveries to themselves.

After a delivery order is created, it appears on the DriverStation screen under Not Assigned. Multiple orders can be
selected, or tagged, by clicking on each order and then clicking Assign (4). The Driver enters their code and the order
is assigned to them.

Settings Plugins Help
Not Assigned
Ord #|Lapsed‘Map Ref‘ Customer ‘Address 1 |Address 2 | Street +
| 2622:53 KEM... LORDWICK 13YE... 2nd FLR NORTH RAND . Up (8)
| 5521:39 KEM... thandazile MARGARET A..
| 140 15:30 KEM... ZOLA unit 36 10 JUBILEE ST |
74 20:27 KEM... LESEGO 65 MAXWELLRBD _  pown (2)

3[23:46 [GLE... FADZIE  |PLOT ... pANNRD M
T x0 AN =7:1Y - T WEHENCH ...
| 117 16:12 KEM... VIRGO 105 SWART ST |\ Tag/untag (6)
58 22:28 KEM... PRECIOUS AVBOB # 29M.. MARGARET A..

227 16:55 . ANDRIE 36 GOLDEN SU.

..|ROOM11 |39 KE
ROOM 4 NOR

Group (7)

T
67 19:00

BUSISIWE

| 126 19:46 KEM... COUNTER 0 KEMPTON RD Agsign (4
| 153 18:40 KEM... BRAIN BIGS... PRETORIA RD
| 123 20:48 BRE... SWART, M... 390 HARVEST ..

215 17:41 KEM... johnson  edged... 35 LONG ST Switch
| 700:57 KEM... ZANDILE FLAT N... PRETORIARD ~ Yiev (9]
| 115 13:48 CRE... MAHLATSI AFRIC... UNIT 30 20 PEERBOOM.

78 19:20 KEM... roger 31 COMMISSIO. .. )
Q= 3 =
16 [ Caps: Off Num: On [12 Mar 16 11:43:17

Assigned orders can be viewed and Re-assigned by clicking Switch View (5).

Monitoring Assigned Deliveries
In Invoicing, assigned deliveries show in the On Delivery Tab.

Outstanding |On Delivery| Tables Paid

Total: | R 209.40 All || cosoft 004, Driver

Order#| Total Placed|Due |Cashier Type |Customer Phone# [DelivChg|Drv =

689636 2 R21.7011:57 12:37 CoSoft CoSoft Delivery MIKE 2 e ol R 0.00 004 |

By default, all deliveries are displayed here, but they can be filtered by clicking on the Driver button on the left to
cycle through active drivers. Click All to view all deliveries again.
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Closing and Cancelling Deliveries

Paying Orders into Till
Delivery orders in the On Delivery tab are completed after the delivery is made and the Driver pays in the money.
Select the order and click Pay [F6] to complete it and bring up the Payment Screen. The order will then move to the

Paid tab.

12:37 CoSoft CoSoft Delivery MI

Overrings and Late Deliveries
Deliveries can be overrung (cancelled) by clicking O/R [F3]. In the event of a fake or “prank” delivery call, the order

can be overrung as a Hoax overring. Hoax overrings require a customer to be assigned to the invoice.

To perform a hoax overring, Click O/R [F3].

OIR [F3]
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After indicating if the food was made and wasted, select the overring reason as a hoax overring:

CANCELLED ORDER

n

After this, the customer assigned to that overring will carry a hoax warning on their details that will keep track of the
number of fake calls that they have made:

Phonei T | FiName |JOHN

Statistics
+
90 Day Rankin Lapsed| 0
cell| LN ’ 5 Ins
€ S Last Discount R 0.00 Ordersl 2 g
Email : -
I Previous Hoax Calls: 1 Post
Addr. |Unit 9 "
IROYAL COURT Previous 30 Days 1 Year Total C ;
| R 87.70 R87.70 R 192.60 R 192 60 |‘-ance
Street | [MAIN RD -]
Suburh R Map B = sl
Code Del. Chg. R 0.00
Dup
Residential |Eosta| I Other getailsl Marketingl Aocountl
e . Str
Private Notes Invoice Notes Complaints
Modifying Current Customer
Close
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An order may also be flagged as a Late Delivery, if there is an available late delivery discount. To do this, right-click
the order and click Flag as late delivery.

A list of late delivery Discounts will appear, and the correct one may be chosen. The invoice total will be adjusted

Qutstanding On Delivery T

Inv# Order#| Total Placed|Due |
»

View

Print

Assign to driver
Over-ring
Collect

Pay into till

Previous tab

Mext Tab

Flag as late deliverﬂ}

Tlare #ahkl -

according to the discount, after which the invoice can be completed.

i
Select a discount reason ‘ 0of1
Search:

LATE DELIVERY

—“ - —lﬂk 4|})

Flagging an order as a late delivery requires system permission to apply discounts as well as the
code of the driver that the order was assigned to.

For more information on access permissions, consult the Aura product manual on Access
Permissions, accessible by pressing [F1] in Backoffice.

© 2015 Coherent Software Solutions
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Cashing Up Drivers

To perform a cashup, take the following steps:

Click the Cashup button in either Invoicing or Backoffice.

Click Employee. Every employee clocked in for the day is displayed here. Any daily wages (As specified in Lists >
Employees >Employees on each employee’s profile) will be displayed here, broken down by type. The value of
driver’s orders will be displayed on the Cashup Summary tab. If the driver has paid the orders into a till already,
his/her orders will show as Paid Already.

Employee | Til | Shep |

Empﬁ| Full Hame

| Clock In Time

| Clock Out Time | HemotePaymentFieceivedl

TimeW’agesl TlaveIWagesI DelivelyWagesI Commission Wages  Cashup Summary |

001 System, Added By

Em System, Driver

—wage Summary

Credit Card Tips:
Total Wages:

Time ‘Wages:
Travel Wages:
Delivery Wages:
Commizsion YWages:

R 0.00
R 0.00
R 0.00
R 0.00
R 0.00
R 0.00

2014-08-29 08:42:58 AM R 0.00

2014.082908:5501AM | ________R000

—Diriver Payment Calculation
Total Orders:
Delivery charges:
+ Float:
- Paid Already:
-wfages:
- Payouts:

Employee Owes Store:

R 47220

R 0.00
R 200.00
R 215.70

R 0.00
R 0.00

R 456.50

Excl: R 0.00 VAT: R 0.00

The driver’s orders, float, and any wages due to him will be calculated, and the result will be displayed as either
Driver Owes Store, Store Owes Driver, or Nothing Owed.

Click Post to post the driver’s cashup. A dialog prompting you to select which till the driver is posted to will appear. If
the driver is paying in any money, or is being paid from the till, then the till you select will show the money difference

accordingly.
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Delivery Reports
Below are the recommended reports available in Backoffice that allow you to track your delivery sales and the

performance of your drivers.

Driver Delivery Reports
e Reports > Employee > Driver Delivery - The Driver Delivery report displays a list of all drivers clocked in
for the selected period, with a list of all the delivery orders taken by each driver.

e Reports > Employee > Delivery Efficiency - The Delivery Efficiency report can be used to keep track of
the times your drivers are taking on their deliveries. For this report to function correctly, the drivers need to
ensure that they make full use of the features of DriverStation, especially specifying when they leave the
store with a certain delivery.

Marketing Reports

e Reports > Marketing > Orders By Area - The Orders By Area reports will display a breakdown of all orders

placed during the selected date range, grouped together by the delivery areas. Thus showing which areas
place the most and the least orders.

© 2015 Coherent Software Solutions
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Adding And Maintaining Streets and Delivery Areas

All delivery customers are assigned to a street which is selected from a prescribed list of streets that is initially created
before the store opens. This list is available in AURA Backoffice under Lists > Streets.

Navigate to the Streets screen:

-> Lijsts > Streets

If you want to add a new street, take the following steps:

Adding a new Street

1. If the new street needs a new delivery area with it's own delivery charge or map reference, click Delivery Areas. If
not, skip to step 3.

Click [+] to add a new area. Enter in a Grid Reference. This can be a specific map reference, or a just a reference
code (i.e ‘C3’ or ‘MAR’ for “Marburg”). You can then specify if this area is eligible for deliveries by setting Deliver? to
Yes, set the Travel Time and any Delivery Charge. Click OK to save.

f | = ]

ir—'fﬁrfE.—/

Grid Reference

Grid Reference
Deliver?

Travel Time

Delivery Charge

© 2015 Coherent Software Solutions
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2. If the new street requires a new suburb, click Suburbs. Click [+] to add a new suburb. Enter the name of the

suburb and a postal code if necessary. Click the tick i to save.

’E

S
SUBURB |POSTCODE]| i
*|Marbug 0313
Close

3. Add the new street name by clicking Streets. Click the [+] and type in the new street name. Click the tick L to

save.

= Mk s X
SUBURB |POSTCODE]| -
*|Marbug 0313
Close

4. To set up a street reference with current street names and suburbs, click on the [+] button on the toolbar. Doing so,
should present you with a blank line similar to the following:

4 A4 = k= & = T 5 % Street Names | Suburbs | Delivery Areas |
Map Ref |L0wer Upper |5treet Name | Suburb |De|iver ?lTraveI Time |
b ] 0 0/ OLD Ma&IN

© 2015 Coherent Software Solutions
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5. In the Street Name and Suburb drop down lists, select the desired name and which suburb it is located in. Then
on the Map Ref drop down list, select the map reference (You may need to restart Backoffice before new suburbs
load).

Once all the required information has been entered for this street reference, click on the i button to save. The
Deliver? and Travel Time fields will automatically update with the information linked to the selected Map Ref, as
seen below:

T R LM Street Names | Suburbs | Delivery Areas |
Map Retf |Lower |Upper |5treet Name Suburb |De|iver ?|Travel Time |
L C3 1] 0/ 0LD MAIMN * | True 15:00

Removing Streets

If you need to remove a street for any reason, select the street reference in the list and click on the [ - ] button. You
will only be able to remove a street reference if there are no customers currently linked to the street. If the streets
have been set up incorrectly, and you need to merge customers from two street references and remove the incorrect
reference, use the Street Sweeper tool.

Updating Street names with Street Sweeper
To fix or update a street name that has customers assigned to it, use Street Sweeper. Click Activities > Add-Ins >
Street Sweeper.

Monitoring Reports  Preferences  Help

Stock 3
Cashup R 5 EM  Street Nam
Get M 3

Enus_ pper | Street Name
Menu Publish 0 NORTH
Synchronise 0 OLD MAIN
Capture Operating Expenses
Transactions 4
Export 3
Backup Database
Plugins 13
Add-ins 4 Contact Manager
Update Customer Statistics Purchase Orders

Show Main Screen Desonbioor

Database Optimiser

Exit
Database Purge
Stock =
ECteE PRy
®a e

1. When prompted, click Yes to backup the database.

™% Itis recommended that you backup your database
befare you run this program. Badkup now?

2. A window will appear with two identical street lists. On the left select the correct version of the street. On the right,
select the incorrect version.

© 2015 Coherent Software Solutions
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Correct version of street Incormect verzion(z) to be replaced

v . Marbug. ] OLD MIANE, Marbug, 0313
[7] OLD MIANR, Marbug, 0313

1.

S | e |

3. Click Fix. You will be given the following prompt:

b ] J Do you really want to remove the un-inked streets?
-

Mo |

Click Yes. Repeat for any other incorrect streets.

© 2015 Coherent Software Solutions
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Office Contact Details

Aura Helpdesk
0860 994 155

support@cosoft.co.za

www.cosoft.co.za/support

Aura Helpdesk Hours
6:00am to 11:00pm, 7 days a week

In order to ensure that all calls taken have been logged and are treated with the importance and urgency each one
J rightfully deserves, please keep the following points in mind when consulting with our helpdesk:

Ensure that the technician you are speaking to knows which store you are calling from, and that you get
the name of the technician you speak to.

Be clear and concise with what the problem is and when it started appearing. The more information you
can provide, the better.

If the technician does not offer you a reference number for your call, you should ask them for one. Not
only does this makes it easier to follow up on the status of the issue later, but also ensures that your call
is logged in our system and is being / has been attended to properly.

Most importantly, please keep in mind that CoSoft provide the Aura Point of Sales Suite; for any other
problems such as your email, internet, anti-virus software and the like, please contact the software
distributor or supporter related to that application. These contact details can generally be found under the
application's Help > About or Help > Contact Us options.
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