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Dispatching Menu: 
 
 

 
 
This menu contains everything you need to implement and maintain a routing system. It allows 
you to print detailed or summary route reports, delivery tickets, and delivery postcards. It also 
allows you to perform various other maintenance and reporting functions related to the routing 
system. 
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Dispatching Requirements Summary: 
 

The Dispatch Summary Report provides a one page analysis by driver and route of how many 
customers by class require servicing and how many gallons could be delivered or serviced. 
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Dispatching Requirements Summary Options: 
 

 
Company Id Code: Enter the company identification number. 

Branch Name/ All 
Branches 

Enter the Branch Name to be processed (single branch 
Companies may enter the Company ID). 

Maximum Tank 
Percent Full: 

This option may be used to select only those customers with tanks that 
are less than a specified "percent-full" by a specified date or degree- 
day (specified below). Enter the maximum percent to be printed 
(without the % sign or decimal point). 
Leave this field blank to print all percentages. 

As of either: 
Date/ Degree 

This option is used with the above "Maximum Tank Percent 
Full" option to exclude from the report those accounts with 
tanks that are forecasted to have reached a certain level (% 
full) by a specified date or degree day. Enter the date or 
degree day to be used in this exclusion. 

IN / EXclude Winter 
Only 
Users: 

Enter IN to include winter only users or EX to exclude winter 
only users from the report. 

Printer ID : The printer (P1, P2, P3, etc.) that will print the report 
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Detailed Dispatch Reports: 
 
 

 
 
This report will provide a list of accounts on each route that require service. It is normally run 
just prior to printing delivery tickets and is used to assist in preparing for the next deliveries on 
the specified route. The procedure also creates a "pre-delivery" file that contains all the 
accounts that qualify for delivery. At ticket time, the system will display the accounts in the "pre- 
delivery" file to allow deselection of some of the accounts. A ticket will not be printed for any 
accounts that are deselected at ticket time. The dispatch report/delivery ticket printing process is 
the same if producing tickets or an Automated Truck System data file. 

 
The Dispatch Report is identical to the Customer Status Report except that the "Route 
Sequence Code" appears where the Driver and Route would appear on the Status Report. 
Refer to the section on the Detailed Customer Status Report for more information (page 13-4). 

 
NOTE: Any gas order that has been entered through Customer Inquiry but has not been printed 
will appear on the Dispatch Report. The entry will be highlighted, and the "Delivery Code" will 
be changed to "O" to represent an "open" gas order. 



6  

Detailed Dispatch Report Options: 
 
 

 
 
 

Command Key {F5}: 
Dispatch Options 

The Dispatch Report Detailed offers different dispatching options. The 
different options will cycle at the top of the screen by pressing {F5}: 

 1. Print: After selections have been made, press {Enter}, a 
“pre-delivery” file will be created and the report will be 
printed. 

 2. Display: After selections have been made, press {Enter}, the 
“pre-delivery” file will display on the screen and allow 
the operator to deselect accounts. No delivery tickets 
will be printed for deselected accounts and no 
dispatch report will be printed in this option 

 3. Display & 
Print: 

After selections have been made, press {Enter}, the 
pre-delivery file will display on the screen and allow 
the operator to deselect accounts. In this option a 
dispatch report will print; deselected accounts will not 
show on the report and no delivery tickets will be 
printed for them. 

 4. Display & 
Print Tickets: 

After selections have been made, press {Enter}, the 
pre-delivery file will display on the screen and allow 
the operator to deselect accounts. In this option 
delivery tickets will be printed. No tickets will be 
printed for deselected accounts. 
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5. Display & 
Print 
Postcard: 

After selections have been made, press {Enter}, the 
pre-delivery file will display on the screen and will 
allow the operator to deselect accounts. When this 
option is taken Postcards can be printed: after 
deselecting accounts, press {F7}, the operator will be 
asked if postcards are going to be released for 
printing? Y/N; if the answer is yes, the screen to print 
postcards is displayed and the operator will need to fill 
the Company Id Code and the Postcard Code to print. 
(See page 15-1 for more information about creating 
postcards). 

Company ID Code: Enter the company identification code. 

Branch Name -or- 
Company ID: 

Enter the Branch Name to be processed (single branch 
companies may enter the Company ID). 

Driver and/or Route to 
print: 

Enter a driver number and/or a route code or leave this field 
blank to print all drivers / routes. Entry to this field will limit the 
customers appearing on the report to those with specific driver / 
route codes in the master file. 

Maximum Gallons: Enter the maximum gallons the driver will be delivering. 

Maximum Stops: Enter the maximum number of stops the driver will be doing. 

Maximum tank percent 
full (xx%) allowed: 

This option may be used to select only those customers with 
tanks that are less than a specified "percent-full" by a specified 
date or degree-day (specified below). Enter the maximum 
percent to be printed (without the % sign or decimal point). 
Leave this field blank to print all percentages. 

As of either: Date -or- 
Degree Day 

This option is used with the above "Maximum Tank Percent 
Full" option to exclude from the report those accounts with tanks 
that are forecasted to have reached a certain level (% full) by a 
specified date or degree day. Enter the date or degree day to be 
used in this exclusion. 

Print Sequence: Selects the sorting sequence for the dispatch report. The 
following sequences are available: 

 
ROUTE = by master file route code. 

 
PCT = by inventory percent full. 

 
DDAY = by optimum delivery point by date and 

then by degree day. 
 

ACCOUNT = by account number. 
 

Cylinder = by special cylinder master route code. 
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IN/Exclude "Delivery 
Codes": 

Allows for selection or deselection of accounts with specific 
delivery codes entered in their customer master file. Enter up to 
5 delivery codes to print on the report. 

IN/Exclude "Credit 
Codes": 

Allows for selection or deselection of accounts based on the 
credit code entered in the customer's master file record. Enter 
up to 5 credit codes for the report. 

 
Omit "Past Due 
Balances" in excess of 
whole dollar amount: 

 
Enter a whole dollar amount (no decimal point and no cents). 
Customers with a past due balance exceeding the amount 
entered will not be printed on the dispatch report. 

IN/Exclude Winter Only 
Users: 

Enter IN to include winter only users or EX to exclude winter 
only users from the report. 

IN/Exclude Probable 
Lost Accounts: 

Enter IN to include probable lost accounts or EX to exclude 
probable lost accounts from the report. A probable lost account 
is one that could have refilled and used another complete tank 
of gas since the last delivery. 

Address and Directions 
to be Printed: 

Enter {Y} to print customer addresses and directions or {N} 
to exclude address and direction information from the report. 

 
Memos to Print: 

 
Enter {Y} to print memos or {N} to exclude memos on the 
report. 
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Dispatch View Screen: 
 

Allows the operator to preview and further limit the customers that will be output to the report, 
postcards, or file. To remove customers from the output report, postcards, or file, click or enter 
“D” beside the customer’s name. 
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Truck Export Menu: 
 

 
This option will display the Truck Interface Menu which enables a user to output data to a truck-
based system, import data from the truck or process data that has been imported. The menu 
displayed when this option is selected is variable and is determined by the type of truck system 
used. For the purposes of this document, we will display the Portable Propane System Menu 
only. Alternative truck system interfaces will be documented elsewhere. 
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Send Customer Data to PPS Trucks: 
 

Detailed Dispatch Report 
 

 
 
 

1. Dispatch Report: Please refer to the section entitled Detailed Dispatch Report 
in the “Dispatch Menu” for detailed documentation on this 
report. Please note that, when using the Portable Propane 
System, this option will be used to “route from the office”. 

 Routing from the 
Office: 

Each dispatch report that is produced in the office will create 
a route file which will be output to the truck system. The 
customers that qualify for the report in the office will be listed 
as “Office” customers in the Portable Propane System (ie. 
laptop) when the Gas Salesman searches for customer by 
“route”. Customers that have orders in the office system will 
be highlighted in the Portable Propane System and “Order” 
will be displayed. Optionally, customers that have no 
outstanding orders and are not “routed from the office” via a 
dispatch report route file will also be listed in the Portable 
Propane System but they will have no special designation. 

2. Export Customers and 
Routes to Media: 

This option is used to copy the customer database file, order 
file, and route file(s) to the Portable Propane System media. 
The media may be ramcard, thumbdrive, floppy disk, network, 
or any other media accessible via system drive letter. 
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Export Customers and Routes to Truck(s) 
 
 

 
 

Company 
Identification Code: 

Enter the company identification code. 

Branch Name or All 
Branches: 

Enter the Branch Name to be processed 

Truck Number or 
Blank for All Trucks: 

Enter the truck number that will be delivering the gas order or 
leave blank for all trucks. 

Driver Number to Load 
or Leave Blank for All 
Drivers: 

Do not us this option unless you want to restrict the number of 
customers that you want to output. 

 

Workstation Specific 
Settings: 

Enter in the Flash Drive Letter the computer uses to read the 
data card or flash Drive 

Enter in the Remote data card or Flash Drive Letter the 
computer uses if the customer is on RD 

Disable Web Transfer Click this button if you want to turn off Web Transfer 
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Retrieve Transactions from PPS Trucks: 
 
 
Import New Deliveries from Truck(s): 

 
 

 

This option will copy the transaction file(s) from the Portable Propane System media 
back to the office system. Operators may import one or many trucks prior to running the 
next option 

 
  Click on Disable Web Transfer to turn off Web Transfer 
 
For more on this refer to the Daily Menu manual. 
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Create New Data Entry File from Deliveries: 
 

 

 
 
This option will combine all truck’s transaction files, or a single truck’s transaction files, 
that were imported above into one data entry work-file using a page number specified 
by the operator. The name of the Portable Propane System data entry file is variable 
and defined in system setup. By default, the data entry file will be called “PP”. Once this 
option has been run, operators must proceed to the Daily Menu to complete the posting 
cycle for “PP” (or other preassigned truck transaction filename) as they would with any 
other data entry file. This includes entering control totals, correcting transactions (if 
necessary), printing and edit listing (if desired), and transferring the work to the sales 
journal. 
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Delivery Ticket Options: 
 
 

 
 
This option will display the Delivery Tickets Menu which enables a user to perform 
Delivery Ticket - related operations. 
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Delivery Ticket Dispatch Report: 
 
 

Please refer to the section entitled Detailed Dispatch Report in the “Dispatch Menu” for detailed 
documentation on this report. 
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Produce Delivery Tickets or Data File: 
 
 

 
 
This option is used to go further than the Dispatch Report. It must be used to print "delivery 
tickets" or to create a "delivery route file" for automated truck systems.
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Produce Delivery Tickets or Data File Options: 
 

Company Identification 
Code: 

Enter the company identification code. 

Branch Name or All 
Branches: 

Enter the branch name. 

Enter Driver/ Route to 
Print (Optional) 

Enter the driver/ route you want printed. 

Print Sequence: A = Account 
D = Degree Day 
R = Route 
S = Special 

Reprint Previously 
Printed Tickets: 

If you want to reprint a previously printed tickets select 
yes. 

Additional Restriction 
Beyond Dispatch: 

These options are used to go further than the Dispatch Report. 

Maximum Tank Percent 
Full Allowed or Blank 
for All: 

Enter the percentage to indicate which customers to pull 
below that percentage. 

Customer With Delivery 
Codes Equal to : 

Enter the Delivery Codes that match the customer 

Include/ Exclude 
Customers that Only 
Use Gas for Heating: 

Do you want to include or exclude the customers that only 
use gas for heating? 

Beginning through 
Ending Route 
Sequence to Print ( 
Blank for All): 

Only used with Mapping and when Routes are 
sequenced. 
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Ticket Example and Explanation: 
 
 

 
 
The information on the delivery ticket includes the customer's: 

 
- Forecasted xx% delivery point by degree day or date (where xx% is 20% or the 
delivery point specified in the supervisor) 
- Forecasted run out delivery by degree day or date 
- Route sequence code 
- Five lines of directions 
- Projected delivery gallons 
- Use code, credit code, & delivery code 
- Use rate in gallons/degree day and gallons/day 
- Confidence factors in the use rates 
- Tank size, and phone number 
- Last year's gallons delivered 
- Previous delivery data 
- Sales tax rate 
- Indication of special pricing. 
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Timed Delivery Report: 
 

 
 

A list of customers that have been designated to be delivered to, at specific time intervals (ie. 
timed customers). 
Enter company identification code, driver and route. If driver and route fields are left 
blank, all timed customers will show on the report. 
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Timed Ticket Report: Example: 
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Outstanding Delivery Tickets: 
 

 
This menu item will print a list of customers who have a delivery ticket ‘out’. A delivery ticket is 
considered ‘out’ if it has been printed (sent out) but not keyed into the system as a gas transaction 
(ie. not returned). 
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Outstanding Delivery Tickets Options: 
 

Company id: Enter company identification code. 
 
Driver: Enter driver number or leave blank for all. 

 
Route: Enter route number or leave blank for all. 

 
Product Code: Enter the Product Code or leave blank for all. 

 
Sequence Print: The report can be printed in account or ticket sequence. 

 
Note: Include outstanding tickets for customers that don’t show a ticket out in 
customer inquiry: If by mistake, several tickets have been printed for the same customer 
and only one has returned (keyed into the system as a gas transaction), the ticket out flag 
clears up in customer inquiry but the other tickets stay as outstanding. If Y is selected in 
this option, the outstanding tickets will show on the report. 

Duplicates to show on the report. Answer Y or N to this question in case you want 
duplicated tickets to show. 

Maximum number of Months back: Enter the maximum months back that you would 
like to check for outstanding tickets. 
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Example: 
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Reset Delivery Ticket Out Flag: 
 

 
This option is used to clear the delivery ticket printed field that is found in Customer 
Inquiry. 
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Reset Delivery Ticket Out Flag Options: 
 

Company Identification 
Code: 

Enter company identification code. 

Print/Update/Both: Do you want to only print the tickets, update the tickets, or 
both. 

Driver Number 
(Optional): 

Enter the Driver Number 

Route: Enter the Route number 

Beginning Date: Enter the Beginning Period Date in MMDDYY format. 

Ending Date: Enter the Ending Period Date in MMDDYY format 

Ticket Reference 
Number: 

Enter the Beginning and Ending Ticket Reference 
Number. 

Branch Account 
Number 

Enter the Account number that you want to reset 
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Print Blank Delivery Tickets: 
 
 

 

This option prints blank delivery tickets with a reference number generated by the 
system. Enter company identification code, branch name and the number of tickets you 
want to print. 



28  

Enter Update Cylinder Sub/Route Codes: 
 
Screen One: 

 
 

Allows the driver to create daily routes to deliver cylinders 
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Screen Two: 
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Postcard Options: 
 
 

 
 
Delivery Postcards Menu enables a user to perform Postcard - related operations. 
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Postcard Dispatch Report: 
 
 

Please refer to the section entitled Detailed Dispatch Report in the “Dispatch Menu” for 
detailed documentation on this report. 

Choose the postcard option at the top to view/print. 
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Print Postcard: 
 
 

 
 
Allows for the printing of a Postcard notice to "Will-Call" (or other) customers. It warns 
the customer of the need for delivery, telling them when the gas salesmen will be in 
their area, and requesting that they contact you to arrange for delivery. A request for 
arrangement of payment may, optionally, be printed on the postcards for customers with 
outstanding balances. 

 
NOTES: 

1. The Driver and date information that will be printed on the delivery postcard must 
be setup prior to running this option 

2. The process of selecting which postcards will be printed is exactly the same as 
the process for selecting delivery tickets. The information that will be printed on 
the delivery post card such as the driver name and dates he will be in a specific 
area must be setup prior to printing delivery postcards. (For more information, 
refer to Create Delivery Postcards later in this chapter). 
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Create/ Modify Delivery Postcard: 
 

Allows the operator to create or update personalized delivery postcards. 
Screen One: 

 
 

 
 
 
 

Company Identification 
Code: 

Enter company identification code. 

Enter PostCard Code: Enter the two letter code of the postcard you want to 
create or 
update, then press {Enter} and the next screen will be 
displayed: 
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Screen Two: 
 
 

 
 
On the second screen (highlighted part) the operator can edit the text to appear on the 
postcard and press {Enter} to record the information. Each line is defaulted to 53 
characters. The following can be used on editing the text: 

 
&DN Driver’s Name 

&DY Delivery Days or Date 

&PD ‘ ‘, and payment of your existing balance. 
Note: Before printing PostCards, &DN and &DY codes have to be specified in the 

Postcard Driver and Route file. 
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Example: 
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Update Driver Route for Postcard: 
 

This option may be used to build a file with Driver Names and Dates to be printed on 
delivery postcards. This information should be setup before attempting to print delivery 
postcards. 

 
 

Screen One: 
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Screen Two: 
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Reset Postcard Out Flag: 

 
 
This option allows you to selectively reset the Postcard ‘out’ flag in the delivery file. This 
option may be used if postcards are lost during printing or if an improper group of 
postcards is printed by mistake. 
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