Cheetah Service Desk

User Guide

This user guide covers the MercuryGate Cheetah Service Desk module. Cheetah Service Desk allows SSC associates
transparency to the status of customer ETAs and Moves providing the ability to better assist customers with real
time information on container and driver current location, more accurate arrival times and up to date information
on any possible delays.
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Service Desk Overview

Login — Use the steps below to login into Service Desk

1. Click the Cheetah Service Desk Icon in MyApps, and then click pods-saml.

Cheetah Service
Desk - Prod

Sign in to your account

= Logi)
?""; Li?gin - dmmcdaniel @pods.com .at 12/21/2022 1:24 pm Version - 2020.9.12.0 senicabesk i
Navigating the Screen “C&FC:B’&:“ Time Zone - Eastern Standard Time Culture - en-US I
December 21, 2022
[0 Tabs - The Service Desk screen December 21, 2022 ~| | OCAL - Ocala - T m— =
iS brOken intO SeCtionS Wlth Information ~ Routes " Search " Sales Check | Drw;‘?‘lnfo
with tabs in the top menu for n .
. . Bri IInfo Name « ¥ Carrier ¥ Driver ID | Driver ¥ R{T 59y 1y
nver
the main SECtlons Of ROUtes' — 233125 PODS 114084 Kent Lake 5 115§ Stop Details 5
Search, and Sales Check. T D3 114047  Victor Velazquez 1 7s5p @ s
. 240943 PODS el Cruz 4 95§ 5
1. Click on the tabs in the S BEETE 232635 PODS 114070 Michae! BS N A s
. T — A
top menu to select the page you want to view %
1
Yo'y . . . . . heetah
-O- Tip: The Routes screen will be the default landing page when logging in e
’ = ~ J_/F
. . ) Manifest
[ Left Menu - Additional navigation features for Driver Info, Stop Details, ®
Messages, and system Help are available in the left side menu. This menu is omejm
available on each of the three sections mentioned above
1. Click on the icons in the left side menu to open pop-up windows with Q=T i
additional information
a. Driver Info: Driver info for the selected route !:—]
Order Entry
b. Stop Details: Detailed stop information for the selected stop oy
c. Messages: View massages the driver has sent and received
d. Help: Explanation of symbols found in the Cheetah Service Desk (1)
application. Information is divided by tabs for easier searching fisl
. . =
[1 Routes Screen - The Routes screen has 2 sections to view Release Notes
Routes: List of routes for all individual drivers in the Stops: List of stops for a highlighted driver in
selected Storage Center on the selected date the route list
7' OCAL - Ocala - Go ‘ 3926589 0 Range: 11/30/2022 -~ 12/28/2022 =
T Rautes | Seorch | Sales chook |
Mame « ¥ Carrier ¥ Driver ID | Driver # |[RY{T S Summary # S |LC|I ILSF ¥ VF UM s P A |V |M|I IL | Sig | Drog Ticket/Shipmer Customer (o]
233125 PODS 114078 Charles Densmore 0 10 No Stops x (9 » @ « 1/01a63.01.39b710CALA_SC
233185 PODS 114078  |Cody Ray 0 7 MNo Stops b 4C) s K @ v u » Jl38539308 acaLs so -
240942 PODS 114064  Kent Lake 0 8MNo Stops X © 3 = f ‘:ﬁ - i
240943 PODS 33078 Thomas Mitchell 0 4 No Stops X ® s r @ v * u M 3|3863330 BRENDA COUNSELL HEW
292635 PODS 93078 Themas Mitchell 0 4 No Stops b 4 s = ¢ @ v D i 4 3926589 DAVID CROUCH WRT|
461553 PODS 114063  John Stubaus 0 7 Mo Stops X © s » a v D Y 53026589 SCO_OCALA WRT|
854062 PODS 114075  Gary Adler 0 8Mo Stops b C) s ) e v 5/01263.01.39h710CALA SC
0GD2_HLD PODS 0 2 MNo Stops b 4 e i =
Routes Stops
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Search

Quick Search — Use this process to find current customer order information using Customer Name, Address, Phone
Number, Email, Order Number, or Move Number from the Search Bar at the top of the page

M = o Time Zone - Eastern Standard Time Culture - en-US
December 21, 2022 * |OCAL - Ocala - Go 3926589 ml)ﬁUIZDZZ - 12/28/2022 -
Information ~ J Routes " Search " Sales Check |
s ;%ann | Mame « ¥ Carrier ¥ Driver ID | Driver ¥ |R4{T s Summary ¥/ 5 |LC|I ILSF % V& |UM || s P |A |V

1. Click the Calendar dropdown to select the date

. ) . Tip: When searching Customer Name use
2. Select the Location from the dropdown list 'O' both First Name and Last Name. Last Name
3. Input the search criteria (Customer Name, ‘ '

Address, Phone Number, Email, Order Number, or ) only will NOT return results.
Move Number) and click the Search icon Search text must be more than 4 characters.

4. The system will bring up the Search tab to display the results

v | OCAL - Ocala - 3926588 Q Range: 12/1/2022 - 12/29/2022 =
| Routes | Search | Sales Check |

Drag a column header here to group by that column

Store ¥ Leg | Ticket/Shipment ¥ | The Code ¥ | Location ¥ | Drop ¥| Route ¥ | S®|V ¥ |I ¥ | Customer ¥ | Address ¥
0G0o2 3926589 119473287 OCAL 3 461553 u DAVID CROUCH 9110 SW 102ND CIR 34481 A
0Go2 3926589 119473288P OCAL 4 292635 u DAVID CROUCH 9110 SW 102ND CIR 34481 &
0Go2 3926589 1194732880 OCAL 5 292635 u SCO_OCALA 1501 SW 44TH AVE 24474
Routes

The left side of the Routes tab displays a list of routes for all drivers in the selected Storage Center and date

December 22, 2022 * | OCAL - Ocala - 0 Range: 12/1/2023
Information - Routes | Search || Sales Check ‘
. ?" Mame « % | Carrier ¥ Driver ID | Driver ¥ R ¥ T ¥ Summary ¥ 5 | LC| I ILSF ¥ |V¥% UM
Driver Info

233125 PODS 114070 Michael Bouldin 4 7 Stops ¥4 @ s
233195 PODS 114047 Victor Velazquez 4 8 Stops v 4 @ s
. 240942 FODS 114076 Charles Densmore 4 7 Stops v (O s
Stop Detalls 461553 PODS 114063  John Stubaus 3 8Stops v @D s
@ 8354062 PODS 93078 Thomas Mitchell 1 9Stops v (D s

Column Headers Overview . Tip: Click on the Help Icon 0

S: Route Status ',O_\' in the left menu to see

Headers for more info.

e Name: Route/Truck # °

e Carrier: PODS e LC: Last GPS Fix - symbol definitions.

o Driver ID:‘Driver RBMS ID # e |:Image or Media o Columns V & F can be

e Driver: l).rlyer Name e |L: Image Level Indication hidden using the right click
e R: Remaining # of Stops e F:Flash

e T:Total # of Stops e V: Notes menu. See Change Column
[ ] [}

Summary: Activity UM: Unread Message
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Change Column Headers — Customize the column headers and labels for any of the tables in Cheetah Service Desk

1. Right click on the column header | Routes | search | sales check | -
you Want to Change to open the Name ¥ | Carrier ¥ | Driver ID | Driver ¥ R ﬁrumm Al s . U
7 ort Ascending
pop-up column menu 12 ] S0t
arles bensmore ops
2. Select Change Column Label from 93105 PoDS 114047 Victor Velazquez 2 Slstops Clear Sorting
the menu 233125 PODS 114070 Michael Bo.uldin 3 7 Stops Hide Column
854062 PODS 53078 Thomas Mitchell 0 9 Mo Stoy Column Chooser
3. Input what the new name you ]
I Ik h I h @), Search Panel
would like the column header to Change Summary T Fiter Builder...
display in the text field and click Filter Row
. . Enter a new column label name
Submit to save — In this example Foster
i # ch I bel
we’ve changed the Summary Activity ) chenae column Labe
L. m Reset Column Label To Default
column to Activity

View Messages — View Messages to and from the selected driver

1. Click the Messages icon in the left menu to display all messages for a highlighted driver

= Login - supporteakh at 06/13/2022 12:57 pm  Version - 2020.5.12.0
Sumeme Time Zone - Eastern Standard Time Culture - en-Us
. Tip: The bell icon will June 13, 2022 *| 020 - Reno, NV - 2 v §/20/2022 {ti!)
N, 4 ; -
'Q‘ appear next to the Information a ||| Routes | Search | Sales Check
search bar when a new A Nome = ¥ Carrr v Driver ID. | Driver T Ts [o a6 1 |1 |solston orr
river Info |
message is received. caRr1 OAKH 013026  WHINERY, JASON I s @ v 11655
m ESPL OAKH 011777  BONILLA, WILLIAM @
. . v v 23030
Click the bell to view HOT1 OBKH 009125  Luck, Bob
h Sl HOT2 ORKH 002991  Beacham, Charles @ v 3 3304
the new message. @ LEV1 OAKH 017141  Pleitez, Victor [f » B v 43311
LG1 OBKH 017141  Pleitez, Victor v il v 53015
Measages MINL OBKH 012991  Varela, Carlos P » 53019
Reparts £ MINZ2 QAKH 012951  Varela, Carlos F=
Messages
Carrier Vehicle ¥  Sender ¥ | Driver ¥ Status ¥ | Type ¥  Label ¥ | Message ¥ | Sent ¥  Delivered ¥ | Read ¥
* Source: In
6/13/2022
QAKH HOT2 002551 Beacham, Charles Received | Free Form | Free Form | ILL GET GEMINI :0 8:31:00 AM
~ Source: Out
" Test Message: This is just a test 6/13/2022
OAKH ZTRN2021 supportoak Delivered Free Form Free Form (OAKH Support) 1:46:00 PM
: can you swing by gemini to
bump trailer back to dock P f1af 13/
OAKH HOT2 walterinter Read Free Form Free Form whenever it works for you...if ?"11;62332&” g"zli;gézpm ?1L§OZE§2AM
you wanna leave it for the R i e )
end..thx (Walter Interiana)
: can you swing by gemini to
bump trailer back to dock 6/13/ 137
o : i : /13/2022 6/13/2022 6/13/2022
OAKH HOTZ walterinter Read Free Form  Free Form whenever it works for you...if 11:26:00 AM 12:29:00 PM 11:30:00 AM
wou wanna leave it for the
end..thx (Walter Intenana)

Important Only Market Managers should SEND messages to drivers through the Cheetah
app. SSC associates should only be VIEWING messages.
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Find a Driver Location — To view a map of a driver’s route and current location

1. Rightclick on the Driver | Routes | search | sales check |
Name and SEIECt Map from Mame ¥ | Carrier ¥ | Driver ID | Driver ¥ R ¥| T ¥ Summary ~ S |LC|1I ILSF % V§ UM
the menu to open the route 461553 PODS 114063  John Stubaus 1 3 Stops v @ s
. . 240942 PODS 114076 Charles Densmore 3 7 Stops v @ =
map in a separate window 233195 PODS 114047  Victor Velazquez 1 8Stops v © s
. . 233125 PODS 114070 Michael Boulding=— - s
2. Click the Truck button in the 854062 PODS 93078 Thomas Mitchel W Map | s
top menu of the map to C Refresh
zoom into the truck’s B save Route Layout

current |Ocati0n n, Restore Default Route Layout

4 send Message
.+, [Tip: The driver’s B View Messages
location is displayed B manifest Report
with a diamond.

’ A

@ Timeline

== Ocala 233125 Cheetah Tracks 2
ORefresh | @@ Route | Q&Truck | @ Stop | History | %Traf‘ﬁc | verview | @T\meline | @Settings | E] Close | @He\p
illiston Georgetown
. Reddick ort McCo Kerr City. ra
Map Willistan - = Salt Springs kit
Otter Creek fliohtands Tl
Barberville
Astor
York
De Leon
Springs
Alexander
Springs
Dunnellon Dcklawaha North De Land
Inglis Deland
Marion Oaks o Lake Kathryn
Citrus Springs Pittman
Paisley Lake Hel
Altoona :
Pine Ridge Urn il Pine Lakes QiEnge cty
Beverly Hills e
Crystal River Hermnando Deltona
iin DeBary
Lecanto e Rut\mH‘m@!1 o, Eustis
Dzello
m;ﬁ\:si Loke Tavares  MtDora Somento Sanford
Homosassa South Panasoffkee
Sugarmill Floral City Sumterville S
Woods Zellwood
Howey-In-The-Hills
Apopka / )
Bushnell = Alctfrr:ll:‘ulte ‘LQLTX vi
Dri glf Name ¥ | Carrier ¥ | Driver ID | Driver ¥ R ¥ T ¥ Summary «| S
H H H H river Info
Drlver Info - Vlew baSIC overview 461553 PODS 114083 John Stubaus 1 8 Stops v
|nf0rmat|0n abOUt a selected drlver 240942 FODS 114076 Charles Densmore 2 7 Stops <
. 233195 FODS 114047 Victor Velazquez 1 8 Stops v
. . . ) Etupibetal 233125 PODS 114070 Michael Bouldin 2 7stops v
1. Click the Driver Info icon in the left @ 8
Driver Info - 233125 x
menu to display a pop-up with the i ,
) play a pop-up o i AT Name: Michael Bouldin
driver name, ID, phone # (if listed in Reports - ID: 114070
the system), storage center location, [% Phone:
d | kh Location: OCAL
and normal wWork nours Cheetah Carrier: PODS
B Work Day: 07:00 AM - 03:00 PM
1
Tt
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Stops/Jobs Section
Information - J Routes " Search || Sales Check
i g Name ¥ | Carrier ¥  Driver ID | Driver ¥ 5 P A v M I IL | Sig | Drog Ticket/Shipmer Customer o
Driver Info
451553 FODS 114063 John Stubaus @ v 1 01b4e.01.3a31¢0CALA_SC
I 240942 PODS 114076  Charles D
naries bensmors @ v i ¥ 23272599 STEFANIE POOLE FPU
. 233195 FODS 114047 Victor Velazquez
2oe M= -
SlopiBE ol 233125 PODS 114070 Michael Bouldin @ v i i 33272588D  OCALASC =c
@ 854062 PODS 93078  Thomas Mitchell @ v i ¥ 4/3945639P OCALA_SC sC
B v i Y 53945639 JAMILA FORDHAM NEW
Messages
® v 63830523 MIKE HEGLIN FPU
-~
Reports @ v 73515494 CASSANDRA GARDNER FPU
[% £3] 838905230 OCALA_SC sc
@ v i Y 93061090 OCALA, FL RDL
Cheetah
v 10(3061090 KATIE CARVAJAL RDL
0 v 11 01b4e.01,3a31E OCALA_SC

The right side of the Routes tab displays a list of stops for a highlighted driver in the route list

Job Status — The symbols in the S (Stop Status) and P (Projected Status) columns of the Stops section provide a

quick overview of the job status

e Circle: Pickup e Green: Completed e Green check: On time

e Square: Delivery e Red: Canceled e Red check: Late

e Octagon S: Start of Route e Yellow: Driver Onsite e Pink check: ETA within 30
e Octagon F: End of Route e Blue check: Early min of time window

e Driver’s routes will always Start and Finish at the warehouse location.

-:O:— Tips:

e A stop is considered EARLY if the ETA or Arrival Time falls Before the Start of the Time Window.

< e A stop is considered LATE if the ETA or Arrival Time falls After the End of the Time Window.
o A stop will be flagged as having an Exception if the driver selected a Non-Okay status.

Stop Details — Details about a highlighted stop can be viewed from search results or from the Routes screen

1. Click the Stop Details icon to view the information for the highlighted line including

a. Order Type: NEW, FPU, WRT, SC etc.
Stop Type: Pickup or Delivery

b.
C.
d

Container Length: Located in Cube under Delivery Info

Customer
Signature: Picture
of signature
Driver Comments:
In the Handling
textbox under
Comments
Customer Info:
Address, Phone
Number, Time
Window, ETA, Cross
Street

Stop - 3926589

Stop Details

Sales Check: 3926589

Order Type: \WRT

Salesperson:

COoD: o

Store: 0G02

Stop Type: | Pickup

Status: Completed

Delivery Info

Delivery Neo.: |50882

Units: 1

Total: 0

Dock:

Zonei | 100

Weight: |0

Cube: 18

Helper:

Signature:

Signer: |David Crouch
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Images — If the driver took pictures as part of the stop, the film icon will be present on the stop in the list

-

OCAL - Ocala - Go 3526589

0 Range:

11/30/2022 - 12/]

Routes Seerch ” Sales Check ‘

Drag a column header here to group by that column

Store § Leg ° Ticket/Shipment ¥ | The Code % | Location ¥ | Drop ¥ Route

DAVID CROUCH
DAVID CROUCH

-

0Go2 3926585 119473287 QCAL 3461553
0G02 3926589 119473288P OQCAL 4 292635
0G02 39265389 1194732880 OQCAL 5 25924

x|

1. Click the film icon to open the View Picture pop-up
window
2. Select the Image to preview from the dropdown list
2, Tip: If multiple pictures are attached
_'O\_ to the stop, the number of images will
be indicated next to the image
dropdown box
3. View driver comments attached to pictures in the

Comments box at the bottom of the View Picture

pop-up

ew Picture

Stop: | 3926589

Image (5) : |

| Image 1
Image 2
Image 3
Image 4
Image 5
il

i Rotate

Comments:

Any driver comments on the picture would be here

ETAs — The estimated time of arrival is displayed in the ETA column

the driver within 1 hour of the specified ETA.

“ Important Do NOT give the exact ETA to the customer. Let the customer know to expect

s P[A [V | M]|I IL | Sig | Drog Ticket/Shipmer Customer

e v 101b4a.01.3a3150CALA_SC

@ v i 23042479P OCALA_SC

® v i 23899175 OCALA, FL

(2] i 43942479 CHARLES SAVAGE
® i 53942691 MARTIN MERSENSKI

SC
RDL
NEW
FPU

C

ST
Start
Pickup
Pickup
Delivery

Pickup

ETA

745 AN
9:15 AM

Time Window

7:00 AM - 07:30 AM
7:00 AM - 08:45 AM
7:00 AM - 08:45 AM
7:00 AM - 09:00 AM
7:00 AM - 10:00 AM
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Container Number, Move Number, and Special Instructions — To quickly find this key information

1. Double click the selected stop from the list

Or click the chevron next to the Stop Status (P) to y
A clicking on the header and following the

1, Tip: Customize the column labels by right

display a quick view of
a. Model: Container Number Change Column Headers instructions.

b. Description: Move Number
c. Instructions: Special instructions from PODS OE Segment Information

3 @ v D 238599175 OCALA, FL RDL Pickup 07:00 AM - 08:45 AM 07:05 AM

- H 4 3942479 CHARLES SAVAGE NEW Delivery 07:00 AM - 09:00 AM  07:41 AM

Contact Phone: (352) 732-4833, Email: chucksavage@embargmail.com

# Item Model Description Qty | Wt Cube  Units | Piecez Status 1 Instructions
| 1 15353vx 119502698 1 o 7 1 0 CompletedOK feacnanese

OE Segment Information — Access segment
. . . s P AV M I IL Sig Drop Ticket/Shipment Customer [s] Cc ST
information from Order Entry in Cheetah @ v 101050.01.30315¢1  OGALA_SC start
Service Desk 82 s S
» 0 H 55 ALA, F L ickup
. . ' @B v I AL ROL Delivery
1. Right click anywhere on the selected B v ] IEI e paD RoL | elivery
. K @ v D %» Stop Completion b U -
stop line to open the pop-up menu @ v W Search By 3051050 — . o
2. Select View Additional Info to open the B v : s 5‘°"Sf“|"°“‘ ke NEw | [pelivery
. . . ' @ " Restore Default Stops Layout sC
Extra Data screen to view informationon | | @ A send Hessage
a. Container Placement ? L
# Edit Time Window
b. Driveway Location @ Reschedule Stop
C. Driveway Shape E Edit Mame and Address
. . [ E Order History Report
d. Driveway Side Placement & Order Tracking Repart
e. Door Direction @ order entry
f. Placement Distance
& Dlrec_tlons Extra Data - Stop =] x| H
h. Special
Instructions Heading Value
i. Move Number ItemLevelMediaFileExist M
j- Blankets EmailAddress katie.m.carvajall @gmail.com
PhoneNumber ~(554)600-8555
k. Locks
MoveTypeName A
ContainerlD
Gated
EntryCode
City BEVERLY HILLS
Zip 34465

P rul . o -




