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SEARCH
The Search function in the navigation bar at the top of the page allows you to look up orders by last name or order 
number.

1. Click Search
2. Choose Quick Search
3. Enter the Order Number or Customer Last Name

If there are multiple results, they will show in a list.  Click on the edit symbol to view the job details.

You may also search by the customer phone number:
1. Click Search
2. Choose Advanced Search
3. Choose Phone Number from the “Search By” drop down
4. Enter the phone number
5. Click Search
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Orders will be color-coded:
 Pink = Not out for delivery
 Blue = Acknowledged
 Teal = Failed
 Green = Complete

UNDERSTANDING ORDER NUMBERS
The order number can include letter or number combinations that can give you additional information about the order.  
These indicators will be separated from the main part of the order number by a hyphen (-).

 RST – An order that has been reset or failed.  This will be linked to the original order.
 SRV – A service order.  May be linked to a delivery order
 CCD – Online order
 159 – Customer placed the order over the phone or online
 508 – Customer placed the order at the store
 ND – Orders that come from the store where the customer is requesting service ASAP.  The customer can pick 

their Time Frame.
 SD – Same Day delivery orders
 PRE – Online order that has not been shipped to the warehouse yet.  Do not schedule.

READING AN ORDER
Order details can be viewed on the “Edit Delivery/Service Order” screen.
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If there are any related order, such a service order or a reset order, you will see the order numbers at the top of the page. 
Click this order number to view the linked order.

NOTES
The Notes tab is used to document all calls and actions on an order.  All You can also view past notations from this tab.  
You can search for past entries using the fields at the top of each column.

1. Click Add Note to enter a new notation
2. Note Code – UI (Update Info)
3. Note – Type your notation here.

Linked order numberLinked order numberLinked order number
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4. Click Save to enter your note.
5. Disregard the other fields, they will be filled in by the system as necessary.

You must use a “.” Or a “-“in your dates.  LMP removes all “/” from the notes, making dates 
hard to read.

EDIT CUSTOMER INFORMATION
The From and To sections on the “Edit Delivery/Service Order” page are the pick and delivery locations.  On delivery or 
service orders, the customer address will be in the To field.  For Return/Exchange orders, the customer’s address will be 
in the From field, as that is where the product is being picked up at.   

You can update the customer’s contact and address information by clicking on Edit.

Update the customer’s information and then click Save.
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