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1. PURPOSE 

To establish accurate delivery to our clients and ensure all the materials is properly handled and to ensure 

that all the freelance drivers must be paid in their acquired services. 

 

 

2. SCOPE 

This procedure covers all procurement activities of the company including: 

 

• Request of the client from sales 

• Create SO from sales department with shipping address  

• Warehouse delivery notes for dispatching and delivery of goods, materials, and etc. 

• Provide equipment rentals 

• Logistics payroll of freelance drivers 

 

3. RESPONSIBILITIES 

 

 

 

4. PROCEDURES 

PREPARATION OF VIEWING OF NEW SALES ORDER 

 

1. The SO (Sales Order) will be prepared by sales department so that we can arrange the delivery time and 

date of SO. 

 

 

Role              Responsibility 

Logistic Supervisor 

To ensure all the materials are delivered on 

time and giving orders to the drivers. Safety 

meetings and toolbox every Tuesday. To 

ensure all the equipment have safety and 

proper handling. 

Concierge 

Managing of weekly payroll of freelance 

drivers/operators. Gathering and verifying of 

documents 

Accounting Department Checking and approval 

Admin/Other Departments Submission of supporting documents 
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2. Go to ODOO, click the Sales then Orders. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Clicks Orders, then choose Orders 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. You will see the list of Sales Orders. 
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Receiving of Delivery Note from warehouse. 

 

Example: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3 copies of each (Gate checker copy, client’s copy, and driver’s copy). These copies are needed to show to 

the guard in order to proceed the delivery of orders/materials. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any 

unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful. 

 

Pinamarbuhan Mobo, Masbate 

Philippines, 5401 

333-1258 / +63 9998882759 

info@arkyconstruct.com 

https://arkyconstruction.ph 

 

 

 

 

DISPATCH AND DELIVERY 

  Schedule of deliveries for the client and assigned equipment for the deliveries and geofences with 

the use of Wialon. 

  

 
 

1. Click the Geofences for the location of the delivery 
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2. Click the Logistics where you can find at the right side of the wialon. 
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3. Click the Planning then click the paper with plus sign for new orders 
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4. Input the order name, type and address then save. 
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5. Select the unit that will use in the delivery 

Example: EQ320DT-10W 
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6. Now it is ready to dispatch. 

 

7. Click the routes to see the shipment flow of the delivery  
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8. Click Report 

 

 
 

• In Reports it will show the past dispatches. Select the delivery date, filtration is by unit, search the 

unit then Execute.  
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TAGGING OF DRIVER. 

 

1. Click Drivers to tag the driver of the equipment that use in the operation. 

 

 

 
 

2. Search for the driver who assigned on the delivery. Click the tag icon where we assign/tag the driver to 

unit. 
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3. Search the unit that assign to the driver for dispatching. 

 

 
 

4. Then, click OK. 

 

 
 

 



 

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any 

unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful. 

 

Pinamarbuhan Mobo, Masbate 

Philippines, 5401 

333-1258 / +63 9998882759 

info@arkyconstruct.com 

https://arkyconstruction.ph 

 

 

 

 

 

 

5. And it will notify on Telegram. For example: 

 

 
 

 

These are we received after the delivery of orders to the client. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LOGISTIC PAYROLL PROCESS 

 

1. RECEIVED SD (Salary Document)/Timesheet of freelance drivers FROM THE PROJECT ADMIN. 

Signed by the following: 

 

o Project Admin 

o Driver/Operator 

o Project Engineer 
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2. Input the data through one drive (freelance payroll), encode the data based on the SD (Salary 

Document)/Timesheet of the freelance drivers. It is for the pay slip of the drivers. 
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3. Go to the Wialon, click the “REPORTS”. In the template click the “Hours of Service (Arky)”, and for 

the object click the unit of the vehicle which is used in the operation, e.g., “EQ514 - DT 10W” and the date 

and time then execute. After that, export it into PDF’. 

 

 

 

 

 

4. You will now insert the attachment from the Wialon to the pay slip and export it into PDF. 
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• Wait for the confirmation on Viber of the accounting staff who are responsible for checking the pay 

slip that you create. Once it was confirmed of the accounting staff to received, you need to merge all 

the files in order (Pay slip, Attachment from the Wialon, SD/TIMESHEET) and name it, e.g., “PSSD 

LABO APRIL 27-28,2026 ALJON OBOG”. Make sure it has a signature of the Logistic Supervisor 

on the pay slip. 
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5. On Odoo Dashboard https://arkyconstruct.odoo.com/odoo, click Purchase app. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click the Purchase Orders. Search the name of the freelance drivers.  
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7. After that click the “Upload Bill” then send the files which is the PSSD (Pay slip salary document) and 

then it’s done.  

 

 
 

8. Inform the accounting staff that you already done received 
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STEP 5: RECORDS 

  

 RECORDS     RESPONSIBLE DEPARTMENT 

 Sales Orders (SO)     Sales Department 

 Delivery Note (DN)     Warehouse 

 Purchase Orders (PO)     Purchasing Department 

 Equipment Request     Planning Department 

 

 

STEP 6: RISKS & CONTROLS 

 

Risk 
Possible Effect                             Control / Mitigation 

 

 

➢ Wrong geofences 

tagging 

➢ Pick up wrong 

materials from PO 

➢ Unproperly handling 

of materials 

➢ Not checking of the 

equipment before 

dispatching 

➢ No tagging of drivers 

(freelance) 

➢ Wrong delivery 

address 

➢ Delayed of the project 

➢ Leading of 

unexpected accident 

may occur. 

➢ Delayed of the 

projects and deliveries 

➢ Delayed of managing 

payroll 

➢ Make sure to complete the 

address 

➢ Make sure to pick up the 

right materials 

➢ Proper handling and make 

sure all the materials are on 

the proper area. 

➢ Must be check the 

equipment before start 

dispatching 

➢ File an IR (Incident Report) 

about the specific scenario. 

Always tag the drivers in 

every operation. 


