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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
Role Responsibility

To ensure all the materials are delivered on
time and giving orders to the drivers. Safety

Logistic Supervisor meetings and toolbox every Tuesday. To
ensure all the equipment have safety and
proper handling.

Managing of weekly payroll of freelance
Concierge drivers/operators. Gathering and verifying of
documents
Accounting Department Checking and approval
Admin/Other Departments Submission of supporting documents

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.

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@arkvconstruct.com

CONSTRUCTION & SUPPLY e https://arkvconstruction.ph

2. Go to ODOO, click the Sales then Orders.
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3. Clicks Orders, then choose Orders

B Sales To Invoice  Products  Commissions
mtlw Quotations

Orders

Numbel Customers Customer

500558 May 11, 11:14 AM Armolinda Capell:

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

Example:

Joe Aljecera

o B e i L e

\L Delivery Slip - ...00391-signed.pdf

— ©615KB

\l/ Delivery Slip - ...00392-signed.pdf
— 60.2KB

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.

Arky Construction and Supply Arky Construction and Supply
Pinamarbuhan Pinamarbuhan
Mashate 5401 Mashate 5401
Philippines Phillppines
T ID: 9:34-419-263-0000 Tax ID: $34-419-263-0000
Customer Delivery Address Customer Delivery Address
REV. FR. MICHAEL . LOBITARA REV. FR. MICHAEL Y. LOBITANA, MARABELLA REV.FR MICHAEL ¥. LOBITARA REV. FR. MICHAEL Y. LOBITARA MARABELLA
ATOM ILOY SAN DANAY NA DCELOSO ATON ILOY SAN DANAY NA D.CELOSO
BULIG PARISH PARAISO ATON ILOY SAN DANAY NA BULIG PARISH BULIG PARISH PARAISCH ATON ILOY SAN DANAY NA BULIG PARISH
MILAGROS MASBATE PARAISO MILAGROS MASBATE MILAGROS MASBATE PARAISO MILAGROS MASBATE
MILAGROS 5410 MILAGROS 5410 MILAGROS 5410

L +63 963 478 5089

Delivery Note Prod/OUT/00392

500588 05/26/2026 2475000 kg

IGRV-CRSH-034] Gravel (G3/4, Crushed)
size: G3/4:

e /
JOEE ! RA

934-419-263-000
Page1/1

MILAGROS 5410
L +63 963 478 5089

Delivery Note Prod/OUT/00391

500588 05/26/2026 18.000.00 kg

|[SND-BLK] Sand [Black} 15m' 15 mi

Remaining quantities not yet delivered:

Product Quantity|
[GRV-CRSH-034] Gravel (G3/4, Crushed) 15m’
size: G3/4,

|

[
108 »;YKIJE/EW

934-419-263-000
Page1/1
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DISPATCH AND DELIVERY
Schedule of deliveries for the client and assigned equipment for the deliveries and geofences with
the use of Wialon.

wialon

il

E Av
EQ425-DT 10W
EQO54-TM
EQ225-DT 10W
EQO91-TH
EQO93-TH
EQO95-PL
EQOO1-DT 10w
EQO21B-DT1...
EQ022-DT 12w
EQO51A-TM

EQO70 -BH
EQO94 -TH
EQ223-DT 10W
EQ224 - Roller
EQ226-DT 10W
EQ228-TM
EQ325-BH
EQ356-BH
EQ371-DT 10W
EQ426 - DT 10W
EQ513-DT 10w
EQ514-DT 10W

EQ516A-BH

@ & B B 6 B &P 6 B WE P BEEERNWNEPE O
O Gl ol ECON O FOR LG HO O Bl SO SOH EOR EGE LG OO PO BOM SOl BR[O EOR FOYE (O] (3

EQ519 - Crane

1. Click the Geofences for the location of the

lul Dashboard @3 Monitoring ()0 Tasks [ Tracks

wialon

Geofences

@ Arky Asid- Gate

®  Arky Asphalt Plant
® Arky Bagalihog

® ArkyLotC

&  Arky Motorpool

®  Arky Pinamarbuhan Quarry
2 Aroroy to Malinta
®  Asid - Stockyard

®  Asid Batching Plant
®  Asid Crusher

2 Asid To Mabuhay
% Asid To Tagbon

ATBELO CONSTRUCTIONS & S,

]
e

Atlanta Construction

AUSTACE ASEJO

Balud

*« & &

Bobong Lee

®  Buenavista-Kawayan Rd, Tubur.
& Buenavista-Kawayan Rd, Tubur.
® Bugtongcawayan, Masbate

® Cagay, Masbate, Philippines

Buenavista-Kawayan Rd, Pobla..
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2. Click the Logistics where you can find at the right side of the wialon.

winalon lul Dashboard &) Monitoring ()0 Tasks [ Tracks [o] Messages [a] Reports L} Geofences (% Routes & Drivers b, Trailers (& Passengers [2]Jobs (O Notifications GaVideo @ Users af Units :  Jean Guarin

Geofences Groups
e 1 3
®  Arky Asid - Gate =0 A R 0
Chatterbox Dashboard Eco Driving
&  Arky Asphalt Plant =20 X &
®  Arky Bagalihog =1 A m
- - @
¥
®  Arkylotc =0 A W A o] ==}
Fleetrun Hecterra icon Library
&  Arky Motorpool (=R ERCN
&  Arky Pinamarbuhan Quarry =4 A om
Il
2 Aroroy to Malinta =0 A\ ae o
NimBus Sensolator
&  Asid- Stockyard =20 X W
®  Asid Batching Plant ®O0 A m X Show all (4)
®  Asid Crusher =0 A
2 Asid To Mabuhay =20 A W
2 Asid To Tagbon =0 A\ R
& ATBELOCONSTRUCTIONS&S.. &0 % R
&  Atlanta Construction =0 A
® AUSTACEASEJO =0 A W
& Balud =20 X
& Bobonglee =0 A W
® BuenavistaKawayanRd,Pobla.. w0 A M
® BuenavistaKawayanRd,Tubur. 30 % W
® BuenavistaKawayanRd,Tubur. &0 X
® Bugtongcawayan, Masbate =0 A W
®  Cagay, Masbate, Philippines =20 X
a LOgIStIcS Orders. Routes
o -
& Jean Guarin o, May 2026 June 2026 o Active Flanning Fulflled
hontg ! 2 : ! ? : 4 s e 7 Units Units Units
4 5 6 7 ] g 10 8 9 10 i 12 13 14
Templates 1 0 0
n 12 13 14 15 16 17 15 16 17 18 19 20 21
18 19 20 2 22 2 2 2 2 24 25 2 27 28 . . .
Total number of orders Total number of orders Total number of orders
25 26 27 28 29 30 Ell 29 30
3 0 0
Estimated mileage Estimated mileage Estimated mileage
38.6 km 0om om
® single orders: 0 Permanent orders: 1395
Reports Chat

& MOTORPOOL - 1

3 & MOTORPOOL -
% £0s72-TM

=]

No data to display
) () MOTORPOOL - 12

., ©© @ MoTORPOOL - 14
& Eq3so-BH

. () () MOTORPOOL - 15
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3. Click the Planning then click the paper with plus sign for new orders

@ Logistics = Firter ——) o

Se: aQ @
2, Jean Guarin or Name Address Delivery interval Servi... Comment Cost Weig... Delivery requ... Volume Note Client
071 9 (202502-25P0-56851-2).. ATBELO CONSTRUCTIONS & SERVI.. ~ 00:00 — 23:59 00 mir Jasson Padilla 0 25.. 25 ATBELO CON:
Planning 02 @ DN17233-Deliveryof RSB.. Tugbo-DMCI 08:00 — 23:59 00 mir Warren Dayunot 0 Okg  Sales-DN(. ©
03 9 IDN202503-18 PO-5740-1.. SSAEnterprises 00:00 — 23:59 00 mir Jasson Padilla 0 okg 0 SSA Enterpris
Templates
[J4 @ (200LDiesel EQO72BH)8/..  Arky Pinamarbuhan Quarry 00:00 — 23:50 00 mir Roldan Danao 0 0Okg 0 INTERNAL: F
Routes
[05 9@ (20250227 P0-56851)P..  ATBELO CONSTRUCTIONS & SERVL.. ~ 00:00 — 23:50 00 mir Jasson Padilla 0 25 25 ATBELO CON:
Units Os 9 (20250227 PO-5704-1 Pic..  Sales-DMCI 00:00 — 23:59 00 mir Vilmar Villaganas 0 60... 6 V in}
e 07 9@ (202503-01 PO-5671-1)-P.. Ciriaco - Jetti Diversion 00:00 — 23:59 00 mir Tirso Abarico 0 kg 0 Ciriaco - Jetti
08 9 (202503-03P0-5719-1)Pl.  Jazul Gasoline Station 08:00 — 23:59 00 mir Tirso Abarico 0 okg 0 Jazul Gas sta
Chat
D9 @ (ArmourRocks.25)9/2/25-..  Arky Bagalinog 00:00 — 23:50 00 mir Roel Morado 0 25 25 INTERNAL: Al
[J10 @ (AmR20-CN107451)8/2/..  Arky- Boulevard (Hunchos Harbour)  00:00 — 23:50 00 mir Pablo Capellan 0 20. 20 INTERNAL: Hi
on 9 (ArmR.20-CN107452) 8/4/.. Arky - Boulevard (Huncho's Harbour) ~ 00:00 — 23:59 00 mir John Paul Mijares 0 Okg Confimati. 0 INTERNAL: Hi
Please select orders Select date £] Next
&
o
%
New order
General 4
+ |57 |
Order name Type _ s —
. e@‘ﬂ
Single - B iy s
This field is required ‘%%
) b
A H 3
Address B M % é\%’a
3 ?1«,”’ 1o
S ey
This field is required Y B f S
s 4
Delivery interval beginning Delivery interval end & g #Longfort
11.05.2026 00:00 = 11.05.2026 23:59 = B M”’%—;
Lang %
o )
N . G Aa%év
Cost Weight, kg Volume 2 F
£ A
3
0 0 0 4 5
5
Service time, min Radius, n Priority Client
0 0 Client name
Delivery requirements
- Phone 1 Phone 2

[[] Notto confirm orders outside the radius
Ema

[[] strict delivery interval add

[[] service within delivery interval

Comment

22 ] Email

Tags
Attach file

Cancel
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4. Input the order name, type and address then save.

New order
Ceneral
Order name Type 1 _ |
Black sand Permanent -
Address
Pinamarbuhan, Mobo, 5401 Masbate, Philippines
Delivery interval beginning Delivery interval end
co.oo oo oo (D)
Fuel Xpress
.;? 21
Cost Weight, kg Volume - =
k4 e e+
0 0 0 e e e e g
Service time, min Radius, m Priority Client
0 100 0 Client name
Delivery requirements
- Phone 1 Phone 2
[] MNotto confirm orders outside the radius
Ema
[] strict delivery interval addr m
[] service within delivery interval
Notification method &
Comment
Phone Phone 2 ] Email
Tags
Attach file B
Cancel Save and continug m
=2 Filter [ Search Q o}
= 1 Name Address Delivery interval Servi.. Comment Cost Weig... Delivery requ.. Volume Note Client H
1 @ (2025-02-25 P0-5685-1-2) ..  ATBELO CONSTRUCTIONS & SERVI.. 00:00 — 23:59 00 mir Jasson Padilla 0 25. 25 ATBELO CON:
\:\ 2 ? DN17233-Delivery of RSB ..  Tugbo - DMCI 08:00 — 23:59 00 mir Warren Dayunot 0 Okg
[J3 © IDN202503-18PO5740-1.. SSA Enterprises 00:00 — 23:59 00 mir Jasson Padilla 0 Dkg Warehouse May 2026 SSA Enterpris
\:\ 4 @ (200L Diesel EQQ72BH) 8/.. Arky Pinamarbuhan Quarry 00:00 — 23:59 00 mir Roldan Danao 0 0kg Confirmati.. INTERNAL: F¢
D 5 2 (202502-27 P0-5685-1) P... ATBELO CONSTRUCTIONS & SERVI..  00:00 — 23:59 00 mir Jasson Padilla 0 25.. Warehouse.. ATBELO CON:
D 6 @ (2025-02-27 P0O-5704-1 Pic..  Sales - DMCI 00:00 — 23:59 00 mir Vilmar Villaganas 0 60, Sales - DMCI
n 1213 14 15 16 17
a7 @ (2025-03-01 PO-5671-1) - P. Ciriaco - Jetti Diversion 00:00 — 23:59 00 mir Tirso Abarico 0 Okg Ciriaco - Jetti
1819 20 21 22 23 M
D 8 @ (2025-03-03 PO-5719-1) Pl..  Jazul Gasoline Station 08:00 — 23:59 00 mir Tirso Abarico 0 Okg Proje Jazul Gas sta
25 2 27 28 29 30 31
D 9 @ (ArmourRocks.25) 9/2/25-..  Arky Bagalihog 00:00 — 23:59 00 mir Roel Morado 0 25 varehouse. INTERNAL: A1
[J10 2 (ArmR20-CN107451)8/2/..  Arky-Boulevard (Huncho's Harbour)  00:00 — 23:59 00 mir Pablo Capellan 0 20..  Confirmati... W Templates creation INTERNAL: Hi
D 11 @ (ArmR20-CN107452) 8/4/.. Avrky - Boulevard (Huncho's Harbour) 00:00 — 23:59 00 mir John Paul Mijares 0 Okg Confirmati... INTERNAL: Hi

Cancel 0ok

o 1 order selected Next

I &
tal weight - S
25000 kg %
A g
Total volume o 3
S 2
25 %
Total cost
0
[
1
8
i
&

Select an ordes — Cll + click; select mulfipie orders — Shifl + drag
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5. Select the unit that will use in the delivery

2fFiter @ Search Q &
Of unint Driver Note Make Model Registration ... Carry.| Volu... | Deliveryrequ..| Geofences | Dimensions | Orde..| Per 1 km Per 1 hour Per1order | Pervehicled...
\:' wi% EQ021 ... ©E.. 0/, 0/0 0x0x0 o

O «fl EQ022 ... o/ 0/0 0x0x0 0

[Jf JmEQD9S3 . o/ 0/0 0x0x0 0

O JmEQo9s.. /.. 0/0 0x0x0 0

Of ==Eeq226. o/ 0/0 0x0%0 0

O ==eaqzs7. o/ 0/0 0x0x0 0

\:l «A% EQ320 .. Mallern. 20 20/0 0x0x0 1/3

O smeqazs. o/, 0/0 0x0x0 0

O ==eQaze .. o/..  0/0 0x0x0 0

\:l «i% EQ513 .. Monte;j... 0/, 0/0 ‘Warehouse... 0x0x0 o

\:' & EQ527 .. 0/, 0/0 Sales - DN 0x0x0 o

o
Orders — &
% g
— et
Total cost ®
a
Total number e &
1 =
Units c;“g
e
arrying capacit &
0kg
Example: EQ320DT-10W
2 Filter @ @3
Unit T Driver Note Make Model Registration ...| Carry.. Volu.. | Delivery requ.. Geofences Dimensions Orde...| Per1km Per 1 hour Per 1 order
% EQ320.. Mallern.. 20... 20/0 Sales-DN(.. 0x0x0 1/3

o o 1 unit selected Back m
Orders and units + Arsroy

Orders: — @ San Fémando
—_ Baleno

Total weight R

25000 kg b

Total volume

25 Batian

o
Masbate ity
MSto
Usab
Malinta Urnabay Exterior

okg ' o
folume o o3
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6. Now it is ready to dispatch.

e Q| B
Name T Delivery interval Estimated ar... Estimated mileage Address Client Email Volume Weig...| Cost
~ n B EQ320-DT 10W 140 om 25 25.. 0
\,_»: @ (2025-02-25 PO-5685-1-2) ..  00:00 — 23:59 11.05.2026... ATBELO CONSTRUCTIONS & SERVI ATBELO CONS... 25 25 0

o ° o 1 order selected, 1 unit assigned, 1 route built
- ;
Orders and units ATy,

2%
o

= |

+ @ E
— San Fémando
. — Baleno
otal weigh
KA
Okg p2s
Total volume
25 Batian
0
. o
Masbate ity
Moo
Usab
'@ Umabay Exterior
To move an order lo another roule, click on the move icon in the order card. ;5
Logistics Active - 2
& Jean Guarin Nama 1 Address Delivery inerval Arrival tima Milaage Estimated ti.. | Estimated se_| Weig..| Dalivery  }
]~ (13 ol EQ320-DT10W Masbate-Milagros Rd, Malinta, Mas..  00:00 — 23:56 12:34 - 13:22 38.6 km 48 min 20 min 20..  Sales- DN(.
Planning ? Arky Asid - Gate Arky Asid - Gate 00:00 - 23:5 ELEN - 29 min | om 00 min 10 min okg
e (e (Crush/INT/00001-MQ.20) .. Arky Pinamarbuhan Quarry 00:00 — 23:59 13:03 19.3km 29 min 00 min 20..  warehouse.]
Templates T
(n) Arky Asid - Gate Arky Asid - Gate 00:00 — 23:59 13:22 19.3km 19 min 10 min Okg
Routes —
0~ (on oF EQ320-DT10W Masbate-Milagros Rd, Malinta, Mas.. 0000 — 23:59 14:01 = 14:01 om 00 min 00 min 25.  Sales- DN(
Units e (1)@  (202502:25P0-56851-2).. ATBELO CONSTRUCTIONS &SERVL..  00:00 — 23:50 14:01 om 00 min 00 min 25.  Warehouse,
Reporis
Chat
& Active routes
2 —
=2
P f
4 £
P
€
&
&
&
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8. Click Report

a LOngﬂCS = 2 Report parameters Search Q s POF (-] S

& Jean Guarin

Orders

Planning Route/Orders Drive... Delivery inter... Delivery inter... Estimated arrival time Actual arrival.. Deviation | Estimated de... Actual depar... Estimated se...| Actual servic... Confirmation... Estimated mileage
Templates

Routes

Units

Reporis

Chat

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

a Logistics

Delivery day 10.05.2026 &
& Jean Guarin Filration @ v
Planning Search Q Delivery inter... Estimated arrival time Actual arrival... Deviation
=L 2= (® Toyota_Hilux_AEA1733 Executive
Routes (O Toyota_Hilux_NDI1123 EQ885
Uniits (O Eqoo1-DT 10w

(O Eqs14-DT10W
Reports

Chat Settings
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a Logistics ) o o =
Delivery day 01.04.2026 - 30.04.2026 B
o " i i
= Jean Guarin Filtration v
Object EQ287 -DT.. ~
E Planning 287 ® Delivery inter... Estimated arrival time Act
@ Templates (® EQ287-DT10W
£ Routes .
Settings @ ~
a - m
E' Reports
=] Chat
a gistics 2 Report parameters Q CIELARN - ) @
o .
& Jean Guarin
Orders
Planning ~  Route/Orders Drive... Delivery inter... Deliveryinter.., Estimated arrival time Actual arrival... Deviation Estimated de..| Actual depar...| Estimated se.. Actual servic..| Confirmation... Estimated mileage
~  EQ287-DT10W Pel.  10.042026.. 10.042026.. 10.04.2026 10:19:04 10.042026.. -7:4310 10.042026..  10.04.20%6.. 0:20:00 312:52 10.042026.. 23km
Templates
Arky Asid - Gate Pel.  10.042026.. 10.04.2026.. 10.04.2026 10:19:04 10.04.2026.. -4:09:10 10.04.2026.. 10.04.2026.. 0:10:00 0:05:00 10.04.2026..  0.00 km
outes (Prod/OUT/00304-500442-..  Pel.. 10.042026.. 10.042026.. 10.04.2026 10:41:20 10.042026..  0:00:38 10.042026..  10.042026.. 0:00:00 3:02:52 — 11.33 km
Units Arky Asid - Gate Pel..  10.042026.. 10.042026.. 10.04.2026 10:53:36 10.042026.. -3:34:38 10.042026..  10.04.2026.. 0:10:00 0:05:00 — 1133 km
~  EQ287-DT10W Ma.. 10.042026.. 10.042026.. 10.04.2026 17:06:23 11.042026.. -1days10-.. 10.042026.. 11.042026.. 0:20:00 0:08:22 10.042026.. 12.23km
Reports
PID239 - SANITARY LANDF..  Ma.. 10.042026.. 10.042026.. 10.04.2026 17:06:23 11.042026.. -17:14:58 10.042026..  11.042026.. 0:10:00 0:04:11 10.042026..  0.00km
Ee PID239 - Control#02044-1..  Pel.. 10.04.2026.. 10.04.2026.. 10.04.2026 17:22:33 — 0:00:00 10.042026.. — 0:00:00 0:00:00 10.04.2026..  6.12km
PID239 - SANITARY LANDF..  Ma.. 10.042026.. 10.04.2026.. 10.04.2026 17:28:43 11.042026..  -16:52:38 10.042026..  11.042026.. 0:10:00 0:04:11 10.042026..  6.12km
v  EQ287-DT10W Ma.. 10.042026.. 10.04.2026.. 10.04.2026 17:38:43 11.042026.. -16:42:38 10.042026.. — 0:20:00 0:04:11 10.04.2026.. 21km
v EQ287-DT10W Ma.. 11.042026.. 11.042026.. 11.04.2026 11:41:22 11.042026.. -2days33.. 11.042026.. 13.042026.. 0:20:00 0:37:12 11.042026.. 12.23km
v EQ287-DT10W Ma.. 13.042026.. 13.042026. 13.04.2026 10:4136 13.042026.. -0:06:38 13.042026.. — 0:20:00 3:39:02 — 23km
v EQ287-DT10W Ma.. 27.042026.. 27.042026.. 27.04.2026 08:23.05 27.042026.. -1:29:39 27.042026.. 27.042026.. 0:20:00 0:46:53 — 23km
v EQ287-DT10W Ma.. 28.042026.. 28.042026. 28.04.2026 08:46:49 28.04.2026.. -3:52:50 28.042026.. 28.04.2026.. 0:20.00 11421 — 32km
v  EQ287-DT10W Ma.. 20.042026.. 29.04.2026.. 29.04.2026 00:00:00 28.04.2026.. 0:32:54 20.042026.. — 0:20:00 8:57:22 — 97 km
v EQ287-DT10W Ma.. 30.042026. 30.042026.. 30.04.2026 11:53:51 30.042026.. -5days22.. 380.042026.. 02.052026.. 0:20:00 1:02:40 — §7km N
v EQ287-DT10W Ma.. 30.042026.. 30.042026.. 30.04.202613:51:13 30.042026.. -5:38:18 30.042026.. — 0:20:00 0:37:12 — 23km
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1. Click Drivers to tag the driver of the equipment that use in the operation.

wialon
ot MANAMOC
0G| E || A OePRLOoPaB
& EQU70-BH & 1] 2 ©
& EQO72-BH oS 0 ? 2 ©
& EQO73-BH &S 1 H = ®
& EQO75-BH sen 2 ©
g EQO75-BH 2 ©
B EQ91-TH & | ©
B EQO93-TH & 0 ©
= B EQDY4-TH < i 2 ®
& [EQO95-PL & 0 ? e ©
w EQ220-TM O i 2 @
& EQ223-DT10W & H - ®
& EQ224-Roller ¢ 2 ©
o EQ225-DT10W O 2 o] Milagres
8 EQ226-DT10W ¢ 2 ©
o EQ228-TM O ©
o EQ286-TM O ¢ 2 ®
€8 EQ287-DT1OW & 2 ©
&8 EQ320-DT1OW ¢ . 2 @
8 EQ320-DT10W 2 ®
& EQ325-BH & 2 ©
g EQ356-BH 2 ©
Cs EQ364-TM 2 ©
O The notification builder: getting started [©]
- 25% =

lul Dashboard ) Monitoring ()0 Tasks [® Tracks [S] Messages [a] Reports £ Geofences (@ Routel @ Drivers =l Trailers (& Passengers [T] Jobs (@ Notifications G Video [ Users faf Units

Drivers

MATANGLAD.

BONBON

'

CAPACULANL
26~

CAYABON

(B

TAWAD)

o OyOtabLiIXANGW5308IEQBY
P 10)0 Y il DTN DI TS e 60)

5

! Gl calacicue

A Error performing request

«Jean Guarin

Online Notifications

?‘; JB EQ820-TH Connection Restore
""%: < Toyota_Hilux_NDI1572 EQ880 Connection Restore
< Toyota_Hilux_NCQ9085_EQ897 Connection Loss

& EQ838 - DT 6W  ASID Low Fuel Level
Delete all Delete read
/

Masbate

TUGAWE

MALINTA SINALONGAN

SAMBULAWAN

E

GUINTORELAN MAPUYO

CALASUCHE IAcBoN

MAEUHAY

JAMORAWON

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

unit.

wialon
Drivers Groups A o

[ new QRN v |a
O I=HCAR N -
O & Jillord Judal -2 @O A x
O & John Chris Aganan 0O m x
O & John Paul Mijares - 1 ¢ 0OAm x
O & John Paul Mijares -2 0O R x
O & Jolan Alianza - 1 BO A& x
O & Jolan Alianza -2 ¢ 0OA R x
O & Jomi Beldad - MP Driver 0O R x
[ & Julio Cesar Abarico -1 ¢ O m x
O & Julio Cesar Abarico -2 O A m x
O & LinoAlba SO m x
O & Mallema, Marlon A -1 @O A m x
O & Mallema, Marlon A. - 2 o0 m x
O & Mark Viterbo F3 <
O & Montejo, Jovens.- 1 o< QSSEM?.HNL Ml ags
0 & Montejo, Jovens.-2 @O m x
O & MP-Mechel Brioso 0O A m x
O & NoelBigata-1 0O A m x
O & NoelBigata-2 0O A m x
O &@ Pelario Patrocenio - 1 B0 A m x
O & Pelario Patrocenio - 2 ¢ 0OAm x
O & RedenBona WO AR x
0 & RexVargas-1 0O R x
[0 & RexVargas-2 0O R x
O & Roel Morado-1 B O A m x
[8f=] O The notification builder: getting started [NNEY
E- 2o GEEE " ox

lul Dashboard €3 Monitoring (0 Tasks [ Tracks [E] Messages [&] Reports £J Geofences @\ Routes (@ Drivers R, Trailers |§ Passengers [T] Jobs (O Notifications GaVideo & Users fa} Units

MATANGLAD.

BONBON

CAPACULANY,

Jean Guarin

‘Online Notifications

& EQ903-BH  Connection Restore
JB EQ820-TH Connection Restore
& Toyota_Hilux NDI1572 EQ880  Connection Restore
@ Toyota_Hilux NCQ9085_EQ897 Connection Loss
R
g’ Delete all

]

Masbate

TUGAWE

MALINTA SINALONGAN

SAMBULAWAN

8 omocioc

r.

MAPUYO

GUINTORELAN

CALASUCHE TACRON

MABUHAY

SANTA MARIA
3 iA;TA MARIA

-~

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

Assign driver - Mallerna, Marlon A. - 2

ol® £Q001-DT 10w O o EQ015-DT 10w
ol® £Q021B-DT 12w % £Qo22 DT 12w

) G EQOSTA-TM

Roller
DT 10W

Cancel

A Error performing re

4. Then, click OK.

Assign driver - Mallerna, Marlon A_-2

A\ Error performing re
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5. And it will notify on Telegram. For example:

A

e

09:1?:3 with Romo Gracio :1 as the driver ofthe.u.nit.

LG

Driver: Mallerna, Marlon A. - 1 has Started using EQ287 - DT 10W,
Date and Time: 25.05.2026 09:30:30, Unit location: Masbate-Milagros
Rd, Asid, Masbate City, 53400 Masbate, Philippines.

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

ARKY ARK

Arky Constrisction and Supply Arky Construction and Supply
Pirnamarbuhan Pinamarbuhan
Mashiate 5401

Masbate 5401

Phikppines. Philippines

Tax 1D: 934-419-243-0000

d Tax ID: 934-419-263-0000
Customer Delivery Address

CHA ARA ICHAEL Y. LOBT - Customer Delivery Address
AT o Sand DASAY 105 T e REV, FR. MICHAEL Y. LOBITARA REV. FR. MICHAEL Y. LOBITARA, MARABELLA
ATON ILOY SAN DIANAY NA oy ¥ 3 v
BULIG PARISH PARAISO ATON ILOY SAN DANAY NA BULIG PARISH . e ATON ILOY SAN DANAY NA BUUIG PARISH
FALAGRDS 5430 ¥ :‘::ﬁ:?n: - MILAGROS MASBATE PARAISO MILAGROS MASBATE

\. +63 963478 5089 MILAGROS 5410 MILAGROS 5410

L 463963 478 5085

Delivery Note Prod/OUT/00391 Delivery Note Prod/QUT/00392

: 2 8,000. Order Shipping Date Total Weight
s : & 500588 05/26/2026 24,750.00 kg

- 15m| 15 m') ]
sttt i L ol [GRV-CRSH-034] Gravel (G3/4, Crushed) 15w b

size: G3/4:

Remaining quantities not yet delivered:

[GRV-CRSH-034] Grave (G3/4, Crushed) | 15m

size: G3/4; ] AL_ H,Equm r%
d&» el qm Jher

D e ks wltad

B PIHRS
whafte
E-DA
934-419-243-000

Page1i1 934-419-263-000
Paged/1

AA MU

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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Timesheets for the S00040 - PID197 LABO TAGKAWAYAN

Project
Date Employee Tk Dewcrption Time Spent
04:27-26 ALJON OBOG SURPLUS COMMON EXCAVATION DRVER: £Q 514 DT 4800
Total Houn) 48.00
APRIL 27,2026
ACTIVITY: HAULING OF SUB BASE MATERIALS
TOTAL TRIPS : 6

TOTAL KM: 9 km vv

= Aonnne,
D R REYFEGIE D. MATIENZO
Project Admin

CHRISTIAN CALIGUIRAN
Project Engineer

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.

an Freclance Payrall &3 3 Search for teols, help, and more (Al + )

File  Home Irsasrt Share Fage Layout Forrmulas Dt R Wik Automate Help Diran Picture

ALION. OBOG

Driver Salary for Payroll April 27-28, 2026
Bote Bt Uit Type: £ Na. Supporting Bocuments Activity Department Trips Rote Per Trip | Wilometer) | Rote per®ha | Tokal Solary

. Hauling of sub .

/27 /2026 Laac 1o EQS14DT PiD1s7 base rmrterials Project & PHP 75.00 9 PHP ELD0 | PHIP 52200
A afrsfzozo LADg 1o [ESSSTTE L = Project a Lald Fa00 5 FHF EOO0 | PHP 340.00

Deinery

s 10 14 PHP 862.00 |
a

10|  awmmese
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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’.

winlon  lul Dashboard ) Monitoring @0 Tasks B Tracks [ Messages [3] Reports &3 Geofences /@ Routes () Drivers . Trailers &, Passengers [7) Jobs (3] Nofifications ©1Video 8 Users 2 Units

Tenpse T
s \
Today Yesterday Week Month
interval pecified interval
rom 7 pril 2026 06:00
To: 7 Apil 2026 17:00
Report templates v 4 @ Dimasalang
Report result o
Palanas
Engine hours

Malbdg Volsbago
Balud el lobay

Cataifigan’

of1 nemsfrom110120f12 50 ~ S Epont v

Initial location End Driver Enginehours Inmotion idiing  Mileage
51 Labo-Tagkawayan R, Exciban, Labo, 4604 ayan Rd, Exciban, Labo, 4604 Camarines Norte, Philippines ~ Afjon Obog  0:00:04 00000 00004 0.00k*
43 LaboTa Rd, Exciba n R, Exciban, Labo, 4604 Camarines Norte, P Aljon Obog  0:00:06 CON00 00006 000K

Labe Rd, Exciba n Rd, Exciban, Labo, 4604 Camarines Nor es  Aljon Obog  0:00:09 00000  0:0009 000k

08 Labo-Tagkawayan R, Exciban, Labi ¢ e, Philppi 27.04.2026 15354 bo- Exciban, Labo, 4604 Camarines Hor es  AjonObog 001:33 00000 00133 000k

n R, Exciban, Labo, 4604 Camarines Nor AljonObog  0:03:14 00000 00314 007k
Exciban, Labo, 4604 Camarines Horte, F Aljon Obog  0:04:52 00000  0:0452 001k
AfonObog 01522 00000 01522 0.63K]

AjonObog  0:17:28 01721 00047

an R, Exciban, Labo, 4604 Camarines Nor

n Rd, Exciban, Labo, 4604 Camarines Nor

AljonObog  0:26:41 01447 01154

amarines Norte, Philippi AjjonObog  1:11:50 02451 04658 562k|
Ajonobeg  1:78:04 0245 05311 170K
es Mlionfhon 1441 nar1?  1man RaTk”
52324 20404 31920 2243km

4. You will now insert the attachment from the Wialon to the pay slip and export it into PDF.

L | Export -~

oOurs Im rmotiom Idlimg E e L

(o alneln oo g PDF

000200 III-:DIZI-:E:I e

OO0z O-00z09 0,00 km

OO0z 00733 0.00 km
OO0z o03214 0.07 km
OOz O0AZ52 0.07 km
o000z 01 5222 0.63 km
0z 77221 LI L 4. 49 km

o-nazars o 11:34 4.4 km
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EQ514 - DT 10W

Engine hours
)| Growping | Beghnak Initial location End Finallocation. | Drtwer | 00 I g | Mg
! J | b= hours motion 0 e
27.042026  7.04.20 0, 46 Aljon G - s e G =D
1 - 0:00:04 0:00:00 0:00:04 0.00km - -
13:.22:51 13225 ‘Obog - . = |11 = AT AT N - et v
ipgi - rwooaml - e oa - - T
27.04.2026 27.04.2026 Aljon : —
00006 00000 00006 D00k ' —
15:35:43 15:35:43 Can mari Obog Y " _auon. oeoo.
es S o i o) A Al R A
| mwms O IO O O S . I R o R e el
14:10:08 Obog i o ——

A 27.04.2026
15:34:08

Aljon

00133 0:0000 00133 0.00km
Obog

Aljon
Qbog

27.04.2026
5| 15 003:14 00000 0:03:14  0.07km

15:35:51

Page10f3

e 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.
@ ) Kimberly Corpuz @Kr_‘mberly Corpuz, plee:nse
""" Done na po. Paresib na, pwede po gabfgh%k B = HVE;
|lahat ng attachments na binigay Mallema
especially sa labo pwede paattach Bigata
din po sa bill na gagawin ha. Octavio
446 PM Viterbo

4:34 PM W/
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5. On Odoo Dashboard https://arkyconstruct.odoo.com/odoo, click Purchase app.

Discuss Calendar Appointments Properties To-do Knowledge

a % I — o
[ s -
Contacts Frontdesk CRM Sales Dashboards Subscriptions

Rental Al Point of Sale Documents Planning Helpdesk

X — e b o L

Website Events Purchase Inventory Quality Barcode
Maintenance Repairs Sign Employees Appraisals Referrals

o
v
-— -
Time Off Expenses Approvals Phone Apps

6. Click the Purchase Orders. Search the name of the freelance drivers.
Irive - Jean Gua x eelar x Requests for Quotatic X {10) Wialon Hosting x = Arky - Blank Header
(%] 25 arkyconstruct.com/odoo/purchase = %

Purchase | Orders | Products = Al ®% O Arky Construction

New Uploag RequestsforQuotation | . Q v~ 18o/1251 < > | ‘F =]
Purchase Orders -

Purchase Agreements

Vendors 20 1 83 4 %

New 5'. 1 Late RFQ Not Late Receipt OTD

Acknowledged
100 %

0

Reference Vendor Order Deadline  Activities Total Status
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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.

Purchase Orders Products

¢ Vendor Bills 3 =
Con s
POD030 & « $ Price Comparison

Upload Bill Send PO Print Cancel Lock RFQ Purchase Order

Purch& 2 Order

Vendor Expected Arrival ©  Aug 8, 2025, 2:40 PM

Vendor Reference ’ Ask confirmation

Agreement

Currency e Dropship

Payment Terms

Other Info Alternatives
Analytic Distrib... Quantity Received Billed Unit Unit Price Taxes Amount ¥ m
&
PID 197 LABO T... 416.00 10.00 | 14.000.160.00 Trip 75.00 31.200.00# W
PID 197 LABO T... 416.00 14.00 209.93 km 8.00 3328007 W

PID 197 LABO T... 100.00 0.00 59.58 Hour 125.00 12,500.00 % &

Untaxed Amount: 47,028.00 P
Totat  47,028.00 ¢

8. Inform the accounting staff that you already done received

Done resib,

APRIL 27, BIGATA

APRIL 27-28, 0BOG

MARCH 25-26, TOOL

APRIL 28, TOOL
8:22 AM W/

ﬁ‘& | Kimberly Corpuz
" okaypo

L

oo
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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

» 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)

Possible Effect

Control / Mitigation

» 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.
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