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IntroductionIntroduction

 Third Party Services Ordering is a Dispatch enhancement that lets agents 
place orders with Custom Movers Services (CMS) from Edit Shipment, 
instead of from the providers’ web sites.

 The following slides summarize how this enhancement works and how to 
set it upset it up.



Set UpSet Up

 Here’s how to get started using Third Party Services Ordering with the 
providers listed below.

For Custom Movers Services you need to know each of your branches’ CMS customer id’s– For Custom Movers Services you need to know each of your branches  CMS customer id s 
to place orders with CMS from Dispatch.  You can obtain your CMS customer id’s by 
contacting one of the following individuals at Alliance:

• Christine Sidari: csidari@custommoversservices.com 800.514.6927 x 20
• Mark Southerland: msoutherland@custommoversservices.com 800.514.6927 x 75Mark Southerland: msoutherland@custommoversservices.com 800.514.6927 x 75
• Rochelle Rose: rrose@custommoversservices.com 800.514.6927 x 21



Set UpSet Up

 Once you receive your customer id’s and, if necessary, your passwords 
from your providers, your agency’s security contact can call the Helpdesk to 
provide the users who will administer this feature in Dispatch for your 
agency family.

 For CMS, tell the Helpdesk which branches each user will administer.  A 
user can administer customer id’s and passwords for one or more branches 
in your agency family.y g y y



Set UpSet Up

 Once Helpdesk 
sets up yoursets up your 
administrative 
users, they can 
follow these steps 
to set up each 
branch.

 First, open a 
hi t th tshipment that your 

agency family has 
booked and click 
the 3rd Pty link on y
Edit Shipment.



Set UpSet Up

 Next, click the 
AdministrationAdministration
link.



Set UpSet Up

 On the Third Party Services 
Administration page you’ll see aAdministration page, you ll see a 
list of providers, and a list of agent 
codes that you have been given 
permission to manage.

 In this example, this user can 
administer CMS’s customer id’s 
and passwords for all of the 
branches listedbranches listed.



Set Up –CMSSet Up CMS
 To set up CMS, for 

each branch entereach branch, enter 
the Customer Id 
the provider gave 
you, and click 
I tInsert.

 If a Customer Id for 
a particular branch 
changes enter thechanges, enter the 
new information 
and click Update.

 Click Delete to 
remove a branch’s 
ability to place 
orders with a 
providerprovider.



Set Up –CMSp
 **Note:  Each user 

who places anwho places an 
order with CMS 
must first enter her 
email address.

 Click Settings,
enter your email 
address in the 
User ProfileUser Profile 
Settings pop up 
and click Save.

 This only has to be 
done once, or if 
your email address 
changes.



Placing an OrderPlacing an Order

 The Third Party 
Services pageServices page 
displays a 
combination of 
shipment data from 
Di t h dDispatch, and 
fields from the 
provider that need 
to be filled out to 
place an order. 



Placing an OrderPlacing an Order

 The From field lists 
the users from yourthe users from your 
branch that can 
place orders with 
the provider.  It’s 

t l fnot unusual for one 
user to place an 
order on behalf of 
someone else on 
this list.

 Pricing Ref is 
used by Alliance to 
track price 
schedules and 
billing entities.



Placing an OrderPlacing an Order

 Select a value from 
Affiliate if you’veAffiliate if you ve 
set up a special 
account with 
particular pricing 
f th tfor the customer 
you’re serving.

 Select a value from 
Bill To in order toBill To in order to 
indicate who the 
provider will bill.



Placing an OrderPlacing an Order

 If you place an 
order with Allianceorder with Alliance, 
you’ll see an 
additional field 
called Estimate 

li ?on-line?
 Checking this box 

lets you complete 
the order withthe order with 
Alliance, and gain 
access to 
estimates and 
pricing on the 
Alliance web site.



Placing an OrderPlacing an Order

 The middle section 
of the pageof the page 
primarily displays 
shipment 
information from 
Di t hDispatch.

 On both Contact 
Info tabs be sure 
to select a Primaryto select a Primary 
Type and 
Secondary Type if 
a Primary Phone 
and Secondary 
Phone exist.



Placing an OrderPlacing an Order

 The Origin 
Address andAddress and 
Destination 
Address tabs 
display address 
i f ti finformation from 
Dispatch.

 If you are missing 
addressaddress 
information, close 
this page, update 
Edit Shipment, and 
re-open this page.



Placing an OrderPlacing an Order

 The Dates tabs 
display the agreeddisplay the agreed 
dates at origin and 
destination from 
Dispatch, as well 

th i i kas the origin pack 
dates if they exist.



Placing an OrderPlacing an Order

 The Origin
Services tabServices tab 
contains a list of 
origin services that 
the provider offers.

 The Requested 
Service Dates pull 
from the agreed 
pickup dates onpickup dates on 
Edit Shipment.  
You can modify 
them if necessary.



Placing an OrderPlacing an Order

 Next, select a 
service by clickingservice by clicking 
it on the left list 
box, and clicking 
the >> button.

 Note that you can 
select multiple 
services at once by 
holding down theholding down the 
Ctrl key and 
clicking multiple 
entries.



Placing an OrderPlacing an Order

 Also note that you 
can order the samecan order the same 
service more than 
once.  In this 
example, there are 
t i t ftwo instances of 
“Icemaker 
Disconnect”.

 The selectedThe selected 
services will 
appear on the list 
box on the right.  
There you can 
mark them as 
COD, or click 
Remove to removeRemove to remove 
them.



Placing an OrderPlacing an Order

 The Destination 
Services tab worksServices tab works 
the same way as 
the Origin Services 
tab.



Placing an OrderPlacing an Order

 Use the Crates tab 
to enter cratingto enter crating 
services 
information.

 Click Add Crate to 
see a new blank 
row.

 Click Remove to 
remove a crateremove a crate 
record from the list.



Placing an OrderPlacing an Order

 The Notes tab let’s 
you submit notes toyou submit notes to 
the provider that 
apply to the origin 
or the destination.

 Click Add Note to 
see a blank row.

 Click Remove to 
remove a rowremove a row.



Placing an OrderPlacing an Order

 Click Place Order
when you’re readywhen you re ready 
to submit your 
order.



Placing an OrderPlacing an Order

 If you leave out a 
piece of requiredpiece of required 
information, you’ll 
get a red error 
message from the 

id ’ tprovider’s system.
 These are the 

same error 
messages you getmessages you get 
when using the 
provider’s web site.

 Correct the 
information on Edit 
Shipment and 
return here to re-
enter the orderenter the order.



Placing an OrderPlacing an Order

 When an order is 
successfullysuccessfully 
placed, the page 
will close and take 
you back to Third 
P t S iParty Services 
Summary.

 Notice the Order 
Number that wasNumber that was 
returned from the 
provider’s system.

 Click the Order 
Number to view 
your order.



Placing an OrderPlacing an Order

 When you refresh 
Edit Shipment theEdit Shipment, the 
3rd Pty checkbox 
will be checked if 
an order has been 

l d ithplaced with a 
provider.


