
Welcome to your Pro Delivery Manager how to guide for creating a new patient and delivery setup

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Creating a new patient 

• Within CUSTOMERS either SCAN RX or click +NEW CUSTOMER
• If SCANNED, patient details auto populate
• If clicked +NEW CUSTOMER, you will be required to fill out details
• Once satisfied with patient information, click SAVE
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Once the patient data is populated you can press SAVE and this will open the Patient Screen 



If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Creating a new delivery for a NEW patient – step 1:
• Click on +New Order
• Click on Add Sequence and select Pick up from Pharmacy, Delivery to Customer
• This will then auto-populate the sequence to notify volunteers about deliveries
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If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Creating a new delivery for a NEW patient – step 2:
• You will need to double-click on each of the TASKS in turn and allocate to COURIERS
• This will then notify all couriers associated with the pharmacy there are deliveries available
• Complete the same exercise for the 2nd task and click SAVE
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If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Creating a new delivery for a NEW patient – step 2:
• You will get prompted to Save defaults – select YES
• You will then get prompted to Save default options – tick Order Details & Task List, then SAVE
• Printing bag label – bottom left of screen select Print Labels 
• Label Configuration POP-up – press Print
• Label is printed – affix to bag
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