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Overview

This how-to shows a complete scenario of the online pickup 
orders feature -from Magaya LiveTrack to your system - to see 
how you can get the most from your software. This how-to 
tip follows the packages from the customer’s location to the 
logistics provider’s warehouse. Your customers can request the 
pickup of boxes, containers, or other types of cargo to be deliv-
ered anywhere.

There are three main steps:

1) Set up this feature in your Magaya system

2) The customer places the order online and prints labels

3) You pick up the order and bring it to your warehouse

We’ll also see how the customer can see the status of the trans-
action online (or on their smart phone), including the invoice.

1. Set up your Magaya System

1) In Magaya Explorer, go to Maintenance > Configuration.

2) Click on Online Shipping Orders icon in the menu (this screen 
contains configuration options for both online pickup orders and 
online shipping orders; this discussion will focus on the online 
pickup orders).

3) Check the box to allow online pickup orders.

4) To allow automatic processing of online pickup orders, check 

the box. This option will send an email message to the customer 

to tell them their order is in process.

To customize the message, uncheck the box to activate the text 

area. Enter text in the box “Response to client”. Then check the 

box again.

Click here to Continue
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5) Enable access for Customers: Right-click on the Customer’s 

name and select “Allow Tracking”. Go to the Tracking tab and 

check the box for “Send Online Shipping Orders” and check the 

box for “View Pickup Orders”. Click OK to save.

2. The Customer Places the Order Online

To place a Pickup Order online, your customers log into Magaya 

LiveTrack and follow these steps. The “You” in these steps refers 

to your customer:

1) Click on the Pickup Orders icon and click the Add button.

2) Enter Commodities:

- Enter the commodity description.

- Click “Add” to add the item to the bottom part of the screen.

- When done adding items, click Next.

3) On the “Contact Info” screen, enter pickup and delivery infor-

mation. The logistics provider’s information is already filled in. 

Click Next.

4) In the “General Info” screen, fill in the fields you need such as 

the invoice number, the supplier, and the preferred method of 

transport. Click Next.

5) Review the order summary. The order number is “Pending” un-

til you submit the order. Click the Submit button. Click OK in the 

confirmation dialog box. All the information in the order is saved 

and sent. The status of the items is “Arriving”.

Print Labels: To print labels for all the items in the Pickup Order 

to identify them for pickup, follow these steps:

• Select the Pickup Order from the list in Magaya LiveTrack.

• Click on the Actions button and select “Print Labels” from 

the pop-up menu.

• Choose the settings in your print dialog box such as number 

of copies, etc.

The printed labels will have a barcode. Place them on the 

boxes to ensure the correct boxes are picked up when the 

truck arrives.

When the boxes are delivered to the warehouse, the warehouse 

staff will scan the labels to automatically convert all the data from 

the Pickup Order to a Warehouse Receipt. (This option requires 

scanners running the Magaya WMS Mobile application connect-

ed to the Magaya Supply Chain Solution or to the Magaya WMS.)

Click here to Continue

Click here to go to Page 2
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3. Process the Pickup Order

When the customer’s order is received in your system, you have 

two options to see the pending orders:

1) Get the order: Go to the Messages Inbox (or Pickup Order 

List) of your Magaya Explorer. The Pickup Order that your cus-

tomer created online will be in the list. Filter the list if needed 

to see just the “Arriving” orders. Or, choose columns (via the 

Actions button) to view the list the way you want it.

2) Receive a notification of the order: Set up “System Alerts” in 

the Maintenance > Configuration screen. This will send you or 

another employee a notice that an order is pending.

Arrange the Pickup:

1) In the Pickup Order List, select the Pickup Order, and right-

click on it.

2) Select the action you want from the pop-up menu, such as 

set the Pickup Order status as “In Transit”.

3) Print the order, and give a copy to the truck driver who 

will pickup the items. Other options include emailing it to the 

trucking company.

Receive the Items:

1) Create a Warehouse Receipt from the Pickup Order: When 

the items arrive at the warehouse, click the Actions button to 

select the option. All the information is converted automati-

cally.

2) Scan the package barcodes and assign locations. This 

transaction is also available to view online in real time. The 

status of the items is now “On Hand”.

Options:

Add Charges: Open the dialog box by clicking the Edit button 

and go to the Charges tab to add expenses and income charges. 

View Status: When you set the order as “In Transit”, your cus-

tomer can view the status update online or on their smart phone. 

You can also send them a tracking email with a link. They can 

view the invoice and pay it online, based on their settings.

Create Reports: Click the Actions button in the Pickup Order 

List, and select the report you want. You can save the report, 

customize, print it and send it as a PDF to the customer, the 

warehouse manager, etc.




