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Welcome to Task Management!

Task Management in the Hitch platform was created to help Administrators stay organized and efficient
when assisting Hitch orders from start to finish. It allows you to see the progress of any order in real
time and generates “tasks” to help manage your actions.

The objective of this guide is to:
e Provide solutions to Hitch order challenges
e Assist you to work closely with Transporters to
support, and implement orders from start to finish
¢ Champion the Task Management way of working

Task Management Process Guide Overview

This guide was made to serve as a reference and resource tool in answering questions and
demonstrating practical steps when implementing Task Management. In general, the purpose of the
guide is to provide a broad-based source of information of Task Management concepts, elements for
day-to-day practice, and a place for you to take lots of good notes!

We encourage you to retain the guide and make use of its valuable information!
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Types of Tasks

There are three types of tasks:

1. Auto generated: Created by the system and based on a timer.
2. Manually generated: Created by a Hitch Admin within the order.

3. Transporter generated: Created by the Transporter, typically an order update.

Tasks can be seen in multiple different tables and views. It's important to view tasks in the correct

areas and understand the type of task to determine the action(s) that need to be made.
Use the following views, shown below, to navigate and work tasks:

e All Tasks (Dashboard View)

e My Tasks (Dashboard View)

e ALL TASKS (Task Logs View)

e FOCUSED VIEW (Task Logs View)

e ORDER CHANGES (Task Logs View)

My Tasks 28

PNIREFPAN |= Task Logs

T-007229403 1T g

+ Create an Order

4+ Create an Order

(o] r Details
!i Dashboard rder Details

!i Dashboard
ORDERS

ORDERS ETA Dropoff
DB Transporter
DB Transporter .
@ Shipper
.
® shipper COMMENTS (0) ACTIVITY HISTORY (

ADMINISTRATOR VIEWS
a Transport Order
fm vins

;’I‘l,u Invoicing

ra Driver Locations

ADMINISTRATOR VIEWS
a Transport Order
= vins
;}J,- Invoicing

l'a Driver Locations

All Tasks

® o & o o o

No comments to show

FOCUSED VIEW (5)

12/29/2022

o Dropoff Inspection Not Completed ~#

Q Escalation- Help Driver Accept and Provide ETA

90 0

Op|
Opf

op
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TASK MANAGEMENT
ORDER FLOW

The following pages contain the Task Management order
flow of when an order is initiated in the Hitch platform.

Hitch
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Initial Tasks

Communication Follow-up - Task

This guide will help you with the Task Management flow in the Hitch platform. This flow contains the
initial Communication Follow-up task. This task appears automatically when the order is created. This
initial task is primarily for documenting communications with Customers.

Working the “Communication Follow-up” Task
1. Navigate to All Tasks and assign the Communication Follow-up task.
2. After assigning the task in All Tasks, navigate to My Tasks.
3. The Communication Follow-up task will appear to be used as needed.

NOTE: Once assigned, this task will NOT transfer assignee to any tasks
created after this one.

NOTE: It is best practice to work out of the My Tasks view when working

tasks on the Hitch platform.

‘||' WARNING: If accidently closed or completed, a task CANNOT be reopened at this
time. Be sure you only close the task when appropriate.

My Tasks 46 Search by any parameter ‘ ‘ Filter by Date
No filters applied
TASK STATUS = NAME = T-REF# =
® [: ® Open Communication Fellow-up @ T-007164058
[: ® Open Communication Follow-up T-007162465
® [: ® Open Source // OR to CA T-007160350
[ ] [: ® Open Source /f CAto OR T-007159489
L] [: ® Open Communication Foellow-up T-007160350
e (] ® Open Source // CA to OR T-007158532
® [: ® Open Communication Foellow-up T-007159489
® [: ® Open Communication Follow-up T-007158532
L] [: ® Open Source // OR to CA T-007157089
[ ] [: ® Open Communication Follow-up T-007157089
@ ®© Expired Dropoff Inspection Not Completed T-007125938
[: ® Expired Dropoff ETA was Updated T-007125938
[: ® Expired Review Missed Dropeff ETA T-007125938
a1 = e S P P e ——
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Verification (REPO Only) - Task

The Verification task is an auto generated task that appears on Repo orders once they are created.

Working the “Verification” Task
1. Navigate to the Verification task.
2. Verify that the vehicle in the order is ready to be picked up.
3. Once verified, Close the task.

My Tasks 36 Search by any parameter ‘ ‘ -

No filters applied

TASK STATUS = | NAME =
® [: ® Open Dropoff ETA Needed
L] [: ® Open Order stuck in Arrived Status
[: ® Open Verification @
[_‘ Y Fa Aot ol oo ol =
‘ Log v ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘
Selected Task
e . A
0 Verification / 0 El
® Created 01/06/2023 10114 AM m Due Date Dueinidays /
[-_:'I Follow Up Date followupinaday /4
e AssigneeQCOhOﬂ Myers € » C= Priority Medium /
== Collaborators - #
‘ My Tags - #
&) Description
B I X « = = e | P |
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Available Status Tasks

Source // PU to DO - Task

After the Communication Follow-up task is taken care of, the order will be in the Available status. A
Source task will be auto generated by the Hitch system based on set timers. This task can also be
manually generated right after the order is created. See below on next action steps in this task status.

Working the “Source // PU to DO” Task
1. Navigate to the Source // PU to DO task.
2. The Source // PU to DO task is to be manually assigned. Once assigned, follow-up tasks will auto

assign to the same assignee. If necessary, manually create one of the following subtasks:
o Escalation- Sourcing Task
o PosttoCD

= Check with your Supervisor or Manager on who to assign the subtask to.
= Post a comment once the order has been posted to CD.
o BluePOD Signup Assist

»= Assign the subtask to the appropriate member of the Blue POD.

My Tasks 48

B AllTasks  |= Task Logs Order Details Map

Mo filters applied

TASK STATUS, = NAME =
- (5] ] Source J/ OR to CA
® Open Communication Follow-up

T-007164058 1 = Payment: $476.00 B
Available Log v Add Custom Task v Details »

Selected Task

o Source [/ ORto CA ~# o= ~
[E3) Task Type sourcing

O Created 12/20/2022 0117 PM m Due Date - #

[ Follow Up Date - #

8 Assignee@hcl:or‘ Myers @ 4 C= Priority Medium  #

+4 Collaborators - #

‘ My Tags  /

a Description

Order is having some trouble getting claimed and needs some RunBugay sparkle!
Check out sorr

- Read More

Add Subtas
BluePOD Signup Assist
Postto CD

Escalation- Sourcing Task
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Post to CD - Subtask

Post to CD (Central Dispatch) is an optional subtask. Most accounts will use this task and it must be
manually assigned. Check with your Supervisor or Manager on who to assign this task to.

Working the “Post to CD” Subtask
1. Navigate to the Source//PU to DO task.
. Select the Post to CD subtask from the dropdown.

. Include the CD order ID# in the comment.

2
3. Post a comment in the subtask once posting to CD has been completed.
4
5

. Mark the subtask as Complete.

T-007164058 =)

Selected Task

o Source [/ ORto CA ~#

[EZ] Task Type sourding

'3 Created 12/20/2022 0117 PM

[} Follow Up Date - »

) Assignee @ Colton Myers € #
<= Collaborators - /#

‘ My Tags  #

a Description #

BluePOD Signup Assist
Postto CD

Escalation- Sourcing Task

Payment: $476.00

Order is having some trouble getting claimed

o

) W | ist sk W Deta
=
[ Due Date -- »
ALL TASKS (3)  FOCUSED VIEW (2) | Fxpend All |
Today
() posttocp » <: B o~

Task Type Sourcing

(O created 12/20/2022 0123 PM

m Follow Up Date followupinaday /'

e Assignee e Colton Myers €@

+4 Collaborators - /

‘ My Tags - #

) Description ~

How to log inte CD and place a posting. CD posti

ngs expire every 4 days. Please Archive after the or.. - Read More

:Eg Subtask Type PosticcCD

m Due Date Duesin&days #

C= Priority Medium #

=) [

master-c2c740d

Hitch
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BluePOD Signhup Assist - Subtask

BluePOD Signup Assist is an optional subtask. This task will be used when a Transporter calls in for an
available order and they are not signed up with Hitch. Once the task is chosen, the BluePOD team will
be assigned the task to complete a registration with the Transporter and collect needed paperwork.

Working the “BluePOD Signup Assist” Subtask
1. Navigate to the Source // PU to DO task.
2. Select BluePOD Signup Assist from the dropdown.
3. Reassign the subtask to the appropriate Blue POD team member.
4. Once finished, Complete the subtask.

T-007164058 1 Payment: $476.00 JEES
Log W Add Custom Task w Details »

Selected Task

G Source [/ ORto CA # o= ~
2] Task Type Ssourcing
@ Created 12/20/2022 0117 PM m Due Date - #

[7) Follow Up Date -~ #

e Assigrlee@ Colton Myers e ra C = Priority Medium  #

22 Collaborators - # T-007309276 1 fx Payment: $636.00 [
‘ My Tags -- / Available ‘ Log v ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘

a Description # . .
Order is having some trouble getting claimed 2 ALL TASKS (4) FOCUSED VIEW (3) ‘ Expand All ‘

Check out sor
- Read More
Today

Add Subtasks |

BluePOD Signup Assist @
G ) BluePOD Signup Assist .~ 0 B ~

Post to CD

Escalation- Sourcing Task Task Type Sourcing EEE Subtask Type Signup Assist
- I

@ Created 01/11/2023 12:36 PM m Due Date DusinZdays

{=) Follow Up Date followupinzdays /

e Assignee @ Colton Myers €3 » = briority Mecm #
4= Collaborators — #

W MyTags -~

) Description #

This is to Escalate the Sourcing Order
—
B I T ¥ = = e o~ [ Post |
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Escalation- Sourcing Task - Subtask

The Escalation- Sourcing Task is an optional subtask that is used when an order is aged and needs
additional sourcing input. If needed, contact the Sourcing Team with the TO number for assistance.

Working the “Escalation- Sourcing Task” Subtask
1. Navigate to the Source // PU to DO task.
2. Select Escalation- Sourcing Task.
3. Complete the appropriate next sourcing steps.
4. Once finished, Complete the subtask.

T-007164058 =

Available Lag

Selected Task

0 Source [f ORto CA ~

E Task Type scurcing

@ Created 12/20/2022 0117 PM
{7} Follow Up Date

e Assignee @ Colton Myers €

Fa

44 Collaborators - #

Details »

0B

m Due Date - ~

C= Priority Medium #

~

‘ My Tags  ~

T-007309276

Available

ALL TASKS (3)

=

g Description #

some Lrouble getting claimed an

Order is having
Check out sor

- Read More FOCUSED VIEW (2)

Add Subtasks ~ |

BluePOD Signup Assist Today

s

Post to CD

Escalation- Sourcing Task @

Task Type Sourcing

(O Created 01/11/202312:33 PM

E'_:‘, Follow Up Date Follow upin 2 days
e Assignee e Colton Myers € »
-4 Collaborators - /

‘ My Tags - /

& Description /#

G | Escalation- Sourcing Task f@

7

Payment: $636.00 S

‘ Log v ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘

‘ Expand All ‘

oF -~
I:[E Subtask Type Escalate Sourcing
m Due Date DusinZdays

C= Priority Medium #

This is to Escalate the Sourcing Order
—>
B I T v = = = o~ [ Post |
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Claimed Status Tasks

Once the order has been claimed it is important to get a Driver assigned and to accept the order. This
might require an action of getting in contact with a Transporter. An escalation task is an option for
assistance as a manual subtask.

e Help Get Driver Assigned
o Escalation- Driver Assigned

Once the order is assigned and accepted, the Transporter will need to provide an Estimated Time of
Arrival (ETA) for pickup of the vehicle.

e Help Driver Accept and Provide ETA
o Escalation- Help Driver Accept and Provide ETA
¢ Review Missed Pickup ETA
o Escalation- Pickup ETA Missed
¢ Pickup ETA was Updated
e Help Get Appointment (REPO Only)
e Arrived at the Pickup Location

Ilitﬂh TASK MANAGEMENT PROCESS GUIDE | v1.0 13| Page
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Help Get Driver Assigned - Task

The Help Get Driver Assigned task is an auto generated task when a Driver is not assigned in a timely

manner based on SLAs.

Working the “Help Get Driver Assighed” Task
1. Navigate to the Help Get Driver Assigned task.
2. Contact the Transporter to get a Driver assigned to the order and input into the system.

My Tasks 52 Search by ar

1Y parameter | | Filter by Date ‘

No filters applied

TASK STATUS

Open

= NAME =

Help Get Driver Assigned

e
) () (O
) @ ©

Expired Source // OR to CA

Payment: $476.00 x

‘ Log v ‘ ‘ Driver Rejected ‘ ‘ Add Custom Task w ‘ ‘ Details » ‘

T-007164058 1@

Selected Task

e Help Get Driver Assigned @

(O created 12/20/2022 0217 PM

o 7

m Due Date UDusinZhours 4

ﬂl Follow Up Date Follow upin4hours  /

C= Priority Medium #

e Assignee@ Colton Myers € /#
== Collaborators - /

‘ My Tags -

[ Description /
Order has been claimed for a while with no Activity.
Check in with them:

s Depende..
- Read More

Escalation- Driver Assigned

Hitch
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Escalation- Driver Assigned - Subtask

The Escalation- Driver Assigned is a manual subtask option for assistance in getting a Transporter to
assign a Driver. When selecting this subtask, the BluePOD will be notified to assist.

Working the “Escalation- Driver Assigned” Subtask
1. Navigate to the Help Get Driver Assigned task.
2. Click the Escalation- Driver Assigned subtask button.
3. BluePOD to assist with contacting Transporter in getting a Driver assigned. Additionally,

BluePOD will assist with ETA for pick-up and drop-off for any residential Customer vehicle.
4. Mark the subtask as Complete.

‘ Log v ‘ ‘ Driver Rejected ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘
Selected Task
0 Help Get Driver Assigned # o= ~
Task Type Criver Assigned
@ Created 12/20/2022 0217 PM m Due Date Duesin2Zhours #

EI Follow Up Date followupin4hours #

e Assigneeefﬁokcﬂ Myers @ # C = Priority Medium #

+4 Collaborators - /

‘ My Tags - /'

A ALL TASKS (12) FOCUSED VIEW (8) Expand All
[ Description | )
Order has been claimed for a while with no 4
Check in with them
Today
* Dependes.
- Read More
Escalation- Driver Assigned [ 3 Escalation- Driver Assigned # @ 0 E A~
- - Task Type Criver Assigned ?:E Subtask Type Escalate Driver Assigned
(9 Created 12/20/2022 0227 PM [T] bueDate Ducinsdas  /#
m Follow Up Date followupinaday /
O Assignee @ Colton Myers €@ C = Priority Medium #
= Collaborators - /#
‘ My Tags - #
& Description /
Escalation of driver Assigned task
=
B I = v = = = ‘ Post |
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Help Driver Accept and Provide ETA - Task

Help Driver Accept and Provide ETA is an auto generated task when a Driver has not supplied an ETA
for pickup within the designated time.

Working the “Help Driver Accept and Provide ETA” Task
1. Navigate to the Help Driver Accept and Provide ETA task.
2. Contact the Transporter to obtain ETA and input into the system for the specific order.

My Tasks 54 Search by any parameter | | Filter by Date |

No filters applied

TASK STATUS = NAME =
® [: © Open Help Driver Accept and Provide ETA
L [: ®© Expired Help Get Driver Assigned
[ —
T-007253007 1 = Payment: $588.00 *
‘ Log v ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘
Selected Task
0 Help Driver Accept and Provide ETA @ 0 E ~
Task Type Criver Assigned
@ Created 01/04/2023 04:08 PM m Due Date DusinZhours
nl Follow Up Date Followupin 4hours  /
e Assignee@COhOﬂ Myers € » C = Priority Medium /
~2 Collaborators - /#
‘ My Tags - #
[ Description /
Help get the Driver Lo accepl and provide a pick up ETA
‘ Escalation- Help Driver Accept and Provide ETA
° TASK MANAGEMENT PROCESS GUIDE | v1.0 16 | Page
i g Unauthorized use of this material is prohibited. The ownership and use of this material will
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Escalation- Help Driver Accept and Provide ETA - Subtask

Escalation- Help Driver Accept and Provide ETA is a manual subtask option for assistance in getting

an ETA from the Transporter/Driver.

Working the “Escalation- Help Driver Accept and Provide ETA” Subtask
1. Navigate to the Help Driver Accept and Provide ETA task.

2
3
4.
5.

Mark the subtask as Complete.

. Click the Escalation- Help Driver Accept and Provide ETA subtask button.
Contact the Transporter to obtain ETA and input into the system for the specific order.
Escalate to your Supervisor/Manager accordingly.

T-007253007 =

Payment: $588.00 Y

Task Type Driver Assigned

@ Created 01/04/2023 04.08 PM

['_: Follow Up Date Followupin4hours  #
e Assigneee Colton Myers € »

= Collaborators -- #

‘ My Tags - /

£ Description #

Help get the Driver to aceept and provide a pick up ETA

| Log v | | Add Custom Task w ‘ | Details » |
Selected Task
0 Help Driver Accept and Provide ETA / v] El ~

m Due Date DusinZhours

C = Priority Medium #

| Escalation- Help Driver Accept and Provide ETA

ALL TASKS (4)

Today

FOCUSED VIEW (2) Expand All

B Escalation- Help Driver Accept and Provide ETA # o] B ~
Task Type Driver Assigned ?:E Subtask Type Escalate Acceptand ETA
O Created 01/04/2023 0411 PM m Due Date DueinZhours
E-_?I Follow Up Date followupin&hours /2
e Assignee e Colton Myers € » C= Priority Medium /'
a= Collaborators - /

‘ My Tags - #

& Description #

Help get the Driver to accept and provide a pick up ETA
—
B I T ¥ = = = -~ [Po;t]
master-766883
° TASK MANAGEMENT PROCESS GUIDE | v1.0 17 | Page
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Help Get Appointment (REPO ONLY) - Task

The Help Get Appointment task is to be used by the REPO Team only to ensure that someone will be at
the dropoff location during the provided the ETA window. This task is auto generated based on a timer

after an order has been accepted by a Driver.

Working the “Help Get Appointment” Task

Navigate to the Help Get Appointment task.

Contact the dropoff contact to confirm someone will be there during the ETA window.
Input information into the system as needed.

Once confirmed, Complete the task.

Pobd=

My Tasks 36 Search by any parameter ‘ ‘ F

No filters applied

TASK STATUS = NAME =

[:: ® Open Order stuck in Arrived Status

] e | Open @ Help Get Appointment
—

‘ Log v ‘ ‘ Driver Rejected ‘ ‘ Add Custom Task v ‘ ‘ Details > ‘

Selected Task

e Help Get Appointment »@ 0 E' ~

Task Type PickupETA T2 Subtask Type PickupEIlA
@ Created 12/22/2022 10:54 AM m Due Date - #
[-_:'I Follow Up Date -- /

e Restanes QCO'_-O”  / C= Priority Medium #
42 Collaborators - #

‘ My Tags -- /

E Description #

Help Set Appointment

=) [

B I T ¥ = = = -~ | Post |
° TASK MANAGEMENT PROCESS GUIDE | v1.0 18 | Page
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Review Missed Pickup ETA - Task

Review Missed Pickup ETA is an auto generated timer based task. It is created if a Driver does not
arrive within the provided ETA window.

Working the “Review Missed Pickup ETA” Task
1. Navigate to the Review Missed Pickup ETA task.
2. Contact the Transporter/Driver to obtain information as to why scheduled ETA was missed
and input into the system for the specific order.

My Tasks 49

MNao filters applied

‘ Search by any paramete H - v ‘
TASK STATUS = NAME
® Open Review Missed Pickup ETA
® Expired Help Driver Accept and Provide ETA

T-007164058 =

Payment: $476.00 x

‘ Log v ‘ ‘ Order stuck in Arrived Status ‘ ‘ Add Custom Task w ‘ ‘ Details »

Selected Task

G Review Missed Pickup ETA A@

Task Type Pickup ETA Missed

@ Created 12/20/2022 02:58 PM

[-_:I Follow Up Date followupin4hours
e Assignee@Col—_on Myers € #

~4 Collaborators - /

‘ My Tags - 7~

E Description 7
The pick-up window for Order has passed with no activity.

Check in with driver:

‘ Add Subtasks -

Escalation- Pickup ETA Missed

BluePOD - Training

OO CoMmment

m Due Date DusinZhours

C = Priority Medium /#

o@A ~

Hitch

TASK MANAGEMENT PROCESS GUIDE | vi1.0
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Escalation- Pickup ETA Missed - Subtask

Escalation- Pickup ETA Missed task should be created if assistance is needed in contacting the
Transporter/Driver to find out why the vehicle was not picked up withing promised time frame.

Escalation- Pickup ETA Missed Task
1. Navigate to the Review Missed Pickup ETA task.
2. Click the Escalation- Pickup ETA Missed subtask.
3. Contact the Transporter/Driver to obtain information as to why scheduled ETA was missed
and input into the system for the specific order.
4. Escalate to your Supervisor/Manager accordingly.
5. Mark the subtask as Complete.

roomssoss O 1 x
‘ Leg v ‘ ‘ Order stuck in Arrived Status ‘ ‘ Add Custom Task v ‘ ‘ Details >

Selected Task

0 Review Missed Pickup ETA ~ o] El ~

Task Type Pickup ETA Missed

@ Created 12/20/2022 02:58 PM m Due Date ODucinzZhours #

r_:‘, Follow Up Date Follow upin4hours &

e Assignee@CO‘TOH Myers € » C= Priority Medium /#

~= Collaborators -- / - -

ALL TASKS (22) FOCUSED VIEW (14) Expand All

‘ My Tags -- #

) Description #
The pick-up window for Order has passed wilh r Today

Check in with driver:

‘m| G Escalation- Pickup ETA Missed ,-@ o B o~
Escalation- Pickup ETA Missed < j Task Type Pickup ETA Missed :II:E Subtask Type Escalation

BluePOD - Training @ Created 12/20/2022 03:00 PM m Due Date - /

OO OrCormIment

m Follow Up Date - #

e Assigneee Colton Myers € » C= Priority Medium

~a Collaborators - /'
‘ My Tags -- /

) Description ~

This arder requires the attention of the manager. etc
—>
B I T v = = e -~ | ° |
° TASK MANAGEMENT PROCESS GUIDE | v1.0 20| Page
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Pickup ETA was Updated - Task

Pickup ETA was Updated task is a Transporter triggered task when they update the ETA, before or

after missing ETA.

Working the “Pickup ETA was Updated” Task
1. Navigate to the Pickup ETA was Updated task.
2. Contact the pickup contact parties to obtain information that requires communication and/or
coordination for delivery.
3. Input information into the system for the specific order.
4. Mark the task as Complete.

My Tasks 52

No filters applied

Search by any parameter ‘ ‘ Filter by Date

TASK STATUS = | NAME =
o [ @ Open Pickup ETA was Updated
L E ® Open Escalation- Pickup ETA Missed
T-007164058 1 =g Payment: $476.00 S
‘ Log v ‘ ‘ Add Task v ‘ ‘ Add Custom Task v ‘ ‘ Details > ‘
Selected Task
0 Pickup ETA was Updated @ 0 El A
@ Created 12/20/2022 03:06 PM m Due Date - /
[-_:'I Follow Up Date - #
e Assignee@cmion Myers € » C= Priority Medium #
-4 Collaborators -- 7
‘ My Tags - /
&) Description #
Driver send updated ETA for Pickup.
Check in with transporter
- F.z“ead More
=
B I T 4 = = e o~ [ Post |
° TASK MANAGEMENT PROCESS GUIDE | v1.0 21| Page
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Arrived At The Pickup Location - Task

Arrived At The Pickup Location is a Transporter triggered task with no action required. It's simply an
order update.

T-007230576 €9 1 (=) Payment: $659.00 [
‘ Log v ‘ ‘ Order stuck in Arrived Status | ‘ Add Custom Task W ‘ ‘ Details » ‘
Selected Task Subtasks
0 Escalation- Help Driver Accept and Provide ETA 1036 AM v
ALL TASKS (6) FOCUSED VIEW (2) Expand All
Today
O Start Pickup Inspection 10:50 AM v
(/] O © Arrived At The Pickup Location. <: 1050 AM  ~
O 0 Escalation- Help Driver Accept and Provide ETA 1036 AM v
o o O Accepted. ETA 12/31 between 07:00 am to 01:00 pm EST 1050 AM  ~
o O & Claimed Available Order And Assigned To: 1035AM v
curtdamusicman@hoyeboye.com
d 0 Communication Follow-up ~# 10:35 AM ~
° TASK MANAGEMENT PROCESS GUIDE | vi1.0 22 | Page
!tﬂ Unauthorized use of this material is prohibited. The ownership and use of this material will
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In Transit Tasks

Once the order is in transit, the system will auto generate, and the Transporter will trigger tasks. This
might require an action of getting in contact with a Transporter/Driver. An escalation task is an option
for assistance as a manual subtask.

Order stuck in Arrived Status
Start Pickup Inspection
Pickup Inspection Not Completed
Dropoff ETA Needed

o Escalation- Dropoff ETA Needed
¢ Review Missed Dropoff ETA

o Escalation- Review Missed Dropoff ETA

e Mark Arrived at Dropoff
e Start Dropoff Inspection
¢ Dropoff Inspection Not Completed

Ilitﬂh TASK MANAGEMENT PROCESS GUIDE | v1.0 23| Page

Unauthorized use of this material is prohibited. The ownership and use of this material will
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Order stuck in Arrived Status - Task

Order stuck in Arrived Status is an auto generated task based on a timer. If the Driver arrives at the
pickup location but does not start a vehicle inspection in the allotted time, this task will appear.

Working the “Order stuck in Arrived Status” Task
1. Navigate to the Order stuck in Arrived Status task.
2. Contact the Transporter/Driver to obtain information if there is a Hitch app issue and if
photos have been taken and uploaded to be able to progress the order.

My Tasks 54 Search by any parameter

No filters applied

TASK STATUS = NAME =
Open Pickup Inspection Not Completed

Open :> Order stuck in Arrived Status

Expired Pickup ETA was Updated

T-007164058 1 = Payment: $476.00 [EY
‘ Log w ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘

Selected Task

G Order stuck in Arrived Status @ 1] E ~

Task Type Pickup Arrived

@ Created 12/20/2022 03:07 PM m Due Date -- #
['_:'I Follow Up Date -- /

9 ASSig"eeQ Colton Myers @ » C= Priority Medium #
= Collaborators - #

‘ My Tags - /

Q Description /

Hitch

This order is stuck in Arrived Status
B I = ¥ = = e p
TASK MANAGEMENT PROCESS GUIDE | v1.0 24 | Page
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Start Pickup Inspection - Task

Start Pickup Inspection is a Transporter triggered task with no action required. It's simply an order
update.

‘ Log W ‘ | Add Custom Task v | ‘ Details » ‘

No comments to show

ALL TASKS (7) FOCUSED VIEW (3) Expand All
Today
Q Start Pickup Inspection <: 10:50 AM v
Q Q @ Arrived At The Pickup Location. 1050 AM  ~
O Q Help Driver Accept and Provide ETA 1036 AM  ~
O @ Escalation- Help Driver Accept and Provide ETA 10:36 AM v
Q Q © Accepted. ETA:12/3] between 07:00 am to 01:00 prm EST 1050 AM  ~
o Q © Claimed Available Order And Assigned To: 1035AM  ~
curtdamusicman@hoyeboye.com
Q Communication Follow-up ~# 10:35 AM w
° TASK MANAGEMENT PROCESS GUIDE | vi1.0 25| Page
!tﬂ Unauthorized use of this material is prohibited. The ownership and use of this material will 3.3.0023
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Pickup Inspection Not Completed - Task

Pickup Inspection Not Completed is an auto generated tas

k based on a system timer. It is created if

the Driver starts an inspection but does not complete it in the allotted time.

Working the “Pickup Inspection Not Completed” Task

1.

Navigate to the Pickup Inspection Not Completed task.

2. Contact the Transporter/Driver to see if assistance is needed to complete the inspection.

My Tasks 54

| Search by any parameter

Mo filters applied

TASK STATUS NAME

Open

(CIO]

Open

Pickup Inspection Not Completed

Order stuck in Arrived Status

T-007164058

Selected Task

=

Task Type Pickup Inspection

@ Created 12/20/2022 0311 PM

t-_:'l Follow Up Date -- /

e Assignee @ Colton Myers € ~
+= Collaborators -- /

‘ My Tags -

E Description #

This order needs to have the Pickup inspection completed

M
1<
i
jil

G Pickup Inspection Not Completed @

Payment: $476.00 X

‘ Log v ‘ ‘ Add Custom Task w ‘ ‘ Details > ‘

~

0B

m Due Date - 7

C = Priority Medium /'

TASK MANAGEMENT PROC

Hitch

Unauthorized use of this material is prohibited. The ownership and use of this material will
always be protected by Hitch, Inc. to the full extent of the law.

ESS GUIDE | vi1.0
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Dropoff ETA Needed - Task

Dropoff ETA Needed is an auto generated task based on a timer. It is created if the Driver has

completed a pickup inspection but then does not submit a dropoff ETA.

Working the “Dropoff ETA Needed” Task
1. Navigate to the Dropoff ETA Needed task.
2. Contact the Transporter/Driver to have them update their dropoff ETA.

My Tasks 55 | Search by any parameter | | Filter by Date ‘

No filters applied

TASK STATUS = NAME =
[ ] [:: ® Open @ Dropoff ETA Needed
[: ® Open Pickup Inspection Not Completed
T-007164058 1= Payment: $476.00 4
‘ Log v ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘
Selected Task
~
0 Dropoff ETA Needed <: o=
Task Type Dropoff Eta
@ Created 12/20/2022 0323 PM m Due Date DusinZhours #
ml Follow Up Date Followupin4hours  /
e Assignee@COliOﬂ Myers € » C= Priority Medium #
== Collaborators - #
‘ My Tags - /'
E Description 7/
Vehicles were dropped, but driver didn't provide ETA after timeoul.
‘ Escalation- Dropoff ETA Needed
B I F ¥ = = = ~ Post |
° TASK MANAGEMENT PROCESS GUIDE | v1.0 27 | Page
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Escalation- Dropoff ETA Needed - Subtask

Escalation- Dropoff ETA Needed is an optional subtask that should be created if assistance is needed
with contacting the Transporter/Driver for a dropoff ETA.

Working the “Escalation- Dropoff ETA Needed” Subtask

1. Navigate to the Dropoff ETA Needed task.
2. Click the Escalation- Dropoff ETA Needed subtask.
3. Contact the Transporter/Driver to have them update their dropoff ETA.
4. Escalate to your Supervisor/Manager accordingly.
5. Mark the subtask as Complete.
T-007164058

Selected Task

Q Dropoff ETA Needed #
Task Type Dropoff Eta
@ Created 12/20/2022 0323 PM

cl Follow Up Date follow upin 4 hours

‘ Escalation- Dropoff ETA Needed

16 Payment: $476.00 S

7
e Assignee@CoIton Myers € = priority Mechum #
~a Collaborators - /
‘ My Tags -- ~
Q Description /

Vehicles were dropped, but driver didn't provide ETA after timeout

‘ Log w | | Add Custom Task wv ‘ | Details > |

o °

m Due Date DueinZhours #

ALL TASKS (31) FOCUSED VIEW (19) Expand All
Today
4 c ) Escalation- Dropoff ETA Needed . @ 0 E A

Task Type Dropofftta EEg Subtask Type Escalation

(O created 12/20/2022 03:26 PM [T Due Date - #

m Follow Up Date - #

e Assignee e Colton Myers €@

C= Priority Medium #
+a Collaborators - /#
‘ My Tags  #

E) Description /

This order requires the attention of the manager. eLc.
—
B I T ¥ = = = -~ ( Post |
° TASK MANAGEMENT PROCESS GUIDE | v1.0 28 | Page
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Review Missed Dropoff ETA - Task

Review Missed Dropoff ETA is an auto generated task based on system timer. If the Driver does not
arrive within the provided ETA window this task will trigger. Contact the Transporter/Driver and find out

what happened then update the order accordingly.

Working the “Review Missed Dropoff ETA” Task
1. Navigate to the Review Missed Dropoff ETA task.

2. Contact the Transporter/Driver to find out why dropoff ETA has been missed and have them

update their dropoff ETA in the app.

My Tasks 58 Search by any parameter

Mo filters applied

TASK STATUS = HNAME =
[ ] |: Lo} Open Review Missed Dropoff ETA
e [ @ Open Escalation- Dropoff ETA Missed
T-007253007 1 Payment: $588.00 S
ETA Dropoff | Log v ‘ ‘ Add Custom Task w ‘ ‘ Details » ‘
Selected Task
0 Review Missed Dropoff ETA @ 0 E’ ~
Task Type Dropoff ETA Missed
® Created 01/04/2023 0415 PM m Due Date - /
['_:'I Follow Up Date -- #
9 Assignee@COhOI‘l Myers €@ / C= Priority Medium #
=+ Collaborators - #
‘ My Tags -- /
Q Description /#
The drop-off window for Order has passed with no update.
‘ Escalation- Review Missed Dropoff ETA
° TASK MANAGEMENT PROCESS GUIDE | v1.0 29 | Page
i ﬂ Unauthorized use of this material is prohibited. The ownership and use of this material will 3.3.2023
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Escalation- Review Missed Dropoff ETA - Subtask

Escalation- Review Missed Dropoff ETA is an auto generated task based on a system timer. If the
Driver does not arrive within the provided ETA window this task will trigger. Contact the
Transporter/Driver and find out what happened then update the order accordingly.

Working the “Escalation- Review Missed Dropoff ETA” Subtask

1. Navigate to the Review Missed Dropoff ETA task.
2.
3.
update their dropoff ETA in the app.

Escalate to your Supervisor/Manager accordingly.
Mark the subtask as Complete.

4.
5.

roor253007 © 15 x
“ Log w ‘ | Add Custom Task v | | Details » |

Selected Task

0 Review Missed Dropoff ETA ~# 4] El ~
Task Type Dropoff E1A Missed

@ Created 01/04/2023 04115 PM m Due Date - 7~

[-_:‘I Follow Up Date --

e Assignee@Col:on Myers € #

s

C= Priority Medium #

44 Collaborators -- #

‘ My Tags - #

Q Description #

The drop-off window for Order has passed with no update.

| Escalation- Review Missed Dropoff ETA

Click the Escalation- Review Missed Dropoff ETA subtask button.
Contact the Transporter/Driver to find out why dropoff ETA has been missed and have them

ALL TASKS (12) FOCUSED VIEW (5)

Today

e ) Escalation- Review Missed Dropoff ETA
Task Type Dropoff ETA Missed

@ Created 01/04/2023 0417 PM

n Follow Up Date - /

e Assignee e Colton Myers €3 »

<= Collaborators -- #

W My Tags -~

) Description #

The drop-off window for Order has passed with no update.

Expand All

ol ~
a

£o Subtask Type Lscalte Missed DropOff

m Due Date -- /

C= Priority Medium #

=)=

Hitch

TASK MANAGEMENT PROCESS GUIDE | vi1.0
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Dropoff ETA was Updated - Task

Dropoff ETA was Updated is a Transporter triggered task that appears when they update the ETA,

before or after missing ETA.

Working the “Dropoff ETA was Updated” Task
1. Navigate to the Dropoff ETA was Updated task.

2. Reach out to the pickup contact(s) to obtain information that requires communication and/or

coordination for delivery.
3. Input information into the system for the specific order.
4. Mark the task as Complete.

My Tasks 59 Search by any parameter | ‘ Filter by Date v

Mo filters applied

TASK STATUS = NAME =
[ ] [: ® Open @ Dropoff ETA was Updated
[: ® Expired Review Missed Dropoff ETA
T-007164058 1 =g Payment: $476.00 *®
m Log v ‘ ‘ Review Missed Dropoff ETA ‘ Add Custom Task v ‘ ‘ Details » ‘
Selected Task
G Dropoff ETA was Updated A@ 0 E’ ~
@ Created 12/20/2022 0334 PM m Due Date - 7/
[-_:'I Follow Up Date -- #
e Assignee@CCﬂ‘-O” Myers € » C= Priority Medium #
<2 Collaborators - /#
‘ My Tags -
) Description 7
Driver send updated ETA for Dropoff.
Check in with ransporter
- Read More
—
B I T ¥ = = e -~ Post |
° TASK MANAGEMENT PROCESS GUIDE | v1.0 31| Page
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Mark Arrived at Dropoff - Task

Mark Arrived at Dropoff is a Transporter triggered task with no action required. It's simply an order

update.
T-007229403 ) 1 (=) Payment: $659.00 (IS
m Log v ‘ ‘ Review Missed Dropoff ETA ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘
ALL TASKS (11) FOCUSED VIEW (4) ‘ Expand All ‘
Today
Q Mark Arrived at Dropoff <: 10:46 AM v
Q Q & ETA Window For Delivery: 01/02 between 07-00 am to 01:00 prm EST 1046 AM  ~
o Q  Pickup Inspection Completed. Signed By: Tom 10:46 AM v
0 Q € Pickup Inspection Started 10:46 AM v
Q Q & Arrived At The Pickup Location. 1045AM  ~
O @ Escalation- Help Driver Accept and Provide ETA 10031 AM A
O G Help Driver Accept and Provide ETA 10:31 AM v
Q Q O Accepted. ETA: 12/31 between 07:00 am to 01:00 pm EST 1045 AM
O @ Source // WA to CA 1028AM  ~
TASK MANAGEMENT PROCESS GUIDE | v1.0 32| Page
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Start Dropoff Inspection - Task

Start Dropoff Inspection is a Transporter triggered task with no action required. It's simply an order

update.

Hitch

T-007229403 £ 1 fx x
‘ Log v ‘ ‘ Add Custom Task wv | ‘ Details » ‘
ALL TASKS (13) FOCUSED VIEW (5) ‘ Expand All ‘
Today
/ Q Start DropOff Inspection <: 1:27 AM v
Q Q O Arrived At The Dropoff Location. N:27 AM v
0 Q (__3 ETA Window For Delivery: 01/02 between 07:00 am to 01:00 pm EST 10:46 AM A
0 Q ? Pickup Inspection Completed. Signed By: Tom 10:46 AM v
4 Q Order stuck in Arrived Status / 10:46 AM v
9 Q ? Pickup Inspection Started 10:46 AM v
Q Q © Arrived At The Pickup Location. 1045 AM  ~v
O 0 Escalation- Help Driver Accept and Provide ETA 10:31 AM v
0 @ Help Driver Accept and Provide ETA 10:31 AM v
TASK MANAGEMENT PROCESS GUIDE | v1.0 33| Page
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Dropoff Inspection Not Completed - Task

Dropoff Inspection Not Completed is an auto generated triggered task based on a system timer. It is
created if the Driver starts the dropoff inspection but does not complete it in the allotted time.

Working the “Dropoff Inspection Not Completed” Task
1. Navigate to the Dropoff Inspection Not Completed task.
2. Contact the Transporter/Driver to see if assistance is needed to complete the inspection.

My Tasks 60 Search by any parameter ‘ ‘ - C v |
No filters applied
TASK STATUS = NAME =
® [: ®© Open Dropoff Inspection Not Completed
[: © Expired Dropoff ETA was Updated
T-007164058 1 = Payment: $476.00 X
‘ Log v ‘ ‘ Verify Vehicle Delivered ‘ ‘ Add Custom Task v ‘ ‘ Details > ‘
Selected Task

0 Dropoff Inspection Not Completed A@ 0 E A
Task Type Dropoff Arrived
@ Created 12/20/2022 03:37 PM m Due Date -- /#

['_:‘I Follow Up Date -- /
e Assignee@COhon Myers € » C= Priority Medium /
=+ Collaborators - /#
‘ My Tags - 7/

& Description

This order needs Lo have Lthe dropoff inspection completed
B I T v = = = -~ | Post |
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OTHER POSSIBLE
ORDER FLOWS
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Review Order Chat - Task

Review Order Chat is created when a Transporter adds a chat message in an order. It can happen at
any point in the order’s active life span.

My Tasks 23 Search by any parameter ‘ | Filter by Date

No filters applied

TASK STATUS = NAME =
] @ Open :> Review Order Chat
L [: ® Open Review Missed Pickup ETA
—
T-007225858 1 Payment: $502.00 4
‘ Log v ‘ ‘ Review Missed Pickup ETA ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘
Selected Task
. ~

G Review Order Chat /@ 0 E’

@ Created 12/28/2022 10:44 AM m Due Date - 7

['_:', Follow Up Date -- /#

e Assignee Q Colton Myers € C= Priority Medium #

== Collaborators - #

‘ My Tags -- /

Q Description ~

4 Shores Transporting & Logistix LLC - colton.myers@hoyeboye.com

| expect to arrive for pickup on 12/30 between 9am and 10am.
=
B I z v = = e A | Post |
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Review Unclaimed Order - Task

Review Unclaimed Order is auto generated when a Transporter unclaims an order. Once this task is
resolved, a new Source//PU to DO task will auto generate for the order. Contact the Transporter to get
a reason for the order being unclaimed and resolve the task so it goes back into the open marketplace.

My Tasks 50 | Search by any parameter | | Filter by Date v |

No filters applied

00O

TASK STATUS = NAME =
® Open :> Review Unclaimed Order
o] Q Completed Post to CD

rormeis © 15 :
‘ Log v ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘

Selected Task

e Review Unclaimed Order »@ 0 El ~

@ Created 12/20/2022 02:09 PM m Due Date - 7

[-_:I Follow Up Date -- /
e Assigneeecomﬂ Myers @ » C= Priority Medium /#
~2 Collaborators -- /

‘ My Tags - »

Q Description #

Order was unclaimed.
Check in o see whatl happensad:
* Tas.

- Read More

=) | (- [

NOTE: When an order is Unclaimed it cannot be used to reset its vehicle available
date clock. Either you can resolve it the same day/next day (task generated after

hours) to make it Available, or the order needs to be put "On Hold" to stop the clock

while you investigate or obtain the needed information.

Hitch
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Driver Rejected - Task

Driver Rejected is an auto generated task when a Driver rejects an order. Once resolved, the Help Get
Driver Assigned task will auto generate. Contact the Transporter or Driver to get a reason they
rejected the order.

My Tasks 57 Search by any parameter

No filters applied

TASK STATUS = NAME =
® [: ®© Open Help Get Driver Assigned
[ ] [: © Open @ Driver Rejected
® [: ® Open Help Driver Accept and Provide ETA
T-007164058 1= Payment: $476.00 X
‘ Log v ‘ ‘ Add Custom Task wv ‘ ‘ Details » ‘
Selected Task
. . A
0 Driver Rejected @ 0 E’
Task Type Driver Rejected
@ Created 12/20/2022 02:45 PM m Due Date DueinZhours /
cl Follow Up Date followupin 4hours  #
e Assignee@ Colton Myers €@ # C = Priority Medium #
+% Collaborators - #
‘ My Tags -
[ Description ~
DCriver Reject Order; Understand if the order will be re-assigned or not
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Verify Vehicle Delivered - Task

The Verify Vehicle Delivered task is an auto generated task that appears when a vehicle has been

marked as delivered but no signature has been submitted. When this task appears, verify if the vehicle
was delivered or not.

My Tasks 37 Search by any parameter ‘ ‘ F

No filters applied

TASK STATUS = | NAME

| Open Verify Vehicle Delivered

© 0

Open Dropoff Inspection Mot Completed

®
) O O

T-007259707 1M Payment: $494.00 x
Vehicles Delivered ‘ Log v ‘ ‘ Add Custom Task v ‘ ‘ Details » ‘

Selected Task

0 Verify Vehicle Delivered @ o= ~

Task Type Wehicle Delivered

'@ Created 01/05/2023 05:26 PM m Due Date -- /#

[-_:'I Follow Up Date -- /
e Assignee@c‘iﬂ‘-on Myers € # C = Priority Medium #
+% Collaborators -- #

‘ My Tags - 7

& Description /

Verily this vehicle has been delivered
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