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Raising a Collection  for a client

Notes

A – Select SERVICE USER MANAGEMENT
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Raising a Collection  for a client

Notes

You have 2 default options

B – Input the Service user ID, if known
OR

C – Input Forename &/or Surname

D – When details input to fields A or B, then Click SEARCH 
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Raising a Collection  for a client

Notes

E – Millflow will now return the closest matches to the search details input

You can now review all records returned by clicking on Select service user on each tile & 
select the correct  client record
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Notes

F – Select Collection
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Notes

F – See page 7 for supporting notes
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Raising a Collection  for a client

Notes

G – Use this box to flag all items for collection

H – Use the boxes on each row to select individual equipment items for collection

I – You can create an UNKNOWN using this button. You can use this function when
      the item you want collected, is not listed on the equipment list. Alternatively
       you could add a Pre-contract item (PCI) to site, this is covered in a separate guide

J – Select the required response speed from the drop-down list

K – Displays the target collection date, using the speed selected in J

L - Place COLLECTION NOTES to support the delivery, such as equipment location.
      Do not place any sensitive or confidential information in this field. THESE NOTES ARE
      PRINTED ON THE CUSTOMER'S ORDER COPY AND LEFT WITH THE SERVICE USER.

M – Place any sensitive or confidential notes in this field. Such as Key safe number,  and 
        other information meant for Millbrook only

N – Select the correct collection address from the drop-down

O - When arranging delivery Millbrook ask if there are dogs at the premises. Please
        select the appropriate answer

P – Select the correct contact number….. Or add a number specifically for this collection

Q – Once happy with all information click on CONFIRM & COLLECT
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Raising a Collection  for a client

Notes

Millflow returns the screen above

R – Confirmation the order has been placed successfully and the order number

S – Clicking PRINT THIS ORDER to print a copy of the order – See page 9
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Raising a Collection  for a client

9
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Notes

Once you have clicked Click PRINT THIS ORDER. Millflow presents the above screen view 
of your order

T –  CLICK HERE TO PRINT will open up your printer search function. Allowing you to
        print the  locally, should you need. See below 
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