
Delivery 
Management.
A full site delivery scheduling tool 
supporting Site Managers in organising 
their construction site deliveries.
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Delivery 
Management.
With MSite Delivery Management, you can keep track of all your 
site deliveries at any time - including specific item details - so you 
can make preparations to have the correct manpower in place to 
handle the drop-off. 

With a clear view of all upcoming deliveries and their delivery 
times, you’ll never be caught off-guard without the extra pair of 
hands you need, saving you time and effort.

Our construction delivery management system also provides a 
digital audit trail of past, current and future deliveries, making it 
easier than ever to track stock materials, chase orders and order 
the materials you will need well in advance.
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Site 
Details.
To view all the information associated to the site, in the MSite 
Toolbar to the left of the screen, select:

Deliveries             Site Information

To edit, select “Edit Site Information”, where you can change 
elements such as:

• Site Contact Details
• Address
• Site POC 
• Phone Number 
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Site 
Details.

• Delivery Specific
• Delivery Information
• Max number of bookings per slot
• Auto Accept option 
• Notice Period for bookings
• Open times

Once finished, click the “Save” button.
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Creating a New Booking 
as a Subcontractor.
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Creating a New Booking 
as a Subcontractor.
In the MSite Toolbar on the left, select:

Deliveries             New Booking    

You will now be presented with 3 variations of a booking that 
can be made:

• Delivery – Transporting goods to site
• Collection – Collecting goods from site
• Crane / Hoist – Relocation of goods on site
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Creating a New Booking 
as a Subcontractor.
Upon selection, you will need to enter in the site information that 
you wish to deliver / collect from, including details such as:

• Site & Gate Information
• Delivery / Collection Method
• Schedule Check (Check that slots are free for delivery)
• Vehicle Details (Including distance from previous / next stop) 
• FORS Information 
• Loading / Unloading Details (Including materials description, 

COSHH requirements and RAMS)

Then, click “Submit Booking” to finalise and send the booking 
through to the project to be accepted / declined or sent back     
for amendments.
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Subcontractor 
Permissions.
Subcontractors may be granted permission to submit bookings 
directly to the site. Upon submission, the site team can choose to 
approve, decline, or amend the request.

Alternatively, this permission can be withheld, ensuring the Main 
Contractor maintains full control over the entire booking process.
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Creating a New Booking 
as a Main Contractor.
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Main Contractor 
Delivery Booking.
The Main Contractor can retain full control over the delivery / collection 
booking process.

This would require the Main Contractor to coordinate with the 
Subcontractors for each delivery to obtain details such as: 

• Registration of Vehicle

• Contents of Delivery (COSHH info if applicable)

• Lifting Plan and RAMs
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Creating a New Booking 
as a Main Contractor.
In the MSite Toolbar on the left, select:

    Deliveries             New Booking    

You will now be presented with 3 variations of a booking that 
can be made:

• Delivery – Transporting goods to site
• Collection – Collecting goods from site
• Crane / Hoist – Relocation of goods on site
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Creating a New Booking 
as a Main Contractor.
Upon selection, you will need to check the schedule to ensure 
that there is availability for the delivery. 

Now enter the site information that the delivery is being made to:

• Site & Gate Information
• Delivery / Collection Method
• Date of Delivery
• Approximate time of Delivery
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Creating a New Booking 
as a Main Contractor.
Due to the Main Contractor retaining full control of the 
delivery process, certain information will need to be obtained 
from the Subcontractor to fully utilise the Delivery 
Management system effectively, such as:

• FORS Details
• Vehicle & Driver details
• Distance from previous stop and from next stop
• Any Unloading Plans / RAMs
• Any COSHH information

Because the booking is being managed internally there will 
be no requirement to send for approval, once the information 
has been entered, finalise the booking by selecting the 
“Submit Booking” option.
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Receiving a 
Booking.
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Receiving a New Booking 
as a Main Contractor.
The process for receiving a booking is the same irrespective of 
whether it was originally submitted by the Main Contractor or 
the Subcontractor.

In the MSite Toolbar on the left, select:
    
    Deliveries             Pending Bookings  

You will now see any bookings yet to be addressed. 
Next, click on “Booking Pending” to load up any details.
Here, you can view the details of the submitted booking at the 
bottom of the screen.

If the delivery is permitted, then change the status to:  
Approved / Scheduled.
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Receiving a 
Booking.
The below status options are to be changed once the delivery 
arrives on site.

• Arrived on Site – To be changed once delivery arrives.
• Completed – To be changed once delivery is complete 

and delivery vehicle has left site.
• Booking Rejected – If the booking is declined, notes can 

be added.
• No Show – If the delivery has been approved but does not 

arrive to site.
• Turned Away – If the delivery arrives but access to site is 

not permitted, notes to be added.

Once the status has been changed, click “Save & Close” to 
finalise changes.
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Receiving a New Booking 
as a Project User.
Deliveries that arrive unplanned or without prior booking can still 
be accepted.

If this occurs, create a booking and enter all relevant details as 
usual. However, update the status to:

• Arrived on Site 

Once the delivery is completed, update the status to:

• Completed (Unplanned)

This ensures the delivery is recorded in MSite, even if it was not 
booked through the standard process.
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Delivery Management
Reporting Options.
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Delivery Management 
Reporting Options.
In the MSite Toolbar on the left, select:

    Reports
    Then, scroll down to the Delivery Management section  

You will now be presented with 3 variations of a booking that can 
be made:

• Delivery Log 
• Site Deliver Carbon Emissions 
• Site Delivery Carbon Emissions Summary
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Delivery Management 
Reporting Options.
Here, you can run reports providing varying levels of detail on 
Carbon Emissions relating to site deliveries, such as:

• Co2 Class of vehicle making the delivery
• The Emission Rating. 
• Co2 emitted to/from site. 
• Approx distance to and from site. 

Each of these reports can be exported in  Excel, PDF or 
Word format.



Be safe. Be productive. Be one.
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