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Easily Toggle on the features your shop would like to utilize. 
Note: Features can not be disabled the same month that they are enabled. 
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In Shop Settings under Add-On Features
you will see a list of available features for 
your shop along with pricing. 

Select the       icon to visit the 
Help Page on this feature.

Your subscription start date 
will be listed here. Toggle the features on 

and designate which 
users have access. 

All features are billed at 
$9.99 per month except 
for Advance Route 
Optimization (billed 
$2.50 per use) and QR 
Codes ($4.99 / month). 

Features cannot be 
disabled the same 
month they are enabled



Advanced Route Optimization
The feature considers time, location, capacity and traffic to suggest the most 
efficient route for your deliveries. This feature is great for larger members with 
complex delivery routes. It is billed at $2.50 per use. 
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If you have multiple Pickup Locations, you 
can select them here

Begin by creating a new route

Choose the start and end locations of 
your route along with the planned start 
time. 

Assign a specific Driver to the route
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Danny Driver

After you add your orders and save your 
route, the optimize button now contains a 
$ alerting you that your route can be 
optimized for an additional cost. 
Optimize $ is available for routes 
containing:
• Multiple Pickup locations
• Timed Deliveries
• 25 – 60 orders

If you try to optimize a route with timed 
deliveries and the system is unable to find 
a successful route based on the start time 
selected, you will get a pop-up 
notification alerting you of the concern. 



Delivery Dashboard | Zone View
This tool will allow you to see all orders within zones or route and their statuses 
in one central Dashboard. Selecting any of the tiles will take you to a list of the 
orders matching your filters. 
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Toggle between 
Zones and Route viewIf multiple shops, select 

the shop you wish to view
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See at a high level the statuses of all your deliveries within the zone. Clicking on 
any of these tiles will take you to a list view of orders matching that criteria. 

View count of orders that are non routed, 
routed or Timed

Select the dates

The zone view will display 
the zone name, how many 
orders are in that zone, 
and the earliest timed 
delivery, if applicable.



Delivery Dashboard | Routes View
This tool will allow you to see all orders within zones or route and their statuses 
in one central Dashboard. Selecting any of the tiles will take you to a list of the 
orders matching your filters. 
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Toggle between 
Zones and Route view

If multiple shops, 
select the shop(s) 
you wish to view
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See at a high level the statuses of all your deliveries within the zone. Clicking on 
any of these tiles will take you to a list view of orders matching that criteria. 

View count of timed orders within the 
Route

Select the dates

The Route view will 
display the Route name, 
how many orders are in 
that route, and the 
earliest timed delivery, if 
applicable.



QR Codes | Setup
QR code scanning helps retrieve order details quickly, saving time and effort 
without manual searches. You can scan the QR code on printed materials to 
access order specifics using your devices. 
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Either Select All or individually choose which shop actions you would like to 
print a standard set of QR codes for. 

Navigate to Shop Details tab, then Printing Preferences 
to see QR Code options

Easily Toggle on and off 
the QR Codes you want to 
print



QR Codes | Printed View
QR code scanning helps retrieve order details quickly, saving time and effort 
without manual searches. You can scan the QR code on printed materials to 
access order specifics using your devices. 
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Order Details View Invoice View Designer Worksheet View



QR Codes | Handheld Scanner
Using the handheld scanner, easily view order details or move them to another 
applicable status either singularly or in bulk!

From the orders screen, select the QR scanning icon to begin. 
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Scan the QR code on printed out 
order(s) you wish to work. 

Scanned orders will appear within 
MHQ.

The right-hand side car will display QR 
codes with applicable actions. 

Scan the QR code of the action you 
would like to take on all scanned orders. 

Please note that when bulk scanning is active, only actions that can be applied 
to all orders will be displayed.  



QR Codes | Routes
Drivers can create a new route using the Mercury HQ Mobile App. 

FTD confidential/proprietary documents should not be copied or redistributed

Mercury Add-Ons
10/1/24  Feature Release

Select create a route Hit the QR Code icon Scan orders and optimize 
route Created Route View



QR Codes | Mobile Device
Shops can use their mobile device as an alternate to the handheld scanner. 
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Open the Mercury HQ Mobile App on your 
phone

Navigate to Orders

Select the QR Scan Icon 

Scan the QR code on your printed items.

Your mobile device will update to display a 
pop up allowing you to take action on the 
order. 

Order details can be viewed behind the pop 
up.

Note: Orders marked pay later will have an 
unpaid option, directing you to the 
payment / modify screen. 

Printed orders will display a Reprint option 



Design Center
The Design Center is a robust view of all your orders currently In Design or fully 
Designed. Within this dashboard you can assign and remove orders from 
specific designers. 
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From the order view, select the 3-dot icons, you will have additional options 
to mark the order as In Design, Designed, or Assign to Designer. 

Alternately, from the action drop down, the same actions are available. 

When you select Assign to Designer you will be redirected to the bottom of 
the order summary, allowing you to add in the name of the specific designer.



Design Center
The Design Center is a robust view of all your orders currently In Design or fully 
Designed. Within this dashboard you can assign and remove orders from specific 
designers. 
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From the order view, select the 3-dot icons, you will have additional options 
to mark the order as In Design, Designed, or Assign to Designer. 

Selecting the Shears icon will toggle on and off the Designer Dashboard
Once orders are selected, 
you can mass assign to (or 
remove from) a designer

Select the orders you wish 
to move using these 
checkboxes.



QuickBooks Integration
QuickBooks can now be integrated directly into Mercury HQ, helping your shop 
streamline the financials and simplifying the account tasks associated with 
running your business successfully. 
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QuickBooks Integration is found under Payments within Shop Settings

Toggle on QuickBooks. This will take you to your Intuit login page

After being connected, 
default MHQ Accounts 
will be created in 
QuickBooks and can be 
found under 
Transactions > Chart of 
Accounts



Thank you!
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