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ESDAL Quick Start Guide for SORT (Special 
Orders Routing Team) Users 
Introduction 
 
The purpose of this “quick start” guide is to provide SORT team members with an 
introduction to completing a Special Order Application from start to finish in ESDAL 
(Electronic Service Delivery for Abnormal Loads): 
 
The guide navigates you from the ESDAL login screen shown below, through: 

• Process A – Movement inbox and application processing to initial checking; 
• Process B – Create movement version including creation of Special Order; 
• Process C – QA and Final checking, distribute movement. 

 

 
 
Images used in this quick start guide which have blue borders are from ESDAL and show 
what you will see as you use the system. Text in red and images with a red border are notes 
explaining each of the actions needed to progress through each of the three processes 
described within this guide. 
 
Additional support material relating to the use of ESDAL is available as follows: 

• The ESDAL pages on the National Highways website 
https://nationalhighways.co.uk/road-safety/abnormal-loads-and-the-esdal-system 

• In-page help within the ESDAL website 
• Answers to “Frequently Asked Questions” which are available here ESDAL FAQs 
• the ESDAL Helpdesk, which can be contacted by telephone on 0300 470 3733 or 

email at esdalenquiries@nationalhighways.co.uk 

https://nationalhighways.co.uk/road-safety/abnormal-loads-and-the-esdal-system/
https://esdal.info/index.php/frequently-asked-questions-faqs
mailto:esdalenquiries@nationalhighways.co.uk
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Structure of this Quick Start Guide 
 

Each of the stages involved in the three processes (A, B and C) along with the steps 
comprising each stage are described in the following pages. 
 

 
 

 

A1 (SORT user) - Movement Inbox

A6 (SORT user) – Show my projects, 
application filtering

A2 (SORT user) – Haulier application 
version, check details, view route/ 
vehicle / supplementary information

A3 (SORT user) – Allocate SORT user, 
create and save candidate route

1

Process A -
Movement 
inbox and 

application 
processing to 

initial checking

Explanatory steps in this Quick Start Guide and user
Processes Stages in each process

2

20

21 22 23 24

26

4 5 6 7 8

9 10 11 13

14

27 28

19

32 33

17

34 37 38

39 40

41 42 43 44 45

SORT user Checker / QA 
checker

12

18

15 16

35

30

31

25

28

A5 (Checker) – Check application

A4 (SORT user) – Affected parties, view 
route, add annotations

3

36

A5 (SORT USER) - checking

45
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B2 (SORT user) – Collaboration notes

B3 (SORT user) – Agree movement 
version add notes to haulier

B4 (SORT user) – Affected parties and 
adding contacts

C1 (SORT user) – Send for QA 
checking

Process B – 
Create 

movement 
version 

including 
creation of 

special order

Process C – 
QA and Final 

checking, 
distribute 
movement

47 50 51 52

63

91 92

B1 (SORT user) – Create movement 
version, distribute movement version

48 49

53 56 5754 55

58 61 6259 60

64 65 66

6968 70 71 72 73

B5 (SORT user)  – Annotations
7574 76 77 78 79

80

B6 (SORT user)  – Create special 
order, generate documentation

8281 83 84 85 86

87 88 89 90

C2 (QA checker) – QA checking by QA 
checker 93 94 95 96 97 98

C3 (SORT user) – Send for final 
checking

99 100 101

102 103 104C4 (Final checker) – Final checking by 
final checker

C5 (SORT user) – Distribute movement 105 106

Explanatory steps in this Quick Start Guide and user
Processes Stages in each process

SORT user Checker / QA checker

107

67
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A1. (SORT user) Movement Inbox 1/2 

 

 
 

This is the first page you see after logging on to 
ESDAL as a SORT user.1

Click on the “movements” drop down arow, then on 
“movements” to open your movement inbox.

Proceed to step 3.

2

Username

Username
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A1. (SORT user) Movement Inbox 2/2 
 

 

Click on the ESDAL reference number of the 
movement you want to open and proceed to step 4.3

Username

Username
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A2. (SORT user) – Haulier Application Version, Check Details, View Route/ Vehicle 
/ Supplementary Information 1/6 

 

  

4
In project overview, select the latest haulier 
application version, this will take you to step 5.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A2. (SORT user) – Haulier Application Version, Check Details, View Route/ Vehicle 
/ Supplementary Information 2/6 

 

  

5

Check the application details.

6
Click this arrow to expand and view route 
and vehicle details, see steps 9 and 10.

7
Click this arrow to expand and view 
supplementary information, see step 11.

8 Click on this arrow to return to the top 
of the page.

Username
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A2. (SORT user) – Haulier Application Version, Check Details, View Route/ Vehicle 
/ Supplementary Information 3/6 

M   

9
Clicking on the arrow allows you to view route 
details, clicking on the arrow in the bottom right 
hides these details again. 
Proceed to step 10 to see vehicle details.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A2. (SORT user) – Haulier Application Version, Check Details, View Route/ Vehicle 
/ Supplementary Information 4/6 

 

  

10 Clicking on the arrow allows you to view vehicle details; clicking 
on the arrow in the bottom right hides these details again. 
Proceed to step 11 to view supplementary information.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A2. (SORT user) – Haulier Application Version, Check Details, View Route/ Vehicle 
/ Supplementary Information 5/6 

 

  

11 Clicking on the arrows allows you 
to view and hide supplementary 
information.
Proceed to step 12.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A2. (SORT user) – Haulier Application Version, Check Details, View Route/ Vehicle 
/ Supplementary Information 6/6 

 

 

12

In the project overview, review the overview section, 
click EDIT to amend details if needed.  Editable fields 
include movement name, NH job reference number, 
full start address, full end address, load summary.  

Click SAVE to save your edits. You will see a pop up 
box saying “movement project details saved 
successfully”, click OK.  Proceed to step 14. 13
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A3 (SORT user) – Allocate Sort User, Create And Save Candidate Route 1/4 
 

  

14 In the project overview, click ALLOCATE to allocate the 
application to a SORT user. 

Select a user from the drop down menu, set the work due date 
as 8 weeks from the application date and click OK.  A pop up 
box will state “SORT user [Username]” is allocated to this 
application.  

Click OK, proceed to step 16.

15

Username
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A3 (SORT user) – Allocate Sort User, Create And Save Candidate Route 2/4 
 

  

16
In project overview, when you are content that all 
information is correct, create a new candidate route by 
clicking the “Create candidate route version” button.  
Proceed to step 17.

Username
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A3 (SORT user) – Allocate Sort User, Create And Save Candidate Route 3/4 

  

18 Click SAVE for the 
candidate route.  You will 
see a pop up screen stating 
“Candidate route saved 
successfully”.  Click OK.

Proceed to step 19.

Enter candidate route name.17
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Process: A. Movement Inbox and Application Processing to Initial Checking 4/4 
  

Stage in the process: A3 (SORT user) – allocate sort user, create and save candidate route 

 

19
In the project overview, open the 
candidate route that you have just 
created, in this case by clicking 
first on the name  
“LHH1_13201Can” and then on 
the Version 1 (in this case) link.  
Proceed to step 20.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A4 (SORT user) – Affected Parties, View Route, Add Annotations 1/4 

  

20 To view the route - in the “route” tab click 
on VIEW ROUTE.  Proceed to step 21 to 
add annotations.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A4 (SORT user) – Affected Parties, View Route, Add Annotations 2/4 

 

  

21If you need to add one or more 
annotations, right click on the map and 
click “add annotation”.

22 Add the annotation 
text.

Change the annotation 
type to “generic” or 
“special manoeuvre” if 
needed.

23

24 Click OK, proceed to 
step 25.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A4 (SORT user) – Affected Parties, View Route, Add Annotations 3/4 

 

  

25Click on the “route 
assessment” tab.

Click on the 
“affected parties” 
section and review 
the parties.

26

If you need to add affected parties such as highway authorities or highway control centres 
click on the +ADD CONTACT button.

You can either scroll to the contact you want to add and click IMPORT CONTACT or use 
the filter function - see step 29.

If you do not need to add any contacts, proceed to step 32.

27

28
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A4 (SORT user) – affected parties, view route, add annotations 4/4 

After clicking on the filter icon, select 
“search criteria type” from the drop down 
menu, choose from contact name, 
organisation, phone or e-mail.

29

30 Enter your search text, in this case 
“Abload” has been entered.

31 Click ENTER to perform the search, 
this will restrict the list of contacts to 
those only containing your search 
criteria.  Click “import contact” to add 
contact.  Proceed to step 32.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A5 (SORT USER) – Checking 1/3 

 

  

32 From the project overview, 
click SEND FOR 
CHECKING.

Select a user to send the application to for 
checking from the drop down menu, then 
click SEND.  You will see a pop up box 
saying that “checker allocation” is 
successfully completed.

Click OK.

Checker proceeds to step 34.

33
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A5 (SORT USER) – Checking 2/3 

 

  

Checker opens home 
page to view the most 
recent “Unallocated” 
or “‘In Progress’ 
Applications”.

34

Checker clicks on the link to the application marked as 
“checking”.  Proceed to step 36.

35
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A5 (CHECKER) – Checking 3/3 

 

Checker checks route, vehicle and 
affected parties. 36

Once checker is happy with 
the route and vehicle, click 
COMPLETE CHECKING.

37 Return to user positive or 
negative.  Use the drop 
down “Returned to” menu if 
a different owner needs to 
be selected.

38

Click the checking outcome 
“positive” or “negative” radio 
button.

39

Click SEND.  You will see a pop-up box 
stating “Successfully updated checking 
status as “checked+”” (assuming 
successful check), click OK.

Proceed to step 41.

40

Username

Username

Username
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A6 (SORT user) – Show My Projects, Application Filtering 1/3 
 

 
  

Username

Username

Left click on the “show my projects” slider to show your projects.41

Left click on the filters icon to open the filter 
options.  You can search by movement status, 
ESDAL reference number, haulier name, 
allocated user, checking user, data criteria, 
perform a map search and perform an advanced 
search.

Proceed to step 43.

42
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A6 (SORT user) – Show My Projects, Application Filtering 2/3 
 

 
  

To filter on new applications in progress, 
select the “in progress” tick box.

43

44

Username

Click SEARCH, this will 
display the list of applications 
matching the filter options as 
shown at step 45.
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Process: A. Movement Inbox and Application Processing to Initial Checking 
  

Stage in the process: A6 (SORT user) – Show My Projects, Application Filtering 3/3 
 

 

This illustrates the movement inbox displaying new 
applications in progress, using the “in progress” filter.45

Username

Username

Username

46
In the movements inbox, click on the application you want to 
open, this will take you to step 47, the project overview.
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B1. (SORT user) – Create Movement Version, Distribute Movement Version 1/3 
 

 
  

SORT user opens home page to view the most recent 
“Unallocated” or “In Progress Applications”.47

Sort user clicks on the link to the application marked as 
Checked+, proceed to step 49.

48

Username
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B1. (SORT user) – Create Movement Version, Distribute Movement Version 2/3 
 

 
  

In project overview, click the CREATE MOVEMENT 
VERSION button (this movement will be sent to all 
affected parties).  You will see a pop-up box saying 
“Do you want to create new movement version?”, click 
YES.  Proceed to step 50.

49

Username
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B1. (SORT user) – Create Movement Version, Distribute Movement Version 1/3 
 

 

In project overview, 
click DISTRIBUTE 
MOVEMENT.

50

Enter “Please comment at your 
earliest convenience, thank 
you” in the distribution 
comments text box.

51

Click DISTRIBUTE.  Each 
affected party will receive the 
movement in their movement 
inbox for them to respond to 
as collaboration notes. You 
will see a pop up box saying 
“Distribution to affected 
parties completed”, click OK

Proceed to step 53.

52
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B2. (SORT user) – Collaboration Notes 1/3 
 

 
  

53

Online responses from affected 
parties are shown in red text.55

For each collaboration note 
that is in red text, click 
HISTORY.  When you 
close each individual 
collaboration status history, 
the collaboration note will 
turn black as shown on 
step 57.

56

From project overview, click on the movement versions link.

Click on Collaboration Status.  Responses from affected parties will be sent 
via their collaboration tabs, some affected parties will enter these via ESDAL, 
some will e-mail their responses.

54

Abload_1@abload.com
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B2. (SORT user) – Collaboration Notes 2/3 
 

  

57 The response will now appear in black, showing that 
the collaboration has been actioned.

E-mailed responses are processed differently, proceed 
to the explanation in step 58.

username@email.com

username@email.com
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B2. (SORT user) – Collaboration Notes 3/3 
 

 

From the collaboration status tab, locate the e-
mail within your e-mail inbox, find the affected 
party and click SET COLLAB (collaboration).

58

Indicate whether the response is 
“accepted”, “rejected” or “under 
assessment”.

59

Enter the time and date the e-mail was received and paste the e-mail 
response into the text box. Click save.

60

The response will be shown in red text, click on the History tab and 
press OK, the text will now appear black.

61

When all accepted collaborations have been received from affected 
parties, the application progresses to QA checking, proceed to step 63.62

Username
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B3. (SORT user) – Agree Movement Version Add Notes To Haulier 1/3 
 

 
  

63

From the project overview, click 
AGREE application, you will see a pop 
up box saying “Do you want to agree 
this movement version … “.  Click 
YES, a second pop up box will say “… 
version is agreed”, click OK.

Proceed to step 64.
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B3. (SORT user) – Agree Movement Version Add Notes To Haulier 2/3 
 

 
 

 

64
Click the link to the movement you 
have just agreed, proceed to step 65 to 
add haulier notes.
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B3. (SORT user) – Agree Movement Version Add Notes To Haulier 3/3 
 

  

65

Click on the “notes to haulier” tab.

66
Add notes to be sent to the haulier (it may 
be easier to pre-prepare these in a separate 
document and paste into the notes field).

67 Click SAVE to save the haulier notes, 
proceed to step 68.
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B4. (SORT user) – Affected Parties And Adding Contacts 1/2 
 

  

68

Click on the “route assessment” tab. 

69 Click on the “affected parties” 
section. Proceed to step 70.
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B4. (SORT user) – Affected Parties And Adding Contacts 2/2 
 

 
  

70

If you need to add a contact, click on + ADD CONTACT to add 
a contact to the movement. This will provide you with a list of 
users to import.

If no additional contacts are required progress to step 74.

Locate the contact you want to add and 
click IMPORT CONTACT.

71

You can use the filter function to filter 
users by contact name, organisation, 
phone number or e-mail address. 

72

If you need to add a contact who is not an ESDAL user and has 
not already been created click CREATE NON ESDAL 
CONTACT.  You will need to add the name of the contact, name 
of their organisation and their e-mail address.  Proceed to step 
74.

73

Abload_1@abload.com
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B5. (SORT user) – Annotations 1/2 

 

To add annotations to the agreed version, click on the Route and 
Vehicles tab of the movement you are working on.

74

Zoom into the map using your mouse 
wheel or zoom buttons to find the 
location along the route where you want 
to add an annotation.

76

Position your cursor where you want to add 
the annotation and left click the mouse 
button. This will bring up the annotation, 
structure and route box.

77

Click “add annotation”.78

Click the structures icon.75

Paste in your caution and change the 
annotation type to caution.  Repeat until you 
have added all cautions.
Then click OK and proceed to step 80.

79
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Process: B. Create Movement Version including Creation of Special Order 
  

Stage in the process: B5. (SORT user) – Annotations 2/2 

 

In the route assessment tab, check that the cautions you have 
just entered are included within the driving instructions.  Proceed 
to step 81.

80
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Process: B. Selecting A Route 
  

Stage in the process: B6. (SORT user) – Create Special Order, Generate Documentation 1/3 

 

  

Click on “movement summary”. 81

Click on “CREATE SPECIAL ORDER” and 
proceed to step 83.82

Abload_1@abload.com
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Process: B. Selecting A Route 
  

Stage in the process: B6. (SORT user) – Create Special Order, Generate Documentation 2/3 
 

 
  

83Enter the date the 
document will be signed.

84 Enter the Expiry. This should be the 
same day 6 months on from the 
signature date.  For example if
the signature date is 12/01/2024,
the expiry date is      12/07/2024. Select the name of the signatory from the 

drop down list and add their role title.85

Left click on the white box next to the 
vehicle and select Add.  You will see a 
pop up box saying “The special order 
coverage grid applied successfully”, click 
OK.

86

Click APPLY. 87

Select the document to be applied to the 
movement from the drop down list.

88

Click SAVE, proceed to step 90.89

Username
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Process: B. Selecting A Route 
  

Stage in the process: B6. (SORT user) – Create Special Order, Generate Documentation 3/3 
 

Click generate document, proceed to 
step 91.90
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Process: C. QA and Final checking, distribute movement 
  

Stage in the process: C1. (SORT user) – Send For QA Checking 1/2 
 

 
  

In project overview, click SEND FOR 
QA CHECKING, proceed to step 92.91
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Process: C. QA and Final checking, distribute movement 
  

Stage in the process: C1. (SORT user) – Send For QA Checking 2/2 
 

 
  

Select the user who will be 
completing QA checking,
from the drop down list, then click 
SEND.  You will see a pop up box 
stating “QA checker allocation is 
successfully completed”.

Click OK and proceed to step 93.

92

SORT QA Admin
SORT SO1
SORT VR1_1

Alan Smith
Dennis Clark
Ella Smith
Gary Turner
Georgina Hull
Iain Jones
James Jones
Kevin Cole
Mandy Lovesmith
Mike Nesbitt
Nigel Noble
Ollie Edwards
Paul Price
Peter Allsop
Rex Birch
Roger Cross
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Process: C. QA and Final checking, distribute movement 
  

Stage in the process: C2. (QA checker) – QA Checking by QA Checker 1/2 
 

  

QA checker opens the 
movement from their movement 
inbox.

93

QA checker reviews and checks 
vehicle, route, haulier notes, affected 
parties and generated document.  
Once the QA checker is content with 
the movement proceed to step 95.

94

Abload_1@abload.com
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Process: C. QA and Final checking, distribute movement 
  

Stage in the process: C2. (QA checker) – QA Checking by QA Checker 2/2 
 

Click on COMPLETE QA 
CHECKING.95

Rex Birch

97

If QA checking is 
all OK click the 
positive radio 
button.

96

Click SEND. A pop-up box will state successfully 
updated the checking status as “QA checked +”.

Click OK and proceed to step 99.

98

Return to user 
positive or 
negative.  Use the 
drop down 
“Returned to” menu 
if a different owner 
needs to be 
selected.
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Process: C. QA and Final checking, distribute movement 
  

Stage in the process: C3. (SORT user) – Send for Final Checking 
 

 
  

Click on SEND FOR FINAL 
CHECKING.99

Click SEND.  A pop up box 
will state “Final checker 
allocation is successfully 
completed”.

Click OK and proceed to 
step 102.

100
Click on the drop down arrow 
to select the user send to for 
final checking.

101

Username
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Process: C. Using Folders To Manage Your Vehicle Movement Notifications 
  

Stage in the process: C4. (Final Checker) – Final Checking by Final Checker 
 

  

Click on COMPLETE 
FINAL CHECKING.102

If final checking is agreed click 
the “agreed” radio button.

103

Click SEND.  A pop up box 
will state “Successfully 
updated the checking status 
as “final checked +””.

Click OK and proceed to step 
105.

104
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Process: C. QA and Final checking, distribute movement 
  

Stage in the process: C5. (SORT user) – Distribute Movement 

 

105
Click DISTRIBUTE 
AGREED ROUTE.

In the Distribute 
Movement Comments 
text box enter “Please 
see agreed route, 
consultation now 
complete, thank you.”  

106

Click DISTRIBUTE.
A pop up box will say 
“Distribution to affected 
parties completed.

107
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