
Logging In 

 When the webpage is first opened, it will display the following screen. If you are new 

and do not yet have an internet user account, you will need to click on the link “Click Here” to 

create a new user login for the new account. It will take you to a new page. (See pg. 2) 

If you already have an internet user ID, you may sign in. Enter the user ID that was chosen 

when you created your user login in the “User ID” field. Then enter your password in the 

“Password” field. Click the “Remember me” checkbox if you would like the computer to re-

member your user and password. A warning box will display to remind you that this will be 

saved on your computer. 

 If you have a user ID, but cannot remember your password, click on the link 

“Forgot your password?” and you will be taken to a page where you can enter your user 

ID and e-mail address so that your password can be sent to you. The e-mail address you 

enter must be the same as the one you used when you created your user ID. 



Create New User 

 
 This screen will allow you to create a new internet user account. You will first need to enter a 

user ID. (This is the user ID that you will use to login each time once your account has been created.) 

You then proceed to enter your name, e-mail address, phone, and your customer ID. You enter your 

password last. You will need to enter it twice to verify that you typed it correctly. Be careful - the pass-

word is case sensitive! Click on the “Continue” button once the information has been entered correctly. 

Otherwise, to clear out all the information in the fields, click “Reset”. 

 The following screen will appear after you have successfully created 

you new user login. Note that you will need to contact the company in order for 

your account to be approved, otherwise you will not be able to login. 



Placing an Order 

 After successfully logging in, a page with the following selection options will 

appear. To place a new order, click on the “Order” link. 

 The link will take you to the order page. Here you will need to fill out the information 

about the order. First you will fill out the information about the origin of the order. You can 

use the drop-down list and search for the address. Otherwise, you will need to manually enter 

the information. 



 There is also the option to have an address book pop up instead of a drop down list. When this 

option is used, there will be a button “Find Shipper Address” that when clicked will bring you to a 

screen where you can type the first few characters of the name. 

 A list will then be displayed with the addresses that match those characters. You  then 

click the “Select” button and the address will be added to the origin address fields. This is avail-

able for both the origin and destination addresses. 



 Next is the destination information for the order. Once again, you may either use the drop-down 

list to find an address from your address book, or you can enter the information manually. 

When the “Pieces/Weight” button is clicked, a new page opens to let you choose the 

number of parcels and their sizes. 

Pickup Ready - allows you to specify the date and time that the order will be ready 

for pickup. 

Delivery Ready - allows you to specify the date and time that the order will be ready 

for delivery. (May or may not be seen depending on user settings) 

Reference 1 1 - supplied by the customer and will appear on the invoice. 

Reference 2 1 - supplied by the customer and will appear on the invoice. 

Billing Group/Cost Center 1 - If the customer has sub accounts the sub account can 

be entered directly or picked from a list. This field can be filled in when the client 

has different departments or offices that require a single invoice, but need to track the 

usage and billing by department/office. 

Vehicle/Service Type - an order type filter. Choosing the proper type will reduce the 

order type list to only contain those order types that are valid. If left blank, all order 

types will be seen in the next step. 

 
1  Denotes a user customizable field 

* Denotes a required field 



 After clicking on “Continue” you will be taken to the next step of the order process. The infor-

mation that you chose previously will be shown and you will be asked to choose an order type. Click the 

radio button for the order  type that you would like. The order type may expand when selected to display 

additional fees if applicable. After choosing the order type, you may edit the email notification section. 

By default, your e-mail address is put into the space, but it may be changed to any e-mail address. You 

may also select when you want to receive notifications. Deselect any one of the check boxes to not re-

ceive an e-mail message when that event occurs. To complete your order, click on “Finish”. 

 After you click “Finish” and your order is processed, you will receive a confirmation message 

on screen. This message will display your tracking number and also allow you to select more options. 

(For help on attaching documents, receipts, or shipping labels see the section on Accounts.) 



Accounts 
 

 Under the “Accounts” link there are two options for reports. “List Invoices” allows you to view 

a list of invoices. “Order Report” allows you to view a report of the orders the were placed during a 

specified period of time. 

 Clicking on “List Invoices” will bring up the following list. Each invoice is listed 

with it’s corresponding date. When either the date or the invoice # is clicked, a new page 

will open displaying the invoice information. 



 When the “Order Report” button is clicked, the following screen will be seen. You first need to 

select a time frame by clicking on the little calendar buttons, or by manually entering a date for the 

“From” and “To” dates. Then you can choose your report style. The condensed report style will show all 

the orders within the chosen time frame with minimal information about each one. However, the detailed 

report will show most information about each order and takes up much more space. 

Condensed Report 



Detailed Report 

 Clicking on the order number of a specific order in the condensed 

report or clicking on “Order Status” on a specific order in the detailed report 

will open up a new window. 



 From this window you may perform various 

functions on an order.  



 Clicking on “Get Receipt” will open a new window with information about the order that can be 

easily printed by clicking on “Print”. 

 Clicking on “Get Shipping Label” will open a new window. There is a drop-down selection for 

the size of the label you would like to print. Then you may view the label by clicking “Print Preview”.  



From here you may print the label by clicking on “Print”. 

 Clicking on “Attachments” will allow you to upload an attachment, such as a document, to the 

order information. 

 

 Clicking on “Print Status” will allow you to print the current order status information. 



Tracking an Order 

 In order to track the status of an order, you do not need to login in. Just click on “Track” and 

you will be taken to another page where you can specify which order you would like to see. 

 You will need to enter either the tracking number of the order, or the 

reference number. Be sure to specify the correct time frame for when the 

order was placed. After entering the information, click on “Submit” to view 

the order status. 



 After clicking “Submit” you will be able to view the 

status of the order(s). 



Address Book 

 You have the ability to store addresses online. This is especially helpful when you use the same 

address multiple times. To open your address book, click on “Address Book”. 

 To add a new address, click the link “click here to add a new address”. Enter the new informa-

tion and click on ok “continue” then click “ok” once it has been added. To set an address as a default, 

find the address then click on “Edit”. 



 From here you can set the address as either the default origin, or the default destination by click-

ing on the corresponding radio button on the bottom. 



Placing an Order Online 
 

 1. Open your internet browser and go to the company website. 

 2. At the login page, enter your user ID and password, then click “Login”. 

 3. Click on the link that says “Order”. 

 4. Select the origin address for the order, or enter it manually. Then select the destination 

     address for the order, or enter it manually. Fill in the pieces/weight field, pickup ready time, 

     and any other field that is required (asterisk(*) means field is required). 

 5. Click on “Continue”. 

 6. Select one of the listed order types by clicking on it. 

 7. Choose an e-mail address for order status notifications, or leave the default. You may also 

     select which events to be notified of by selecting or deselecting any of the checkboxes. 

 8. Click “Finish”. 

 9. Your confirmation message will display your tracking number. 


