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Customer Portal

World Courier’s Customer Portal is a secure web-based platform enabling customers to
manage their shipping including creating orders, tracking shipments, viewing order
history, and downloading forms.

The Portal contains useful tools to configure accounts, projects, and contacts. It's built
on a new architecture with a planned development roadmap for enhancements and new
features. It also provides an optimal user experience across all devices.

Access
To access the Customer Portal, visit https://portal.worldcourier.com.

Home Page
There are 3 options when you access the Customer Portal:
e World Holiday e Track Shipment e Loglin
AmerisourceBergen

World Courier World Holiday

Track Shipment Log In

Track Shipment

Log in to track more than one shipment

Search By : (@) HWB # () JoB#
HWB #

Pick-Up Date

2023-08-30 it ‘

World Provides potential impacts to shipments in various countries based
Holiday on global holidays.

Provides quick and secure online shipment tracking available 24/7
without logging in. It's a Fast Track purpose for customers without
access to the Customer Portal or customers of our customers to
check on the status of a shipment with a HWB# or a Job#. Only
basic shipment information is accessible via FastTrack while more

Track
Shipment
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detailed information is available via Advanced Track where a World
Courier User Account is required.

When you have an account, access the portal with your email
address and password.

Log In

Track Shipment
To track basic information about a shipment, complete the steps below:

Track Shipment

Action

1 From the Home page, select Track Shipment.

2 Enter the HWB number or the Job number.
Note: When a duplicate HWB# is found, you must enter the Job #.

3 Select a Pick-Up Date from the calendar or SKIP and leave it blank.

Note: The Portal searches +/- 90 days when no specific date is provided.

4 Select the Track button.

d Track Shipment Log In

Track Shipment

Log in to track more than one shipment.
Search By: (@) HWB # () JoB#
(24) e
Pick-Up Date
2023-09-05 &
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Track Shipment (continued)
Use the Track Shipment option without logging in to access three types of information:

Provides overview of job number, status, pick up from and deliver to,

Track_lng pick up date and delivery due date, number of ship units and weight.
Details Note: The available information depends on several factors including shipment status
and shipment details.

Provides details of temperature range, refrigerant type, and draw date

e and time of the sample (when applicable).
Note: The available information depends on several factors including shipment status
and shipment details.

Outlines the main events related to the shipment cycle process with
the appropriate date and time of occurrence. The events captured by
the Portal include, but are not limited to the following:

e Shipment Ready e Tendered e Delivered

e Picked Up e Recovered e Cancelled

e In Transit
Note: To export the Event Log as a CSV or Excel file, select the Export As button and
the preferred format

Event Log

Tracking Details

v v L v

Crdler Ploced Shipment Ready In Tronsit Estimated Delivery
02 Jun, 2022 0% Aug, 2022

Job Number
Conf ®
Seatus

Pick Up From Rhainfelden, 79618
Dwbver To

Pick-Up Date
Delvery Due Date
Numiber of Ship Units

Weight 44518 M g
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[tem Detaiils
Temperature Refrigerant Type Draw Date/Time:
Controlled Ambient +15C to +25C

Event Log
Export As W

Event Date Time
Awaiting Regulatory Clearance
Awaiting Customs Clearance
Flight Arrived at SAO PAULO BR 2022-07-02 10:04 AM
Flight Departed at BASEL CH 2022-06-30 830 PM
Tendered to LUFTHANSA at BASEL CH 2022-06-30 5:30 PM
Picked Up at Rheinfelden 79618 DE 2022-06-30 4:00 PM
Shipment Ready at Rheinfelden 79618 DE 2022-06-30 4:00 PM
Pre-Advise Order Placed 2022-06-02 3:06 PM

World Holiday

From the Home page, select (1) World Holiday, select a (2) Month, Year, Country and
the (3) Submit button.

AmerisourceBergen )
World Courier rg World Holiday
Home » World Holiday 1

World Holiday

To find the holiday information you need, please choose your search criteria from the menus below.

SELECT MONTH SELECT YEAR

‘ August v ‘ ‘ 2022 v

SELECT COUNTRY *
23 )

Select Country hd ‘

A list of holiday(s) display based on the parameters entered.

Home World Holiday

¢ Back to World Holiday Search

Holiday result of your search Print This Page &=
Country WeekDay From Date To Date Holiday APC (*** All)
United States of America Monday 2022-07-04 2022-07-04 Independence Day

Records 1

Change Password

When you access to the Portal and forget your password, select Forgot? on the Home
page and follow the instructions.
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Track Shipment

Log In

Email Address *

Password *

Become a Customer Forgot?

Log In

Access to the Customer Portal is available upon request. Your initial registration request
is handled by your Local Representative.

e Once your account is set up, a new registration email is sent to you from
AmerisourceBergen/World Courier to register your account.

e Follow the email instructions to reset your password, then login to the Customer
Portal.

Dashboard

Once logged in, the Dashboard displays several functions within the Customer Portal.
To access them, select the Icons or go to the Tabs at the top of the page.
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Wilnd Coriae

Welcome

Dashiboard Oinders Reports Resources Site Support World Holiday

<

Download Forma > Shipment Report > My Aceount >
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My Account
To access My Account, select the My Account icon on the Dashboard.

Note: You can also select your email address @ My Account in upper right of the screen.

®

My Account >

Customize your Profile, your Preferences, your Accounts, and Contacts.

ﬁﬁﬁﬁﬁﬁﬁ My Account Mv Profile
Dashboard y RCCoUNt My Fromnie

My Profile

My Profile Name Jane Doe
Email Address Jane Doe@uwaordicourier.com
My Preferences Password *** ( Change Password )
Phone O Edit)

My Accounts

My Contacts

My Profile
My Profile contains your name, email address, password, and phone. The only editable

fields are password and phone. To change your password on demand, access this field.

Dashboard My Account My Profile

:m — -
Email Address Jane Doe@wordlcourier. com

My Preferences Password **** (Change Password )
Phone 0 (Edit)

My Accounts

My Contacts
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My Account (continued)

My Preferences
In My Preferences, select your default preferences for the Site, Order Entry, and
Notifications.

Site Defaults
Set your Language Preferences, Default Search Date Range, and Default Date
Format for the site.

Note: Only English language is currently available.

My rofile Site Defaults
My Preferences
: Language Preferences * .
P00 English v ‘
My Accounts Choose the default language in which you would like to view the site.
My Contacts
Default Search Date Range *
o Past 10 Days A ‘
Choose the default search date range you would like to use throughout
the site.
Default Date Format *
‘ MM/DD/YYYY hd ‘
Choose the default date format you would like to use throughout the site.

Order Entry Defaults

When you have multiple accounts, set the Default Account/Project to the most
frequently used to optimize the order entry process. Also, set the Default Currency and
Unit of Measure.

Order Entry Defaults

Default Account/Project *

Select All Accounts v
Default Currency *

usD e
Unit of Measurement * i

Metric hd
Choose the default unit of measurement you would like to use for Order

Entry.
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My Account (continued)

My Preferences (continued)Notification Defaults
Select the notifications you want to receive. After all Preferences are set up, select the
Save button.

e Order Received e Pick-Up Scheduled e Confirmed Departure
e Pre-Advise e Pickup Complete e Recover

e Order Confirmation e Returned e POD

e Cancellation e Tender e Closed

Notification Defaults

Order Received

Receive alert when portal order is placed

Pre-Advise

Receive alert when order has been received but are pending final details

Cancellation

Receive alert when the shipment has been cancelled

Pick-Up Scheduled

Receive alert when the pick up has been scheduled and routing planned

Pickup Complete

Order Confirmation E o
Receive alert when the shipment routing has been planned

Receive alert when shipment is picked up

Page 10

Confidential communication and proprietary work product. No part of this document may be distributed to a
third party without the prior written consent of AmerisourceBergen Corporation.



cencord

Customer Portal Training World Courier
Returned E o
Receive alert when shipment has been confirmed delivered at shipper's location
Tender

=B
Receive alert when shipment is handed over to carrier
Confirmed Departure E o
Receive alert when shipment confirmed departed
Recover N

=E
Receive alert when shipment is recovered from carrier
POD .

=E
Receive alert when shipment is delivered
Closed

Off

Receive alert when shipment has been delivered and no further actions are pending

Save >

My Accounts
In My Accounts, modify specific account(s) by selecting the account to modify from the
drop-down list.

My Accounts

1ssociated Charge Codes and

m TEE'T I'-I'n:IF! L I::I I: .:::""IRIEF!

My Accounts (continued)

My Accounts (continued)
In the View/Edit Account section, set up the following:

Section Description

Enter all the details and select the Save Contact button. To

Default Consignee clear the information, select the Clear button.
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View/Edit Account
e,

Billing Center

Account Number

Project Alias

Default Consignee

Company Name Contact Name

Phone Number Extension Email Address
000-000-0000

Address Line 1

Address Line 2

City State/Province Postal Code

Country

Delivery Instructions

el
o

ar Save Contoct
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My Accounts (continued)

My Accounts (continued)

Section Description

Charge Codes

To optimize order entry process, assign default Charge Codes
and Reference Codes.

Reference Codes

Study To optimize order entry process, assign default Study and

Protocol Codes.

Protocol

Charge Codes

foplese o hd ‘

Charge Code Charge Code Type Is Default Actions

Charge code. ‘

Mo Rows To Show

Reference Codes

Reference code.. ‘ Apply Code To... W ‘
Reference Code Reference Code Type Is Default Actions
Mo Rows To Show
Study
Study ‘ Apply Code To v ‘
No Rows To Show
Protocol
Protocol ‘ Apply Code To... A ‘
No Rows To Show
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My Accounts (continued)

My Contacts
My Contacts allows you to manage your address book including adding, editing, and

searching for contacts.

To Add a contact, select the + Add Contact button and complete the form. When
applicable, add or update the Email Notifications. Once complete, select the Add
button.

Doshboard » My Account » My Contacts

My Contacts

Manage your Address Book- Add, Edit or Delete Contacts from your address book.

My Profile

My Preferences Select a project . w

My Accounts

Page 14

Confidential communication and proprietary work product. No part of this document may be distributed to a
third party without the prior written consent of AmerisourceBergen Corporation.



cencord

Customer Portal Training World Courier

Add Contact

&4dd o new Contact and Save.

Contoct Name * Company Name

Phone * Extension Email

Address Line 1*

Address Line 2

City * State,/Province Paostal Code

Country * Project * 9

Pleqse select o country.. e Example Project A

Pick-Up Instructions

Delivery Instructions
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All notifications

Crder Received
Receive alert when portal ceder is placed

Crder Confirmation
Receiva alert when the shipment routing has been
planned

Pick-Up Scheduled
Receive alert when the pick us has bean
scheduled and routing planned

Returned
Fecei lert when shipment has been confirmed
cleliverad ot shipper's lxcation

Confirmed Departure
Receiva alert when shipment confimed deportaed

PCD
Receiva alert when shipment iz deliverad

Pre-Advise
Recaive olert when order hos been recaived but
are panding final details

Cancellation
Receive alert when the shipment has Deen
cancslled

Pickup Complete
Recsive alert when shipmment is picked up

Tender
Receive alert when shiprment is handed over to
coimiar

Recover
Recsive alert when shiprment is recoversd from
camiar

Closed
Recsive alart whan shipmment has been deliverad
and ne further actions are pending

Note: To delete the entry, select Cancel.

My Accounts (continued)

My Contacts (continued)
To Edit or Delete a contact, select the Project or All Projects in the drop-down menu
to modify.
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Dashiboore

My Contacts

My Contocts

My Preferences Project1 w

My Accounts =

My Contacts
Testing Test123 Project 1 test@ncom Flower Hi
Testing5 Testing369 Project 1 MNewburg

25Rows / Page W £ >

To Search for a contact, enter the contact name, company name, project information,
email address or city in the filter field.

My Preferences Project1 w

My Accounts

My Contacts =
Testing Test123 Project 1 test@x.com Flower Hi Actions

Testings Testings68 Praject 1 Newburg

*

Address Book
The Address Book is associated to the Project. All users assigned with the same project
share the same Address Book and have rights to modify.

The Address Book only shows 300 contacts based on the date of creation. When a
project has more than 300 contacts, they are retrievable in the order creation workflow.
You cannot pull it in the Address Book to modify or delete the information.

Create

The Create Order function in the Portal creates a shipment order that automatically
transmits to World Courier's Transportation Management System and is handled by the
appropriate offices. It's vital to upload accurate information in the Portal to ensure a
successful shipment.
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Review the five -step process (six if you need to add contacts that need to be informed
of the order) to complete an order.

Create Order

N N N N

| 2 L I L | & L { I

’ _ AN N S P
Step Process

1 Account — customer information.

2 Origin — information on the order origin.

3 Destination — information on where the order is destined to.

4 Shipment — information about the packaging and item(s) ordered to ship.

Contacts — optional step. Appears as a fifth step only when user is choosing
5 to add additional contacts in the Review section. Gives ability to inform
additional parties about the order.

6 Review — final review of the order.

The milestones/workflow steps are color-coded based on the activity status and guides
you through the process.

o
o
o
N
e
S
o
N
|
RN

: Activity Action Working | Activity Not
Create (contin Completed | Required | on Activity Started

To initiate an orc

Note: From the tabs, you can also select Orders & Create Order.
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Step 1: Account / Project

Accounts and References
In the Accounts and References sections, complete the fields as described below:

Field Description

Select relevant project. The default “project” is set by changing the

Project preferences in “My Account”.
Note: For additional information, refer to the My Account section.

Discuss third | Option to check the box if you would like to notify customer service
party billing | team that the order requires a third-party billing process.

Charge Code

When these are required fields for your project, set up the default

Reference :
Code values in “My Account”. When the default values are not set up,
manually enter the information.
Swdy Note: For additional information, refer to the My Account section.
Protocol
House Select one of the following:
Waybil ¢ Manually enter a HWB number from pre-printed stock form OR

e Select Generate HWB (system automatically assigns one).

Page 19

Confidential communication and proprietary work product. No part of this document may be distributed to a
third party without the prior written consent of AmerisourceBergen Corporation.



cencord

Customer Portal Training World Courier

Create Order

o— - - O

Acoount Crigin Dieatimation

3]

Accounts and References

Project * @
[ roj ~ —

Example P OJeCt || Discuss third party billing
Charge Code I§ Reference Code @

Charge code... Reference code...
Study @ Pratocol @

Studly Protocol
Housa Waybill * @

( + Generate Hwb )

Create (continued)

Step 1: Account / Project (continued)

Currency and Unit-of-Measure for this Shipment
Complete the fields as described below:

Field Description

Customs
Declaration
Currency Values pre-populate when set up in “Preferences” under “My
Dimension | Account”. You can change this manually for every order.
Units
Weight Units

Currency and Unit-of-Measure for this Shipment

Customs Declaration Cumancy a Dimensicn Units Weight Units

Unitaed States - USD b nches Pounds
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My Email Notifications

This section displays the default preferences selected in My
Account. However, you can change this for a specific shipment.

To proceed, select the Next button. When you stop here, locate
the order by searching for PENDING orders in the Order History

and pick up where you left off.

Note: Order Received is enabled by default and cannot turn off.

All notifications

My Email Notifications

cencorda

World Courier

Important!

Selecting NEXT
automatically SAVES the
ORDER as PENDING.

Receive alert when shipment confirmed departed

Receive dlert when shipment is deliversa

Crder Received Pre-Advise
Receive alert when portal order i ploced Rezcaive alert when order hos been received but are pending fing
=
Crder Confirmation Cancellation
Receive dlert when the shipment routing has been planned Recaive alert when the shipment has been cancelled
Pick-Up Scheduled Pickup Complete
Receive alert when the pick up hos been scheduled ond routing Receive alert when shipment is picked up
p
Returned Tender
a vered ot Recaive alert when shiprmant is handed over to cormier
Confirmed Departure Recover

Hacane gkar

1 when shiprent is recoverad

S — -
am Camel

Create (continued)

Step 2: Origin Details

Origin Details

When you enter a shipper’s details for the first time, select the Save Contact button.

e The shipper is saved in your database for future shipments.

e Next time, select it from the drop-down list displayed in all the fields or search for
a specific contact by using the typeahead.

When you have specific instructions for World Courier related to this pick up, update the

Pick-Up Instructions field.
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Crigin Dieat
Origin Details
Company Name * Contact Name *
1250 test
Phone Mumber * Extension Email Address
00000000000 test@test.com
Address Line 1°
test
Address Line 2
City * State/Province * Postal Code
Washington District of Columbia hd
Country *
United States | USA A4

Pick-Up Instructions

Save Contact
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Create (continued)

Step 2: Origin Details (continued)

Pick-up Details
Select the desired Pick-Up Date and Pick-Up Time for this shipment; indicate AM / PM
for the time.

Note: Manually enter the pick-up date or use the calendar. This is not the final pick-up date and time. World
Courier confirms the final date and time after the order is reviewed.

Pick-up Details
World Courier will review and update once requested dates and times are confirmed.
Pick-Up Date @ Pick-up Time @
MM/ DD/YYYY st T ®

Origin Email Notifications
Select the notifications you want the Shipper to receive for this shipment.

Once complete, select the Next button to proceed with the next ordering step, the Back
button to go back to the previous step, the Delete Draft button to remove it, or the Save
button to keep order draft.

Note: These options are available throughout each step of the ordering process.
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Origin Email Notification

Email notificotions thot the orgin will receive about this order's progress

All notifications

Order Received Pre-Advise

Recaie alert when partal arder is ploced Recaive alert whan order hos been recaived but are pending fing
details

Order Confirmation Cancellation

Recaive alert when the shipment routing has been plonned Receive alert whan the shipment has Deen cancelled

Pick-Up Scheduled Pickup Complete

Receive alert when the pick up has been scheduled and routing Raceive alart whan shipment is picked up

plonned

Returned Tender

Recaie alert when shipment has been confirmed deliverad ot Racaive alert whan shipment is handed over to carmier

shipper's kocotion

Confirmed Departure Recover

Recaie alert when shipment confirmed deparntead Recaive alert whan shipment is recoversd fram comisr

PCD Closed

Receive alert when shipment is deliverad Receive alert when shipment hos been deliverad and no further

actions are pending

Create (continued)

Step 3: Destination

Destination Details
In the Destination Details section, complete all Consignee’s details. When you enter the
consignee’s details for the very first time, select the Save Contact button.

e The consignee is saved in your database for future shipments.
e Next time, select it from the drop-down list displayed in all the fields or search for
a specific contact by using the typeahead.

When you have specific instructions for World Courier related to this delivery, update
the Delivery Instructions field.
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Origin Deestination
Destination Details
Company Name * Contact Name *
test test
Phone Number * Extension Email Address
00000000000 testing@test.com
Address Line 1°
test
Address Line 2
City " State,/Province * Pastal Code
Philadelphic Pennsyhvanic hd
Country *

United States | USA

Delivery Instructions

Create (continued)

Step 3: Destination (continued)

Destination Detail

S

Select the requested Delivery Date and Delivery Time for this shipment. Indicate AM /

PM for the time.

Note: Manually enter the delivery date or use the calendar. This is not the final delivery date and time. World
Courier confirms the final date and time after reviewing the order.
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Destination Details

World Courier will review and update once requested dates and times are confirmed.

Delivery Date @

Delivery Time @

MM,/DD/YYYY

e ©

Destination Email Notifications

Select the notifications you want the Consignee to receive for this shipment. Once

complete, select the Next button.

Note: The Back and Save buttons are used as previously described.

Destination Email Notifications

Email natifications that this destination will receive about this order's progress

All notifications

Crder Received
Raceive alert when portal arder is ploced

Crder Confirmation
Receive alert when the shipment routing has besn planned

Pick-Up Scheduled
Receive alert when the pick up has been scheduled and routing
plonned

Returned
Racaive alert when shiprment has been confrmed celiverad ot
shipper's locotion

Confirmed Departure
Receive alert when shipment corfinmed departed

POD
Recaive alert when shiprment is deliversd

Pre-Advise
Recaive alert when order hos been recaived but are pending fing
details

Cancellation
Recaive alert when the shioment has een concelled

Pickup Complete
Recaive clert when shipment is picked up

Tender
Recaive alert when shipment is handed over to carrier

Recover
Recaive clert when shipment is recoverad from comiar

Closed
Recaive alert when shipment hos been deliversd and no further
acticns are pending

Delets Droft
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Create (continued)

Step 4: Shipment
This section refers to the items and commodities to ship. Enter both the packaging and
item details on this page.

e Easily create multiple packages with multiple items assigned to relevant
packages for the same order in one view.

e Select whether World Courier is supplying and/or selecting for each package.

e Depending on the options, proceed with selecting the package and/or items.

Create Order

L
L
{
L
TN
| |
S

Account Crigin Destiration Shipment

Shipment Detaills

Is World Courier supplying the packaging ?9 Is World Courier selecting the packaging ? 9

Yes No

v Detalls : Select your packaging option

Useful Tips for All Described Scenarios
Review the details below:

Button / Icon Description

Reset Erases all selections and you start building a Package from the
Packages | beginning.
Edit the package or item section.
Note: Depending on the selection, it collapses or expands the sections.
Recycle Bin | Delete the package or item section and start over.

Duplicate Create an identical package or item.

Pencil
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Package 1

cencord

World Courier

Is World Courier supplying the packaging 7 9

Yes No

W Details : Select your pockaging option

Note: Scenarios begin on the next page.

Create (continued)

Step 4: Shipment (continued)

Scenario #1

When World Courier is supplying the packaging but not selecting the packaging,
complete the shipment details for the package as described below:

Field Description

Temperature
Range / Select the Temperature Range / Refrigerant.
Refrigerant
Package Once temperature range is seF, all packaging compatible with the _
Name selected Temperature Range is bolded and move to the top of the list
in the Package Name drop-down option.
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Shipment Details

ls World Courier supplying the packaging 7 Q Is World Courier selecting the packaging 7 9

v Details : Select your packaging option

v Detaills - Select your packaging option  Refrigerated +2C to +8C

Temperature Range / Refrigerant @ Number of External Boxes * @

Refrigerated +2C to +8C hd 1

Package Name * &

Select your packaging option hd

Select your packaging option

GTC28BL Refrigerated +2C to +8C

GTCA4L Refrigerated +2C to +8C

Cocoon 1250 without Floor Rack Controlled Ambient +15C to +25C
Cryoport Dry Vapour Shipper Palletized Cryogenics -190C to -150C
Savsu DV4 GPS LID Cryogenics -190C to -150C

Dry Shipper (Large) Cryoagenics -190C to -150C Width Height
Dry Shipper (Medium) Cryogenics -190C to -150C

Dry Shipper SAVSU 10 Cryogenics -190C to -150C

GTC96L Controlled Ambient +15C to +25C

GTS 342 excluding Refrigerant Frozen Dry lce -80C to -20C
Pallet Non-WC

Pallet

Thermal Box (L) with 10kg of Dry Ice Frozen -80C to -20C
Thermal Box (L) Ambient

Thermal Box (M) Amibient

Themmal Box (S)with 3kas of Drv e Frozen -80C {0 -20C

0 ins 0 ins

When a Package Name is selected and does not match the Temperature Range, a
confirmation message displays. After selecting Confirm, the system overrides it with the
corresponding/matching Package Name for the selected Temperature range.

Temperature Mismatch

You have selected a package that does not match your requested temperature range. Are you sure?

Create (continued)

Step 4: Shipment (continued)

Scenario #1 (continued)
Continue completing the Package section as described below:
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Field Description

External
Dimensions
and Internal
Dimensions

Populated by the system.

Select Extra | Select this option, when you require additional supplies to be included
in the package, such as a Temperature monitor. If you need more

Supplies | one supply, select + Add Additional Extra Supplies

Send When applicable, enter the email address(es) to whom temperature
Temperature | readings should be sent. You can add up to 10 email addresses by
Readings To | pressing +Add Additional Send Temperature Readings To.

Instructions
for . . . .
When applicable, include instructions for temperature probe upon
Temperature .
arrival.
Probe Upon
Arrival
External Packaging Dimensions:
Length * Width *
ins ins
Internal Dimensions: @
Height * Weight * Length Width Height
ins lbs ins ins ins
Select Extra Supplies @ Send Temperature Readings To @
hd Enter Email
+ Add Additional Extra Supplies + Add Additional Send Temperature Readings To
Instructions for Temperature Probe Upon Arrival
&

After completing the Package section, scroll down to view the Item details window,
which will open by default.

ltem Name @ Quantity * @

1
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Create (continued)

Step 4: Shipment (continued)

Scenario #1 (continued)
Complete the Item section as described below:

Field Description

cencord

World Courier

Item Name | Select from the drop-down list.
Description | When applicable, enter the description.
Length,
I\—i\g%tt:]t Enter details for item to ship.
Weight
Temperature
Range / Defaults to the temperature range selected in the Package section.
Refrigerant
D\e/clared When applicable, enter the declared value.
alue

ltern Name @ I Quantity * @

REAGENT ‘I 1

|

Description

Provide detailed description: Be specific, avoid general terms

&

Length * Width * Height * Weight *

Length ins Width ins Height ins Ibs
Temperature Range / Refrigerant Declared Value for Customs

Refrigerated +2C to +8C v EUR

Create (continued)

Step 4: Shipment (continued)

Scenario #1 (continued)
Answer the Dangerous Goods question. When No is selected, no additional information

is required.
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Optionally Specify the Harmonized Tariff Code. We only require the first 6 digits of the
HTS code.

Item Name @ Quantity * @
REAGENT 1
Description

Provide detailed description: Be specific, avoid general terms

4
Length * Width * Height * Weight *
Length ins Width ins Height ins Ibs
Temperature Range / Refrigerant Declared Value for Customs
Refrigerated +2C to +8C v EUR

Does this item contain dangerous

oods?
9 Harmonized Tariff Code @

When Yes is selected, complete the remaining fields:

e Enter the details or select from the drop-down list.
e Select Yes or No for Shipper’s Declaration.
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Does this item contain dangerous
goods?
UN Number DG Class Packing Group Number

I —
Does this item require a Shipper's

Declaration? * . .
Harmonized Tariff Code @
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Create (continued)

Step 4: Shipment (continued)

Scenario #1 (continued)

To include another item in the same Package, select the Add Item button. To build
another Package with the number of items needed, select the Add Package button.
Once complete, select the Review Order button.

Note: The Back, Delete Draft, and Save buttons are used as previously described.

Item Name @ Quantity * @
‘ REAGENT ‘ ‘ 1 ‘
Description

Provide detailed description: Be specific, avoid general terms

Length * Width * Height * Weight *

Length ins ‘ Width ins Height ins ‘ ‘ Ios
Temperature Range / Refrigerant Declared Value for Customs
‘ Refrigerated +2C to +8C hd ‘ ‘ EUR ‘

Does this item contain dangerous

oods?
9 Harmonized Tariff Code @

HTS
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Create (continued)

Step 4: Shipment (continued)

Scenario #2

When World Courier is not supplying the packaging and not selecting the packaging,
complete the shipment details for the package as described below:

Field Description

Package
Select the temperature range of your package
Temperature P g yourp g
Package Defaults to | have my own packaging, or the field is blank or greyed
Name out.
External . .
. . Enter the external dimensions of your package.
Dimensions

Shipment Details

Rasat Packages|

Is World Courier supplying the packaging ?9 Is World Courier selecting the packaging ? 9

Package 1 No

b Detalls : | have my own packaging

b Details : | have my own packaging

Temperature Range / Refrigerant 9 Mumber of External Baxes * 9
Select Temperature Range / Refrigerant A4
Package Name " g
o) W

Externcl Packaging Dimensions:

Length * Width
Length iy Widlth n
Height * Weight
Height iy bs
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Create (continued)

Step 4: Shipment (continued)

Scenario #2 (continued)
Continue completing the package sections as described below:

Field Description

Select Extra | Select this option, when applicable. When you require multiple, select
Supplies + Add Additional Extra Supplies.

Send When applicable, enter the email address(es) to whom temperature
Temperature | readings should be sent. You can add up to 10 email addresses by
Readings To | pressing +Add Additional Send Temperature Readings To.

Instructions
for When applicable, include instructions for temperature probe upon
Temperature .
arrival.
Probe Upon
Arrival
Select Extra Supplies @ Send Temperature Readings To @ I|
v Enter Email
+ Add Additional Extra Supplies + Add Additional Send Temperature Readings To
Instructions for Temperature Probe Upon Amival
YA

After completing the Package section, scroll down to view the Item details window,
which will open by default.

Item Name 9

GQuantity * @

|
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Create (continued)

Step 4: Shipment (continued)

Scenario #2 (continued)
Complete the item section described below:

Field Description

Item Name | Select from the drop-down list.
Description | When applicable, enter the description.
Temperature
Range / Defaults to the temperature range selected in the Package section.
Refrigerant

Harmonized | when applicable, specify the Harmonized Tariff Code. We only

Tariff Code | require the first 6 digits of the HTS code.
(HTS)

Declared
Value

When applicable, enter the declared value.

b4 Details : | have my cown pockaging Refrigerated ~2C to -8C

Iterm Name B Quantity * @

REAGENT ‘ 1

Description

Provide detailed description: Be spacific, avoid general tarms

Harmanized Tariff Code @

HTS

Temperature Range / Refrigerant Deaclared Value for Customs

Refrigerated +2C to +8C W EUR

Does this item contain dangerous
goods?

No
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Create (continued)

Step 4: Shipment (continued)

Scenario #2 (continued)
Answer the Dangerous Goods question. When No is selected, no additional information
IS required.

Item Name @) Quantity * @
REAGENT ‘ 1

Description

Provide detailed description: Be specific, aveid general terms

VA

Harmonized Tariff Code €

HTS
Temperature Range / Refrigerant Declared Value for Customs

Refrigerated +2C to +8C W EUR

Doas this item contain dangerous
goods?

When Yes is selected, complete the remaining fields:

e Enter the details or select from the drop-down list.
e Select Yes or No for the Shipper’s Declaration question.

Does this itam contain dangerous
goods?

UN Number DG Class Packing Group Number

Does this itemn require a Shipper's
Declaration? *
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Create (continued)

Step 4: Shipment (continued)

Scenario #2 (continued)
To include another item in the same Package, select the Add Item button. To build
another Package with the number of Items needed, select the Add Package button.

Once complete, select the Review Order button.

Note: The Back, Delete Draft, and Save buttons are used as previously described.

Item Name @ Quantity * @
REAGEMNT ‘ 1

Description

Provide detailed description: Be specific, avoid general terms

P

Harmaonized Tariff Code @

HTS
Temperature Range / Refrigerant Declared Value for Customs

Refrigerated +2C to +8C A4 EUR

Does this item contain dangerous
goods?

Add Package

{ Back :I Deleta Draft Save Review Order »
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Create (continued)

Step 4: Shipment (continued)

Scenario #3
When World Courier is supplying the packaging and selecting the packaging, enter the
package details as per below:

Field Description

Package
I he temperature ran f r kage.
Temperature Select the temperature range of your package
Package , . .
Namg Defaults to World Courier to assign packaging.

Shipment Details

Recet Packoges

ls World Courier supplying the packaging ?9 Is World Courier selecting the packaging ? 9

Yes Yes

b Details : World Courier to assign packaging

b4 Detalls : Werld Ceurier to assign packaging

Temperature Range / Refrigerant 9

Select Temperature Range / Refrigerant v

Package Name *

i Courier to assign packaging W

Create (continued)

Step 4: Shipment (continued)

Scenario #3 (continued)
Continue completing the package sections as described below:

Description

Select Extra | Select this option, when applicable. When you require multiple, select
Supplies + Add Additional Extra Supplies.
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Send When applicable, enter the email address(es) to whom temperature
Temperature | readings should be sent. You can add up to 10 email addresses by
Readings To | pressing +Add Additional Send Temperature Readings To.

Instructions

T for When applicable, include instructions for temperature probe upon
emperature .
arrival.
Probe Upon
Arrival

Select Extra Supplies @ Send Temperature Readings To @ ‘

hd Enter Email

+ Add Additional Extra Supplies ~ Add Additional Send Termperoture Readings To ‘

Instructions for Tempenature Prebe Upon Arrival

After completing the Package section, scroll down to view the Item details window,
which will open by default.

Item Name &) Quantity * )
1

Create (continued)

Step 4: Shipment (continued)

Scenario #3 (continued)
Complete the item details as described below:

Field Description

Item Name | Select from the drop-down list.
Description | When applicable, enter the description.
Length,
Width, . . .
Height. Enter details for the item to ship.
Weight
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Temperature
Range / Defaults to the temperature range selected in the Package section.
Refrigerant
Declared .
When applicable, enter the declared value.
Value
Item Namaa Quantity * @
REAGENT | | 1
Description
Provide detailed description: Be specific, aveoid general terms
A
Length * Width * Height * Weight *
Length ins Width ins Height ins be
Temperature Range / Rafrigerant Declared Value for Customs
Refrigerated +2C to +8C W EUR

Does this item contain dangerous

oods?
goocs Harmanized Tariff Code @

Create (continued)

Step 4: Shipment (continued)

Scenario #3 (continued)
Answer the Dangerous Goods question. When No is selected, no additional information
is required.

Optionally Specify the Harmonized Tariff Code. We only require the first 6 digits of the
HTS code.
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Item Name @ Quantity * @
REAGENT 1
Description

Provide detailed description: Be specific, avoid general terms

A
Length * Width * Height * Weight *
Length ins Width ins Height ins lbs
Temperature Range / Refrigerant Declared Value for Customs
Refrigerated +2C to +8C v EUR

Does this item contain dangerous

joods?
@ Harmonized Tariff Code @

HTS

When Yes is selected, complete the remaining fields:

e Enter the details or select from the drop-down list.
e Select Yes or No for the Shipper’s Declaration question.

Does this item contain dangerous
goods?
UN Number DG Class Packing Group Number
— —
Does this item require a Shipper's
Declaration? * . .
Harmonized Tariff Code @

HTS

Create (continued)

Step 4: Shipment (continued)

Scenario #3 (continued)
To include another item in the same Package, select the Add Item button. To build
another Package with the number of Items needed, select the Add Package button.

Once complete, select the Review Order button.

Note: The Back, Delete Draft, and Save buttons are used as previously described.
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Itern Name @ Quantity * @
‘ REAGENT ‘ 1
Description

Provide detailed description: Be specific, avoid general terms

4~

Length * Width * Height * Weight *

Length ins Width ins Height ins [+
Temperature Range / Refrigerant Declared Value for Customns

Refrigerated +2C to +8C hd EUR

Does this item contain dangerous

ds?
goods Harmonized Tariff Code @

HTS

Add Package Save
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Create (continued)

Step 4: Shipment (continued)

Scenario #4
The Packaging selection is not enabled. Complete the item details as described below:

Field Description

Item Name | Select from the drop-down list.

Description | When applicable, enter the description.
Length,
Width,
Height,
Weight

Temperature
Range / Select from the drop-down list.
Refrigerant
Declared
Value

Item Name € GQuantity " @
REAGENT 1

Enter details for the item to ship.

When applicable, enter the declared value.

Description

Provide detailed description: Be specific, aveid general terms

s
Length * Width Heaight * Weight *
Length ins Width ins Height ins bs
Temperature Range / Refrigerant Declared Value for Customs
Refrigeroted +2C to +8C hd EUR

Does this item contain dangerous

oods?
geods Harmonized Tariff Code @

No HTS

Create (continued)

Step 4: Shipment (continued)

Scenario #4 (continued)
Answer the Dangerous Goods question. When No is selected, no additional information
is required.
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Optionally Specify the Harmonized Tariff Code. We only require the first 6 digits of the

HTS code.

Item Name @ GQuantity * €
REAZENT ‘ 1
Description
Provide detailed description: Be specific, avoid general terms
~
Length * Width * Height * Weight *
Length ins Width ins Height ins bs
Temperature Range / Refrigerant Declared Value for Customs
Refrigerated +2C to +8C hd EUR
Does this item contain dangerous
goods? Harmonized Tariff Code @
When Yes is selected, complete the remaining fields:
e Enter the details or select from the drop-down list.
e Select Yes or No for the Shipper’s Declaration question.
Does this item contain dangerous
ds?
E UN Number DG Class Packing Group Number
-Does this item require a S-hipper's
Decloration? * Harmonized Tariff Code @

HTS
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Create (continued)

Scenario #4 (continued)
To include another item, select the Add Item button. Once complete, select the Review
Order button.

Note: The Back, Delete Draft, and Save buttons are used as ireviousli described.

ltem Name i) Guantity * @

REAGENT ‘ ‘ 1 ‘

Description

Provide detailed description: Be specific, avoid generdl terms

VA
Length * Width * Height * Weight *

Length ins ‘ Width ins ‘ ‘ Height ins ‘ ‘ | bs
Temperature Range / Refrigerant Declared Value for Customs
‘ Refrigerated +2C to +8C hd ‘ ‘ EUR ‘

Does this itern contain dangerous

oods?
goods Harmonized Tariff Code @

[ € Back | Delstz Draft Save Review Order >
-
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Create (continued)

Step 5: Review
This is the last step in the ordering process if the user does not choose to add additional
contacts who should be notified of the order.

Dashboard v Crders » Creote Order

Create Order

Account Crigin Destinaticn Shipment i

Review and Complete

In the Review and Complete section, complete the checklist below:

v ‘ Action
Review and edit each section below before submitting the order.
Account Information
Shipping Information
Delivery Information
Shipment Information
After scrolling down the page, attach the necessary forms:
e Select from the prefilled options OR

e Drag and drop your documents (one by one) to the section
Note: Only .pdf files are accepted.
Additional contacts (optional section) can be added at the end of the page by
pressing ‘Edit’ which will trigger a new Order Entry step (details explained in
step 6)
The value of the 'Discuss Third Party Billing' section is determined by
whether you have selected the checkbox in the initial step of the order entry
process (Accounts and References).
Additional Notes is an optional section in which you can include any relevant
details or request regarding the shipment. Once information is entered ‘Save
Notes’ button must be pressed.
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Pleasa attach ony required forms below in crder to complete your shipment. You can upload these ot any time from your Crder History or thr
Canten

Attach Completed Form

Document Title

cencord

World Courier

Attach Form A

House Waykbi
US LABEL

Ak Lobel

Upload & Send >

Additional Contacts
(Edit)

i Click Edit’ to add Additional Contacts for order notifications. This step is optional.

Discuss third party billing No

Additional Notes

rant details or requests that can assist us in processing your order efficiently.

Y

Save Notes >

Delets Draft Save Pre-Advise >

Note: To upload forms after submitting the order or Pre-Advise, go to the Order History and open the order.

Create (continued)

Step 5: Review (continued)
At the final step, select the appropriate action for the order:

Order Action Order Details

Back Go back to the previous step.

Delete Draft Erase the order draft.
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Order draft is saved in the Customer Portal and not transmitted to
Save the Transport Management system. When applicable, go back to it
later.

Order is partially complete but not finalized. World Courier is aware
of the order, it's sent to Transport Management system, but
requires additional information or handling. For example, World

Pre-Advise Courier needs to work with the shipper or consignee to obtain
required import/export documents before the shipment is confirmed
as ready for submission.

Submit Order is finalized and sent to Transport Management system for

processing.

Step 6: Contacts (optional step)
This step only appears when ‘Edit’ button is pressed under Additional contacts section in
the Review step.

Create Order

I/ 1\. y ;\. a ;\. y :\. ° I_/"'j"\_l

Additional Contacts

Do you have anyone else you would lke to keep informed regarding this order?

Complete the Additional Contact’'s Name field, Additional Contact’s Email field by
selecting contact(s) from the drop-down list or typing them in and select the Notifications

type.

e To save this contact to the address book, select the Save to Contacts option —
only available when contact information is input manually; otherwise, select the
Save button.

e To cancel all actions, select Cancel button.

e After details are completed and notification type is chosen, press Save.
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Additional Contacts

Do you hove anycne elze you would like 1o keep informed regarding this order?

Additional Contact's Name * Additional Contact's Email *

Click on "Save to Contocts” button to sove the new contoct and then update the notification type.

4+ Saove to Contocts

All notifications O

Crder Received Pre-Advise

Feceive clert whan portal order iz ploced Receive alert when order hos been received but are pending fino
details

Crder Confirmation Cancellation

Receive alert whan the shipmeant routing has been plonned

Recaive clert when the shipment has been concelled

Pick-Up Scheduled Pickup Complete

Receive alert when the pick up has been scheduled and routing Receive alert when shipment is picked uj
planned

Returnad Tender

Receive alert when shipment has been confirmed delivered ot
shippers kocation

Confirmed Departure
Receive alert when shipment confimed departed

POD
Receive alert whan shipment iz deliversd

888888

Receive clert when shiprment is handed over to corrier

Recower

Receive alert when shipment is recoverad from

camar

Closed

( Cancel

N

2 alert whan shipmeant hos been deliverad and na furthes

886888086

e |If there is a need to add more contacts to receive notifications, please repeat the
same steps by clicking Add Contact. In addition, the ‘Actions’ button allows you
to Edit or Remove the saved contact. Once everything is set, proceed to the next
step by selecting Review Order which will take you to the view that has been

displayed in step 5.
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Additional Contacts

Do you have anyone else you would like 1o keep informed regarding this order?

Added Additional Contacts

1. Testing will be s=nt Order, Pick-Up, Tender, Recover, Ped notifications to test@gmall.com

Dieleta Droft

Note: The Back, Delete Draft, and Save buttons are used as previously described.
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Track Shipments
Track Shipments provides the order movement and status. Track your shipments and
run real time Excel or CSV reports using multiple filters.

To access, select the Track Shipments icon on the Dashboard.

Note: From the tabs, select Orders @ Track Shipments.

Track Shipment

Action

1 Select Account(s).

2 Select Search Criteria from the drop-down list. HWB# is a default value.
Note: Change the default value from the drop-down, when applicable.
Enter the HWB #. When left blank, the system displays results for all selected

3 accounts for the indicated time period.
Note: Search for multiple shipments using any other criteria separated by a comma. Character limit is
52.

4 Select a Date Range.

5 Select the Search button.

Track Shipments

1-5
Track multiple shipments, separated by @ comma using different criteria. Character limit is 52
Search Date Range —

1 Account(s) Selected Q | Search by. HWE # v Past 10 Days v
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Track Shipments (continued)

Column Sort
Arrange the column view based on your preferences by selecting the Columns and
checking or unchecking the box next to the item to view in the grid.

Export s w Columns A
E Auto Size All Colurnns
Reset Columns

Select All Columns

Pick-Up Date
E...
0... HWE #
:l'" - -
Origin
2im
0... Destination
0.,
Stotus -
0... SIOW T

Note: You can now see Shipper and Consignee Site on Track Shipments

Tracking Details, Export Results and Sorting function

To display more tracking details, select (1) Show + next to the shipment to review. To
export the results to CSV or Excel, select (2) Export As and the preferred format. To
sort the list, select the (3) Sorting icon which is located on every column.

Track Shipments

Track multiple shipments, seporated by o comma using different criteria. Charocter limit is 52
Search

‘ 1 Account(s) Selected w ‘ ‘ Q ‘ Search by.

CAMBRIDGE, US PHILADELPHIA US

2023-03-07 10:52 AM CHICAGO, US NASHVILLE. US 'n Transit
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Track Shipments (continued)

Real Time Location Monitoring (RTLM)

In a phased deployment that started in March 2023, all World Courier-owned global
multi-use packaging (MUP) assets will become smart, with the addition of real-time
location monitoring (RTLM) as standard.

This enhancement allows you to track in real-time applicable MUP consignments in
transit, verifying they are progressing according to plan.

The functionality can be found in the Track Shipments report as a new column titled
Live View which contains an active URL link that can be clicked.

Track Shipments

Track multiple shipments, separated by a comma using different criteria. Character limit is 52
Search Date Range

S
Export As W Columns v

Search by... HWE # A ‘

‘1Account:s) Selected v‘ ‘ Q

Live View

Details

Pick-UpDates = HWB=3 =  Origins Destination % Status 3

Click to view 2023-01-11 12:02 PM NEW YORK, US CHICAGO, Us In Transit +
2023-01-06 3:59 PM TORONTO, CA MONTREAL, CA Delivered Show +
2023-01-06 4:17 PM TORONTO, CA MONTREAL, CA Delivered Show
Click to view 2023-01-06 5:36 PM NEW YORK, US CHICAGO, Us In Transit Show +
2023-01-04 3:25 PM CHICAGO, Us SCHILLER PARK, US Delivered Show <+
2022-12-28 2:53 PM NEW YORK, US CHICAGO, Us In Transit Show +
2022-12-16 11:32 AM NEW YORK, US CHICAGO, Us Delivered Show <+
2022-12-15 10:12 AM MARKHAM, CA LONDON, GB In Transit Show 4+
2022-12-15 1:32 PM MARKHAM, CA LONDON, GB In Transit Show +

Note: Once Order Status = Delivered +5 calendar days URL link will be removed.

The link can also be accessed through expanded Track Shipments view, please see
below.
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TFOCking Detqils | (ciickoniink)

. . . o

Order Placed Shipment Ready In Transit Delivered

10 Nov, 2022 11 Nov, 2022
Event Log
Export As v
Event Date Time
Delivered to TEST at CHICAGO IL 60607 US 2022-11-11 10:31 AM
Picked Up at NEW YORK NY 10065-6007 US 2022-11-11 10:30 AM
Shipment Ready at NEW YORK NY 10065-6007 US 2022-11-11 12:45 AM
Order Placed 2022-11-10 11:55 PM

Once the link has been clicked, you will be redirected to a new window with tracking
information related to the logger and will be able to see the live location of your
shipment.

View Order History
To access Order History, select the View Order History icon on the Dashboard or from
the Orders tab on the top of the page.

Note: Note: From the tabs, you can also select Orders & Order History. Currently, Order History only
displays orders placed in the Customer Portal.

View Order History

Action

1 Select Account(s).

2 Select Status from the drop-down list.
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Note: This field is optional.

3 Select a Date Range or a Specific Date

4 If Specific Date is chosen, pick a date from the dropdown calendar

5 Select the Search button.

Order History D —

Specific Day
Status Date Range This field is required
1 Account(s) Selected w All Statuses v Specific Day v MM-DD-YYYY i Search

Please search by date range or specific day. If you do not see your order, please submit a Customer Support inquiry

Export As w Columns w

Shipper ¢ = Actions

v lmemo] vy [ v | v | v | E

PENDING 2023-08-13 7:47 AM
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View Order History (continued)

Additional Options
Additional options are available from Order History.

Order Action Order Details

+ Create Order | Start a new order.

Actions For existing orders, select from the drop-down list.
Edit Edit an order.
Delete Delete an order

Create an identical order. This feature speeds up the order
placement process for repetitive or similar orders.

Provides a possibility to attach necessary documentation to the
order in question.

Gives ability to track shipment. Opens Track Shipment Page

Duplicate

Attach Forms

Tracking Link

Note: Available for Submitted orders.

_ Possibility to Print HWB of the order. Opens a new window where
Print HWB HWB can be printed or downloaded.

Note: Available for Submitted and Pre-Advise orders.

Note: Sort columns and export details as previously described.

Order History | |

Status Date Range

All Statuses A ‘ ‘ Past 180 Days A m

If you do not see your order, please try searching for o specific date.

PENDING 2022-09-12 10:58 AM
PENDING 2022-09-12 11:00 AM
PENDING 2022-09-12 11:03 AM
PENDING 2022-09-19 2:20 PM
SUBMITTED 2022-10-24 948 AN
PENDING 2022-10-25 3:02 AM
PENDING 2022-10-25 4:26 AN
PENDING 2022-10-25 12:44 Ph,
PENDING 2022-10-26 3:27 AN
PENDING 2022-11-08 6:39 AM
PENDING 2022-11-17 £:22 AM

When a HWB is generated for the order, select the HWB# to open the order to work it.
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PENDING 2022-08-25 401 PM ga2s TEST WORLD COUREER Test Company -

Document Center
The Document Center is used to search for, attach, and submit forms. To access, select

the Download Forms icon on the Dashboard.

Note: From the tabs, you can also select Resources @ Document Center.

View Order History » Download Forms »
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Knowledge Center
Access to informational Customer Portal resources. Knowledge center is divided into 2

sections:

e How-To Videos - instructional videos walking through Customer Portal

functionalities.
e Learning Materials — Written instructional material on portal updates and
functionalities.
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Document Center

Knowledge Center All Forms Attach & Submit Forms

Welcome to the Knowledge Center page. On this page you will find resources designed to provide you with all the information to navigate ocur Customer Portal.

Should you have any guesticns please reach out 1o us through our Customer Support page

How-To Videos

Order Entry Process Step 1 Order Entry Process Step 2 Order Entry Process Step 3

Order Entry Process Step 4 Order Entry Process Step 5 Order Entry Process Additional
Contacts
- + 8 L -

» 000 /277 L bl -+ H
Learning Materials

July Release Summary of Real-time Location RTLM Quick Guide Customer Portal User
Changes Menitoring (RTLM) FAQs 5 Eoisy Staps to Track your Guide

Guick Guide covering July Redl-time Locotion Menitering =hiprment Customer Portal Usar Guide
enhancameants [RTLMI FaGs & Praview & Download )

& Preview & Download
@& Preview & Downlocd & Preview & Download
All Forms

Locate various forms applicable to shipments. Select the All Forms drop-down list to
filter and select the applicable criteria.
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Document Center

Knowledge Center All Forms Attach & Submit Forms

All Forms All Forms v

Selact from a collection of handy Interational and US forms, certificates, labels, affidovits, ete. while crecting and View All Earms

ntermnational
us

managing shipments on Portal.

Attach & Submit Forms
Attach applicable documents to your order(s). Search for orders using the HWB#, Job
Number, and/or Order Status, and select the Go button.

Document Center

Knowlecige Center H All Forms Attach & Submit Forms

Search * @ Find Crder By @

Search HWB# or Job Numiber... ‘ ‘ All Parameters v QI

Select Order Status

All Parameters

Pending

Pre-Advise

Submitted
Shipment Report
Run a Shipment Report to provide a list of all orders and details Helpful Hint!
associated with the orders such as SAP number, etc. To access, When this option is not
select the Shipment Report icon on the Dashboard. available, contact your local

representative.

Note: From the tabs, you can also select Reports @ Shipment Report.

Shipment Report  »

To run the report, complete the steps below:

My Account >
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Shipment Report

Action

1 Select Companies from the drop-down list.

2 Select the Account(s) from the drop-down list.
Note: This field is optional. When not selected, the system searches all companies and accounts.
Filter shipments by activity to display relevant results. Available Activities:

e Create Order

3 e Pickup
e Delivery
« Invoice

Select the Order Date From/ Pick-up Date From/ Delivery Date From/ Invoice
4 Date From and Order Date To/ Pick-up Date To/ Delivery Date To/ Invoice
Date To.

5 Select the Search button.

6 When applicable, filter the results by entering values in the columns.

Shipment Report o

Compary Name Account Name Filter By Order Date From * Order Date To "

All Companies w All Accounts w Order Date A DD/ MM/ YYYY iz] DD/ MM Y = m

Account Number = Account Name 5

Note: Sort/add/remove columns and export details as previously described.

Site Support Page

Site Support is used to report Customer Portal issues or queries related to portal
usability. You can choose the problem that you are experiencing from the dropdown
menu and fill in the form that appears. You also have an option to attach a screenshot
of an error you experience. For example, You need help updating an existing Portal
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account: project and/or user.

Dashboord ¥ Customer Support *

We have replaced a static request form with dynamic categories which will route your inguiry to the right team to assist you.

Fleasea select the relevant category from the drop down list and completa the required fields to submit request.

Please tell us how we can help? *

How canwe help

How can we help

am experiencing o technical issue with the Portal

| need help updating an existing Portal account: project and,/or user
need help creating an crder on the Portal
need help with a submitted order

need help with setting up a new Portal account: project and,/or user
Other

We have replaced a static request form with dynamic categories which will route your inquiry to the nght team to assist you.

Please select the relevant category from the drop down list and complete the required fields to submit request

Please tell us how we can help? *

I need help updating an existing Portal account: project and/or user A4
First Name * Last Name * Email *

First Name Last Name Email
SAP Account Number * Project Name or Project Alias *

SAP Account Number Project Name or Project Alias
Description *

Please explain the issue you're experiencing (with as much detail as possible)

y

Supporting information/ Please share the screenshot of an error you are facing

I Click and ©

an only Uplo

Note: Site support is not used to inquire about shipment status — this delays the response time.
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