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o User IDa:”

Passwara:”
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e Tologon to the online
system go to
www.richmondexpress
.com

e Enter your useridand
password under
Customer Login

e Check the remember
me box to save your
info

e OrlLogin at
http://www.richmonde
xpress.net/ClientPortal



http://www.richmondexpress.com/
http://www.richmondexpress.com/

Total Open Orders: 0

order tracking number and click Track to follow your order from start to finish.

Note: A Quick Track box appears on every screen for easy tracking. Just enter the

The main menu screen
allows you to place:

e place a new order

e track an existing or
delivered package

e print and/or pay
Invoices

®* run reports

e update user

contact/address
details.



Note: A Quick Quote box appears on every screen. Just enter the required
information for an estimated rate quote.

*isa required field

New Order Tab

Allows you to place an order or
simply get a quote. You have
two options to place delivery
orders.

Standard Mode
Express Mode

(Quick option for simple deliveries -
fewer steps required)



Note: A Quick Quote box appears on every screen. Just enter the required
information for an estimated rate quote.

Standard Mode

You will need to complete all

Pick Up & Delivery

*isa required field

¥ 3 om
g 2 &

AddressBock  References

Impost Crders from Excel

sections of the new order screen
to place an order or generate a
quote.

Hi Sharon Gardiner
Richmand Expeess Inc

Sender information:

. Fill out your name, phone number and
email address and any special
instructions pertaining to this delivery

szl . When complete, Click ENEEEE0

&) XCELERATOR

Hint- Completing the user information under the My Profile
tab will allow for the sender information to auto populate



is a required field

" Standard Mode

Pickup information:

Enter the company name, contact,
physical address, phone number and
any special instructions required at
the pick up location.

Click the Save This Address box to
update your address book.

Optional: Click the Make Default box
to have this address auto-populate as
the pickup address for all orders that
you place online.



. = Standard Mode
Add ress Book Drop-down:

There are several options to access your address
book.

e  Click on the Address Book tab and all saved
addresses will appear. You can scroll through the
list, use the ABC Keys, or search in the find box.

* Inthe Company box you can start typing the
company name and all matches will appearin a
scroll down feature. Just click and select the
address.

* s a required field



Street?

*isa required field

Standard Mode
““ Delivery information:

Enter the company name, contact, physical
address, phone number and any special
instructions required at the pick up location.

Click the Save This Address box to update your
address book.
Optional: Click the Make Default box to have

this address auto-populate as the delivery
address for all orders that you place online.

When complete, CIick



= Standard Mode

C | (3 wwwrichmondepressnet L ]

‘Shipment Details

| * To add a Reference Number to your delivery

. Insert the reference number and/or name into
the box to the right of RefNo

*  The Search Tab to the right of the reference
number box allows you to save reference
numbers if you use the same one each time.

*isa required field



*isa required field

Deivery

Standard Mode

. Shipment Details

Add a Service Type- Click on the gray box to
adjust the service type

Add Vehicle Type- click on the gray box to
choose your vehicle

Add Delivery Type- Choose either one way
or round trip



*isa required field

Standard Mode
Shlpment Details

Adjust Pickup/Delivery Times

If your package is ready now for pickup,
there is NO NEED to adjust the times.

If you need to place a delivery for the future
— Click on the gray box next to Pick Up
Target From — a calendar and clock will
appear to adjust the date and/or time for
the pickup.

You will need to complete all four date/time
combinations.

Helpful Hint: Pick Up Target From and
Delivery Target From should be the same
time and Pick Up Target To and Delivery
Target To should be the same time. A
standard delivery - the time range should be
2 hours and a rush delivery — the time range
should be 1 hour.



Add/ Edit
Packages

Bowls] [0

Fhee]s)-Mise At [1)

Casels) [of

CO-LVDs) 10

Checkis) [0

Locked & Attached

(&) XCELERATOR

Standard Mode
Shipment Details

Add Packages

ol[{d’§ds1s Add/Edit Packages [efjite]s)

Click on the appropriate package type

To set package count — enter the number of
packages in the box to the right and click
theé button

@I« Submit Changes



- Standard Mode
Shlpment Details

Auto notifications

*  Enter your email under Sender email. If you
completed the My Profile info this will
auto-populate.

' e Click the Select Events box to select the
@ B notifications you want to receive.

— ——— '« On Submittal = when you place the order, In

Route to PU, On Pickup, In Route to Del, On
POD = when the item is delivered

_ * If you want the contacts at the
pickup/delivery location to receive emails as
well you can enter their information below

yours following the same steps as above.
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V[ wwssrichmonsenponszs.
€ C | @ wwwnchmondemness et i k
) Hi Sharion Gardiner
,IILEM Richmond Express Inc
i Logout
PO Bax 863
Rickmond, Virginio 77218-0663 ke [Tk
Main New Order Tracking Accounting Reports Adcress Book Heferences My Profile
ICE der Riﬂ‘-\"l Ew adu
Quote Summary
Base Rate: $10.50
Car Fued $0.65
Total Guate Rate $1L1s
O Tracking | Order Not et Saved 1234
ebered by Gards
Department: Had
Fhone B04-788-8080 o4
ait b b i ess.com
(=)

Yo

CELERATOR

Standard Mode

Order Review

Review Quote Summary

Click the|ZelizolEidbutton to make changes
ORElsiatidelSidbutton if everything looks
correct

Scroll down to continue to review the
order details.

Please note!: You must call the office if

you need to make a change on an order
that has been placed online.



Standard Mode

Qi e o = == Order Review

*  Order was successfully submitted

Tl e _
MM . You can create a new order from this screen
L — using the same info by clicking = OR Click

WD Mto proceed to the next step

Order Review

Quote Summary

B Rl 51050
CarFuet e
Total Cusote Hate: S1L10

&) XCELERATOR



Standard Mode

Order Review

m nd St *  New Order Created
L — *  Please Note your Order Tracking ID # to
i Hewirder  Tadbe:  murie e ARk e RGRs A track th e packa ge
Otidel Revisw *  You can scroll down to review order details.

Cuiote Summary

Hurse Rk S50
Car Fuel 3060
Total Quote Rate: siLw

(&) XCELERATOR
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e N Standard Mode

New Orcer Tracking Aecounting Reparts

Order Review

Order Review

* If you need to print labels — Click on the
s Print Labels tab

Car Fuet s
Total Quote Rate: siLw

* APrint Labels window will open — Click
Print

e e R e «  Use the Tracking Tab to track the package

@ www.richmondexpress.net

&) XCELERATOR

i F

Print

Totak 1 sheet of paper

SWRE-DOWHP Laserjat...

= Al




Note: A Quick Quote box appears on every screen. Just enter the required
information for an estimated rate quote.

Express Mode

e — . Allows you to place an order in
"""'”,izj fewer steps!

Make sure to complete all

fields marked with an *.

[} wwwrchmordenpresss:

- — Sender information:
| __ . Fill out your name, phone number and
' i b o email address and any special
o sk instructions pertaining to this delivery
&) XCELERAT

*isa required field



is a required field

]

Express Mode
Pickup/Delivery
Information:

Enter the company name, contact,
physical address, phone number and
any special instructions required at
the pick up and delivery location.
Click the Save Address box to add this
address to your address book.
Optional: Click the Make Default box
to make the address auto populate
every time.



Express Mode
Sh|pment Details

Add a Reference Number
. Add a Service Type- Click on the gray box to

ﬂ A
B o adjust
% . Add Vehicle Type- click on the gray box to
e e choose y
. Add Delivery Type- Choose one way or round
trip

e Adjust Pickup/Delivery Times

. If your package is ready now for pickup, there is
NO need to adjust the times.

. If you need to place a delivery for the future —
Click on the gray box next to Pick Up Target
P | From — a calendar and clock will apperar to
adjust the date and/or time for the pickup.

. You will need to complete all four date/time
combinations. Helpful Hint: Pick Up Target From and
Delivery Target From should be the same time and Pick Up
Target To and Delivery Target To should be the same time. A
standard delivery - the time range should be 2 hours and a
rush delivery — the time range should be 1 hour.

*isa required field



1Y mewsihemondangren

€ 0| @ wwrichmondemress net Frsr—— LR
Retho Yicght
Reftio?
Reftiod
083 rumes of pradefined packane types
Fefhiod

AT A Bl Packages 1| Lodked § Altached

Express Mode

Shipment Details

- | * Add Packages

e Click thepAGl/AZe[i:£18 €= button

T e  Click on the appropriate package type

&) XCELERATOR o TO Set paCkage Count - enter the number Of
- packaEes in the box to the right and click

the button

LN [l Submit Changes

Add/ Edit
Packages

S e
Bagis) [1] -

Bank Bag{s) [(] +
Banner{s) 0] +
Binderis) 10} +
Baowds] [0} +
Bl )-Misc Am [0] +
Casels) [0f .7
LO-UVDHS) 0 +

Cheskis) [0} t e



Express Mode
Shlpment Details
Auto notifications
*  Enter your email under Sender email, if you
completed the My Profile info this will
auto-populate.
— ' *  Click the Select events box to select the

@ - notifications you want to receive.

————— — === e On Submittal = when you place the order, In
Route to PU, On Pickup, In Route to Del, On
POD = when the item is delivered

- * If you want the contacts at the
pickup/delivery location to receive emails as
well you can enter their information below

yours following the same steps as above.
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[ mewrchmondenziess ¥

€ O @ wwwsichmondesgressret

PO Box 843
Richmond, Virginia 23218-0663
Mzn Hew Crder

Order Review

Cuote Summary

BaseRate:
Car Fie!
Total Cuoe Rate

§1050
S144
$1116

Ordir Mot Yt Saved

Sharon Gardiner

804-763-6080

sharonrichmondexpress.oom

Y &
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~= Express Mode

Order Review

Review Quote Summary

Total quote rate is provided, final pricing can
be reviewed on the POD

Scroll down to review order details

Click thellZ:lisielfe[idbutton to make changes
OREN 0] 5] button if everything looks




ecises
€ Wi richmond Vs

Cuote Summary
Base Rte: $10.50
Car Fuek
Total Quote Rate: $1116

Order Tracking IT 4.1 Relh

Ordered by on Gart Redia

Redia:
(&) XCELERATOR

Express Mode

Order Review

New Order Created
Please Note your Order Tracking ID # to
track the package

Print labels by clicking the Print Label
tab



Tracking Tab

Track Packages

*  The Tracking Tab allows you to track all your
deliveries

@-ceenaron e To track your current order enter your Order
Tracking ID #

. @l[[dd Show Results

Results will list and you can open each
individual order for more detail by clicking
on the red order id number

@R XCELERATOR



feip
PO Box 663 N
Richmond, Virginia 73218-0663
Main Mew Order Accounting Reports Address Book References My Prafile Admin
Tracking

Order Tracking ID# Wehicle Type:”
Status: “Al

RefMNo: (Pickup Date) From:=*

RefMo2:
el (Pickup Date) Te:"

Package Type:"
(Defivery Date) From:

(Deelivery Date) Tee

Service Type:"

(Order Date] From:

[ )
(&) XCELERATOR
X e
e

po——rmy D - ¢ Ellmes  pr——— A * o

Choose Display
Properties
[ )

& Ordered By

) Service

Tracking Tab
Track Package

There are several options you can use to
track your packages

Examples are Status, Reference Number,
Service Type, Package Type, Vehicle Type

You can also track by date range: just click
on the calendar and choose the date you
wish to review

The [®afle=RbIEeIENWA option allows you to

track specific information on all of your
orders and just choose your fields. Click

Stelglie @ Ellciand these tracking

preferences will be saved on all of your
orders



Accounting Tab

| Pay Invoices
WM Rt e  The Accounting Tab allows you to pay your

oo inginie 13215-0663 Invoices
e i Fdkin i m Gnie:  Blreiil: Binses R ki

Accounting

Remaining A

Payment b

]
s N
1]

i
§
E

Sesect a payment methy

(&) XCELERATOR



L om———— Accounting Tab

Seiect a paryment method below

e . Pay |nVOiCES (via Credit Card)

e Highlight the invoice you wish to pay

— LINY:1[Tes Existing Card orand

complete the appropriate fields and click
- Use This Card
— NIl Apply Payment

(. - . —_—
0 8 [ — £- o e [Tro— - X

Eie E3r lew Fpoetes Joow o

. JM2 T Y 44107 B407
o 1. 5ol Sitame

Pamentiathed BEee == iR

Sefoct a payment method beiow

Py with New Card -
Caed Types | Discowne (7] American Fipress ) Vi () MasterCand
Crece Card Nursher

Carhokder's Name:

Eigiration Date" Menih

Sexurity Code*

Use Thia Card
[ orrnee |

&) XCELERATOR



- .. Reports Tab
Beomteonars 3 _—
Main New Orier Tracking Accoumting “ AddressBook  References My Profife Admin

Reports

" View Invoices

ks - e Highlight the invoice you wish to review

Ll e N [{'€1:15) Download Invoice PDF

e View or print the PDF

(&) XCELERATOR
L



| Richmond, Virginia 23218-0663

User ID#:

Extras
Retrieve Password

* If you have forgotten your password you can
now reset it by clicking the Forgot Your
Password hyperlink

e Anew window will open up, just enter your
user name and follow the links to reset your
password.

*  Please note the instructions will be sent to
the email address we have on file

*  You can always call the office to reset your

eovemerre— password — 804-788-8080

Quick Track
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