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Menu Path: 8,1,1 

1. 8 = Order Entry System 

2. 1 = Order Entry System Menu 
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3. 1 = Enter and Update Orders 

4. New Order Check List:  
– Select Shipment Type (TAB for Options) 
– Is Shipment Bonded? (TAB for Options) 
– Set Movement Type (TAB for Options)  
– Is Shipment Hazmat? (Defaults to (N) for NO) 
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5. Enter the following details:  

- 3) Contact = who sent in the pickup request 
- 4) Charges = defaults to P (Prepaid), but use TAB for other options 
- 5) Traffic Type = Service Levels/ TAB for options  

 
 

 
 
 
 
 
 
 
 
 
- 6) Load Type = defaults to L = LTL - Leave this alone 
- F) Mode Type = defaults to 1 Automatic Rates/ TAB for options 
- G) Method Type = defaults to T Tariffs/ TAB for options 
- H) Applicable FSC = defaults to (A) Automatic / TAB for options 
- I) FSC Percentage = defaults to most current FSC or Customer agreed FSC 
- Q) Pickup Schedule = defaults to today’s date. Enter open and close times 
- R) Deliver Schedule = defaults to next service day. Enter open and close times 
- V) HOT Flag = if shipment is hot, this is where you flag it  
- After (V) Choose or enter an email address for alerts. On all data entries to & from LAX, you 
MUST enter the email address of shipper contact who sent in PU request. This email address 
is for any wait times accrued on PU or DEL in LAX. 
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See Figure 5.c for visual representation of above details. 

   

 6. Enter the following details in the (T) section: 
      - Piece Count 
      - Commodity/ Description 
      - Total Weight (in Pounds) 
       Rate class will populate, as you enter through.  
      - Enter freight dimensions, using code (DW) and any other Accessorials from Charge Code 

Figure 5.c  
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- You can delete lines, if entered incorrectly, or are not applicable by using F5-Delete Line  
- Hit F9 to finish the T section, and continue finalizing PRO 

 
      7. Press ‘F4’ to enter needed Reference Numbers: 
 - MASTER BILL = No dashes or spaces (Press ‘F1’ if you have more MBs) 
 - HOUSE BILL = No dashes or spaces (Press ‘F2’ if you have more HBs) 
 - SHIPPER REFERENCE NUMBER = No dashes or spaces (Press ‘F5’ if you have more Ref #’s) 
 - ‘Enter’ through until popup box clears.  
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7. Press ‘F10’ to print needed documents: 
     - Movement PRO Document (MP) 
      - Delivery Receipt (DR) 
      - Labels 

Press ‘F1’ to proceed print.  
You will have the option to not print MP, DR, or Labels, by changing ‘Y’ to ‘N’ in the circled letter 
sections. To do so, select letters A, C, or E to choose a document, then change ‘Y’ to ‘N’. 
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8. Press ‘F9’ to COMPLETE the data entry of the PRO: 


