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The FleetX application is located at: https://www.logisticorp.us/fleetx/ . Click on this link to access the
site, then bookmark it for future use.
1. If you are a not yet a user, then click the “click here” link at the top of the page in order to sign
up for a username and password.
2. If you are an authorized user, but have forgotten your password, click the “click here” link at the
bottom of the page to receive an email with your login info.
3. If you are ready to login, then you can do so in the center of the page. Simply type in your
username (which is your email address), your password, and the “captch” verification code, then
click the “SUBMIT” button.

To sign up as a new user, simply fill out the short new user application form and click “SUBMIT.” If you
have a valid TI email address, then you will immediately be sent a verification email with log in
instructions. If you do not have a valid TI email address, then it could take up to 1 business day to be
approved to access the FleetX system.

From the Home page, you have several options.
From the top navigation bar you can:
1. Track an order
2. Access any available reports
3. Place an order
4. Logout

The order process is broken into several small, easy to navigate, sections. You can move back and forth
throughout the process if you need to make any changes to your order prior to submitting it. Only use
the red “<<<BACK” or “NEXT>>>” buttons to navigate between the pages.
On page one of the order entry process you can “Edit” your basic requestor information should it have
changed recently.
On this page you would enter:
1. Special Instructions. This is an optional field for any special instructions.
Click the “NEXT>>>” button to continue.

This page is used to help us determine what type of vehicle will be required to pick up and deliver your
order. Simply indicate whether your shipment is a “Light Package” or would be considered “Heavy
Freight.” Depending on your selection you will be taken to a page to then input your light package or
heavy freight specifications.

This page will vary, depending on whether you previously indicated light package or heavy freight.
Simply fill in all the required fields and select your service level from those available. The estimated
base charge for your shipment is indicated next to the service level options.
***It is important to note the service level descriptions. When you place an order for shipment, the pick
up time will be at our discretion. Any time after the ready time and before the due time. The due time
is determined by the service leve that you selected. Example: 3 hours service level means that the
shipment should be delivered by 3 hours after the ready time that was indicated. A Next Day shipment
will be delivered by midnight the day after your indicated ready time. We do not make any promises on
when a shipment will be picked up by, only on when it should be delivered by.
If you selected “light package,” but your shipment doesn’t meet any of the requirements for “light
package,” then your shipment will automatically be converted into a “heavy freight” order with a new
set of base charges.
To continue click the “NEXT>>>” button.

This screen determines the origination of your shipment. All shipping locations must exist in your
address book before you can select them as an origination. If the shipping location is already in your
address book, then simply select the location from the origination drop down list, indicate whether
you’d like to receive shipment notifications, select the ready date/time that your order will be ready to
be picked up from the two corresponding drop boxes, and click “NEXT>>>” to continue.
If you need to add a new shipping location, or locations, to your address book, simply click the
“ADD/EDIT LOCATIONS IN YOUR ADDRESS BOOK” button.

To add a new location to your address book, simply enter all of the location information into the form
and click the “SUBMIT” button. The location will be added to your address book, which is displayed
directly under the new address form.
***If your location will be used for heavy freight, you MUST provide a dock number.
At the bottom of the page you will find buttons that allow you to edit or delete any of your locations. To
Edit/Update a location, simply click the “Edit” button, update you entry and save your changes. To
delete a location, simply click the “DELETE” button directly under the location you wish to remove.
When you are done updating or reviewing your locations, simply click the “click here” link and you’ll be
returned to whatever portion of the order process you were previously on.

The destination page is similar to the orination page in that you select the destination from the drop
down of your available locations. If the location isn’t available simply add it to your address book as
previously described. Then indicate whether the email address associated with the destination would
like to receive shipment notifications, and click the “NEXT>>>” button.

The final step of the order process is to review your order and either “SUBMIT ORDER,” “CANCEL
ORDER,” or use the “<<<BACK” button to make any corrections to your order prior to submitting it. The
review page will show all of the basic information. Origination, Destination, Ready Time, Service
Level/Priority, Estimated delivery time, and the ESTIMATED charges that will be charged to your cost
center for this order. There may be additional accessorial charges assessed if any information was
misentered, the shipment is not available upon our arrival, etc.
***You must provide a valid cost center or a PO Number in order to submit your order. This is a new TI
requirement. The correct format for a cost center is: "C1"+3 DIGIT DIVISION+5 DIGIT COST CENTER. EX:
C112312345)

Once you have submitted your order, simply print out the FleetX waybill and attach the waybill to your
shipment. This waybill is required for our drivers to accept your shipment, so please make sure it is
secure and obviously visible to our drivers. On the waybill, there is an area to sign to acknowledge pick
up and delivery of your shipment. This is optional for most, but some customers require it.
If you are placing the order, but are not at the origination, at the bottom of the waybill, there is a text
field where you can enter an individual’s email, click “EMAIL WAYBILL,” and a copy of the waybill will be
sent that can then be printed out and attached to the shipment.
***Once again, it is REQUIRED that you securely attach a copy of the waybill to your shipment,
otherwise our drivers will not be able to pick up your shipment. Also, please make sure that all three
barcodes are visible to the driver.
Once you’ve done so, you can either “PLACE NEW ORDER” or “RETURN HOME.”

To track an order, simply select “TRACKING” from the top navigation bar. Enter as many or as few
criteria as you’d like, select how you’d like your results displayed, then click “SEARCH.”
Lastly, any available reports can be accessed by clicking “REPORTS” from the top navigation bar.

From the main body of the page you can:
1. Reprint a waybill
2. Update your user information
3. View/Edit your personal address book
4. Cancel a courier/freight order
5. View the training documentation
REPRINTING A WAYBILL

1. Enter the Job Number you are looking for.
2. Click the “Find Job” button.
3. At the bottom of the version of the waybill that comes up, click the “Print Waybill” button.
4. You can also email a copy of the waybill by entering an email address in the text box and then
clicking “Email Waybill.”

UPDATING USER INFO

1.

Simply update any information you’d like.

2. Click the “Submit” button.

VIEW/EDIT ADDRESS BOOK

Each order must have both an origination and destination. These are selected from your FleetX Address
Book. On this page you can:
1. Add a new location to your address book by filling in all the requested fields and clicking
“Submit.”
2. Edit one of the pre-existing locations in your address book by clicking the “Edit” button next to
the pre-existing location, update any information you need to update, click the “Submit” button.
3. Deleting a location-If you need to delete any current locations in your address book, simply click
the “Delete” button next to the pre-existing location.

CANCEL A COURIER OR FREIGHT ORDER
The new FleetX application allows users to cancel their own orders online, without having to contact a
FleetX CSR.
1.

Click the “CancelCourier/Freight Order” button.

2. Enter as little or as much information you have into the criteria page. (If you leave the criteria
section blank, it will display all jobs that you have placed that are eligible to be cancelled. A job
can be cancelled any time up to the driver on boarding the order. Once an order has been on
boarded, you would need to contact our customer service to cancel that order).

3. Once you’ve displayed the any jobs that have been placed, but not picked up yet, simply click
the “Cancel Job” button next to the job you would like to cancel.

4. If you chose an incorrect job by mistake, or have changed your mind about cancelling an order,
then simply click “No.” Otherwise…
5. Enter your XID or username and select a reason for cancellation from the drop down box (If you
select “Other,” then you will be required to fill in one additional explanation box.

6. Click the “Submit” button.

If you have any questions regarding this documentation, you may contact Mark Maggiore at 817-5912956.

