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PORTAL 
SOP 

This is a how-to guide for best practice when  
using the Carrier Manage Loads Portal. For a  

more detailed explanation, reference the  
Carrier Manage Loads Training Manual.  



Search for desired order using ‘Reference =’ field, order must fall within ‘First Pickup Between’ window. Select blue 
hyperlink to open load details.  

 
 
Select blue update hyperlink to complete Status for pick up and drop off.  

 
 
If PRO was not listed when tender was accepted, PRO must be entered when updating pickup status. PRO can be invoice 
number or assigned LN number if carrier does not assign PROs. 

 
 
Select blue hyperlink in invoice section that says ‘here’. In new window add invoice number (no special characters), and 
confirm assigned rate is correct. Make updates and add services as needed. 

 
**Invoices will not be paid until order is in a delivered status** 


