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1.0 GENERAL INFORMATION

1.1 System Overview

e Function
» The function of this document is to aid the MCX business Partners in navigating
the MercuryGate TMS vendor portal effectively and efficiently.

e Architecture
» This software is a web based transportation management application customized
for third party logistic companies to provide routing and carrier selection.

e User access mode
» Graphical User Interface.

e System Name
» MercuryGate Transportation Management System.

1.2 Points of Contact

Following is the list of the points of organizational contacts that may be needed by the user for
informational and troubleshooting purposes. All communications will be returned within one
business day. Direct all communications regarding transportation and/or routing to Landair, if
no answer is received than contact the Landair Escalation team. Contact the MCX Logistics
department if you have any concerns or unresolved communications.

e Landair Transport, Inc. - General Traffic and Help Desk
» Landair Traffic
E-mail — mex@landair.com
Phone (Direct) — 866-404-8517

e Landair Transport, Inc. - Escalation
» Lyndal Harper, Manager TMS
E-mail — lharper@Ilandair.com
Phone (Direct) — 423-783-1489

» Raj Date, Business Analyst
E-mail — raj@landair.com
Phone (Direct) — 423-783-1227

e MCX Logistics — General Traffic and Help desk
» MCX Logistics
E-mail — OMBMCXLOGISTICS@usmc-mccs.org
Phone (Direct) — 703-784-3805

MCX Vendor Portal Instructions 4
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2.0 GETTING STARTED

2.1 Accessing the Vendor Portal

o Below is a screenshot of the MercuryGate Vendor Portal main page. It is suggested that
your shipping locations bookmark the following link in their browser to access the site
easily.

https://sites.google.com/a/landairtms.com/mcx-log-in/

CORE BRANDS
CORPS VALUE

Click
image
to enter
Vendor
Portal

If you are having trouble signing in to our Vendor Portal or do not have a
location ID, please
contact the Landair Traffic Team at 866-404-8517 or by email at

mex@landair.com.
cncor updated MCX Shipping Guidelines.

Clic{here Jor s{ruction on how to route a shipment.

Click to view User Guide Click to view updated
for Vendor Portal MCX shipping guidelines

2.2 New User Registration

If you have not received your MercuryGate Vendor Portal Login ID and Password or if you are a
new location, complete the form on page 6 and submit to Landair at E-mail mcx@landair.com or
Fax to 423-783-1369 attention MCX TMS Setup. Allow for at least two business days to verify
information and process request. Landair will send your Login ID and Password to the emails
listed on the form.

MCX Vendor Portal Instructions 5
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M cx T RA D I N G PA RTN E R :ﬁ.;?:ﬁi movendorsetupiusmc-mocs.ong of

Fax to 703-784-5354 Attention MCX Logistics

TMS SETUP FORM UPDATE EXISTING

E-mail form to moa@landair.com or
Fax to 423-783-1369 Attention MCX Vendor Prafile

SHIPPING POINT INFORMATION

Mote: List all wvendor DUMS that this location is authorized to ship orders for.
& new form must be filled out for each shipping location. Send completed form to the appropriate location abowe.

MICK TMS Location 1D (MK will create/provide ID for new setup):
* Shipper Company Name:
* Shipper POC Mame: * Phomne:

* Shipper Addrass:

* City: * State:
* Country: * Postal Code:
* Shipping Location Fax: * Commodity:

MCX recommends that our vendors provide an O pen Mail Box or Group E-mail to decrease the occurrence of our communications
being unread, deleted or sent to a closed address due to turnover, out of the office ar mailbox size restrictions.

* Group E-mail Address:
* Secondary E-mail Address:

* Other Contact Name: * Other Phone:

Provide the Vendor name and DUMS for each company that your facility is authorized to ship te MCX for. The "data universal
numbering system,” known as DUNS, is a unigue 9-digit number that is used by the federal government to keep track of how federal
maney is spent. The federal government requires arganizations to provide a DUNS numiber as part of their proposals when doing
business with a government agency. If more than 3, list them in the notes section.

Vendor Name: DUNS:
Vendor Mame: DUMS:
Vendor Mame: DUMS:
* Does your lncation require an NO YES, provide appt phone number

appointment for pickup?

Shipping Hours Mon-Fri (please enter all times as Military Time ex. 1300= 1pm)

* Earliest Appointment: * Latest Appointment:

Motes:
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2.3 Logging In

e After clicking the Image to route your PO the user will be directed to the Landair
Solutions Login Screen

o Before you can access the Vendor Portal to enter a shipment you will need your unique
Login ID and Password.

e See section 2.1 for New User Registration

e See Section 2.5 for Changing or Resetting Your Password if you do not remember
your Login ID and/or Password.

o Enter the Login ID and Password assigned to your location into the TMS Vendor Portal

= Landair

_' Solutions from the Ground Up

fg;,r, b Login 1D
Zzgsword F —m

[[] Remember Me
,C,ff/;;'ti," — | Sign In
;Z:f;/the Forgot Password?

N\

Click Remember Me option box to save login ID and password information to allow for faster
access to the Vendor Portal.

MCX Vendor Portal Instructions 7
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2.4 Vendor Home Screen

o A similar screen as shown below will appear after successfully logging into the TMS Vendor

B.
A kimdupriest | Logout
. |& Butterfly INC £
D. .
a
C Vendor News #/|=|8|x| | Shipment Routing Request #|=/0/X| | Re-Print Documents #/=D
. (]
Show * Refi : Shipment | Find
12/28M2: HOW TO EDIT OR CANCEL SRRs elerence -
122812 Welcome? Avaieble to Routiv | |-l 5| ] Filter: *hover to view™ 9 Results
12/28/12: Updated Vendor Portal Routing Instructions il PO Number Status PO Start Date PQ Close Date Dest Code DocName  Create Date  Create By Doc Type
n Process - :
4 12345602102 Inp 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102
‘ending 3 B
4 78910102102 Pendi 12/30/2012 12:00 # 02/17/2013 12:00 # 02102
n Frocess . B
H 111213-02102 InP 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102
n Process 5 B
H 141516-02102 InP 12/30/2012 12:00 £ 02/17/2013 12:00 # 02102
4 171819-02102 In Process 12f30/2012 12:00 # 02f17/2013 12:00 # 02102
o
n Process - :
4 DD123456-02102 InP 12/30/2012 12:00 # 02/17/2013 12:00 # 02102
n Process - : o
4 OPO123456-02102 Inp 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 =
- n Frocess 3 B
4 564739-15100 InP 12/30/2012 12:00 # 02/17/2013 12:00 # 15020
[ © 12457302102 Fulfilled 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102
4 1 ]
G. -
F Locations ¢/ =/0/ %X/ | Vendor Manage Shipments =l
- Address Contact
Latest Pick-Up From 011072013 ¢, Status: ] Booked [ cancelled
Location Code: BID0O1 Kim DuPriest
Butterfly Distribution Center 703-422-1298 Latest Picklip To 01122012 P [ Delivered [7) n Transit
122 Anvwnere Street dupriestk@usme-mees.or
Quantico, VA USA 22134 o v . [7] pending [ Rated
[T Type Shipment + . .
Location Code: BIDDOZ D Tender Expired D Tender Rejected
e —— Kim DuPriest
Butterfly West Cost DC 7034321298 [ Reference [F Tendered
123 Anywhere Street a
o e, CA USA 92048 dupriestk@usmc-mces.org
Dceanside, LA UsA 92049 Pri RefA Status Origin Latest Pick-Up Actual Pick-Up Date Destination Actual Drop Date Carrier Hame
2 Locations Found.
<] m ]
H (I) Vendor MNews || Locations || Shipment Routing Request || Vendor Manage Shipments || Re-Print Documents
-

These quadrants will automatically be displayed

The Vendor or Shipper’s Location name
Logout Function

Vendor News quadrant

Shipment Routing Request quadrant
Re-Print Document quadrant

Locations quadrant

Vendor Manage Shipments quadrant
Quick Launch Tab Menu

IOMmMOOw

e The functions of all the quadrant items are described in detail in Section 3.0 Using the
System

MCX Vendor Portal Instructions 8
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2.4.1 Quick Tab

e The Quick Tab located at the bottom of the home screen provides buttons to launch each
guadrant.

(I_) Vendor Mews || Vendor Manage Shipments || Shipment Routing Reguest || Re-Print Documents || Locations

~
| | \

e The Power button brings up the MercuryGate user preferences window.

o Kim DuPriest

MercuryGate e H Save State
& Clear State
E‘% Message Center I

E‘% Message Center 1

lb Logout

e The user can arrange the home screen by reordering, resizing, or subtracting the quadrants
then using the quick tab and pressing the power button and choosing Save State to save
the home screen preferences.

e To return to the default settings choose Clear State

¢ The message Center buttons are not functional at this time.

e Choose Logout to exit the system completely

e Click the Power button again to return to the home screen

MCX Vendor Portal Instructions 9]
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2.5 Exiting the System

To Exit the system click on the Logout icon in the upper right hand corner.

kKimdupriest

Logout

\

&) Butterfly INC

Vendor
12/28M2: HOW TO EDIT OR CANCEL SRRs
12/28M2: Welcome!
12/28M2: Updated Vendor Portal Routing Instructions

Vendor Hews £

Shipment Routing Request

Show =

Available to Routr v | ||| 2

PO Number
123456-02102
789101-02102
111213-02102
141516-02102
171819-02102
DD123456-02102
0OP0123456-02102
564789-15100
124578-02102

[E= =

00000000 OOE

&

#/[=/BIX!| | Re-Print Documents

kimdupriest

EA=1E3

Reference: Shipment ~ | Find
(]| Filter: *hover to view* 9 Results
Status PO Start Date PO Close Date Dest Cade De Doc Name Create Date Create By Doc Type
In Process 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102 M
pending 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102 MC
In Pracess 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 M
In Process 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 M
In Pracess 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 M
In Pracess 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102 M
In Pracess 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 M
In Process 12/30/2012 12:00 £ 02/17/2013 12:00 £ 15020 M
Fulfiled 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 M

m

2.6 Changing or Resetting Your Password

Use the Forgot Password link on the login screen to submit a password reset request. You
must enter your Login ID and e-mail. If you do not know your Login ID, send an email to
mcx@landair.com or call 866-404-8517.

3.0 USING THE SYSTEM

3.1 Vendor News

e Important alerts concerning system updates, routing/shipping compliance, and MCX supply
chain modifications will be posted in the Vendor News gquadrant.

e Each alert will include the date posted to the Vendor News quadrant.

e All users are required to read the alerts prior to routing and shipping their orders.

e Toview the Vendor News details, click on the blue link of the subject line in the Vendor

News quadrant.

MCX Vendor Portal Instructions
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o Refresh, Minimize, Maximize
#|=0O]X and Close command buttons

& TMS Portal
Vendor News Shipment Routing Request 4
Show ~
12/28M2: HOW TO EDIT OR CANCEL SERs
1202812 Welcome? Available to Routiv | || ~8 @ Filter: *hover to view™
12/28M2: Updated Wendor Portal Routing Instructions PO Mumber Status PO Start Date PO Close Date Dest Code
4 123456-02102 In Process 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102
H  739101-02102 Pending 12{30/2012 12:00 # 02{17/2013 12:00 # 02102
H 0 111213-02102 In Process 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102
4 141516-02102 In Process 12/30/2012 12:00 # 02172013 12:00 # 02102
4 171819-02102 In Process 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102
4 DD123456-02102 In Process 12/30/2012 12:00 £ 02172013 12:00 # 02102
4 OPO123456-02102 In Process 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102
#  554789-15100 In Process 12/30/2012 12:00 # 02{17/2013 12:00 # 15020
4 124578-02102 Fulfilled 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102
Vendor B o =T Click the blue link to
endor News = . .
/ view details

Vendor

12281 2 Welcome
PR

1272812 HOW TO EDIT OF CANCEL SER=s

12/28M1 2; Updated VYendor Portal Routing Instructions

The Selected link will appear as a dialog box with the pertinent details to include document
attachments.

Click on the document icon to download and view any attachments associated with the alert.

News ltem Details

Ipdated Vendor Portal Routing Instructions.

Landair Vendor Portal Instructions pdf
Please view the attachment for the updated Vendor Portal »

Routing Instructions.

Click the icon
to download
and view the
attachment

MCX Vendor Portal Instructions 11
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3.2 Locations — Shipping Points

e All of the authorized shipping points for the Vendor will be displayed in the Locations
Quadrant

e The Locations are displayed as a list with the blue links indicating Vendor locations that
are active for the user.

Click link to
Locations view and i QI (=)1E
Address edit the Contact
Location Code: BIOOD contact N
Butterfty Distribution Center details
- 703-432-1298
123 Anvwhere Street .
Quantico, VA USA 22134 dupriesti@usme-mees.org
Location Code: BIQOOZ . .
Butterfty West Cost DC Kim DuPriest
703-432-1298
123 Anvwhere Street .
Dceanside, CA US4 92049 dupriesifjusme-mees ong
2 Locations Found.

¢ To modify the shipping location address or to add a new location to the vendor, complete
the MCX Trading Partner TMS Setup Form located on page 6 and email or fax to Landair.

¢ To modify the contact information for an address select the blue link to that location.

e An Edit Location Box will open, modify appropriate information and press Save

Locations = . .
: : The following fields can be
Edit Location edited by the user:
Contact: Kim DuPriest
» Contact
Phone: 703-432-1298 > Phone
» Fax
Fax: .
703-784-2710 > Emall
Email: dupriestk@usmec-mees.or (Multiple emails must be
separated by a comma , )
Comments: Sports Division -
il » Comments
- - » EarliestAppointment time
Earliest Appointment: ;3 - 30 AN v > Latest Appointment time
Latest Appointment: . T .
o p 30 il (Times must be entered as
| save || cancel standard time xx:xx am/pm)

MCX Vendor Portal Instructions 12
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3.3 Shipment Routing Request
o The Shipment Routing Request quadrant is as displayed below

¢ Maximize the quadrant using the command buttons located on the upper right of

the quadrant screen. Maximize/Minimize

command buttons

Shipment Routing Reguest
Show =
v | J@ [ =] Fiver 0 Results
[ Mext Activity Type Mext Activity Planne PO Number Status Create Date
e The first time logging in, the Available to Route report must be selected for open
orders attached to the vendor to display.
e Once the report processes, click on the pin icon to pin the report as the default
for subsequent visits.
Select Available to Route After processing the report, click on the
after logging in the first time pin icon to ensure Available to Route
\ as default
#l=|Oll%
3 @ Filter: *hover to view* 10 Results
. :l‘ﬁ“ﬂme to Status POStrtDate  POChseDate  DestCode Dest Name Dest City Dest State
oure
Bt Report In Process 12/30/2012 12:00 # 02/17/2013 12:00 # 02102 MCX_QUANTICOR.  QUANTICO VA
[ @ ezl Pending 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA
172/701/7117 12001 112717070113 1H1n.' 17107 W ALARTICM 1T

MCX Vendor Portal Instructions 13
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e This quadrant shows all open orders that are authorized to route by the shipper.
Any order that is past the PO close date will not populate.

¢ You may request routing up to 5 days prior to the PO Start Date

e PO extension requests must be made to the appropriate MCX buyer.

Shipping on a cancelled PO will result in a non-compliance fee.

Shipment Routing Request ] |=] B3
Show ~
Avalable to Routiv | |32/ ]| Filter: *hover to view* 10 Results
PO Number Status PO Start Date PO Close Date Dest Code Dest Name Dest City Dest State Ref: Service
4 123456-02102 In Process 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA DA
4 789101-02102 Pending 12/30/2012 12:00 £ 02/17/2013 12:00 # 02102 MCY_QUANTICOR.  QUANTICO VA DA
11121302102 In Process 12/30/2012 12:00 £ 02/17/2013 12:00 # 02102 MCYX_QUANTICOR.  QUANTICO VA
4 141516-02102 In Process 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA
4 17181902102 In Process 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA
i DD123456-02102 In Process 12/30/2012 12:00 £ 02/17/2013 12:00 # 02102 MCY_QUANTICOR.  QUANTICO VA
4 OPO123456-02102 In Process 12/30/2012 12:00 £ 02/17/2013 12:00 # 02102 MCYX_QUANTICOR.  QUANTICO VA
4 564733-15100 In Process 12/30/2012 12:00 £ 02/17/2013 12:00 # 15020 MCX_KANEQHE KANEQHE BAY HI
4 124573-02102 Fulfiled 12/30/2012 12:00 # 02/17/2013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA
4 987654-02102 Pending 12/30/2012 12:00 £ 02/17/2013 12:00 # 02102 MCY_QUANTICOR.  QUANTICO VA DA

e The Shipment Routing Request columns include

» PO Number — The MCX Purchase Order Number paired with the MCX
Site/Store number destination
» Status — the routing status of the order
e Pending — no request submitted by the shipper, open order
¢ In Process — request for routing submitted by shipper and being
processed by the TMS
¢ Fulfilled — routing has been completed

PO Start Date — authorized start shipping date designated by the MCX
buyer

PO Close Date — the last date that the PO can be entered for routing
approval

Dest Code —the MCX site/store number as designated by the order
Dest Name - the Destination Location address code

Dest City — the city that the shipment will be shipped to

Dest State — the State the shipment will be shipped to

Ref: Service — the type of shipping service requested by the MCX buyer

VVVVY V 'V
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3.4 Searching Open Orders

e To locate the order(s) that you would like to request routing for use the column
headers to sort and filter by your unique criteria, this minimizes your open orders
to your query.

e Example: Filter by selecting category Contains and enter PO Number ex 123456

W PQ Number v Status POStartDate  POChseDate  DestCode Dl
[] & 12345602102 JH Sort Ascenditg 2/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 M
4 DD12345-02102 i 30/2012 1200 # 02/17/2013 12:00 # 02102 M
D il Sort Descendng 213 241l
[ ¢ 0rO123456-02102 2/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 M
[ itemy: b Conans v 12345 I

e Example: Filter Dest City to Begins QUA to only show Quantico VA orders

PO Mumber Status PO Start Date PO Close Date Dest Code Dest Mame Dest City * DestState Rg
123456-02102 In Process 12302012 12:00 # 02172013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO E¢ Sort Ascending
739101-02102 Pending 12302012 12:00 # 02172013 12:00 £ 02102 MCx_QUANTICOR. QUANTICO il Sort Descending 0
111213-02102 In Process 12302012 12:00 # 02172013 12:00 & 02102 MCx QUANTICOR QUANTICO

141516-02102 In Process 12/30/2012 12:00 # 02f17/2013 IZ:E[ Begins v | [QUA Filter By: P]
171319-02102 In Process 12/30/2012 12:00 # 02f17/2013 12:00 £ 02102 MCx_QUANTICOR.  QUANTICO VA

DD123456-02102 In Process 12/30/2012 12:00 # 02f17/2013 12:00 £ 02102 MCx_QUANTICOR. QUANTICO VA

OPO123456-02102 In Process 12302012 12:00 # 02172013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA

124575-02102 Fulfilled 12302012 12:00 # 02172013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA

987654-02102 Pending 12302012 12:00 # 02172013 12:00 £ 02102 MCX_QUANTICOR.  QUANTICO VA 20

e Example: Filter Dest Code to = 15020 to only show Kaneohe Bay Store 15020

orders
Status PO Start Date POCloseDate  Dest Cod ¥ Dest Name Dest City Dest State Ref: Service
In Process 12/30/2012 12:00 & 02/17/2013 12:00 2 15020 ANEOHE BAY HI

l Sort Ascending

b

l Sort Descending

[ A b= v 115020 @ |

MCX Vendor Portal Instructions 1 5
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3.4.1 Selecting a Single Order

o After Filtering your open orders to locate the order that you are ready to ship select the
PO Number by checking the box on the left hand side of the PO Number.

[ PO Mumber Status PO Start Date PO Close Date Dest Code Dest Name

[] ¥ 123456-02102 In Process 12/30/2012 12:00 2 02f17/2013 12:00 £ 02102 MCY_QUANTICOR.
[¥] H 111313-07102 In Process 12/30/2012 12:00 £ 02/17/2013 12:00 £ 02102 MCX _QUANTICOR
[ ® 141516-02102 In Process 12/30/2012 12:00 & 02/17/2013 12:00 # 02102 MCK_QUANTICOR.
[ ®  171819-02102 In Process 12/30/2012 12:00 £ 0217/2013 12:00 # 02102 MCX_QUANTICOR.
[] ® DD123456-02102 In Process 12/30/2012 12:00 2 02/17/2013 12:00 # 02102 MCX_QUANTICOR
[ ¥ o0PO123455-02102 In Process 12/30/2012 12:00 2 0217/2013 12:00 # 02102 MCX_QUANTICOR.
] i

I Mass Update = K

L

| Mass Update = | Click Mass Update
and then click
Route Route

e Click Mass Update at the bottom left hand side of the window and then click Route.

e After the user clicks Route, the Request Route window will open with the Origin
Location and Destination Location details.

MCX Vendor Portal Instructions 16
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3.4.2 Selecting Multiple Orders

e Multiple orders can be routed together on the same request as long as they meet
the following criteria.

Select the orders that you are ready to
request routing for by checking the
selection box next to the PO Number

Dest Name and Ref: Service must
be same for multiple orders to
route together

PO Mumber

]
¥ &

123456-02102
739101-02102
11121302102
141516-02102
171819-02102
DD123456-02102
OPO123456-02102
564789-15100
124573-02102
953765402102

<]
3

B B B B B B E

OOoOoDOOOOO

I+

ref: Service

Dest Mame

MCX_QUANTICOR. | 2DA
| MCX_QUANTICOR | 2DA
MCX_QUANTICOR
MCX_QUANTICOR
MCX_QUANTICOR
MCX_QUANTICOR
MCX_QUANTICOR.
MCX_KANECHE
MCX_QUANTICOR
MCX_QUANTICOR.  2DA

» They all must have the same Ref: Service

Error

Selected PO's must have the same services selected.

QK

If the Ref: Service is different
then you will receive an ERROR

» They all must have the same Dest Name

Error

Destination Mames must all match

Ok

If the Dest Name is different
then you will receive an ERROR

o Click Mass Update at the bottom left hand side of the window and then click Route
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3.5 Request Routing

o After the user has selected the PO(s) and has clicked Route, the Request Route
window will open with the Origin Location and Destination Location details

Request Route *

Origin Location

Select Location: ~  Contact:
Location Type: Phone:
Mame: Fax:
Address 1: Email:
Address 2: Comments:
City: Available Date:* |=
State:
Postal Code:
Country: USA
Destination Location
Location Code: 02102 Contact:
Location Type: MCX Phone:
MName: MCx_QUANTICOR Fax:
Address 1: 3044 Catlin Ave Ermail:
Address 2: MCCS RETAIL HQ Comments:
City: QUANTICO
State: VA
Postal Code: 22134
Country: usa

Mext Cancel

e The Destination Location is automatically populated from the MCX order

¢ Inthe Origin Location section choose your shipping location from the drop down box to
populate the Select Location field.

All shipping points authorized to ship for the vendor will display, only choose your location, if your location in not listed see
Section 2.1 New Vendor Registration

MCX Vendor Portal Instructions 18
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Origin Location

Select Location: || ~ | Contact:

' . BIODO1: Butterfly Distribution Center Phone:
Location Type:
L 123 Anywhere Street, Quantico VA

Mame: Fax:
BIODD2: Butterfly West Cost DC "
Address 1: 123 Anywhere Street, Oceanside CA Emal:
Address 2: Comments:
City: Available Date:* |Ei|
State:
Postal Code: 02/06/2013 12:00 AM |[H

Country: UsA
v 1 February 2013 - »

S M T W T E 5

0 11 12 13 14

Today

¢ Choose the date that the shipment will be available for pickup in the Available Date field
¢ If the shipment is ready now, then select the Today button
e The calendar will only populate dates within the PO shipping window

¢ In the bottom right hand corner click Next to continue or Cancel to end the request (the
routing request will not be saved if Cancel is selected).

I Mext Cancel I

The example PO has a shipping window of 12/30/2012 to 02/17/13. The Available Date only allows shipping until 02/14/13. Two to four days
may be deducted from the ship window due to weekends, holidays, and carrier requirements.
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3.5.1 Palletized or Floor Loaded (TL/LTL)

o After clicking Next, the below window will open . .
Select appropriate services

Request Route H

Shipment Palletization

Is your shipment palletized? @ Yes ) Mo

Services

[D Hazardous [] Refrigerated ]

[ Lift Gate (D)

Item 1 - 111213-02102 (PO Number)

Description:™

Weight (Include Pallet C Pow | Total v
) " ; Weight):*
Freight Class: 070 (Mon-Furniture) |
—~ zardous: ]
Actual Carton Quantioy:™® + | CARTONS |wv
Loading Method Drop qown arrow for Freight Class
selection
Handling Unit:* N Total Shipment Weight:*
Total Handling Units:™ 3 PALLETS |w Cubic Feet Calculation ||

((LxWxH)/1728):"

Back | Mext Cancel

e Select Yes if the shipment is palletized or floor loaded (only fixtures, furniture, and
appliances are authorized all others must have approval by MCX to floor load).

e Select appropriate Services from the options — Hazardous/Lift Gate/Refrigerated

¢ Inthe Item section enter Description, appropriate Freight Class from the dropdown
options, Weight to include pallet weight, Actual Carton Quantity, and check the
Hazardous box if applicable.

[tem 1 - 111213-02102 (PO Number)

Description:* Teddy Bears Weight (Include Pallet 440 < Pourv|Total ¥
Weight):*

Freight: Class:* 070 (Mon-Furniture) ont)
Hazardous: O

Actual Carton Quantity:®* 36 : CARTONS v
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o If the Hazardous box is checked enter the Hazardous Information as it pertains to the
shipment.

Hazardous: |
HazMat UM Mumber: | ]

|
HazMat Package Group: | |~
|
|
|

Hazmat Shipping Name:

HazMat Contact Name:

HazMat Contact Phone:

e Inthe Loading Method section click the magnifying glass = * next to Handling Unit
for available choices. Select the appropriate option.

e Select either Floor Loaded (only fixtures, furniture, and appliances are authorized all
others must have approval by MCX to floor load) or Pallets

Weight automatically
Loading Method calculated from previous
entry
Handling Unit:* PALLETS Total Shipment Weight:* l44u
Total Handling Units:™ 2 2 | PALLETS 5 Cubic Feet Calculation 70
((LxwWixH)/1728):*

it - Windows Internet -
Item ID Description Freight Class §TCC NMFC ‘Commodity Package Type
FLOOR LOADED Class 70 None

PALLETS Pallets None

Cancel

e Enter the actual number of Total Handling Units and click on the drop down arrow to
select the appropriate option then enter the total shipment Cubic Feet Calculation and

click Next to continue.

Click Next to proceed,
Back to return to previous
Loading Method screen or Cancel to quit
Handling Unit:* PALLETS N Totsl Shipment Weight=* 440
Total Handling Units:* 2 2 PALLETS ¥ Cubic Feet Calculation 20
((LWxH)/1728):*
Back || Next Cancel
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3.5.2 Non-palletized (small parcel)
e Select No for Is your shipment palletized?
e Select appropriate Services from the options — Hazardous/Lift Gate/Refrigerated

¢ Inthe Item section enter Description, Freight Class from the dropdown options,
Weight , Actual Carton Quantity, and check the Hazardous box if applicable.

[[—— Select appropriate services
Request Route

Shipment Palletization

Is your shipment palletized? ) Yes @ No
Senvices
[] Hazardous [7] Refrigerated

[7] Lift Gate (D)

Item 1 - 564789-15100 (PO Number)

Description:™* Mugs Weight (Include Pallet 70 2| Poun~ Total |~
Weight):*
Freight Class:* 070 (Mon-Furniture) b ant)
azardous: =
Actual Carton Quantity:* 2 : CARTONS v
Drop down arrow for Freight Class
Loading Method .
selection
Actual Carton Quantity:* 2 C CARTONS v
Recommended Maximum 5 All dimensions the same? © Yes @ Mo
Bundled Quantity:
Dimensions (LxWx {2 x |12 x |18 in - Cubic , o Weight 1 Poun v | Total |
H)=* Feet: (Include Pallet |30 -
Weight):*
Dimensions (LxWx 1g X 18 x |24 in  Cubic Weight Poun v | Total |
H):* Feet: 3 (Include Pallet |0l =
Weight):*
Back || Next Cancel

e If the Hazardous box is checked enter the Hazardous Information as it pertains to the

shipment.
Hazardous:
HazMat UN Number: I |
HazMat Package Group: [ I"

Hazmat Shipping MName:

|
HazMat Contact Name: | |
HazMat Contact Phone: |
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e The Loading Method section will expand based on the Actual Carton Quantity
entered.

e Select All Dimensions the Same, Yes or No, and input appropriate dimensions and
carton weights and click Next to continue. *Note, cubic feet will automatically be
calculated once the dimensions are entered

If all dimensions are the same for

- each carton then you will only
Loading Method i .
enter one set of dimensions
Actual Carton Quantity:™ 2 3 CARTONS v
Recommended Maximum 5 All dimensions the samea? © Yes @ Mo
Bundled Quantity:
Dimensions (LxWx {3 x |12 x 18 i Cubic o Weight o |Poun v | Total |~
H):* Feet: (Include Pallet 30 &
Weight):*
Dimensions (Lx WX [{g x |18 x |24 in  Cubic . Weight Poun/¥ | Total |+
H):* Feat: (49 (Include Pallet |40l $
Weight):*
Back || Next Cancel
N
If any single carton has a cubic feet greater T
than 3.0, a warning box will appear when — —
Next is clicked. Sometimes a carton with - ) ) o o
greater than 3.0 cubic feet is unavoidable. [ ] EE:':Eifiitk'ziriztfﬁ:uio' Please referto MCK Shipping Guidelines.
Check the dimensions and if correct select o
OK. If this is a strapped bundle, the cartons
may need to be deconsolodated to avoid [ aK ] | Cancel
oversize fees.

e Directly below the Actual Carton Quantity field is a Recommended Maximum
Bundled Quantity number. This is the MCX recommended number of shippable
cartons based on MCX Bundling Guidelines. The shipper is required to bundle to this
guantity either by strapping or using a master outer box. If the Actual Carton number
exceeds the Recommended number, a warning box will appear when Next is clicked.

Message from webpage @

'0 You have entered a quantity greater than the recommended maximum

k. = ) bundled quantity dictated by MCX Shipping Guidelines.
~ Please click OK to continue.

*If a warning box appears for carton quantity or cubic feet, “OK” must be selected to continue.
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3.5.3 Multiple PO Entry

e Select appropriate choice for Is your shipment palletized?

e Select appropriate Services from the options — Hazardous/Lift Gate/Refrigerated

¢ Inthe Item Sections notice that each individual PO has it's own section. Enter
Description, Freight Class from the dropdown options, Weight , Actual Carton
Quantity, and check the Hazardous box if applicable per PO.

Shipment Palletization

Services

Hazardous
Lift Gate (D)

Description:™
Freight Class:™*

actual Carton Quantity:*®

Description:™
Freight Class:™

actual Carton Quantity:*®

Description:™
Freight Class:*
Actual Carton Quantity:*®

Loading Method

Handling Unit:*

Total Handling Units:™

Is your shipment paletized?

@ Yes

Item 1 - 123456-02102 (PO Number)

Mugs
070 (Mon-Furniture)
2 2 CARTONS

e

ltem 2 - 789101-02102 (PO Number)

Teddy bears
070 (Mon-Furniture)
2 2 CARTONS

el

[tem 3 - 987654-02102 (PO Number)

Flags

070 (Non-Furniture)

3 2| CARTONS
PALLETS
1 = PALLETS

© No

Refrigerated

Weight (Include Pallet
Weight):*

Hazardous:

Weight (Include Pallet
Weight):*

Hazardous:

Weight (Include Pallet
Weight):*

Hazardous:

Total Shipment Weight:™*

Cubic Feet Calculation
((LWxH) 1728):*

70 2 {Pout~ | Total |+
100 2 | Pourv | Total | ¥
60 2 Pourv | Total | ¥
230
46
Back || Next Cancel

e Fillin the Loading Method for the total combined shipment. The Total Shipment
Weight will auto-populate based on each Iltem entry. Select Next to continue.

POs with multiple shipping methods i.e. Palletized/Floor Load and non-palletized or refrigerated and
non-refrigerated must be entered as two individual shipment requests. The system cannot divide
shipment to multiple carriers.
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3.5.4 Summary and SRR Record

e Once the Shipment Characteristics and the Loading Method has been completed, the
below summary screen will appear

¢ Allinformation needs to be validated, any Special Comments entered, and the Terms
and Conditions statement read and agreed to before the shipment (SRR) can be
created

¢ If any changes need to be made, click Back to adjust accordingly; otherwise click Save
to create the Shipment Routing Request (SRR ) record.

Request Route *
Summary
From: Butterfly Distribution Center, 123 Anywhere To: MCX_QUANTICOR, 3044 Catlin Ave, MCCS RETAIL HQ,
Street, Quantico, VA, 22134, USA QUANTICO, VA, 22134, USA
Total Shipment Ttermn Carton
Weight: “al Quantity: i

Total Handling Handling Unit

Units: z Type: PLT

Total Shipment

Cubic Feet: AL

Special Instructions
Contact

Narne: Landair Traffic

Phone: 866-404-8517 Click Save to proceed,

Fax: Back to return to previous

eMail: mox@landair.com screen or Cancel to quit
Terms and Conditions

To the best of my knowledge the weight, cubic feet, and carton and/or palet information entered are accurate and in accordance fwith the MCX
Purchase Order and the MCX Shipping and Routing Guidelines (located at www.usmc-mecs.orgfshipping ). This indudes small parcel/bundling rules
outlined in the small parcel section of the MCX Shipping and Routing Guidelines. I understand that MCX Shipping and Routing Guidefines states that
MCX may charge up to $200 for non-compliance issues per incidence. MCX works with all of their vendors and understands that mistakes occur,
however they may impose non-compliance fees when procedures and policies are not followed and it creates an increased work lgad for their
business partners and staff.

[ I agree to the above terms and conditions. ]

Terms and Conditions Back Save || Cancel
box must be checked to

continue
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o After Save has been selected a Print Documents window will open with the SRR
number.

¢ Inthe Select Document field use the drop down to select SRR Summary.

Print Documents #
Shipment Created: 3280 (5RR)
Selact Documnent: | ~
Summany
SRR Summary
Close

e A File Download window will open giving the options to Open, Save or Cancel the
document. Open and Print or Save the SRR Summary for your records.

File Download

Do you want to open or save this file?

E?\': Mame: SRRSummary3280.pdf
| b Type: Adobe Acrobat Document
From: landair.mercurygate.net

Open ] [ Save ] [ Cancel ]

= " | While files from the Intemet can be useful, some files can potentially
a harm your computer. f you do not trust the source, do not open ar
= save this file. What's the isk?
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e This an example of a SRR Summary for your routing request. This document is not a
BOL. The BOL Document, Carrier information, Service of shipping, and if applicable the
small parcel labels will be emailed to you upon approval to ship.

e This document should be saved for your records.

SRR Summary (3280)

Phone: 703-754-2657
Fax: 703-754-2786

Origin Destination BillTo
Butterfly Distribution Center MCX_QUANTICOR MCX C/O Landair
123 Anywhere Street 3044 Catlin Ave PO Box 938
Quantico, VA USA QUANTICO, VA USA GREENEVILLE, TN USA
22134 22134 37744
Contact: Contact: Contact: Landair MCX Traffic
Phone: Phone: Phone: 866-404-8517
Fax: Fax: Fax:
Email: Email: Email: mex@landair.com

Payment Terms: Third Party
Origin Terminal Destination Terminal

BRISTOW VA BRISTOW VA

Phone: 703-754-2657
Fax: 703-754-2786

111213-02102-3

Item ID HazMat Class NMFC Weight Qty Description
no 70.0 4400 b 36.0CTN Teddy Bears

Services
References

Rate Information
Special Instructions
Contact

No services requested.

. 3280 (SRR)

. 00362 (PoollD)

. BIOOO1 (Shipper Alias)

. 02102 (Consignee Alias)

- LANDA37744 (Bill To Alias)

. dupriestk@usmc-mccs.org, ombmexlogistics@usmc-mccs.org (Created By)
- 111213-02102 (PO Number)

8. Test PO (Special Instructions)

= N W) =

Customer rate details unavailable.
No special instructions.

Landair Traffic
Phone: 866-404-8517
Email: mex@landair.com
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3.6 Freight Routing Notification (FRN) E-Mail

e Once the SRR has been approved and a carrier assigned you will receive a Freight
Routing Notification (FRN) E-mail within 4 business days of request and not to surpass
the close ship date. The email will include the following information.

> SRR#
» Ship Date (must ship on or one business day before or after of this date)
» MBOL#
» Carrier SCAC
» Carrier Name and Service
» Destination
» Important Compliance
» Attachments (Shipment BOL or Small Parcel Labels )
From: mcx@andair .. com
To: ®| DuPFriest CIV Kimberly; OMB MCX Logistcs
;:.bject: MK Freight Routing Motification M3G92 (PMEL) |

-] Message | T PrintLandairTREOL-M3692. pdf (16 KE)
Hello wvalued WICX WVendor.

e have received and processed wvour Shipment Routing F.eguest (s

Shipment Routing Request Number({s) SRR: 3280

Ship Date Wied Jam 16 17:00:00 EST 2013
PMBOL & 3692

Carrier SCAC UPGF

Carrier Mame UPS LTL SERWVICE

Destination MCX_ QUANTICOR

Top example of a LTL FRN
with BOL attachment Bottom
example of a Small Parcel FRN
Email with labels attached

Important Items to consider with this motification:

From: mcx @landair. com

To: #| DuPriest CIV Kimberly; | | OMBE MCX Logistics

Co

Subject: MCX Freight Routing Motification M3693 [MBL]|

-] Message | 72| PrintLandairTRBOL-M3693.pdf (16 KB) T1|labell794A7F20298725252.pdf (43 KB} 7 label1794A7F20295580468. pdf (43 KE)
Hello valued MCX Vendor.

We have received and processed vour Shipment Routing Request (s):

Shipment Routing Request Number(s) SRR: | 3282

Ship Date Wed Jan 16 17:00:00 EST 2013
MBOL # M3693

Carrier SCAC UPSN

Carrier Name UPS SECOND DAY AIR
Destination MCX_KANEOHE

Important Items to consider with this notification:
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“c“ BOLNO:M2c502
Egas setens Print Date: 01-15-2013
BILL OF LADING Carrier: UPS LIL SERVILE
= Seal #:
Skip From Traler #:

Buttarfly Distribution Cantar
123 Anywhara Ebreet
Quantico, VA 27134

Available Ship Dase: 01-15-2013

| ] Mazcer Bill of Ladins
With attachad underlying
Lading

Billp ot

Ship To

Referemces
TE] 0

MCX_QUANTICOR

3044 Catlin Awa
MOCE RETAIL EQ
QUANTICO, VA 33134

E 330
MHL M1£3Z

Example of a BOL that will be
emailed to you

3rd Parcy Freight Charges Fill To

*You must ship within 1

MCX C/0 Landair

P Box 538
GREENEVILLE, TH 37744
Landair MCX Traffic,

EE5-404-8517,

business day (before or after)
the available ship date to
avoid non-compliance fees)

Special Inztroctions: Pick-sp and Delivery appeinonents required. Freizht Terms:
Propaid: _
I Party: x
Accessorials:
CUSTOMER ORDEE INFOREMATION
= [ Frezht
SEE# | Sise#® JHAL Prodect Description Cartonz | Weight Cabe | Pallets | Canioms | Class
3350 FTF] Teddy Ueazs 1z XH 200 H T T3
[ 36 [ #a0.0 0.0 ] = | © |

dag =

] L b el i D g i o s b s L ity i Sl . Tl mgrosid o hichiid v 2 s sty i

™atw: Lishality limsbtwsion for lom or Ssmage i this shipmast may be spplicakh. S

A USE NATRHTHA) and (H)

Theet it 1o ooty thad Bt wimivs

bt s i i i cmad il o b o s i B e o, o

0T

Shipper:

v, bt i i i i Traller Freighi

s il s . gy Lisaded: Comn b Thr sasrier sl ol smakr del ey of s s blmmrni =l Sei
et e s i, i ) ) sl erighi aad ol sllen aevbel charges

o fit e ke s by Bhippm —_ by Bhippm

gl il e md ki 1y __ by Thivm __ by Thiiwmr r—

Shipper Signatare: Diate: Carrier Sizmumre Fickup Thase:

i e b iyt o e
it s v i

i st i reiln ke Feopmty diece b inet o remtid o goaed sede dsuagd

o z
: N
~
o __ N %
Example of a Small Parcel g OI\ = i}
label that will be emailed g o
. A FA | 3 =
to you — this label can be 2 g2 lo=] :
i = & =
configured to your 2 i A\ = F] :
thermal printer or can be s E : g i
printed out on standard < £ = E b
3 San 3
paper and attached to the £3 £328 2 Aax .
. . SR E$2zZ3Q M £
carton with clear packing Ghis oasss i 5
tape or a clear document £ EEggdd @ ¢
= 2 3
holder. £ & g E
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3.7 Vendor Manage Shipments — Search Status

e The Vendor Manage Shipments quadrant helps users to find shipments created based
on a time period selection or other searchable criteria.

e Expand the Vendor Manage Shipments quadrant using the command button to
maximize the quadrant screen.

Vendor Manage Shipments

Latest Pick-Up From  01/142013  «%, Status: [ | Booked [] cancelled

Latest Pick-Up To 0162013 - |:| Delivered |:| In Trangit
|:| Pending |:| Rated
[ Type Shipment -
L |:| Tender Expired |:| Tender Rejected
|:| Reference |:| Tendered

Pri Refa Status Origin Latest Pick-Up Actual Pick-Up Date Destination Actual Drop Date Carrier Name

o The expanded view of the Vendor Manage Shipments portal is shown above

e Uncheck the date selection boxes to search all possible dates or use the calendar
boxes to enter a date range to minimize search

e Check the Reference box and enter your reference number
» the SRR number

> the PO number
> the MCX site/store number
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e The status section shows the different search criteria for tracking shipment statuses

e Check

any of the following criteria boxes to search for the shipments and track their

statuses.

e Status:

>

Status: Booked Cancelled
Delivered In Transit
FPending Rated

Tender Expirad Tender Rejected
Tendered

Booked — This status box checked will return the shipments that have been
booked with a carrier but not picked up

Delivered — This status box checked will return the shipments that have been
delivered to the destination locations (Green = On Time, Red = Late)

Pending — This status box checked will return the shipments that have not been
planned

Tender Expired — This status box checked will return the shipments that have
not been accepted by a carrier for pick up

Tendered — This status box checked will return the shipments that have been
assigned a carrier

Cancelled — This status box checked will return the shipments that have been
cancelled due to PO expiration date or cancellation notice from MCX

In Transit — This status box checked will return the shipments that are currently
in transit to the destination locations (Green = On Time, Red = Late)

Rated — This status box checked will return the shipments that have been
assigned a dollar value by the assigned carrier per destination location; $ value
not visible

Tender Rejected — This status box checked will return the shipments that have
been rejected by a carrier and must be tendered to another carrier
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e User can select multiple search criteria to return shipment tracking results.

¢ Click Find to search the specific shipment for details — all orders that meet your criteria

will populate.

Vendor Manage Shipments #f=@|x
LetestPickJp From D1142013 ¢ Status; || Booked Cancelled | Find |
lstestFickpTo 0UIBRO13 Delivered In Transit

Pending Rated

Type Shipment

Tender Expired | | Tender Rejected
V| Reference 1213 Tendered
SARA Status Origin Latest Pick-Up Actual Pick-Up Date Destination Actual Drop Date Carrier Name
3% In Transit Oczanside, CA 021472013 @ 2oz QUANTICO, VA Mutt-Leg
3157 Booked Oceanside, CA 021472013 QUANTICO, VA Mutti-Leg
3280 Pending Quantice, VA 0211472013 QUANTICO, VA UPS LTL SERVICE

e The example above retrieved all SRRs that contained the PO 111213.

e The Query results provides

SRR Number — the Shipment Routing Request Number assigned to the order
Status — see page 29 for Status definitions

Origin — City and State of pickup

Latest Pick-Up — latest ship date obtained from the order minus weekends,
holidays and carrier requirement notification days

Actual Pick-Up Date — carrier acknowledged date of pickup

Destination — City and State for delivery

Actual Drop Date — actual delivery date

Carrier Name — Carrier/Service assigned to shipment

VVVYVY VVVY

e Click on the blue SRR link to get additional information pertaining to the shipment.

Shipment Summary: 3142 (SRR}

Shipment Status Delivered
Loads 113285 (MBL)
Origin Destination Bill To
Vendor HEX Bil To
Blo002 02102 LANDA3TT44
Butterfly West Cost DC NCX_QUANTICOR MCX CJ0 Landair
123 Anywhere Street 3044 Catiin Ave PO Box 938
Oceanside, CA USA QUANTICO, VA USA GREENEVILLE, TN USA
92049 2134 4
Appt 0211412013 11:58PN to Appt: 022212013 11:59PN fo Contact: Landair MCX Traffic
0211472013 11:53PN 0272272013 11:59P0 phone: 866-404-8517
No contact specified No contact specified. email mex@andair.com

Payment terms: Prepaid

Item ID HazMat Class  NMFC Weight Act Oty Descr
124578021022 no 70.0 35000 25.0 CARTONS ?
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3.8 Edit SRR

e All requested edits or deletes to an SRR must be done by the Landair Traffic Team.
Please email mcx@landair.com or call 866-404-8517 with your SRR#.

3.9 Re-Print Documents

e The Re-Print Documents quadrant can be used to print the SRR record, the MBL
(Master BOL), or the Small Parcel Shipping Labels

e Expand the Re-Print Documents quadrant using the command button to maximize the
portal screen

Re-Print Documents #|=0]|¥
Reference: Shipment -
Doc Hame Create Date Create By Doc Type

e Enter the Reference SRR number and select Shipment then click Find to print the SRR

record
Re-Print Documents 2 || = || ]| 3¢
Reference: 3280 - | Find
Doc Hame Create Date Create By Doc Type
SRRSummary-3230.pdf 01152013 kimdupriest

Click the link to open
and print the
document screen
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e Enter the Reference MBOL number and select Load then click Find to retrieve the MBOL
or Small Parcel Shipping Labels.

|
Re-Print Documents 2= O]
Reference: M3583 Load -
Doc Name Create Date Create By Doc Type
labell Z04AFF20208725252 pdf MM52013 Remote
labell Z94ATF20295580468. pdf MMS2013 Remote
label Z94ATF2025841 7077 pdf MMS2013 Remote
labell ZO4AFF20207311085. pdf MMs2013 Remote
labell Z04AFF202501 73405 pdf MM52013 Remote
PrintLandairTEBOL-M 35593, [:-I:If/ MNs2013 lwndalharper
\ Click the link to open
| and print the BOL or
" shipping labels "

3.10 OPO, DD, and Procurement Orders

e Occasionally routing of an OPO (Open Purchase Order), DD (Direct Delivery), or
Procurement PO is required.

e Alist of OPO, DD, and Procurement Order numbers by vendor and approved destination
ship to will be loaded in TMS for normal routing.

e The OPO, DD, and Procurement Order numbers will populate in your open orders in the
Shipment Routing Request quadrant.

¢ If you do not see the OPO, DD, and Procurement Order number you have been required
to use, please contact Landair Traffic at mcx@Ilandair.com or 866-404-8517
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