| ——
GROUP OF COMPANIES

MT Direct
Rapid Bill of Lading
(RBOL)

v3.0

September 29, 2020



Table of Contents

Table of Contents 2
Introduction 3
Features 3
Starting a New Bill of Lading 4
Step 1 - Start 4
General 4
Step 2 - Addresses 6
General 6
Location Pick List 7
Step 3 - Freight Details 8
General 8
Dangerous Goods 9
Basic Information 10
Freight Class 10
Weight and Dimensions 10
Step 4 - Optional Information 1
General 11
Accessorials Section 1"
Miscellaneous Section 12
Finalizing a Bill of Lading 12
Finalized Bill of Lading Screen 13
Customizing Shipping Labels 13
Saved Templates 16
List/Edit BOL Screen 16
General 16
My Personal Templates and Our Company Templates 17
Our Company Finalized 17
Release Notes 18
RBOL - Rapid Bill of Lading - v3.0 Page 2 of 19



Introduction

The Rapid Bill of Lading allows you to create a quick and easy bill of ladings or shipping labels
with all your information provided with a click of a button. The Rapid Bill of Lading helps you
complete, view, edit or delete BOLs automatically and provides you with a list of all your
shipments with Manitoulin Transport.

Why Use the Rapid Bill of Lading?

Because it is fast and easy!

The Rapid Bill of Lading is an invaluable shipping and inventory management tool. There is no
more guessing if your information has been entered correctly and we even provide some
features to help speed things up!

Features

Bilingual - Choose to have the Rapid Bill of Lading available to you in French or
English.

Custom customer database - Store your customers’ shipping information and simply
pick them as the Shipper, Consignee, or Third Party Billing To. Your selection will
automatically populate the Bill of Lading form with their name, address and contact info.

Historical Data - View your finalized BOLs and delete them at your convenience.

Personal and Company Templates - Have your Bill of Ladings stored for quick and
easy future use.

Context-Sensitive Help - The Rapid Bill of Lading will help you fill out the necessary
fields to create a form by warning you if you have missed any important information.

Shipping Labels - Create shipping labels to place on your freight with the click of a
button.

RBOL - Rapid Bill of Lading - v3.0 Page 3 of 19



Starting a New Bill of Lading

From the top menu select Shipping Wizard.

On the side menu, under Rapid BOL, select Create BOL.

Rapid BOL A
Create BOL
List/Edit BOL

Documentation

Step 1 - Start

General
Maritoubiy,
=& - ame
Rapid BOL

* Unsaved Bill of Lading

*e
-|n

STEP 1- START
Payment Terms
@ Prepaid O Collect O Third Party
(O ocs (O noc O sp
(O nroP O oro O Fr
Are you the
@ Shipper O Consignee O Third Party
l Shipping Date EI ° I

NEXT —>
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1. Select the Payment Terms.
2. Select if you are the Shipper, Consignee or Third Party.
3. When you are ready, click Next or the “Step 2 - Addresses” tab

& uf you are creating a Bill of Lading from a different starting point on MT Direct, most of the
following fields may already be completed and you may click Next.

& You may move between steps at any time by clicking the tabs at the top of the form.
Pressing your browser’s Back or Forward buttons will not move you between steps. Simply use
the tabs at the top or the Previous or Next buttons at the bottom.
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Step 2 - Addresses

General

=M/ -

Rapid BOL

* Unsaved Bill of Lading
.

STEP 2 - ADDRESSESS

Accessorials Total: 0

Pickup Location

MLANITOULIN TRANSPORT-CO SERVIC

Il Carada

(®)  Business Pickup () Residential Fickup ] Taigate Pickup Regures

Pickup from floors other than ground fioor and/or in excess of 60 feet of the
pickeup veizie (Carry Cunl1]

() Orop off attzrming @  Hare

(C) Pickup from ground fiaar and wishin 60 feet of pickup veficle (@]

[1]isccessorial Charges May Agply

oy Lot

e I\m.,., ]
= E )
I Province/Btate ] I Pastal Cade / Zip Code ]

I#] Carada

(@) Susinzss Delivery (0) Aesidential Defery [[] Teigats Delivery Reguied

than graurd floor and/or in excess of 40 feet af the

(T) Delivery 13 graurd fioor and within 60 fa=: of defivery vehicie @] el

() Pickup at termina (O

[lacesssorial Charges May Apply

s ary st T

Address

Your location, according to your selection of Shipper, Consignee, or Third Party, will be
automatically filled in.

For each of the remaining locations (Pickup or Delivery, and optionally Third Party Billing To),

type the details into the appropriate fields, or to save time, click the pick list button ( n ) to
select from a list of companies or to add a new company to the list (See Location Pick List
section below).
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Enter any extra details about the Pickup Location or Delivery Location by using the radio
buttons.

Location Pick List

Add b Delivery Loscaticn

Clicking on a company from your list of companies will return you to Step 2 with the location’s
required fields filled in.

To update your list of companies based on your company’s recently used locations, click Get
List of Companies.

To use a new location and add it to your list of companies, enter the location information in the
appropriate fields and click Save and Continue.

& When adding a new company, click the Postal/Zip code link. It will allow you to look up
postal or zip codes.
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Step 3 - Freight Details

General

=E -

Rapid BOL

* Unsaved Bill of Lading

STEP 3 - FREIGHT DETAILS

Shipment Type
@ Expedited %
Shipment Details

[[] Dpangerous Goods REMOVE
Quantity . .
1 o Packaging o v Product Description ‘E
Total Weight Unit Dimensions (Decimals are NOT interpreted as inches)

oot Dimension U...
Total Weight Lglsg - Length Width Height F$ neen -

Total Cube 0.00 FT2

Total Quantity 1 Total Weight: 0 = LBS Total Cube 0 FT3 ADD DETAIL
& PREVIOUS NEXT >

Choose Expedited (by road) or Intermodal (by rail) if the option is available.

You will then be required to provide information for each Detail. To add another Detail, click the
Add Detail button in the bottom-right corner. To remove a Detail, click the corresponding
Remove button on the right-hand side.
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Dangerous Goods

Shipment Details

Dangerous Goods REMOVE

Comments

Quantity : o

1 - Packaging 0 - Product Description ‘E
Total Weight Unit Dimensions (Decimals are NOT interpreted as inches)

Units Dimension U...
Total Weight KI;I - Length Width Height Fl_:j nsion -

Total Cube 0.00 FT3

For Details that are Dangerous Goods, be sure to check Dangerous Goods.

Enter the UN Number or if you are unsure of that, click the search button ( E ) to filter and
select from a grid of valid options.

If there are multiple options for Shipping Name and Description, select the appropriate option
from the pull-down menu.

If there are multiple options for the Packing Group / Category, select the appropriate option
from the pull-down menu.

Provide any other relevant information under Comments.
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Below the list of Details, enter the 24 Hour Contact Name and 24 Hour Phone Number, and
optionally, the ERAP Plan Number and ERAP Phone Number.

Basic Information

For each Detail, enter the Quantity, Packaging, and Product Description.

To select the Product Description from your list of saved product descriptions, click the pick list

button ( E )-

Freight Class

For international shipments only, you will be required to select the Class for each Detail. Use
the Class pull-down menu to select a class.

Weight and Dimensions

For each Detail, enter the Total Weight, including units (kg or Ibs), and if possible, the Unit
Dimensions including units (ft, in, or cm).
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Step 4 - Optional Information

General

=R -

Rapid BOL

* Unsaved Bill of Lading

STEP 4 - OPTIONAL INFORMATION

Accessorials @ Total: 0

Currency Collect

C.0.0. Amount 12 Collect oo - Collect -
urrency

Declared Valuation COM =

[]  Personal Effects []  Fist Deck Pickup [[]  weskend Pickup O 2:;:“”'“3"”" (7:00PH 0 7:00

[ Protective Service/Heat [T Flat Deck Delivery []  wWeskend Delivery (] g:;‘H“”'DE""E'* (7:00 PM to 7:00

[]  ceal Before Delivery []  oelivery by Appaintment

[]  Rock Solid Service Guarantes® Guara slivery by naon

slivery by 4 pm

* There iz an additional charge for this service. For details on our guaranteed service, please click here.

Miscellaneous

A probill number will be autematically assigned

Quote Numbe
Bill of Lading Number PO Number
Reference Number Order Number
Shipper Number Interline Carrier Routing
Transfer Point Instructions
e
SAVE AS PERSONAL TEMPLATE SAVE AS COMPANY TEMPLATE

Accessorials Section

Choose up to 4 (four) extra shipping requirements needed for your freight. The total number of
Accessorials you have selected will be displayed in the top-right corner.

For details of these services, see Tariff Item 100 - Rules and Regulations section of the MT

Direct Manual, or click the question mark icon ( )-
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Miscellaneous Section

You can add any additional information you require in this section. The information you provide
will appear on the printed Bill of Lading.

Finalizing a Bill of Lading

The green box with a check mark ( . ) in the top right corner will indicate that you have
filled in all required fields.

You can now Preview your BOL, and when ready Finalize it. You must finalize your BOL before
you can print it.

& PREVIOUS PREVIEW @

SAVE AS PERSONAL TEMPLATE SAVE AS COMPANY TEMPLATE

& Before finalizing, you may optionally save your BOL as a template (See Saved Templates
section below).
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Finalized Bill of Lading Screen

st
=B[ -

Finalized Bill OF Landing

Finalized By : bwright
Date and Time Finalized : 9/29/2020, $:08:31 PM EMAIL PROCEED TO PICKUP BACK

PRINT BOL PRINT LABELS CUSTOMIZE LABELS

o Q 1) af1 — |+ suromaticzoem v » |@ a 1| aft - |+ a= ~ »
>
Maritoubs, oy
TO: ANIXTER CANADA
200 FOSTER CRES
MISSISSAUGA, ON L5R3IYS
; N
et -
** DO NOT RE-STICKER **
==
L I ——
e fimmme  Tor
TO: ANIXTER CANADA
200 FOSTER CRES
MISSISSAUGA, ON L5R3IYS
o
eign: s

*+* DO NOT RE-STICKER ==

< >

Atfter finalizing a BOL, you will be brought to the Finalized Bill of Lading screen where you can
view, save, print, and or email the BOL and shipping labels.

To open a PDF version of the BOL, which you can save or print, click Print BOL.
To open a PDF version of the labels, which you can save or print, click Print Labels.

To have both of these PDFs emailed to someone, click Email, enter the email address of the
recipient, and click Ok or press enter.

Customizing Shipping Labels

To customize the shipping labels, click Customize Labels on the Finalized Bill of Lading
screen, and you will be brought to the Create Shipping Labels screen.
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Create Shipping Labels / MTDirect2

Shipper Consignee
'i'-esf Shipper Company Test Consignee Company
:I'gsi Address '_I';st Address
EBiﬁre Bay kégawong
Province/State Province/State
Postal/Zip Code Postal/Zip Code
pOp1h0 POPTJO
évna\;é‘r.lg.r. Wi ght

Phone Number

Label Information

anfq:.i);fog m '2_":5':‘ abels to print
;i- ------- ece: 3] ng
Weight @ Ibs O K @ Avery O Avery O Avery
500 J 5264/8164 5168 6573
Probill Number
Shipment Type Expedited Intermaodal
© pre O [5)8] 3 | 4 2
so’i&'_' Would you like to save the label details for the later use ?
RockSolid
D Rack Solid Service Guarantee @ ves O No

There is an additional charge for this service. For details on our
guaranteed service, please click here

CREATE LABELS

Most fields here will already be filled in with the information entered on the BOL.

Choose which type of label format you would like to print by selecting the associated radio
button.

Select how many labels you would like to print and from what starting point.
If you would like to save this label’s details for future use, simply click Yes.

Click Create Labels and you will be brought to a PDF version of your labels, which you can
save or print.
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In the example below, four labels were chosen to print starting in the second position.

Test Shipper Company
Test Address
Gore Bay, OM plpi1hd

r 1
ATTACH DIRECT RIGHT CARTAGE o
MOMLSTCHEHERE !

TO: Test Consignee Com
Test Addre%s pany
Kagawong, ON POP1J0
Beverly Wright

Pickup Date:
Pizcas:
Weight:

2021-02-08
fooLes
Label 2 of 4
## DO NOT RE-STICKER #*

Test Shipper Company
Test Address
Gore Bay, OM plp1hd

r 1
ATTACH DIRECT RIGHT CARTAGE
RO L STICKER HERE

GRGUE OF COMPS MES

TO: Test Consignee Company
Test Address
Kagawnﬁ_ ON POP1J0
Beverly Wright

Pickup Date:
Flapas:
Weight:

2021-02-08
;cn LES
Label 4 of 4
** DO NOT RE-STICKER **

GROUF OF COMPEMES

Test Shippar Company
ress

Test
Gore Bay, OM plpi1hd

KTTACH DIRECT RIGHT CARTAGE

PROBALL STICKER HERE ] ’?
TO: Test Consignee Company
Test Address
Kagawong, ON POP1J0
Beverly Wright
Pickup Date: 2021-02-08
Flacas: 4
Weight: 500 LBS
Label 1 of 4
*= DD NOT RE-STICKER **
Test Shipper Company
Test Address GROUP OF COMPANIS
Gore Bay, OM plpi1hd
I 1
ATTACH DIRECT RIGHT CARTAGE )
PROBAL STICKER HERE ] :
TO: Test Consignee Com
Test Addre%s pany
Kagawong, ON POP1J0
Beverly Wright
Pickup Date: 2021-02-08
Flacas: 4
Weight: 500 LBS
Label 3 of 4
*= DD NOT RE-STICKER **

& You can also create labels using the Create Shipping Labels link from the Shipping Wizard

side menu.
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Saved Templates

'\ EEREE
| ;

Ei33il
a

When editing a BOL, you can Save As Personal Template or Save As Company Template to
save it as a new template.
e A Personal Template is visible only to you.
e A Company Template is visible to all users in your company, but can only be updated or
deleted by the user who saved it.

When editing a saved template, you can Save Changes to update the saved template.

For instructions on using and managing your saved templates, see the List/Edit BOL section
below.

List/Edit BOL Screen

General
On the side menu, under Rapid BOL, select List/Edit BOL.

Rapid BOL A
Create BOL

I List/Edit BOL

Documentation
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My Personal Templates and Our Company Templates

To edit and use a saved template, simply click that row in the grid.
To preview a saved template, check the checkbox on the left of that row and click Preview.
To delete saved templates, check the checkbox on the left of each row and click Delete.

Our Company Finalized

By default, BOLs finalized “This month” will be displayed. To change the date range, click
Show/Hide Search, select a pre-set from the pull-down menu or select specific dates, and click
Search.

To go to the Finalized Bill of Lading screen for a BOL finalized by your company, where you can
view, save, print, and or email the BOL and shipping labels, simply click that row in the grid.
(See Finalized Bill of Lading Screen section above).

To print finalized BOLs, check the checkbox on the left of each row and click Print.

To email finalized BOLs with shipping labels, check the checkbox on the left of each row, click
Email, enter the email address of the recipient, and click Ok or press enter.

To customize labels for a finalized BOL, check the checkbox to the left of that row and click
Labels.

To remove finalized BOLs from the list, check the checkbox on the left of each row and click
Remove.
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Release Notes

v3.0
e Developed for MT Direct 2.0

v2.7

e Enhanced logic for when Rock Solid Service Guarantee is available

e Changed max length of Detail Description fields from 70 to 210

e Enhancements to the Dangerous Goods section of Details

o Added Search for UN Number, Shipping Name and Description, and Packing

Group / Category
Added UN Number validation
Added pull-down menu with valid options for Shipping Name and Description,
based on UN Number
Changed Class to be determined automatically, based on UN Number
Added pull-down menu with valid options for Packing Group / Category

v2.6

e Added Sent By and Probill # to emails

e Changed to not let user edit location details (Name, Address, City, Province, Postal
Code) for any location that has an Account Code
Changed to not generate Probill Number if Pickup Location is not a Direct Point
Enhanced validation on detail weights and dimensions
Added date range filter to Our Company Finalized grid
Added confirmation screen when creating similar BOL on the same day by the same
customer
e Added warning for international shipments

v2.5
e Changed to automatically assign a Probill number on finalization
e Changed to automatically provide shipping labels on finalization
e Added Shipment Type and Rock Solid Service Guarantee options to Shipping Labels
e Changed to disallow 3-character postal codes
v2.4

e Added note to clarify the format to enter dimensions in
e Rebranded as Rapid BOLSeparated Business vs Residential and Tailgate options
e Enhanced Delivery by Appointment fields
o Added Date field
o Split Time into two fields to allow a larger variety of ranges or a single point in
time
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v2.3

v2.2

v2.1

v2.0

o Added read-only Summary field
Changed BOL#, PO#, Reference# and Shipper# to accept multiple comma-delimited
numbers
Made options visible but disabled when not allowed
Text changes

Added Finalize function
Added Preview function
Added option for Rock Solid Service Guarantee
Enhancement to Packaging dropdown
o Added “Mine” category for previously used selections
o Added scroll-bar
o Added “No Match” message
Repositioned and enlarged Quote #, Pickup #, and Tracking # on PDF
Text changes
Changed style of disabled buttons to make the disabled state more obvious

Fixed issue transitioning from Online Pickup
Added shared Company Templates

Added Combo-box input component for Packaging field
Changed to display Packaging in full text on generated PDF, rather than the two-letter
code
Added option to select Product Descriptions from presets
Added Shipping Name field for Dangerous Goods details
Added 24-hour Contact Name for Dangerous Goods shipments
Added Quote Number field
Added Hover Helps
Added “Save As” function
Added “You have unsaved changes. Are you sure you would like to leave?” warning
Enhanced validation
o Declared Value and COD Value cannot be zero
o Probill Number cannot be already in use
Enhanced text layout on PDF

Major revision

RBOL - Rapid Bill of Lading - v3.0 Page 19 of 19



