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ROUTING

INSTRUCTIONS
PART I: INTRODUCTION
PURPOSE

To provide instructions for handling carrier freight and improve our “Traffic” proficiency in routing & freight pick up within our purchase order ship window.
APPLIES TO

All Variety Wholesalers, Inc., Vendors and Distribution Centers.

PROCEDURE

In order to minimize receiving and handling costs, while reducing the delay in the receipt of merchandise delivered to Variety Wholesalers, Inc., and to ensure on time vendor payment, compliance program has been established.  (See Part IV – Page 10).  (revised: 3-1-2026) These requirements supersede all other routing, shipping, and packaging instructions issued by Variety Wholesalers, Inc. unless specific instructions are noted on the Purchase Order.

Variety Wholesalers, Inc. currently has two Distribution Centers: 

Variety Wholesalers Distribution Center (9001 & 9151)    Variety Wholesalers Distribution Center (9002 & 9152)
1000 Facet Road                                               60 Herring Road
P.O. Box 947                                                     Newnan, GA 30263
Henderson, NC 27536                                      Telephone: (770) 304-1223
Telephone: (252) 430-2600                           
Any cartons mis-shipped to a DC may result in a charge back to the vendor/shipper for handling and transportation charges.  See Part III, Non-Compliance Charges, found in Shipping and Packaging Instructions.
**IMPORTANT REQUIREMENT – VARIETY WHOLESALERS, INC. NOW REQUIRES VENDORS TO PROVIDE ASN INFORMATION ON EACH PO THEY ARE SHIPPING.  THE INSTRUCTIONS AND REQUIREMENTS FOR THIS CAN BE FOUND ON PAGE 9. 
Any exceptions to ASN transmission should be discussed with their respective buyer or transportation prior to requesting PO routing.

For any VAS processing that is needed we may use satellite facilities to support our DCs.  Information regarding any other satellite facility will be provided as needed.  
PART II: DOMESTIC COLLECT PURCHASE ORDERS

ROUTING PROCEDURES

HUB Group will continue to provide our web-based routing portal.  Domestic Collect vendors are required to use this web portal for the routing of all shipments, and this process has replaced all other methods for routing and scheduling transportation. 

**PLEASE SEE APPENDIX “B” ON PAGE 14 – IT IS AN IMPORTANT DOCUMENT THAT RELATES TO HUB. ALSO SEE PAGES 35 AND 36 FOR EXAMPLES OF PROPER LABELING OF PALLETS AND CARTONS.
IMPORTANT: EACH PALLET SHOULD BE CLEARLY LABELED WITH THE DESTINATION DC LOCATION (HENDERSON OR NEWNAN) AND DIVISION (ROSES OR BIG LOTS). CARTON LABELS SHOULD BE PLACED ON THE TOP OR ON THE SIDE OF EACH CASE. SEE EXAMPLES OF PROPER PALLET AND CARTONS LABELS ON PAGES 35 and 36.

VENDORS FAILING TO COMPLY WITH USING HUB GROUP BILL OF LADING, HUB GROUP MASTER BILL OF LADING, PROPER PALLET LABELING AND CARTON LABELING MAY BE SUBJECT TO AN ORDER PENALITY. 
Vendors receiving Collect Purchase Orders are to route PO’s through the HUB Group routing portal. www.hubconnect.hubgroup.com 

PO’s are to be routed 7 days prior to the ship date. It will be imperative that you contact your buyer before the routing deadline for an approved extension or the order will be subject to cancellation.  Variety Wholesalers has been very flexible in our cancellation requirements in the past.  There will be few exceptions without penalty going forward if ‘routing’ is not requested 7 days prior to the start ship date.  Again, it will be critical to work with your Buyer for an extension before your purchase order is cancelled. 
**Under No circumstances will Driver Collect Shipments be accepted.  Shipments marked Driver Collect will be declined.  

Vendors receiving prepaid orders are to route their shipments through the portal for visibility purposes only. HUB Group will not manage the freight
 HUB Group operations team can be reached at:

HUB Group Operations Team   


    Telephone: 866-722-0291


    Email:
VarietyWholesalers@hubgroup.com 
Frequent Vendor Reminders

· Route using the correct weight, cube/volume and pallet information
· Cube/Volume calculation- length x width x height / 1728
· Carton and Pallet labeling is required
· Ensure Freight Classifications are correct
· Use of the Hub provided BOL is required
· Multiple POs consolidated to ship together require the use of the HUB Group Master BOL
A. The following information must be provided in the routing portal:
1. Location ID (Provided when location is created in web portal)
2. NMFC Class (Freight Class) - ENSURE THIS IS ACCURATE
3. Ship Date (PO ready to ship)
4. Total Pallets, Cartons, Weight, Cube, and Pieces
5. Is the PO a full TL
6. Stackable pallets
7. Number of unique SKU’s on PO
B. All California Vendors are required to pay ½ the freight charges on all loads from California, unless otherwise approved by the buyer. 

C. When two or more purchase orders to the same location have the same or overlapping               ship/cancel dates (ships within one week of each other), they are to be combined and shipped on a single bill of lading.  

D. Back orders are not accepted. All other purchase orders must be shipped complete. 

E. In the event that merchandise is not shipped complete the vendor should call in the information to the HUB Group operations team at the telephone numbers listed above.  HUB Group will select the carrier, and VW will deduct ½ freight from the invoice. This will be a new process.
F. One of the reasons listed below should be used as to why the order was not shipped complete:

a. Manufacture Back Order

b. Product Recall

c. Product Not Available

d. Carrier Not Available

e. Product Overflow (product would not fit on trailer)

f. Number of cartons and weight for each SKU.

G. All purchase orders that are not routed by the cancel date will go into suspense (PO will not be available for routing). In order to route those PO’s vendors will need to call their buyer and get an extension approved. 
H. All vendors are required to load and count the merchandise on the carrier's trailers.  Failure to comply could result in chargebacks to the vendor.  

I. The following is the required information for HUB's bill-of-lading and carriers freight bills:

a. Shipper's name, street address, city, state, and zip code.

b. Consignee's name, street address, city, state, and zip code.

c. Variety Wholesalers' purchase order numbers and department numbers or sku number.

d. Accurate description of items, including freight classification (i.e. Class 70), SKU numbers, and number of cartons being shipped.

e. Total number of cartons and total weight.

f. Bill of Lading date (ship date).

g. Freight terms: prepaid or collect.

h. Carrier name, trailer number, and PRO number on LTL shipments.

i. Driver's signature on Bill of Lading.

j. Copy of Packing List attached to paperwork and also the lead pallet. 
J. Risk of Loss: The risk of any damage, destruction, or loss of goods remains with the vendor until the goods are delivered to VW’s premises in good condition.  Shipper is responsible for counting, loading and sealing All Freight on the trailer.  Shipper is responsible for blocking loads to ensure they don’t shift in transit. 
K. If the product to be shipped is not prepared and ready to load at the time of the carrier's scheduled pickup any resulting charges for delay billed to Variety Wholesalers' Stores by the carrier will be charged against the shipper/vendor.  Carrier drivers are not required to provide count or assist in loading.  Carriers usually provide 53” trailers (except LTL).  If your facility does not accommodate 53’ trailers, please advise at the time of your routing request.
L. If a driver is held up longer than time is allowed for loading the vendor will be charged

the carrier's detention charge. Trucks ordered but not used will be charged back to the vendor.
M. Failure to follow the aforementioned procedures may result in Variety Wholesalers

assessing a chargeback to the vendor for all freight charges and assessorial charges

            that are applied. 
PART III:  PREPAID PURCHASE ORDERS 
PREPAID VENDOR INSTRUCTIONS  
1. Vendors are never authorized to Prepay shipments and add freight cost to invoice.  Variety Wholesalers   does not allow Prepaid Freight to be added to an invoice.
      A. Vendors/shippers or carriers receiving a Prepaid Purchase Order requiring a trailer load 
shipment must email the Appointment Clerk for a pre-set delivery appointment as soon as 
possible.
 B.  To receive or confirm a delivery appointment for either DC, the vendor/shipper or carrier should email the appointment desk at the destination specified on the purchase order and provide the information contained on the attached form to the corresponding Variety Wholesaler delivery address listed below:
Variety Wholesalers, Inc.  9001, 9006, 9151, 9156     Variety Wholesalers, Inc. 9002, 9152                                         
1000 Facet Road                                                           60 Herring Road
Henderson, NC 27536                                                  Newnan, GA 30263
Email:  appointments@vwstores.com                          Email:  ngaappointments@vwstores.com                
The following is the information that needs to be provided when scheduling a delivery


   appointment:

1. Purchase Order Number(s)

2. Destination DC

3. Number of Cartons and Skids (Pallets)

4. Carrier Name

5. Trailer Number

6. Contact Person and Telephone Number or Email Address

A. Variety Wholesalers shall provide the vendor/carrier with a pre-set delivery appointment within two (2) business days of the request.

B. The following is the required information for HUB's bill of lading and carriers freight bills:

1. 3rd Party Freight Charges Bill To:
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2. Appointment confirmation numbers must show on the carrier's freight bill.

3. Shipper's name, street address, city, state, and zip code.

4. Consignee's name, street address, city, state, and zip code.

5. Variety Wholesalers purchase order number, department number and sku number.

6. Accurate description of the item and SKU number and number of cartons by SKU being shipped.

7. Total number of cartons and total weight.

8. Bill of Lading date (ship date).

9. Freight terms, carrier name, trailer number, and PRO number for LTL shipments.

10. Driver's signature with date and carton count.

11. Copy of Packing List attached to paperwork and a copy attached to the lead pallet. 
C. Variety Wholesalers will not be responsible for any additional charges on prepaid shipments including but not limited to a.) detention or demurrage, b.) sorting and segregating, c.) notification charges, and d.) unloading.                                                                                                                                          
D. Variety Wholesalers has an Unloading (Lumper) Service available at each distribution center that the carrier can hire (at their expense) to unload their trailer. This service is not mandatory for the carrier to hire. However, the driver is responsible for unloading the trailer and sort and segregate the freight from their trailer.

LESS THAN TRUCKLOAD (LTL) SHIPMENTS:

*NOTE:  Variety Wholesalers does not pay for samples or transportation cost associated with samples.

A.   All Collect LTL shipments from New Jersey and New York metro:

These shipments are to be shipped prepaid to the consolidator.  Our current consolidator Avrio Logistics is located at 125 James Ave, Jersey City, New Jersey 07306.  You must call or email Avrio Logistics 24 hours prior to delivery. (LTL shipments 10,000lbs/10 pallets or less per PO/DC). HUB Group will determine what will be prepaid to the consolidator based on the shipment size.
Vendors – Important Information for your planning process for Avrio shipments

· All shipments assigned to Avrio will be tendered in the HUB Group system within 2 business days of the vendor routing the PO. Please reach out to Avrio immediately after they’re assigned to avoid scheduling delays. 

· Vendors should not be shipping freight to Avrio unless HUB Group has assigned them as the carrier. 

· Vendors should ensure the shipping labels and pallet labels have the correct Variety DC clearly visible so that the freight gets to the correct destination.

· The Variety Wholesalers’ PO Number and HUB Group Bill of Lading Number both need to be used to schedule a delivery to Avrio. Please do not list just one of these numbers twice when scheduling a delivery on Avrio’s website. 

· Vendors must use the HUB Group provided bill of lading when shipping freight. Avrio also requires the vendor to use an Avrio BOL – vendors should attach the 2 BOLs together
· Avrio contact information – Sebastian Perez – phone contact 1-800-935-6320 ext 205 or 908-662-5355, and e-mail address (appointments@avriologistics.com).   
Another Important Note Regarding Prepaid Shipments

Avrio requires the vendor to ship by PO number, and POs cannot be mixed on the pallet.
B.        Consolidated (Crossdock) Facility Shipments: 

· The Hub Group may choose to consolidate a vendor’s Collect LTL or Partial Truckload-sized shipment at a Hub Group managed cross dock currently located in the greater Northeast or in Southern CA:

· Northeast: Milton PA and is operated by Ward Transportation.

· Southern CA / LA Metroplex:  Bloomington, CA and operated by Tagg Warehousing, a Hub Group company

· If the Hub Group BOL shows one of the above locations as the destination, that shipment should be routed through the consolidation program.

· NOTE: A consolidation BOL will have a master copy on top showing the consolidation center as the destination, and individual BOL’s showing the final DC location.  It is imperative that Vendors use the HUB Group provided bill of lading when shipping freight, and that all BOL’s are provided to the driver.

· Vendors should ensure the shipping labels and pallet labels have the correct Variety DC clearly visible so that the freight gets to the correct destination.

· Failure to provide all BOL’s, or properly mark pallets, could result in freight misroutes, delays, and additional charges.

      C.        Parcel Shipments: 
Shipments that are 10 cartons and 200 lbs or less and meet other FEDEX GROUND guidelines should be shipped by FEDEX GROUND direct to store or to the correct DC.  Freight charges for FEDEX GROUND shipments should be collect if the buyer’s purchase order is written "collect."  If the LTL shipment is more than 10 cartons and 200 lbs and does not meet FEDEX GROUND guidelines, HUB will route that PO with the appropriate mode.
     D.        Canadian Shipments: 

All Canadian shipments must be Prepaid.

HUB Connect PACKING LIST PROCEDURES SOP
Vendor Packing Slip Upload Requirements

· All PO’s are required to be released via the Hub Connect portal.

· After a PO is released then the Vendor is required to upload a packing list for that PO into Hub Connect
· Failure to upload the packing slip could result in short pays or charge backs if there is a shipping discrepancy

· From the main Hub Connect screen, select track and trace on the left-hand side

· Search the PO in the Hub ID Field on the right-hand upper corner
· Actions circled in red below
· Select the PO that the paperwork will be uploaded for
· Click the paperwork button which is circled in yellow below
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· A new screen will pop up that will allow a user to download the BOL and upload additional documents

· A document type must be selected in order to upload a document.

· For packing slips please select Shipped Manifest

· Then either drag a file from another screen or select browse files to select a file to upload.

· Once a file is attached then a green upload button will appear, select this to move forward.
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· Once the upload is complete, you will be returned to the paperwork screen

· On this screen you can either delete the document that was just uploaded, upload another document or click the X in the top right corner

PART IV: “NEW” ADVANCE SHIPPING NOTICE (ASN) PROCEDURE UPDATE:
As part of our continuous effort to improve our supply chain efficiency, Variety Wholesalers, Inc. is implementing a new requirement for all vendors to submit an Advanced Shipping Notice (ASN) for future shipments. This new process will help us streamline our receiving process, increase inventory accuracy, and accelerate the processing of your invoices. To ensure a smooth transition, we will require an ASN for all shipments prior to their arrival at our facility.

The ASN should contain the following key information:

· Your company name

· Shipment number

· Associated Purchase Order (PO) number(s)

· Carrier and tracking information

· Ship-from and ship-to locations

· Expected delivery date and time

· A complete list of items in the shipment, including SKU/UPC, quantity, and packaging details

· Carton dimensions

· Carton weight

The Variety Wholesalers Inc operating policy is to pre-receive all shipments. The processing of shipment information prior to the physical arrival of goods improves the flow of products through the distribution centers to our stores selling floors.

· All shipments must have an EDI 856 Advance Shipment Notification (ASN). ASN’s must be received into the system by 6:00am EST the day after the shipment is released to the carrier.  If there is a variance between the ASN and the PO the vendor should contact the buyer. 
· All merchandise shipped under a given Bill of Lading must be combined onto a single ASN.

· For truckload shipments, EDI ASN’s must have trailer integrity.

· Shipments utilizing more than one trailer must have an ASN for each trailer detailing the items on that trailer.

· Should EDI ASN not be received for a shipment or deemed unusable, the vendor is required to prepare and deliver a traditional Packing List in an expedited manner.
UCC-128 Carton Label (to be placed on top or the side of the Carton)
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UCC128 (GS1-128) s usually divided by pre-defined zones:

Zone A- Ship From information
Zone B - Ship To information

Zone C - Ship To Post (Zip Code) information, both text and barcode

Zone D - Carrier information

Zone E - Miscellaneous Information - VW requires the PO Number product item numbers to
be printed on the label. Quantity is also helpful.

Zone F - Mark for barcode (store number or DC)

Zone G - Mark For information (store number or DC)

Zone H-SSSC-18 barcode





PART V: POE PORT SHIPMENTS

Collect shipments purchased FOB at POE (port of entry) must arrive at these ports according to the Variety Wholesalers’ destination.

Preferred

· Norfolk, VA (preferred) (HDC: 9001, 9151)
· Savannah, GA (preferred) (NDC: 9002, 9152)
By VW Approval Only

· Wilmington, NC 

· Charleston, SC
Vendor Instructions:

Vendors Must notify Expeditors by email Variety.DLVM@expeditors.com of cargo port departure and expected arrival date and cc Imports@vwstores.com. If the vendor does not notify Expeditors, vendor will be responsible for any demurrage/detention charges that result from delayed container pickup.
The arrival notice Must be accompanied by a copy of the customs clearance and packing list and should contain the following information:
1. Shipper

2. PO#

3. Consignee

4. Hazmat Y or N

5. Origin Port

6. Carrier SCAC

7. Vessel Name

8. Voyage #

9. Weight

10. Master Bill

11. House Bill

12. Container Number

13. Piece Count

14. Container type

15. Origin Port Code 

16. ETA to Port

17. Destination Port Code

18. Last Free day

VARIETY WHOLESALERS REQUIRES NO LESS THAN 3 FREE DAYS AT DESTINATION PORT (ON-DOCK) AND NO LESS THAN 10 FREE DAYS AFTER FREIGHT/CONTAINER PICKUP FROM DESTINATION PORT (OFF-DOCK).
Expeditors will, to the best of their ability, schedule the delivery appointment within that free time.  If an appointment cannot be scheduled within the free time due to customs holds, agriculture holds or processing errors, the vendor is responsible for all per diem, detention, and demurrage charges.

The vendor, or their assigned broker, MUST communicate any vessel ETA changes and delays.  If the vendor does not communicate changes or delays, then vendor is responsible for any/all additional charges resulting from those delays.

 

Any vendor who ships collect and does not follow the prior instructions will be subject to charge backs for the full freight/storage/additional charges incurred by Variety Wholesalers.

Please use the POE Container Worksheet in excel. 
Add link***
DIRECT TO STORE (DSD) VENDORS 
· ASN/Deliveries:

· Vendors to send delivery schedule to store ops in order to alert stores of upcoming deliveries.

· 24 hours prior to the delivery, vendor should email/call the store to alert them of the delivery.

· Receiving:

· Upon truck arriving to the store, store should unload and bring into store warehouse area.

· Store to ensure all items on the BOL are received in full.  Any shortages/overages need to be notated on the BOL and let store ops know of any issues.

· Once BOL portion is completed, the store should ensure the PO is received into the system immediately.

· Once received in, merchandise can be placed in its designated area in the warehouse or on the floor.

Appendix B
HUB Connect PROCEDURES SOP: [image: image6.png]1.0 Whatis Hub Connect?

11" Delivering detailed tracking and extensive visibility, Hub Connect
provides reporting and access to resources. A state of the art online and
mobile platform providing customers 24/7 access to a versatile suite of
tools accessible from any device: desktops, Iaptops, tablets, or phones.

2.0 What Does Hub Connect Offer?
Multi-Modal Shipment Tracking
Self-Serve Document Access
Claims Submission
Order Entry
Rate Inquiry
Email and Text Notifications
Freight Analytics
View and Pay Invoices by Credit Card

3.0 Requesting Access
31 Go to hitps:/hubconnecthubgroup.com/ and [ A% MPORTANT NoTE FoR vouR
select Need Access? Request it Here to fill out | FRSTL0SN
the new user access form. Our Connect SUPPOTt | ror secury reasons you must e
team will process the request and the new user | o o Googe Chrome e ft
will receive an email notification from Hub ey e
‘Groups IT Service Desk with credentials to login. | s gr)

Any issues, contact Connect@hubgroup.com
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[image: image8.png]5.0 Track and Trace
51 Track and Trace provides detail tracking. Use this module to review
shipments that have been tendered, due for pickup, in transit, or
scheduled for delivery.

[ —

i

52 Use the filters to easily locate shipments. Shipments can be organized by
status, mode, origin, destination, and by ship or delivery dates, and by
claims. Users can also enter a specific reference number or an equipment
1D in the top search box.

T T T s 8

TRACK AND TRACE

53 Statuses represent the lifecycle of a shipment. Each status has a
definition to help with filtering shipments.

Active means a shipment has been tendered to Hub | TRACK AND TRACE
Group. e ———

All includes every shipment that is active, tendered,
or historical. ——

Tendered is anything that has been sent to Hub
Group and has a future pick up appointment.

Picking up means a pickup appointment is scheduled
for the current day.

In Transit is any shipment moving between the pick-
up and delivery appointments.




[image: image9.png]Delivering means there is a delivery appointment scheduled or planned for
the current day.

Delivered means a shipment that has been delivered and moved with us in
the past 18 months.

Delayed is when the ETA to delivery is after the appointment date and time
or delayed event is received, and teams are working to deliver as soon as
possible.

Pending Update means a shipment is in Delayed status for 7 days with no
updates.

54 Save frequently used filters for quick reference by | swsafites

selecting the funnelicon ¥ Enter a filter name to |© 0%
save. Manage unused Saved Filters by selecting the |O ot
trash can icon to remove from your Saved Filter

list.

OLme

55 Store key shipments at the  [TRAGK AND TRAGE
top of your tracking list with |

selecting the pin icon. s e o a
Users can also hide or show

pinned shipments.

56 Use the Export Excel feature to download an excel document of less
than 2,000 shipments.

TRACK AND TRACE
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61 On an individual load, users can access actions such as, shipment details,
paperwork, notifications, request an update, create a claim event, and

share shipment details.

62 Use multi-shipment select for [= =
push notifications, request
update and share shipment oo
details. Click the checkboxes
on the shipment cards to
enable this feature.

&3 B otifications - Set pickup, ETA,
delayed, or delivery notifications that can

be delivered via email or text message.

8 8

©
e

64 & paperwork - Access each

shipment’s relevant documentation.
Generate a BOL or retrieve a signed
BOL or POD.





[image: image11.png]65 D Request Update - Get in direct
‘contact to Hub Group's Account
Management team on a shipment
change, cancellation, or concern.

66 4 create claim Event - submit an Over,
Short and Damaged (0S&D) Claim
Notification or File a Claim and track an
existing report. Fill in all fields and add any
attachments, such as a signed POD notating
damage and pictures. After completing, check
the box to acknowledge a claim event is being
submitted. Finally, click submit.

- Tcon will turn red once a claim has been
submitted

- Submitting a Claim Event will notify the
Hub Group Claims Team that an incident
has occurred. Our claims team will get
back with you in 3-4 business days.

- Use the Claims filter to search for all

- submitted claims.

TRACK AND TRACE

67 *S Share Shipment etails -
Copy the URL or Send an email [— )

directly from Hub Connect to == e
individuals to receive updates on a
shipment without having them log —— o—
iinto the portal.
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71 My Network provides an overview of all shipments with a multi-modal
map view. Toggle weather or traffic layers on or off. Hover over the map
iicons to pull up the tracking number and current location.

8.0 Schedule Shipment
&1 This tool offers a streamline way to request shipments. To help save time.

on recurring shipments, use Quickstart from Template. Each individual

user can create and manage their templates by selecting the icon

'SCHEDULE SHIPMENT

[——— = a





[image: image13.png]82 Fill out a new template form by selecting Create New Template.
Templates allow Origin, Destination, and Shipment Info fields to auto
populate onto the Schedule Shipment forms, Each template has 3 icons;
use, edit, or delete.

form, type the origin and destination
‘addresses. Select the correct address
to autofill the Location Address
fields. If an address is mistyped or not
i the correct format, Confirm
Address will populate. Make changes.
on the form and select Confirm.

8.4 If an appointment is required, enter  contact name, phone number, and
‘email address.

85 The Ship Date and Delivery Date fields notify Account Management if
there i a specific date or date range to pick up or deliver the shipment.
Use the calendar drop down to select the dates. Appointment
Required?, informs the Account Management team if appointments are
required and need to be set.

E—— - -





[image: image14.png]86 Select Proceed to Details, to fil in shipment information pertaining to
the mode selected.

e °

87 A volume calculator is available for LTL and TL =

shipments. Click the icon above Volume. “* The
default for all volume fields is Feet. Make sure to change
the unit of measure if you are using Inches instead.

88 Enter hazmat information on the Quantity row by selecting the check
box next to Hazmat Code. If multiple UN's are on the order, add another

Quantity row using the far right-hand plus sign.

Shipment Infomaton





[image: image15.png]89 Click Select Code to populate the Hazmat Classification screen. Use the
filters to search by UN=, Hazard Class, Packaging Group, or search by a
description. If applicable, enter in an EX Number, i.e. Explosive number.
Once selected, click Use Code to get the UN# added to the Shipment
Information form.

810Use the References/Remarks section toadd a [
type of reference to the order or a remark for |«
details necessary for the shipment. Please note, | e
special characters cannot be entered. If ] |2
additional shipment information, references, or | =
remarks need to be added, select the plusicon. | %
+ o

811 Reference# descriptions

CR: Customer Reference TR: Trailer

AO: Customer Reference EQ: Equipment

PO: Purchase Order 50: Shipper's Order
P8: Pick Up BM: 8ill of Lading

RA: Return Authorization




[image: image16.png]812 Next, type in the description in the Commodity
Code field. Available options will populate in a
drop-down menu to select to add it to the form.

813 Special Services are available to select, such as Temp Control, Lift
Gate, and Inside Delivery. Please note, these services may require
‘additional charges.

814 Select Proceed to Review to validate all the information entered. Any
edits click the Edit Order button on the upper left-hand side. Once ready
select, Submit Shipment to receive a confirmation message and a Hub
Group tracking number.
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91 Mass Upload allows users to enter in Shels s wassuOR

several orders at one time using an excel —_—

spreadsheet. Select Download Template, fill in the shipment

information, then save it to your desktop

to upload the file. Schedul Sipnest

92 After uploading the file, if required
information is missing a Needs Review
message will appear. Click on each
specific link to correct the error on the

schedule shipment form. =

Dragand Drop

93 Then select Update Changes and submit the verified shipment to
‘confirm the mass upload. A confirmation message will appear indicating
the shipment has been submitted. The user will receive an email with the
submitted shipments along with the associated tracking number.

. [E—

Confirm Mass Upload x





[image: image18.png]10] Select Rate Inquiry to requesta | RATE INQUIRY

rate on a specific mode or select
Any to search available rates for
all modes. Type the Origin and
Destination City, State, and Zip o o
code. Complete the detail fields .

and if additional rows are needed,
click + Add Row. Special
Services are also available to
select.

10.20nce completed, select the
‘Search button to populate
contracted rates on the requested
lane.

103 The results will populate on the right-hand side. If changes need to be
made on the inquiry, select the Edit button. To see a breakdown of the
rate, click the drop-down arrow next to the Estimated Rate.

RATE INQUIRY





[image: image19.png]10.41f no contracted rates exist, a popup
message will display. Users can
either select Cancel if no spot rate is | 1= s

needed or Request Spot Rate to
generate the Spot Rate Request

No Rates Returned x

form.

105 The spot rate request form will populate the information from the
previous rate inquiry form. In the Additional Requests or Remarks
section, include further information as necessary.

106After the form is completed, dlick Request Spot Rate. A confirmation
screen will populate. Once the rate has been secured, an email is sent to
the user. In the email, click View Rate to open the Rate Requests
screen in Hub Connect to view the spot rate.





[image: image20.png]11.0 Rate Requests

111 All current submitted rate requests can
be found on the Rate Requests tab. S
The status of the request will display W iy
Pending if Hub Group is still working on
the request. Once a rate has been
secured, the status of the request wil
display as Active. Shipments must be
shipped by the expiration date or the

quote may no longer be valid, and the
shipment will have to be re-quoted.

RATE INQUIRY -

12.0 Freight Analytics
121 Freight Analytics provides a foundational trend analysis for users. Using
a standard dashboard, users can view Volume, Spend, Accessorials, and
Inbound / Outbound lanes per state and by mode.

122 Accessorials are . —
sorted out by
‘accessorial charge
code - origin per .
dem, destination per : -
diem, detention, —

storage, and non-
equipment costs. =





[image: image21.png]13.0 Purchase Orders
131 If the account uses the Hub Connect Purchase Order Management
system, users can view open, partial, complete, expired or all purchase

orders by using the quick filters to sort through the Purchase Orders
screen.

PURCHASE ORDERS,

Open: PO has not been released against

Parti
fulfilled

PO has had a release against it but has not been completely

Complete: PO has been completely fulfilled
Expired: PO can no longer be released against, it is past the release date

Includes all Open, Partial, and Complete PO's




[image: image22.png]132 Enter in location information in the Ship From or Ship To fields to
search for orders. Select a date in the Ship By drop down to populate all
Purchase Orders that would have to ship by that selected date. Use the
Search Purchase Orders field to populate for a particular purchase
order.
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133 View more details on the right-hand side on each purchase order. The
e Overview will display the PO, Origin and Destination city and
state, and the ship window. The Release Overview will display how
many packages, weight, and volume has been released against how
much was requested. Any related Remarks will be visible as well.

134 Associated Shipments with the selected purchase order will also be
displayed. This section advises the status of the PO once it has been
planned to a carrier and the associated Hub ID tracking number.





[image: image23.png]14.0 Invoices

14] View statements and process credit card payments by using the Invoice
module.

142 Use the filters to easily locate invoices. Invoices INVOICE
can be organized by Status or Due Date. Each =
status has a definition to help with filtering. S -

All includes Open, Pending, and Paid invoices
Open is a payment needs to be paid —
Pending means Hub Group received a payment
and pending processing with the bank

Paid is the amount owe is completed. Past pai
Hub Connect for 3 months.

invoices are visible in

143 Users can also enter a specific invoice A .

number, shipment ID, or associated
shipment number in the top search
box.





[image: image24.png]15.0 Invoice Action Icons

151 On an individual invoice, users can generate a copy of their invoice
paperwork, contact their collections team for any updates or further
information, or submit a credit card payment.

152 B paperwork - Generate a copy of
the invoice paperwork

153 D Request Update - Request adirect | ™ B
update from Hub Group's Collection team | =i o

156 @ payments - process a transaction by fling out the required
payment and billing information





[image: image25.png]16.0 Multiselect Invoices
161 Use the multiselect option to make a payment or request an update on
multiple invoices. The selected invoices will be highlighted in blue. Use.

the populated action icons towards the top right-hand comer.

162 Hub Connect will automatically calculate the total amount of the invoices
selected.

[r—————"1

17.0 User Management
171 Users with Administrative functions can edit, create, or delete a
user account. Under the Admin tab, click on User to manage.
accounts.

@

17.2Admins have 2 actions; User Detail can edit the user’s information and role
and Delete User will remove the user from Hub Connect.

173When creating a new user account, select Add New User and fill out the
form with required information such as name, email, and phone number. Add
2 mobile number to receive mobile notifications.

174Select a Role for the new user and corresponding [~
Privileges will be advised. Click Continue to
review and confirm adding the new user. The new.
user will receive an email notification from Hub
Group's IT Service Desk.





[image: image26.png]18.0 Mobile App
18 The Hub Group Connect m
and Apple stores. The same logi

tablet, and mobile systems.

le app can be downloaded in both Google
credentials are used across desktop,

19.0 FAQ's

191 What are the recommended browsers to use?
A: Chrome, Firefox, or Edge. Internet Explorer does not support the.
technological advances that Hub Connect offers.

192 What is recommended if users are having loading issues?
A: Clearing their browser cache (ctrl-+shift+delete) or a refresh
(ctri+r)

19.3 How can I reset my password?
A: Select “Forgot your password” on the Hub Connect login page
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