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www.loomis-express.com | 1.855.2LOOMIS (1.855.256.6647)
Technical Support Hotline 1.877.549.3638

CREATE A WEB PROFILE

You must create a Web Profile before you can
start shipping. On the home page, click Log In
and on the next screen, click Sign Up Now.

IF YOU ARE AN EXISTING LOOMIS CUSTOMER,
enter your account number, click continue to
validate your account and follow the five easy steps
to set up your Web Profile and preferences. In a
few seconds, you will receive an email with your
Web Profile log in information.

Now you can start shipping!

n s iz OO

Sign-Up for LOOMIS WebShip

SELECT PROFILE TYPE

(O TI'm a one time shipper. T'll use my Credit Card as payment method.

@1 ship regularly. T want to create a Losmis account.

TIP: During the set-up, set your shipping preferences to
make future shipments faster and easier!

»LOGIN

Sign up

- Mandatery Field  Help [7]

LOG IN NEW TO LOOMIS WEBSHIP?

If you have an existing Web Profile, please enter your It only takes a few seconds to open a Web Profile.
username (email address) and passwor Then you can easily ship and track packages, keep a
list of contacts and a history of all vour shipments.

Username: [ [aphan07@yahoe.ca

[¥] Remember my Username and
Password on this computer

» Login Help

» | LOGIN

»SHP
P TRACK
b LOGIN

Sign-Up for LOOMIS WebShip

- Mandatory Field  Help [7]
Please select if you are a current Loomis customer or a new customer. Learn More
EXISTING LOOMIS CUSTOMERS NEW LOOMIS CUSTOMER?

Please enter your existing Loomis Account number
and Account Iocation details to validate vour account.

account =il |

Country: I CANADA v

Province/State: || ONTARIO

Don't have a Loomis Account Number? Sign up for a
Loomis account today or you can use a credit card to
ship enline.

» | CONTINUE

IF YOU ARE A NEW LOOMIS CUSTOMER,

sign up on-line by selecting your shipping profile type
(one-time shipper paying with credit card vs. regular
shipper to set up a Loomis Express account).

As a regular shipper, complete the required fields and
your account number will be assigned instantly. Enter
your new Loomis Express account number, click continue
to validate your account and follow the 5 easy steps

to set up your Web Profile and preferences. In a few
seconds, you will receive an email with your Web Profile
login information. Now you can start shipping!
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SHIP DOMESTICALLY IN 5 EASY STEPS!

Your account information will automatically
appear in the Shipping From section.

a Enter your recipient’s address information OR select
an existing contact from your address book OR use
the Receiver ID Quick Retrieve feature.

TIP: A Receiver ID is like a nickname, you can create one for
each of your recipients.

e Book a Pickup request OR let us know if you already
have a pickup Scheduled.

9 Loomis Express can send shipment updates to both the
sender and receiver. Select when you would like Loomis

Express to send notifications about your shipment.

° Enter the weight and size information for your
package(s).

o Choose your “Domestic Service"“options.

Click Complete Shipment and follow the on-screen
instructions to print your waybill.

TIP: Check your printer settings to make sure the waybill
prints properly.

TIP: Preview your rate and transit time before completing
your shipment by clicking Calculate Rate.

P ADDRESS BOOK  » SHIPPING HISTORY  » SHIFMENT REFORT

P TRACK

- Mandatory Field Help Iz‘

SHIPPING FROM

CHANGE FROM ADDRESS

st MName; EIO00
Last Name: PH

SHIPMENT INFORMATION

Loomis
eroduct: | LOOMIS EXPRESS DOMESTIC (| 7

Shipment [z —q/m0 ¢
Date: 08/29/2011

Ready Time: [11:04

II
I

i . Fickup/Crop [ g 3
Receiver ID: I:l » RETRIEVE off: LTickup Office e
P e: Lorepaid 8] [2
S5.M.P.
Agreement =: 2
Country: I CANADA v (Required for vaius sver 51,000)
Postal/Zip Code: l:l Cost Centre: B
Frovince/State: |-—'\L5E%T—'\ v‘

IATA:

A Book

ate Receiver in your Address

nert
NOTIFICATION )) Commen Packae Size: 7
- v‘ 2 Add More Pieces: l:l » ADD | 7
My Email: Weight Length Width  Height Envelope
N.Dtifl”lsrzlect One... v‘ 7 1| C-CH C‘C” E-C” C-C‘ O
Receiver:
Receiver's 2| C'CH C‘C” E'C” C-C‘ O
3[ oo oo oo oo O
\ 4 oo oo oo 0o @O
DOMESTIC SERVIC 5| C.CH C‘E” E.C” C.C‘ 0O
acsidential [@F? Fragiles[] 7
Saturday Service: (Al =
» CLEAR
Spedial Handling: [] i

» [ REVIEW & CONFIRM

» View Draft Shipment ADD TO DRAFT

v Calculate Rate
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WEBSHIP ADDRESS BOOK & SHIPMENT REPORTS

Creating and maintaining your address book is
simple and easy. The WebShip address book lets
you save multiple addresses and contacts for quick
reference and completing shipment information.

To add a new entry, click the Add New Address link
and complete the information. Confirm your new
entry by clicking the Add Address button. You can
also import your existing contacts using our on-line
template.

From the main address book list, you can edit,
delete, and ship to an address with one click. You
can also view recent shipments to each address.

You can create group shipments by clicking Manage
Groups. This advanced feature is useful for regular
shippers who consistently send packages to a set
list of recipients. For more information about this
feature please contact Loomis Technical Support at
1-877-549-3638.

I
» sHIP ¥ ADDRESS BOOK P SHIPPING HISTORY  + SHIPMENT REPORT
» TRACK

Shipment Reporting

Help [2]

To keep track of your shipping history, complete the fields below and your most recent shipments will be added
to your database. Learn More

- Mandatory Field

SHIPMENT REPORTING

(& Commonly Used Reports () Custom Reports ) Driver Pickup Report

Select Display A

i This Report wil

help your Loomis

Waybill = driver by providing
a shipment
Parcel = summary for their

records
Shieping Gate Select a From and
To Period below
(setboth to
“Teday' to
summarize all of
vour shipments to
be shipped today)

Service
Loomis Product

Receiver ID

» DELETE
Report's Name:

+ EXPORT TO EXCEL » SAVE REPORT

» SHIP » ADDRESS BOOK  F SHIPPING HISTORY  » SHIPMENT REPORT

v Add Mew Address * Ma Groups » Import Address Book
4 » SEARCH

v

Filtered By:Company Name

AMlABCDEFGHIJKLMNOPQRSTIUY

Select| Receiver [D - Company Contact Street
TR27956 - _ TR27556 - TR27956 - -
EDMONTON ~ EDMONTON eomonTon (10025 -

—2q5, SETH
Edit| De TR27956 - 200 e
L EDMOMTON |77
TR27956- _ N\
SPARWOOD ~ SPANMNOOD MICHAEL E%UGLAS
Edit| Delete| Shi MICHAEL  £12 2oan
~ nsacticns P
TR27593% - _TRZ27935 - TR27959 -
CRANBROOK ~ CRANBROOK |cRANSROGK 200
—as THEATRE

Edit| | Ship To| TR2793% - ROAD
Transactions CRANBROOK

TR27970- TR27970-

TR27970-
FORT

FORT - FORT 201
[] | MACMURRAY MACMURRAY MACMURRAY Cpprpaiys

Edit| Delete| Ship Tol|

Tran=zarhinne

TR27970-
FORT

TRAIL

Help E‘

- Mandatory Field

y, Prowvince, Country

EDMOMTOM |

SPARWOOD ,

CRANBROC!

FORT
MACMURRAT

K ERITISH

ALBERTA , CAMADA

BRITISH

COLUMBLIA  © S

CoLUmera ¢ CANADA

+ ALBERTA , CAMADA

TIP: The WebShip address book allows you to view and

sort your addresses by many different variables including
Company Name, City, Country, and Contact Name. The search
function is another quick way to find contacts. Simply type in
what you are looking for and click Search.

Create and print reports to help track and manage your
shipments efficiently. WebShip allows you to create
custom reports for your web profile and save for future
use. Simply select the fields you want to include, specify
the sort order, and time period. For more information
about this advanced feature please contact Loomis
Technical Support at 1-877-549-3638.

TIP: Preview your rate and transit time before completing
your shipment by clicking Calculate Rate.
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PRINTING WAYBILLS AND SHIPMENT DOCUMENTS

After clicking the Complete Shipment button, a PADDRESSBOOK ) SHFTING HITORY ST or
Confirmation Page will open up where WebShip S -
prOVides a Summary of your Shipment, including: Thank you. Your shipment Njer has been processed and will be delivered as scheduled.
the number of pieces, waybill number and shipment PRI AR et erinese
rate amOU nt. %ﬁw/ﬂ'ﬁrﬁ:t From Address To Address N:rgfber
BRAMPTON VAL D'CR
. . . . . 08/29/2011 |NET79558105 Eﬁl\_lr'l'sf-‘éREIO CANADA JleéEs%EC CA |1 pcs
Q Print your waybill by clicking on the button. This Z » :
» Recent Activ Repeat This Shipment
W|” Open a new WindOW Where you must make sure é » Select Al » Dffdlect A1l » Document Toolkit
int Instri ns:
your printer Settings are Correct. FO”OW the Print Flease note that you must allow pop-ups from this site in order to print your waybills.
Setup instructions to make sure the entire Wayb||| &}gﬁfEn;a;:htglisz{oiafi{;ﬁ;f{ﬁ\'Loeuard::oé\.?sf o secinas. 19 you e e Flion shis procadure, the prnted
fits on one half of a letter size page. Supporting Shippina Bocuments _
Weuld you like to create a Commercial Invoice for this shipment? Click hers to create one.
Would you like to create a Dangerous Goods document for this shipment? Click hers to create one.
View all other supporting shipment documents in the Document Toolkit
0 Print all copies of your waybill. Keep one for your
records, and include the other copies in the waybill

pouch, which must be affixed to your shipment.

TIP: If you want to cancel your shipment, use the shipping
history screen.

TIP: To print correctly go to the page set up menu and set all
margins to .20" and unclick header and footer settings. For
Domestic Wayhills page orientation should be set to portrait.
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